
Individuals with disabilities needing auxiliary aid(s) may request assistance by contacting the City Clerk at 448 E. 
1st Street, Ste. 112, Salida, CO 81201, Ph.719-530-2630 at least 48 hours in advance. 

 

CITY COUNCIL WORK SESSION 
448 E. 1st Street, Room 190 Salida, Colorado 81201 

February 05, 2024 - 6:00 PM 

AGENDA 

Please register for the City Council Work Session 
https://attendee.gotowebinar.com/register/8054749917914710285 

After registering, you will receive a confirmation email containing information about joining the webinar. 

DISCUSSION ITEMS 

1. Chaffee Housing Authority Update  

2. Use of Affordable Housing Funds  

3. Interstate Parking Program  

4. Council Handbook Overview  
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Chaffee Housing Authority
Salida City Council Update

February 5, 2024
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CHA’s 2023-2024 Strategic Initiatives

1. Partner-Driven Development

2. Education & Advocacy

3. Impactful Programming

4. Sustainable Funding
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Partner-Driven Development

Jane’s Place

● In 2023, the Housing Authority secured Diesslin Structures Inc (DSI) as the general 
contractor for the Project and completed construction of Phase 1 of construction.

● Throughout 2023, CHA worked hard in partnership with the Chaffee County 
Community Foundation to continue fundraising for Jane's Place to bring the project 
closer to fully funded status. 

● In 2024, construction on Phase 2 will begin on Jane’s Place as soon as CHA has 
received the gap funding from the State of Colorado, the financing for the project 
has closed with High Country Bank, and the general contractor mobilizes on the site. 
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Partner-Driven Development

Carbonate Street

● In July 2023, CHA entered into a special limited partnership (SLP) with Fading West. 
Fading West is developing Carbonate Street, a 60 unit deed restricted development 
serving workforce renters earning between 80% and 120% area median income. 

● The SLP eliminates Fading West’s sales and property taxes, helping to keep rents at 
Carbonate Street lower.  

● Fading West in constructing the project and will manage the property, and CHA will 
verify tenant eligibility. 

● The groundbreaking ceremony is scheduled the week of March 12, 2024 with units 
projected to be open in November and December of 2024.
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Partner-Driven Development

Other Potential Partnerships
In partnership with Chaffee Housing Trust (CHT) and master developer Stackhaus LLC, 
CHA applied for a $1,200,000 Prop 123 Land Banking grant to acquire two acres of the 
Alpine West development. 
● Alpine West is a mixed income planned development on 2.4 acres in Chaffee County 

adjacent to the Town of Buena Vista with entitlements for up to 6 affordable 
homeownership units and 75 affordable, deed-restricted rental apartment units. 

CHA is also working to partner with another development called The Crossing in Buena 
Vista, a three-phase mixed-income mixed-use infill development project
● Phase I will likely include 30 deed-restricted rental apartment units at 80-100% AMI.
● CHA is in discussions with the developer, Paul Andrews, to purchase the rental apartments 

upon completion.

CHA is also in preliminary talks with the developer for The Flour Mill development that will 
bring 20 deed-restricted apartment units and 15 deed-restricted condos to Salida.
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Education & Advocacy

Housing Solutions Coalition

● The Coalition joined together to elevate the message that the time is now to find 
housing solutions, believing that we can make our community a place where all 
members can thrive by working together. 

● Big wins for the Coalition in 2023:
○ Successfully advocated before the Salida City Council who voted to increase the 

number of deed-restricted affordable housing units from 250 to 400 at the South Ark 
Neighborhood.

○ Successfully advocated before the Salida Planning and Zoning Commission and the 
Salida City Council who both voted to approve the Flour Mill development project to 
add 69 units of affordable housing to Salida.
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Impactful Programming

Continuum of Care

● The Chaffee County Continuum of Care (CoC) was created in 2022, bringing together 
community organizations across the county that serve both homeless and housing insecure 
members of the community. 

