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INTRODUCTION

City Council Members are dedicated to the highest ideals of honor and integrity in all public and personal
relationshipsin orderthatthe member may merit the respect and confidence of elected officials, oth er officials

and staff, and the public.

To those ends, the Watsonville City Council has prepared its own Sity-Council Protocols to document - Formatted: Left,Indent: Left: 0", Right: 0", Space ’
accepted -practices and elarifyringclarify expectations—Fhreugh- of how the Council will operate as a teal al After: 12pt, Line spacing: Multiple 1.151i
in accordance with City policies. Through the agreement of the City Counciltobe boundby -th ese“prac@ Formatted [_]

the administration of City Council affairs is greatly enhanced and made more -efficient.

PART I - ROLES OF CITY COUNCILAND STAFF

Mayor Proclamations ,
The Mayor is a member of the Council who, as part of their ceremonial duties, is charged with the [ Formatted: Font: Cambria,12 pt, Font color: Accentl

administration and presentation of proclamations on behalf of the City. In the event that the Mayor is unaﬂ' Formatted: Heading 2, Indent: Left: 0"
topresent the proclamation, the Mayor may ask the Mayor Pro Tempore, another member of the Council, _QF Fbrmatted: Font: (Default)Arial, Bold

City employee to present. Formatted ﬁ
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Any City Council member, staff, resident of Watsonville, or organization primarily serving Watsonville { Formatted: Font: Cambria Font color: Auto
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residents may contact the Mayor, with a copy to the City Clerk, torequestthatthe Mayor issue a

roclamation. Though the Mayor receives a large number of worthy requests, not all requests will resul
the issuance of a proclamation.
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residents.
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A significant date or anniversary relating to the City of Watsonville; Formatted: Font: Cambria,Font color: Auto, Not

Expandedby / Condensedby

- Significant historical commemorations: Formatted: Font: Cambria,Font color: Auto, Not
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To highlight an issue thathas citywid e public interest;
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Recognizing a national or state non-profit event that coincid es with a local event (for example, Breas
7| CustomColor(RGB(17,17,17))
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Cancer Awareness month); or
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Recognizing a person or group of persons who have had a significant p ositive impact on the City of ;
Watsonville.
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Requests for proclamations—Ci

contactinclude:
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Desired day, week, or month of the Mayororrequested proclamation;

Formatted: Font: Cambria,Font color: Auto

Proposed textfor the City-Manager sstaff-proclamation, including at least 5 “whereas” clauses explajn
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and supporting the reason for the proclamation; Formatted
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Contact information for the person or group of persons honored by the proclamation (if applicable);

Formatted: Font: Cambria,Font color: Auto

-___Contact information for the person or organization requesting the proclamation. Formatted: Font: Cambria Font color: Auto
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In order to-provide sufficientlead time to create a proclamation-thestaffofthe, requests for proclam 5| Formatted: Font: Cambria Font color: Auto
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should be submitted to the Mayor and City Manager"s-office-shall_be-given-one-week’snoticeClerk at le
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The Mayor may issue a certificate to individuals whose -meritorious achievements and/or service warr Formatted ﬁ
recognition. A Council Member may request, of the Mayor or full Council, that a certificate beissued.

In order to provide sufficientlead -time to create such certificates, thestaff-ofrequests for certificates shoul-Fermatted: Font: Cambria Not Expandedby / ’
be submitted to the City Manager=sClerk’s office i = two weeks p Condensedby

the timewhendate on which the certificate is ituati it i requ% Formatted [j
provideoneweek=snotice, thebe awarded. The request fortheshall include names, titles Formatted: Left, Indent: Left: 0",Right: 0", Space
achievements/accomplishments, and any other data necessary to create the requested certificate Before: 12 pt, After: 12 pt, Line spacing: Multiple 1.15
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given-directy-to—the City-Manager—.

