TOWN OF LOS GATOS
COUNCIL POLICY COMMITTEE MEETING AGENDA
APRIL 28, 2026

110 EAST MAIN STREET
TOWN COUNCIL CHAMBERS
5:00 PM
Rob Moore, Mayor
Mary Badame, Council Member
IMPORTANT NOTICE
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This meeting will be held in person at the location listed above. Members of the public may
provide written or oral comments on agenda items by following the instructions listed at the end
of the agenda.

CALL MEETING TO ORDER

ROLL CALL

CONSENT ITEMS (Items appearing on the Consent are considered routine Town business and may
be approved by one motion. Members of the public may provide input on any Consent Item(s)
when the Chair asks for public comment on the Consent Items. Each speaker is limited to three
minutes or such time as authorized by the Chair.)

1. Approve the February 24, 2026, Policy Committee Meeting Minutes

VERBAL COMMUNICATIONS (Members of the public are welcome to address the Committee on
any matter that is not listed on the agenda and is within the subject matter jurisdiction of the
Committee. During special meetings, members of the public are welcome to address the Committee
only on items listed on the agenda. Town resources may not be used to facilitate audio or visual
presentations. To ensure all agenda items are heard and unless additional time is authorized by the
Chair, this portion of the agenda is limited to 30 minutes and no more than three (3) minutes per
speaker. In the event additional speakers were not able to be heard during the initial Verbal
Communications portion of the agenda, an additional Verbal Communications will be opened prior
to adjournment.)

OTHER BUSINESS (Each speaker is limited to three minutes or such time as authorized by the Chair.)

2. Review and Provide Direction on the Proposed Public Records Policy

ADJOURNMENT

ADA NOTICE - In compliance with the Americans with Disabilities Act, if you require special
assistance to participate in this meeting, please contact the Clerk’s Office at (408) 354-6834. Please
notify the Clerk’s Office at least two (2) business days prior to the meeting so that reasonable
arrangements can be made to ensure accessibility in compliance with 28 CFR §35.102-35.104 and
related provisions.
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NOTICE REGARDING SUPPLEMENTAL MATERIALS - Materials related to an item on this agenda
submitted to the Committee after initial distribution of the agenda packets are available for public
inspection in the Clerk’s Office at Town Hall, 110 E. Main Street, Los Gatos, and on the Town’s
website at www.losgatosca.gov. Town Committee agendas and related materials can be viewed
online at https://losgatos-ca.municodemeetings.com/.

HOW TO PARTICIPATE
The Town of Los Gatos strongly encourages your active participation in the public process. If you
are interested in providing oral comments during the meeting, you must attend in-person,
complete a speaker’s card, and return it to the staff. If you wish to speak to an item on the
agenda, please list the item number on the speaker card. The time allocated to speakers may
change to better facilitate the meeting. If you are unable to attend the meeting in-person, you
are welcome to submit written comments via email to clerk@losgatosca.gov.

Public Comment During the Meeting:

When called to speak, please limit your comments to three (3) minutes, or such other time as the
Chair may decide, consistent with the time limit for speakers at a Town meeting. Speakers at
public meetings may be asked to provide their name and to state whether they are a resident of
the Town of Los Gatos. Providing this information is not required.

Deadlines to Submit Written Comments:

If you are unable to participate in person, you may email clerk@losgatosca.gov with the subject
line “Public Comment Item #_” (insert the item number relevant to your comment). Persons
wishing to submit written comments to be included in the materials provided to the Commission
must provide the comments as follows:

Persons wishing to have written comments included in the materials provided to the Committee
must provide the comments as follows:
- Forinclusion in the agenda packet supplemental materials: by 3:00 p.m. the day before
the Committee meeting.
- Forinclusion in a desk item: by 11:00 a.m. the day of the Committee meeting.
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ITEM NO. 1.

TOWN OF LOS GATOS MEETING DATE: 4/28/2026
TOWN COUNCIL POLICY COMMITTEE ITEM NO: 1

DRAFT
Minutes of the Town Council Policy Committee Meeting
February 24, 2026
5:00 P.M.
The Town Council Policy Committee conducted a special meeting in person.
MEETING CALLED TO ORDER AT 5:00 P.M.
ROLL CALL

Committee Members Present: Mayor Rob Moore and Council Member Badame.

Staff Present: Chris Constantin, Town Manager; Gabrielle Whelan, Town Attorney; and Wendy
Wood, Town Clerk.