● Data Summary
○ 114 total community members served 
○ 25% served were housing insecure 
○ 75% served were unhoused 
○ Of those unhoused members served:

■ 51% single 
■ 16% families
■ 31% families with children
■ 2% youth
■ 39% community members are still active 
■ 12% community members housed on own
■ 10% community members housed via CoC 
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Impactful Programming

Continuum of Care - A Success Story
● Amy Brigham, a local resident in Chaffee County since 2007, has been mostly homeless for the last eight 

years. She had a big van until it needed repairs, which she couldn’t afford, so she traded it for a smaller van. 
When she got in an accident and it was totaled, she started camping–by herself, noting, “It was very scary 
sometimes.” 

● While homeless for 32 months straight, she still worked full-time; but it was never enough to secure stable 
and affordable housing. After connecting with the local Continuum of Care and its many organizational 
partners, she was awarded a CoC Housing Voucher in 2023, and finally housed in January 2024. But the 
toughest part involved all the hurdles to getting the voucher.

● “I wouldn’t have been able to get all the paperwork filled out and signed and gotten to the right place, 
without help from so many people, [including individuals from DHS, Chaffee Housing Authority, and 
Chaffee Hospitality Inc.]. Having people who know where to look for a place and how to apply was the most 
helpful thing.”

● Amy’s dream house is a tiny home with a bed that folds down from the wall or converts to a couch, a tiny 
kitchen, and ¾ bath.
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Funding

Sustainable Funding Source

● The partnership I’m most proud of is engaging a strong group of powerful community 
members and business leaders to help CHA identify a sustainable funding source.
○ Grateful for people like Jed Selby, Rob Gartzman, BV Trustee Peter Hylton-Hinga, Amy 

Eckstein, Jake Rishavy, Salty Riggs, among others, who are at the table with us working 
together to help the CHA succeed in a possible 2024 ballot measure.

● As part of that process, CHA researched and put together a 10-year funding plan for 
how CHA would spend those funds if a measure does pass. 
○ The 10-year plan outlines strategies for leveraging the funds to construct or partner to 

develop 250 rental units over 10 years. 
○ Strategies include land banking, adaptive reuse, ADU incentives, public private 

partnership subsidies, CHA’s development of units, and preservation of existing units 
through a buy-down deed restriction program. 

○ The funds would also be used to create a down payment assistance program.
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Funding

Sustainable Funding Source

● The survey is live. We want your feedback so please take the survey - a link can be 
found on CHA’s website - www.chaffeehousingauthority.org or you can use the QR code 
below

● We are ready, willing and able to lead the community to identify solutions to solve the 
housing crisis in Chaffee County. 

● But we can’t do it alone. Ultimately we need and we welcome your involvement, 
feedback and your support in 2024. Page 11
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ITEM 
 
Regarding the implementation of a parking program in downtown Salida 
 
BACKGROUND 
 
In 2019, the City hired Walker Consultants to complete a Downtown Parking Study.  Key findings included: 

• Shortages of parking spots in the concentrated downtown area, attributed to lack of turnover, lack of signage 
and a general lack of incentive for parkers to find more appropriate parking. 

• An unsustainable inventory of off-street parking options, including lots with short-term leases. 
• The need for new parking inventory. 
• Limited long-term parking options for those who live and work downtown.  Currently these users are competing 

with customers who need parking for shorter durations. 
 
The report recommended the following: 

• Sustainable, gradually expanded inventory to accommodate growth – by 2025 increase the number of parking 
spaces to 1,200 (from 820 in 2019 and 964 in 2023) 

• Curb management- clarify existing curb markings to identify opportunities to add formal on-street parking in 
areas where it is stripped for no-parking. 