City Council Majority Sets Policy |

Itis-important to-pote-that the The City Councilacts as a body, No member has any extraordinary -pow
beyond those of other members, While the Mayor and Mayor Pro Tempore have some -additional ceretnon

and administrative responsibilities, in the establishment of policies, voting-, and in other significantare

members are equal-H-is-also-important-to-notethatpolicy-is
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Policy is established by at least a majority vote of the City Council, While individual members may -disagre( Formatted: Left,Indent: Left: 0", Right: 0", Space
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#Requests for information and staff assistance by City Council Members must comply with Section 407 of the
City Charter, which provides:

Neither the Council nor any of its members shall interfere with the execution by the City Manager of their powers
and duties, or order or request, directly or indirectly, the appointment by the City Manager, or by any of their
subordinates, of any person to any office or employment, or their removal therefrom. Except for the purpose of
obtaining information, the Council and its members shall deal with the administrative branch of the City
government solely through the City Manager, or their designated deputy, and neither the Council nor any

member thereof.

Staff request: Requests by-City CouncH-Members-and-Staff\Workload-for information may be made eithﬁlﬂ»{ Formatted

the City Manager or directly to a Department Head. Ifthe request will take more than two hours to fulfill, the

requestwillbe made to the City Manager. Council Members will include the City Manager in all
correspondence with staff.
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City staff will make every effort to-respond in a timely and professional manner to all requests made b
individua] City Council -members for information or assistance, provided that, in the judgment of the Cy[ Formatted
{ Formatted: Font: (Default)Arial, Bold
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Manager, the -request is not of a magnitude, either in terms of workload or policy, whichthat would requitg Formatted [—]
that it -weuldbe more appropriately assigned to staff through the direction of the full City Council.

#—City Attorney Request: Councilmembers may request information or research from the City Attorney on a
given topic when it is anticipated that the request can be completed by the City Attorney in less than an hour.

Councilmember requests for research or information that are anticipated to take more than onehourto

complete should be directed to the Council for consideration during a council meeting. Requests for new

information or policy direction should be brought to the full Council for consid eration.

Access to Information—Fhereare e
In some limited restrictions-whencircumstances, staff may not beable to provide the requested information
cannot-be-provided-. Draft documents (e.g. staff reports in progress, administrative draft EIRs, etc.) tha
under -review are not available for release until complete and after review by the City management—M
and/ or City Attorney.
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In- addition, there are legal restrictions on the City=sCity’s ability to release certain personnel information;\Fermatted: Font: Cambria,Font color: Auto, Not ’
even tomembers of the City Council, Certain aspects of Police Department affairs (e.g.access to -restristed | Expandedby / Condensedby

confidential information related to crimes) may not be available to members of the -City Council. | Formatted: Left,Indent: Left: 0", Right: 0",Space ’
personnelThe City Manager and City Attorney will review any requests for information After: 12 pt, Line spacing: Multiple 1.15 i
its—abilitythat would be exempt from disclosure under the Public Records Act to be—released—determin
disclosure is appropriate,
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#-Council Responsibility
In accordance with the City Charter, City Council members may not intervene in staff decision -making, the

development of staff recommendations, the scheduling of work, and the execution of any department’s
priorities. This is necessary to protect staff from undue influence and pressure from individual City Council

Members, and to allow staff to execute priorities given by managementand policies set by the City Council as
awhole.

The full City Council retains the power to set departmental priorities in the performance of City business,
consistent with the policy set by the City Council.
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City Manager Code of Ethics ,
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The City Manager is subject toa professional Code,of Ethics from the International City ;Management [ Formatted: Font: Cambria,12 pt, Font color: Accent1
Association (ICMA). H-sheuld-benetedthat-this-This Codebinds the City Manager to -certain practices WM ; p —