CONSENT ITEMS (TO BE ACTED UPON BY A SINGLE MOTION)
1. Approve the January 27, 2026, Policy Committee Special Meeting Minute.

MOTION: Motion by Council Member Badame to approve item number one. Seconded by
Mayor Moore.

VOTE: Motion passed unanimously.
VERBAL COMMUNICATIONS
The following individual spoke during verbal communications:
1. Member of the Public
OTHER BUSINESS
2. Review and Provide Direction on the Current Practices for Meeting Minutes.
Wendy Wood, Town Clerk, presented the staff report.
The following individuals spoke on this item:

1. Member of the Public

110 E. Main Street Los Gatos, CA 95030 e 408-354-6832
www.losgatosca.gov
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ITEM NO. 1.

SUBJECT: Draft Minutes of the Council Policy Committee Meeting of February 24, 2026

The committee discussed the item and asked questions.

MOTION: Motion by Mayor Moore to bring the policy to the Council with the
recommendation to do “names only” [public comment] for everything [Verbal

Communication and Agenda Items], and provide different options in the report.

Seconded by Council Member Badame.
VOTE: Motion passed unanimously.

3. Review the Elected Official Travel and Expense Policy 2-03 and Provide Direction on
Potential Updates.

Wendy Wood, Town Clerk, presented the staff report.
There was no public comment on this item.

The committee discussed the item and asked questions.
There was no action taken on this item.
ADJOURNMENT

The meeting adjourned at approximately 6:22 p.m.

This is to certify that the foregoing is a true
and correct copy of the minutes of the
February 24, 2026, meeting as approved by the
Town Council Policy Committee.

Wendy Wood, Town Clerk
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TOWN OF LOS GATOS MEETING DATE: 04/28/2026
AGENDAREPORT ITEM NO: 2
DATE: April 28, 2026
TO: Council Policy Committee
FROM: Wendy Wood, Town Clerk
SUBJECT: Review and Provide Direction on the Proposed Public Records Policy

RECOMMENDATION:

Review and provide feedback on the proposed Public Records Policy and provide direction
regarding forwarding the policy to the Town Council.

BACKGROUND:

The California Public Records Act (CPRA) establishes the public’s right to access government
records and requires local agencies to respond to requests in a timely and transparent manner.
While the Town currently complies with applicable law, it does not have a comprehensive,
formalized Council Policy that consolidates procedures, definitions, and expectations related to
public records requests.

The proposed policy is intended to provide a clear, consistent framework for responding to
public records requests in accordance with Government Code Section 7922.630 and other
applicable provisions of state law.

DISCUSSION:

The proposed Public Records Act Policy formalizes the Town’s existing practices and establishes
a consistent, Town-wide approach for receiving, processing, and responding to requests for
public records. It incorporates statutory response requirements, including a clear explanation of
the ten-day determination period and allowable extensions under defined circumstances. To
support consistent interpretation, the policy provides clear definitions of key terms, such as
public records, electronic records, standard and voluminous requests, and unusual
circumstances. It also ensures compliance with legal requirements to protect exempt
information, including the redaction or withholding of confidential and privileged records as
required by law.

The policy reflects the Town’s obligation to assist requesters in identifying responsive records,
clarifying requests as needed, and navigating the public records process. It also clarifies that the

PREPARED BY: Wendy Wood
Town Clerk
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SUBJECT: Review and Provide Feedback on the Proposed Public Records Policy
DATE:  April 28,2026

Act applies to existing records and does not require the creation of new documents or
responses to general questions.

In addition, the policy acknowledges operational considerations that may affect the timing and
manner of responses. It recognizes that requests can vary in scope and complexity and may
require coordination across multiple departments or extensive review for exempt information.
Accordingly, the policy allows for practical approaches that balance timely responses with
operational demands, including reasonable timelines and the use of rolling production to
provide records as they become available. This approach supports timely access to responsive
records while managing workload considerations.

The policy also provides information on the public’s right to inspect records, the availability of
records in electronic formats where feasible, and the application of fees in accordance with the
California Public Records Act and the Town’s adopted fee schedule.

Adoption of a formal Public Records Act Policy will promote transparency and public trust by
clearly communicating how the Town handles requests for information. It also serves an
important educational function by helping members of the public understand what constitutes
a public record, how to submit a request, and what to expect during the process. By setting
clear expectations regarding timelines, exemptions, and procedures, the policy reduces
confusion and improves the overall efficiency of request handling.