• Paid Parking – Define parameters and rate-setting for paid parking in high demand areas. 
• Enforcement – Enforce parking parameters were appropriate. 
• Permit Program – Develop and implement a permit program for residents and downtown employees. 
• Special Event Planning – Develop a suite of mobility options for event organizers to utilize. 
• Funding – At the time of the study roughly $200,000 was being spent annually on parking system upkeep, 

maintenance, lease costs and administration through the General Fund.   
 

Currently the City spends $134,817.58 annually on three leased lots throughout the downtown area. 
  
Broken down as: 
Lot behind Green cat: $15,500.00 (requested increase to $20,000 beginning 5/1/2024) 
2024 Bottling Co: $52,800.00 
2024 Union Pac: $66,517.58 
 
Since 2019, several conditions have changed in Salida.  COVID-19 led to the closure of F Street to provide a safer 
outdoor space for residents and visitors (decreasing the number of parking spots downtown by 50+); sales tax increased 
by 43% between 2019 and 2022, an indication of the increased visitors to our community; and population has increased 
by 10% over the last five years.   
 
Enforcing the two-hour parking limit in the downtown area has been increasingly difficult to prioritize and less consistent.  
Community services officers are handling more substantial and complex issues and generally do not have the 
opportunity to monitor parking downtown. Identifying a solution to meeting these needs is necessary for maintaining 
consistent parking management.  
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Currently, several communities in Colorado utilize the private sector for parking management. Interstate Parking (IP) is 
one company that provides onsite parking management services. Discussions with IP have identified their ability to 
regulate parking through geofencing an area and using license plate reading technology to regulate and enforce time 
management policies. Newer technologies and apps are available to more efficiently offer flexibility with paid parking 
areas. For example, staff has discussed the possibility of providing free parking for residents of the downtown and 
establishing a certain amount of time that parking is free for everyone (i.e. 30 minutes to allow people to run in to a 
store).  Additionally, zones can be established to differentiate different parking areas.  Attached is a map that has 
concepts of these areas. 
 
Zone A – Paid on-street parking (fee schedule to be determined) 
Zone B – Public/unregulated parking, no overnight, advertise for employees 
Zone C – Leased parking lots – paid (fee schedule to be determined) 
Zone D – Time limited, unpaid parking 
Zone E – Touber Building parking – permitted (free) for employees of the building 
 
Park and Effect Video 
 
IP has identified that parking goals need to be established by a community for an effective program. These goals 
typically involve establishing capacity of parking areas and the maximum desired time for turning over parking spots. 
Common goals of other communities have been achieving 90% capacity during peak times which allows for available 
parking spaces but near capacity. Other goals have included turning over the space approximately every 3 hours. 
Additional data collection may be necessary to identify data to support parking zone locations and existing capacity. 
 
Implementation of a change in parking regulations would require the City to update signage. This work could be 
accomplished for a minimal cost to the City. Additional technology related to paid parking would be installed by a third 
party such as IP.  
 
IP’s contract notes that they share costs with the municipality 50% of net revenues.  Given the number of parking spots 
on the map and considering a potential annual ROI, the following could be achieved: 
 
Zone A – $300,000 
Zone B – $0  
Zone C – $160,000 
Zone D – $0 
Zone E - Unknown 
$230,000 Potential City Share 
 
Points for the Council to consider: 

• The proposed solution is not perfect. 
• The program can be modified as needed once there is more data and understanding of the uses of the spaces. 

Interstate Parking provides for a host of flexibility and customization and is willing to experiment with and analyze 
various options for the optimal result. 
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• One of the goals of the program is to have more frequent turnover to ensure that locals and visitors alike can find 
a parking space within the downtown core somewhat readily without having to circle around too much. This 
turnover leads to more business. 

• Shoppers tend to spend the majority of their money in the first 1 – 2 hours after they have parked, than after 3 or 
4 hours. 

• A secondary goal of the program is to generate revenue that can help offset costs for leasing other private lots 
and perhaps to allow the city to purchase a lot and/or build a parking structure. 