A A EELA /A = 0 A ormatte
are designed to ensure the City Manager’s actions are in support of a Gity=sCity’s best interests. !
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Tenet 7 of the ICMA Code of Ethics states that a City Manager shall refrain from all political -activities wk e’{ Formatted: Font: Cambria,Font color; Auto
undermine public confidence in professional administrators. It further states that -a City Manager sha
from participation in the election of the members of the employing -legislative body, Violations of suc
standards can result in censure by the professional -association.
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Restriction on Political Involvement by Staff | :
Local governments are non-partisan entities, Reflected-withinConsistent with the Council-Manager for

government, the City Manager is athe principal efprofessional staffwh+ehtha; formulates recommend tal n{ Formatted: Font: Cambria12 pt, Font color: Accent1
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local elections.-Indeed, laws are in place to preserve those rights. However, there are limitations to su ch -
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Contents of City Council Agenda |

Consistent with the Ralph M. Brown Act (“Brown Act”), the agenda for each Council meeting shall set
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order of business or the order of business is changed pursuant to Section 2-1.113(b)(1).
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A. A-City Council: A-City-Councibmember

a. Councilmembers may make arequest
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the item requested by the

Formatted: Font: Cambria,Font color: Auto

with-the City-Manager-shall- decide-on-which-agendaCouncil, Council Members are encou

use the Request for New Agenda Item form attached to these protocols. Any discussi
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majority of Council Members concur, the item will be placed— on an upcoming agend
discussion.
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b. Iftheitem requested tobe agendized is, in the City Manager’s determination, such thatno
staff report is required, all or a majority of Council Members are familiar with the item, or a

staff report can be prepared in underan hour, the City Manager may place the item on a
subsequent agenda.

c. _Otherwise, at a subsequent meeting, the item will be agendized for discussion designed to
allow the Council to provide direction to staff to prepare a staff report, including discussion
of the details of the Council’s request; staff time and otherresources required toresearch the
matter and prepare the staff report; other priorities; and timeline of when the item would be
placed on the agenda. No staff report willbe prepared for this discussion.

d. Ifdirected by the Council, the item will be discussed again, and a staff report presented, at a
subsequent meeting.

B..Members of the Public: A member of the public may requestan itembe placed on,a Formatted

future agenda during pubhc comment or through other communlcatlon with City,
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related to work stoppages, crippling activity, an activity that severely impairs -public health, or safety
crippling disasters, mass destruction, terrorist acts, or threatened -terrorist activity that poses imme:
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City Council Members recognize that the chief function of local government at all times,is to -serve the:best{ Formatted: Font: Cambria Font color: Auto

Iinterests of all the people, Maintaining confid entiality of closed session- information aids in ensuring
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Copies,of all City Council members=Members]
bearing -City letterhead shall be placed by, the City, Clerk on a clipboard placed in the office
provided for -the City
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Council. Sity-Counci-members-shouldrememberthat-anyAny correspondence sent eut-using City -resources Formatted
such as official-City letterhead, typing-staff support, and/or postage become part of the -official record afxd

therefore may be accessed by any member of the public by-aupon request to the City Clerk’s Office.

Council should refrain from utilizing City letterhead for personal correspondence that is not a

matter of the City Clerk=s-Office: | Formatted
Further-Citybusiness. Council membersMembers should carefully distinguish, within the body of thelettei Formatted: Left,Indent: Left: 0", Right: 0", Space
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Social Media Accounts and Content Retention

All content and posts on City-maintained social media sites are subject to the California Public Records Act.
Any content maintained in a social media format that is related to City business, including a list of subscribers
and posted communication (with certain exceptions), is a public record. The City Clerk’s Office is responsible
for responding completely and accurately to any public records request. Content related to City business shall
be maintained in an accessible format so that it can be produced in response to a request (see the City’s
Twitter, Facebook, and Video Posting standards).

[ Formatted: Font: Cambria,Font color: Auto

Personal social media accounts of Council Members are subject to recordsrequests if those accountsare uﬂ Formatted: SpaceAfter: 0 pt, Line spacing: single,
for City business. Likewise, if Council Members Pattern:Clear(White)
use personal accounts to conduct City business, including informing the public of City events or issues, etc{ Formatted: Font: Cambria,12 pt, Font color: Auto

the accounts are subject to the City's Records Management Guidelines and Retention Schedule.