Finally, formalizing these procedures supports compliance with state law and helps ensure that
requests are handled consistently across the organization. This reduces the risk of inconsistent
practices and strengthens the Town’s ability to meet its legal obligations.

CONCLUSION:
Staff requests the Committee’s feedback and direction on the draft policy. If the Committee
recommends forwarding the policy to the Town Council for consideration and adoption, staff

will incorporate any edits and return with a final version for Council review and approval.

COORDINATION:

The preparation of this report was coordinated with the Town Manager’s Office and the Town
Attorney.

Attachments:
1. Draft Policy
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LOS GATOS COUNCIL POLICY MANUAL
CALIFORNIA Small Town Service Community Stewardship Future Focus
Title: Public Records Act Policy Policy Number:
Effective Date: Pages:
Enabling Actions: Revised Date:
Approved:
PURPOSE

The purpose of this policy is to ensure that the Town of Los Gatos provides access to records
consistent with the requirements of the California Public Records Act (“Act”) and to establish
clear procedures by which members of the public may request access to public records
maintained by the Town of Los Gatos in accordance with Government Code Section 7922.630.
Nothing in this policy is intended to limit the rights granted by the Act. If any provision of this
policy conflicts with current state or federal law, the law shall take precedence.

POLICY

The Town of Los Gatos shall provide timely and efficient responses to requests for access to,
or copies of, public records in accordance with applicable law and the California Public
Records Act. The Town shall ensure consistent Town-wide handling of public records
requests and make public records available as promptly as reasonably practicable,
consistent with operational demands.

In implementing this policy, the Town shall protect exempt information as provided by
state law, while balancing the public’s right to access records.

Accordingly, public records shall be disclosed unless they are exempt under state law. The
Town is not required to create a new record in response to a request or provide records
that do not exist at the time the request is made.

The Town Manager, or designee, is authorized to prepare administrative procedures to
comply with applicable law and implement this policy.

DEFINITIONS

Public Records - Any writing containing information relating to the conduct of the public’s
business that is prepared, owned, used, or retained by the Town, regardless of physical

ATTACHMENT 1



ITEM NO. 2.

Page: Policy Number:

Title: Public Records Act Policy Page 2 of 8

Page 8

form or characteristics, as defined by the California Public Records Act.

Writing — any form of recorded information, including but not limited to paper documents,
email, and other electronic communications relating to Town business, audio and video
recordings, photographs, and electronic data files or databases.

Electronic Records — public records that exist in a digital or electronic format, including
computer files, databases, emails, and audio or video recordings stored on electronic
media.

Public Records Request — any oral or written request to inspect, review, or obtain copies of
public records maintained by the Town, made in accordance with the California Public
Records Act.

*Exempt Records — records or portions of records exempt from disclosure under the California Public
Records Act or other applicable state or federal law, including privileged communications, personnel
records, and law enforcement investigatory files.

*Standard Request — a request for records that are regularly prepared, distributed, or
otherwise readily available and typically require minimal review or department
coordination.

Voluminous Request — a request for records that involves a large number of documents,
substantial research, compilation, or review, or requires coordination among multiple Town
departments, and that is not ordinarily produced or distributed in the regular course of
Town business.

Unusual Circumstances — the limited circumstances, provided for under Government Code
Section 7922.535, under which the Town may extend the initial ten (10) calendar day
determination period for a public records request.

Requester — The person who submitted the Public Records Request.

* These classifications are used solely for internal processing purposes and do not affect
rights under the California Public Records Act

PUBLIC RECORDS REQUEST PROCESS

1. Methods of Request
Requests for public records may be made in any of the following ways:
e In person during regular business hours.
e By mail.
e By email.
e Through the Town’s official online records request portal.
e By telephone.
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All requests received, regardless of submission method, will be entered into the Town’s online
records request portal for tracking and processing.

Requests should reasonably describe identifiable records. If a request is unclear, the Town shall
assist the requester in identifying a record. If the request is too broad, the Town may seek
clarification.

For requests that are determined to be voluminous, the Town may communicate with the
requester to clarify, narrow, or prioritize the request in order to facilitate a more efficient
response. All communications regarding voluminous requests will be sent via email through the
Town’s public records request management system.