• We are in one of the lowest seasons for parking right now, but with F Street staying open to vehicular traffic this 
summer, the demand for parking will continue to increase throughout the year. 

• Downtown residents and employees could be eligible for parking permits (free parking) in certain zones. 
• Cost for parking enforcement only could equal $75,000, or more, depending on the program developed. By 

including paid parking areas, the cost of enforcement in the unpaid zone is included in the contract. 
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ITEM 

City Council Handbook Overview and Discussion 
 

BACKGROUND 
Your Salida City Council Handbook was last amended in August 2021. With the addition of new 

councilmembers, we wanted to provide an overview of your current handbook (attached).  It is also 

always a good idea to review the handbook every couple years, and make amendments and 

updates where appropriate for the group, as well for as the current times. 

 

The City Attorney, with the assistance of the City Administrator, will go through each section of the 

current handbook with the group, and take input as to what amendments you would like to see. 

 

This will help us compile notes to update the Handbook with draft edits. Official changes to your 

Salida City Council Handbook will be proposed at a subsequent meeting, for your review and 

approval via Resolution. 

 

The City Attorney has some recommended updates to the Ethics portion, which will be discussed. 

Additionally, over the last couple years, a few of you have requested that updates be considered as 

it relates to the following topics: removal of an item from an agenda; total amount of meeting 

absences before a member is removed from the governing body; a maximum number of virtual 

appearances permitted; and clarification of roles, responsibilities, communication with staff and 

relationship with appointed officials. 

 

Finally, for your reference, other city’s handbooks and council rules of procedure are attached within 

this packet. 

 

SUGGESTIONS 
Come prepared to tonight’s work session with recommendations, comments, edits and questions to 

the Handbook. The City Attorney and City Administrator will be available to provide suggestions 

based on best practices, or answer questions, but at the end of the day, this is YOUR City Council 

Handbook! 
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Salida City Council Handbook 
[ADOPTED April 6, 2021 via Resolution 2021-08; Amended via Resolution 2021-29, 8/3/21] 

(Replaces previous “Council Meeting Rules of Procedure”) 

 
I. Mission Statement. 

To guide the City through constructive, thoughtful and inclusive decision-making, preserving what 
makes Salida unique and focusing on the most positive outcomes. 

 
II. Meeting Procedures. 

A. Regular Meetings of City Council: Regular meetings are typically conducted on the first and third 
Tuesday of the month, excluding holidays, and begin at 6:00 p.m., unless another day or time is 
set by prior approval of a majority of the City Council. Regular meetings shall adjourn no later 
than 9:00 p.m. unless a later time is agreed upon by a majority vote of the council members 
present at said meeting. In the event one or more agenda items have not been called prior to 
9:00 p.m., and majority approval for extension of the meeting has not been obtained, such item 
or items shall be automatically continued to the next regular city council meeting. 

 
B. Work Sessions of City Council: Work Sessions are typically held on the first and third Monday of 

the month, as needed, and usually begin at 6:00pm.  The purpose of a Work Session is for general 
discussion, review and education of policy or operational issues.  No formal action or decisions 
may be taken at a Work Session.  However, the council may direct appointed officials to prepare 
information for a discussion and possible decision at a regular City Council meeting.    
 

C. Public Hearings: Typical Order of a Public Hearing shall be as follows: 
1. Mayor/presiding officer opens the public hearing. 
 
2. City Staff summarizes their report; explains what is being requested; applies relevant Code 

provisions; makes recommendations; confirms proper notice of the public hearing. 
 
3. Applicant/Appellant presents its request and basis for same; possibly brings forward persons 

speaking in support of the application. 
 
4. Public Comment.  Interested persons from the general public may speak, testify, address 

Council. (3 minute limit) 
 
5. Applicant may offer rebuttal, closing statement and may cross-examine any person who 

presented or testified. 
 
6. City Staff may offer rebuttal, closing statement and may cross-examine any person who 

presented or testified. 
 