_.{ Formatted: Font: Cambria,Font color: Accent1

Formatted: Heading 2, Indent: Left: 0"

U U

Formatted: Font: Cambria,12 pt, Font color: Accent1

publicrecords requests in a timely manner. Formatted: Font: Cambria,Font color: Auto
Formatted: Left, Indent: Left: 0", Right: 0",Space

City Council Ethics Training After: 12 pt, Line spacing: Multiple 1.151i

All City Council Members shall receive at least two hours of training in the  general ethk:—sethlcal principles:a Formatted

ethic-laws relevant to public service within one year of election a

least once every two years thereafter, pursuant to Government Code Section -53234 through 53235. 2/
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This peliey-trainingrequirement shall also apply to all staff members that the City Council Members
designates and to-members of all commissions, committees, and other bodies that are subject to the

Brown -OpepMeetingAct. |
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All ethics training shall be provided by entities whose curriculum has been approved by the .Californi Formatted
Attorney General and the Fair Political Practices Commission.- Ethics training may -consist of eithera

training course or a set of self-study materials with tests, and may be taken at:home, in person or onlifig, City
Council Members shall obtain proof of participation after .completing the ethics training.—
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City Council Member Participation in Committees, Task Forces, and Forums _ "'{“Formatted: Font: Cambria,Font color: Accent1

The City Council receives-rumereus+eguestsforparticipationshall decide in January of each year who wi
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represent the City on eutside.committees, task forces—and-forums—The City Councilatits-own, and foru
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the City has a direct interest or is a member agency. At any time, the City Council discretion may decid

limit its participation in such ;activities. Fhe City Council

taskforces—and-forums-inwhich-the City shallmembers may participate-_in additional boards/committ

their choice, in their individual capacities.
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forums; each nomination mustbe ratified by the City Council.
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Conflicts of Interest
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A conflict of interest arises when a member any decision-makingbody, including the City Counciland
Planning Commission, has a financial interest or other conflict of interest in a matter coming before their

respective legislative body. In these situations, the official must act according to the regulations detailed
in the Political Reform Act and Government Code Section 1090, et. seq. If the official has a conflict of

interest that requires recusal, that official will not participate in any aspect of the matter, including

discussions with staff, fellow members of the legislative body, or members of a subordinate legislative
body, and decisions and /or votes related to the matter.

If recusalis required, the official will state the nature of the disqualification at the public meeting(s) at
which the matter is agendized. The Council Member will leave the Council Chamber before any discussion
on the matter begins, and will remain outside of the Council Chamber until the matter is concluded. If the

matter is on the Consent Calendar, the Council Member will pull the item, announce their conflict,and not
articipate in any discussion of the item, but the CouncilMember is not required to leave the Council
Chamber. A Council Member stating such disqualification will not be counted as part of aguorum as to that

item, and will be considered absent for the purpose of determining the outcome of any vote on such

matter.
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opportunity to provide policy -direction to the City staff regarding the direction of the City and the pro, Formatted
towhich the City -will devote its resources.

Staff will then develop a priority list/work plan based dperon the desires of the City -Council-Council, whi
will be broughtback for formal approval at a subsequent Council meeting. This AActionPlan@ work
shall serve as a guide by which staff will prevideallocate funding and staff-assistance—resources.
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PartPART Il - Use-0f City Resources-and-Staff-USE OF CITY RESOURCES AND STAFF.

Business Equipment and Supplies ,
The City has-in-the-pastfellowed-apracticeofprovidingprovid es a modest amount of equipment-and-s
forto City Council members for the exclusive purpose of conducting the business of the -City--City. Re
equipment to perform Council duties is provided to all Council Members.
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approved, therequest for the item may be placed on the City Council agenda for -discussion—, using the
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All equipment shall be returned to the City at the end of the City Council member=smember’s term of -off
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Training, Conference and Meeting Reimbursement

#-Statement—The City Council-supports attendance at training workshops, conferences and meetlngs .'
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GuidelinesforAuthorization—Generally-Travel and Business Expense Reimbursement Guidelines:
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Procedure