2. Assistance to the Requester

A. Identification of Records
A public records request must identify a specific record or reasonably describe
records. The request should be sufficiently clear to enable staff to locate responsive
records. Requests that are overly broad or vague may limit the Town’s ability to
conduct an adequate search and distribute records in a timely manner.

B. Questions
The Act applies to existing records and does not require the Town to respond to
guestions or create narrative explanations.. Questions on their own are not
considered a request under the Act. If the requester is interested in receiving
records, staff shall assist in formulating a request related to their questions, to the
extent reasonably practicable under the law.

C. Duty to Assist
The law recognizes that requesters may not have all the information or tools
necessary to make a specific request. Accordingly, the Town shall make reasonable
efforts to assist requesters, to the extent reasonably practicable, consistent with
applicable law. Such assistance may include, but is not limited to, helping to clarify
the scope of the request, identifying the types or categories of records maintained
by the Town, and suggesting ways to narrow or focus the request. This assistance
does not require the Town to create new records, conduct legal research, or provide
interpretations of records.

3. Response to Requests
The Town shall respond to requests for public records in accordance with the requirements
of the California Public Records Act. Responses may include:

e A determination regarding whether responsive records exist.
e Arequest for clarification if the request does not clearly identify records.
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e In order to enable a timely response, a suggestion that the requester narrow or
modify the scope of the request if it would result in a voluminous number of records.

¢ A determination of whether records are exempt from disclosure.

e An estimated timeframe for providing disclosable records.

¢ A need for additional time to provide a determination.

Where responsive records are already available on the Town’s website or through other
public access means, the Town may direct the requester to those records as part of its
response, in lieu of providing duplicate copies consistent with Government Code Section
7922.545.

A. Determination Period

Within ten (10) calendar days of receiving a public records request, the Town shall

determine whether the request seeks disclosable public records in the Town’s

possession and shall promptly notify the requester of that determination, in accordance
with the California Public Records Act. The Town is not required to provide responsive
records within the ten (10) calendar day period; however, it shall make reasonable
efforts to produce records as promptly as practicable, consistent with the volume and
complexity of the request and available resources.

i. For purposes of calculating the deadline for providing a determination, a public
records request is deemed received during the Town’s regular business hours.
Requests submitted outside of regular business hours, including weekends, Town-
observed holidays, or periods of administrative office closure, shall be deemed
received on the next business day. Similarly, if the tenth day falls on a weekend or
holiday, the next business day is considered the deadline for responding to the
request.

ii. The Town may extend this period by up to fourteen (14) additional calendar days in
unusual circumstances as permitted by law. If an extension is necessary, the Town
shall provide written notice stating the reason for the extension and the date on
which a determination is expected.

B. Exemptions
The Town may redact or withhold records, or portions thereof, that are exempt from
disclosure under applicable law. Redactions may include, but are not limited to,
confidential, privileged, or personal information protected by law, such as personnel or
medical information, attorney-client privileged communications, law enforcement
investigatory records, pending litigation materials, and personal identifying information
(e.g., home addresses, phone numbers, or social security numbers). Records subject to
potential exemption are reviewed in consultation with the Town Attorney as
appropriate.

4. Reasonable Effort and Operational Considerations
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The Town shall make reasonable efforts to identify, locate, and review responsive records in a
timely manner consistent with the requirements of the law.

Nothing in this Policy shall be interpreted to require the immediate interruption of essential
Town operations or the reassignment of staff in a manner that would unreasonably disrupt the
delivery of public services consistent with statutory requirements. Public records requests shall
be processed as promptly as reasonably practicable, with consideration to the following, as
applicable:

The scope and complexity of the request.

e The volume of potentially responsive records.

e The need for review, redaction, or legal consultation.

e The operational demands and available staffing resources of the Town.

A. Processing Order
The Town generally processes Public Records Act requests in the order in which they are
received. Timing of production may be adjusted as reasonably necessary based on the
scope and complexity of the request, the volume of records, and the time required for
review of exempt or confidential information, consistent with applicable law. Because
standard requests typically involve less time, they may be processed more quickly than
requests that are more complex or voluminous.