7. Council may ask questions of any party or any person who as offered comment at the hearing. 
 
8. Mayor closes public hearing. 
 
9. Preliminary Council Discussion. Council reviews all testimony and evidence presented, applies 

appropriate Code provisions, and then objectively discusses and deliberates the requested 
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application(s). The Council may ask additional questions of (or seek clarification or assistance 
from) the applicant, City Staff, Attorney, and anyone else present. 

 
10. Call for Motion.  A council member proposes a final decision on the application, in the form 

of a motion. 
 

11. Deliberation.  Council deliberates on the motion, and makes any applicable amendments to 
the motion. 

 
12. Roll Call Vote.  A roll call vote of all councilmembers occurs on the final version of the motion. 

 
D. Quorum for City Council: Three (3) Council members and the Mayor, or four (4) Council 

members, shall constitute a quorum to do business at all meetings of the City Council. 
 
E. Order of Business on City Council Meeting Agendas:  All business of the council shall be 

considered in the order of the agenda unless otherwise directed by motion adopted by the 
majority of the members present. Agenda order is currently, and should normally be: 

 
- Call to Order 
- Pledge of Allegiance 
- Roll Call 
- Civility Invocation 
- Consent Agenda 

 Approval of Agenda 
 Approval of the Minutes 

- Citizen Comment - three (3) minute time limit. (for items not on the agenda and/or agenda 
items that are not scheduled for public hearings) 

- Public Hearings 
- Unfinished Business/Action Items 
- New Business/Action Items 
- Reports (from Council members, appointed officials, departments, boards or commissions) 
- Executive session, if applicable 
- Adjournment 

 
F. Consent Agenda: The Consent Agenda allows the Council to approve several items of routine 

business with one vote. Items presented by Staff at a work session may include a 
recommendation, if appropriate, that the item be included on the Consent Agenda for approval 
at a Regular Meeting. The Council shall determine those items to be included as consent items on 
the Agenda for any regular session of a Regular Meeting. After the City Clerk reads the Consent 
Agenda, all of the consent items shall be voted on as a group. If a Council Member requests 
discussion or requests that any item(s) be removed from the consent items, such item(s) shall be 
acted upon after consideration of the remaining consent items by the Council. The individual 
items will then be considered for adoption. 
 
Consent Agenda items may include, but are not limited to: 
 Approval of the Meeting Agenda; 
 Approval of the Minutes of prior meetings; 

Page 18

Item 4.



-3- 
 

 Approval of contracts or awards of bids previously presented in a work session and/or 
approved by City Council in the annual budget; 

 Approval of Memoranda of Understanding with various entities; 
 Approval of administrative, organizational or employment policies; 
 Appointment of members to a board or commission. 

 
The consent items will be listed as separate items on the Agenda for the Regular Meeting and 
have the following explanation for the general public: 

“All matters listed under Item X, Consent Agenda, are considered to be routine 
business matters by the Council and will be enacted with a single motion and a 
single vote by roll call. There will be no separate discussion of these items. If 
discussion is deemed necessary by any member of the Council, that item should be 
removed from the Consent Agenda and considered separately.” 

 
G. Reports: City Council reports at the end of regular City Council meetings should aim to be 

approximately 3 to 5 minutes each. 
 

H. Civility: It is the intention of the Salida City Council to promote civil communication by adopting 
guidelines for speaking to the public in the City Council Chambers, and by reading this Civility 
Invocation at the beginning of each regular City Council meeting. 
 

I. Robert's Rules of Order: regular City Council Meetings are conducted by the Mayor, according 
to Robert’s Rules of Order, Revised, or “Bob’s Rules of Order,” the abbreviated Robert’s Rules 
of Order (SMC 2-2-80). 
 