A—Approval-of-Expense-B. Tickets for civic events such as Chambers of Commerce Annual Awards

Dinners, Excellence in Business Luncheons, Annual Agricultural History Dinner are charged against the
City Council Member’s annual allocation limit.
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G—Cancellations. 1f a City Council Member signs up for a conference or other event,-thereby,
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Use of Car for Meetings |

Mileage reimbursementshall be provided for City Council members drivinga personal vehicle -to conduct|

official City business outside of City limits.- The use of a personal vehicle for any. official City business
City limits will not be eligible for mileage reimbursement.
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FheCity-Manager=sThe City Manager may authorize use of a City vehicle for Council Member travel for official
City business. Prior to using any City vehicle,a Council Member must submit a Vehicle Release Form.

Staff Support

The City Manager’s Office will coordinate the typingpreparation of correspondence requested by indivi Formatted

City Council members, at the City Manager's discretion. Generally, one weeksweek’s advance notice shalibe
provided prior to the need -for such staff support.
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Assistance with travel arrangements or booking meetings for City business and other routine support willbe
coordinated by the City Manager staff.

In the event the request for staff support involves significant staff time and -effort, the City Manager--Formatted: Font: Cambria Not Expandedby /
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Tickets to City Sponsored Events-_
One ticket for each City Council Member will be made available for events sponsored by the-City.
Departments hosting City events will coordinate the distribution of tickets to City Council ;memberg‘vbit

City M-anager=sManager’s Office.
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Depending on the circumstances,
gifts of tickets to events should be

declined or reported on Council
Members' Form 700s. In accepting
any tickets to events, Council
Members will comply with the
regulations of the Fair Political
Practices Commission.
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Council Members should work with the City Clerk’s Office to ensure that appointments to commissions are
completes within a timely mannerto ensure Commissions are able to act on critical decisions on items under

their purview.

Cellular Data Plan Reimbursement Allocation |

"Forfmatted: Font: Cambria,NotItalic, Font color:
Accentl

The Data Plan Allocation is for City Council Members who have a need to regularly send and -rece

sensitive e-mail communication and documents remotely using a SmartPhoneSmart Phone/PDA-de e":1 Formatted: Font: Cambria 12 pt, Font color: Accent1
provides access to City e-mail.- The Data Plan Stipend is in addition to the Cellular .Telephone Stipend\anc

AAA

| Formatted: Heading 2, Indent: Left: 0"

L
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current reimbursement allocation amountis up, to $45.00 per month -in addition to the Cellular Te h

Stipend.-_In order toreceive the cellular data plan .reimbursement allocation, it is the responsibility of
Council Member to submit along -with their cell phone reimbursement request a face sheetof a cell ph
that reflects the cost -of the cellular dataplan, the cell phone number, accountname and billing addres
shall be —submitted periodically (at least twice per year) to document continued use of their cellu
account.—

-
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approved by the City Council in a public meeting prior to the expenses being incurred.- Expenses. that doy o rmatted

adhere to the City Counsi=sCouncil’s Protocols, and that do not receive prior approval for the- City Co
public meeting prior to the expense being incurred, shall not be eligible for reimbursement.—
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Attachment 1: Request for New Agenda Item Form

Watsonville City Council

Submittal - Completed by requesting City Council Member(s) and returned to the City Manager on

or before the Council Meeting.

Request for New Agenda Item

‘[ Formatted: Header

Rev. 04/05,/2023 | Formatted: Font: Cambria, 12 pt

Formatted: Line spacing: Multiple 1.151i

Formatted: Font: Cambria, 12 pt

Date: I Submitted:

Request Title:

Purpose - Please be specific, highlight the goal of your request.

Classification - Implication Mode of Response

[] Land Use Policy [[] Social Policy [] Council Report [[] Presentation

[[] Budget Policy [J Motion [] Resolution

D Other: |:| Ordinance D Proclamation
D Other:

Assignment - by the City Manager

Department: I Referral Lead:

Council Meeting Date:

Council Protocols Draft February 17, 2023
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