B. Rolling Production
When a request for records is determined to be voluminous in scope, the agency will
process and produce responsive records on a rolling basis. Records shall be provided in
successive batches as they are identified, reviewed, and prepared for release. The Town
shall provide an estimated date when each batch of records will be available. Production
timelines shall be determined based on the responsible department’s workload, the
volume of responsive records, the time required to review records for applicable
exemptions and necessary redactions, and the order in which requests are received. The
Town shall communicate an estimated batch production date and notify the requester if
the date changes.

Nothing in this section is intended to delay or limit the Town’s compliance with statutory
response timelines under the California Public Records Act.

5. Inspection of Records

The Town maintains records across multiple departments, with individual departments
responsible for separate record-keeping systems. As a result, records may not be
immediately available for inspection at the time or location of a request. When records are
not available for immediate inspection, requests may be coordinated through the Town
Clerk’s Office for processing and scheduling as appropriate.

Public records maintained by the Town that are not exempt under the Act or other
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applicable laws may be inspected during normal business hours after responsive records
have been identified, located, and reviewed. In some cases, responsive records may already
be available on the Town’s website and may be accessed directly.

A. Advance Coordination
While members of the public have the right to inspect public records, this does not
guarantee immediate access, as requests are subject to reasonable time
requirements for the identification, review, and preparation of records, as required
by law. Town staff may require reasonable time to:

e I|dentify and locate responsive records

e Retrieve records from other departments or storage locations
e Review records for exemptions or confidential information

e Redact exempt information as required by law

The Town shall make responsive records available for inspection as promptly as reasonably
practicable after completing the necessary review.

B. Appointments for Inspection
For records that are not readily available, and to ensure records have been located
and properly reviewed, the Town may request advance notice or an appointment to
inspect records.

RECORD AVAILABILITY

6. Records Retention and Availability
Public records are maintained, retained, and disposed of in accordance with applicable laws
and the Town’s records management policies. The following provisions govern the
availability and retention of such records.

A. Retention Schedule
Public records maintained by the Town are subject to the Town’s Records Retention
Schedule and related records management policies. The Records Retention Schedule
identifies the categories of records the Town maintains, the retention periods for those
records, and procedures for authorized destruction or disposal in accordance with
applicable law. Records that have been lawfully destroyed in accordance with the
applicable retention schedule are not required to be recreated.

B. Relation to Public Records Act Requests
The Town’s obligation under this Policy and the California Public Records Act is limited
to providing access to records that exist at the time a request is received and are in the
Town’s possession. The Town is not required to retain records beyond their established
retention periods. Records responsive to a pending request shall not be destroyed until
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the request has been fulfilled, and records subject to a litigation hold, audit, or other
legal requirement shall be retained in accordance with applicable law.

C. Litigation, Audit, and Hold Requirements
Retention schedules and destruction procedures may be temporarily suspended if
records are subject to litigation, audit, investigation, hold notices, or other legal
requirements. Records subject to a legal hold shall be preserved and retained until the
hold is formally released.

7. Format of Records
If records are maintained in an electronic format, the Town will provide them in an
electronic format when feasible. The Town is not required to provide records in a specific
native, proprietary, or system-generated format, or to manipulate data beyond readily
available existing files. The Town is not required to convert records to a different format,
create records that do not exist, or reconstruct records in a specific format when doing so
would require creation, manipulation, or extraction beyond readily available existing files.

8. Fees and Costs
The Town may charge fees for providing copies of public records consistent with the
California Public Records Act and the Town of Los Gatos Fee Schedule adopted by the Town
Council. The Town shall provide a copy of applicable fees upon request or may refer the
requester to the current Fee Schedule posted on the Town’s website.

A. Direct Duplication Costs

The Town may charge the direct cost of duplication for copies of records provided in
response to a public records request. Direct costs include materials such as paper,
flash drive, CD/DVD, or other media, and any necessary third-party reproduction
services, where applicable.

Fees shall be based on the rates established in the Town’s Fee Schedule and shall
not exceed the direct cost of duplication as defined by the California Public Records
Act and applicable law.

B. Estimates and Deposits

For requests where the anticipated cost of duplication or production is expected to
exceed $50, the Town shall provide an estimate of charges and may require an
advance deposit or full payment before processing and release of records.

The Town will not charge for the time spent searching for records, reviewing
records for exemptions, or determining whether records are disclosable except as
permitted under the California Public Records Act.

C. No Charge for Inspection

There is no charge for inspecting records that are made available for public
inspection, provided no copies are requested.
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APPROVED AS TO FORM:

Gabrielle Whelan, Town Attorney
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