J. Placement of a Work Session or Regular Meeting agenda item: The direction of either the 
Mayor or a minimum of two (2) City Councilmembers is required in order to place a topic or item 
on a work session or regular City Council meeting agenda.  Such a request should be made 
publicly at regular meeting, if at all possible; however, that is not required if time or other 
circumstances do not allow. 

 
K.  Executive Sessions: The policy basis for executive sessions, which are not open to the public, 

is the recognition that the public interest can best be served if certain specified matters are 
discussed in private.  The purpose of an executive session is to deliberate, not to make final 
decisions.  No formal action shall be taken in an executive session to adopt a proposed 
policy, position, resolution, rule, regulation or ordinance. 

 
          The Colorado Revised Statutes permit Executive Sessions in the following limited situations: 

 
1. Real and Personal Property: to discuss the purchase, acquisition, lease, transfer, or sale of 

property interests, so long as the executive session is not held to conceal an official’s 
personal interest in the property. (CRS §24-6-402(4)(a)) 

2. Attorney Conferences: for the purpose of receiving legal advice on specific legal questions. 
(CRS §24-6-402(4)(b)) 

3. Confidential Matters Under State or Federal Law: for the purpose of discussing any topic 
required by state or federal law to be kept confidential. The governing body must announce 
the specific statutory citation or rule that requires the confidentiality of the matter to be 
discussed. (CRS §24-6-402(4)(c)) 
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4. Security Arrangements or Investigations: for the purpose of discussing specialized details of 
security arrangements or investigations. (CRS §24-6-402(4)(d)) 

5. Negotiations: for the purpose of determining positions, strategy, or instructions to 
negotiators. (CRS §24-6-402(4)(e)) 

6. Personnel Matters: for the purpose of discussing general personnel matters. However, if the 
discussion involves a specific employee, that employee may request an open meeting. If the 
discussion involves more than one employee, the executive session may be held unless all 
of the employees request an open meeting. ‘Personnel Matters’ does not include 
discussions of any member of a local public body, any elected official, the appointment of 
any person to fill a vacancy in a local public body or elected office, or discussion of personnel 
policies that do not require discussion of particular employees. (CRS §24-6-402(4)(f)) 

7. Documents Protected Under Open Records Act: for discussions that involve consideration of 
documents protected by the mandatory non-disclosure provision of the Open Records Act. 
Discussion of documents protected under the ‘work product’ or ‘deliberative process’ 
privileges in the Open Records Act must occur in an open meeting unless an independent 
basis for an executive session concerning such documents exists. (CRS §24-6-402(4)(g)) 

 
Procedures: 
1. Executive sessions may only be conducted during a regular or special meeting of the City 

Council. 
2. The City must first announce the topic of discussion to the public, including the specific 

citation to the Open Meetings Law (CRS section) that authorizes consideration of the 
announced topic in executive session, as well as “identification of the particular matter to 
be discussed in as much detail as possible without compromising the purpose for which the 
executive session is authorized.” 

3. A City Councilmember must make an official motion to go into Executive Session (i.e. “I move 
to go into Executive Session for the purpose of a conference with the City Attorney for the 
purpose of receiving legal advice on specific legal questions under C.RS. Section 24-6-
402(4)(b)).”  

4. Two-thirds of the quorum present must vote affirmatively on the motion before the 
governing body can close the meeting to the public.  

5. Discussions that occur in Executive Session must be electronically recorded.  The recordings 
must be retained for at least ninety (90) days after the date of the session. If, in the opinion 
of the City Attorney present, all or a portion of the discussion constitutes a privileged 
attorney-client communication, no record or electronic recording is required to be kept of 
that part of the discussion.  

 
III. Conflicts of Interest 

Members of the City Council shall work for the common good of the people of the City and not for any 
private or personal interest, and they will assure fair and equal treatment of all persons, claims and 
transactions coming before the City Council.  

 
A member of the Council who has a personal or private interest in any matter proposed or pending 
before the Council shall disclose the interest to the other members prior to action on the matter by 
the Council. The member shall be excused from voting on any matter on which he or she has a conflict 
of interest. The member who has the conflict of interest shall refrain from attempting to influence the 
other members of the Council who are or will be voting on the matter. The member excused from voting 
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because of a conflict of interest shall leave the meeting during the deliberations and the vote on the 
matter.  
 
A member of the Council shall not use his or her official position to secure a special privilege, exemption 
or service for himself or herself or for others, nor shall any member of the Council seek or grant any 
special consideration, treatment or advantage to or for any citizen beyond that which is generally 
available to every other citizen. This provision shall not be interpreted to prohibit or hinder a member 
from presenting citizen concerns to the Council or to City Staff and requesting a response to the citizen 
concern. 
 
A member of the Council who, in the course of his or her private business, desires to enter into a 
contract with the City, or who has such a contract at the time he or she takes office, shall disclose such 
contract to the other members of the Council. The member shall not vote on any contract in which he 
or she has a financial interest and shall not attempt to influence the other members of the Council or 
the City Staff in the process of awarding the contract. 
 
A member of the Council shall not take any special advantage of services or opportunities for personal 
gain, by virtue of his or her public office, that are not available to the public in general. Members shall 
refrain from accepting any benefit or promises of future benefits which compromises their 
independence of judgment or action or gives the appearance of such compromise. 
 
A member of the Council shall not use public resources not available to the public in general, such as 
City Staff time, equipment, supplies or facilities, for private gain or personal purposes, except for 
privileges generally available or granted to employees of the City. 
 
Employment. It is in the interest of the City to hire the most qualified people to work at the City. Due 
to the potential conflict of interest that exists when a Council member applies for an open position 
with the City, any councilmember that intends to apply for an open position with the City must resign 
his/her council seat at the next regular meeting after an application is submitted. If an employee is 
elected to City Council, they must resign their position with the City at the first regular meeting after 
they take office. 

 
IV. Council and Staff Interaction. Governance of a City relies on the clear, honest, cooperative efforts of 

elected officials, who set policy, and City staff, who implement and administer the Council’s policies. 
Therefore, every effort should be made to be civil, professional, and show mutual respect for the 
contributions made by each individual for the good of the community. 

 
A. Communications through appropriate senior City staff. Questions and requests for information 

should be directed to the City Administrator, City Attorney, City Clerk, Municipal Judge, or their 
designees, including relevant Department Heads. When in doubt about what staff contact is 
appropriate, Councilmembers can ask the City Administrator or the affected appointed official for 
direction. 

 
B. Requests for routine research by staff. In order to assure proper coordination and an efficient 

allocation of City resources, routine requests for research by City staff should be made to the City 
Administrator, who will determine what follow-up to which staff member is appropriate.  
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C. Policy or program modifications. Requests to research and analyze the viability of new or 
modified legislation, policy, or programming should be presented as a request at a Council 
meeting, where it shall be decided whether the request is something that merits an investment 
of staff time. 

 
D. Political support from staff. Councilmembers must refrain from soliciting any type of political 

support (financial contributions, display of posters or lawn signs, name on support list, etc.) from 
City staff at work. Staff certainly may, as any other citizen, support political candidates away from 
the workplace, and on their own personal time. The City as an employer requests that personal 
mail for employees, including campaign material, be sent to their home address. 

 
E. Administrative functions. Councilmembers should avoid staff interactions that may be construed 

as trying to direct or shape staff operations.  
 

F. Same information to all Councilmembers. Council should expect that staff will make every 
attempt to provide each individual member of Council with the same information for decision-
making. (i.e., requests made of staff for research will be distributed to all; correspondence to one 
Councilmember on policy issues will be distributed to all). 

 
G. Whistleblowers. In the event a Councilmember is approached by an employee with concerns that 

there is an illegal activity, including the alleged violation of City policy, the Councilmember shall 
direct that complaint to the Mayor. The Mayor will provide the information to the appropriate 
appointed official for investigation. If the complaint is made against an appointed official, then 
the Mayor shall determine what action should be taken. Where the Mayor desires legal advice he 
or she should use the City Attorney, or if the complaint is against the City Attorney, then he or she 
has the authority to obtain outside legal counsel to assist with investigation and advice. 

 
H. Personnel. Members of the Council shall not attempt to individually direct the City Administrator, 

the City Clerk, the City Attorney, the Municipal Judge or any City Staff on employment or personnel 
matters or decisions, awarding of contracts, selection of consultants, processing of development 
applications, or the granting of City licenses or permits. 

 
V. Open Meetings Law. (Colorado Revised Statutes 24-6-401, et seq.) 

A. Meeting means: any kind of gathering, convened to discuss public business, in person, by 
telephone, electronically, or by other means of communication. 

 
B. Local public body means: any board, committee, commission, authority, or other advisory, 

policy-making, rule-making, or formally constituted body of the City and any public or private 
entity to which the City, or an official thereof, has delegated a governmental decision-making 
function but does not include persons on the administrative staff of the local public body. 
- Note the exclusion in the foregoing definition for “administrative staff.” 

 
C. What meetings are required to be “open to the public” at all times? 

- All meetings of a quorum or three or more members of any local public body, whichever is 
fewer, at which any public business is discussed or at which any formal action may be taken. 

 
D. Notice: Any meetings at which the adoption of any proposed policy, position, resolution, rule, 

regulation, or formal action occurs or at which a majority or quorum of the body is in 
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attendance, or is expected to be in attendance, shall be held only after full and timely notice to 
the public. In addition to any other means of full and timely notice, a local public body shall be 
deemed to have given full and timely notice if the notice of the meeting is posted in a 
designated public place within the boundaries of the local public body no less than 24 hours 
prior to the holding of the meeting. The public place or places for posting such notice shall be 
designated annually at the local public body's first regular meeting of each calendar year. The 
posting shall include specific agenda information where possible. 
- OML does not define “full and timely notice,” but provides an example of notice by posting. 

The General Assembly recently authorized this posting to be on the public entity’s website. 
 

E. Chance meetings and social gatherings: The requirements of the OML do “not apply to any 
chance meeting or social gathering at which discussion of public business is not the central 
purpose.” 

 
F. Open Meetings Law may apply to the following discussions: 

a. Emails 
b. GoToWebinar chat box 
c. Text messages 

i. Messaging during a meeting: councilmember to councilmember could violation OML; or 
councilmember to an applicant or the public may violate other quasi-judicial provisions. 

 
VI. Legislative v. Quasi-Judicial Proceedings. 

Applying constitutional due process (fair hearing) requirements, state and federal courts have 
characterized certain governmental entity decisions as legislative, and others as quasi-judicial. It is 
important to understand the differences between the two because the courts require that special 
procedures be followed for quasi-judicial matters.  
 
Legislative Matters 
Legislative matters are matters of general concern or with applicability throughout a municipality. In 
the legislative role, the City Council reviews, recommends, creates and amends regulations on a 
citywide basis. Legislative matters are frequently referred to as “policy making.”   
 
          Examples: Resolutions or Ordinances with broad application; amending Municipal Code. 
 
The City Council may freely discuss legislative matters with the general public.  
 
Quasi-Judicial Matters 
Quasi-Judicial matters have a narrower application.  Unlike legislative matters, the Council does not 
set new policy in a quasi-judicial proceeding, but rather applies policy established in existing law to 
specific facts gathered at the hearing to arrive at its decision on the case presented.   
 

Examples: special use permits, zoning variances, subdivision plat approvals, liquor license 
issuance, nuisance abatement. 

 
In quasi-judicial hearings, the City Council is acting in a manner similar to a judge, and must make an 
objective decision that is based upon the evidence presented at the hearing and the current law and 
applicable legal standard.   
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Because these proceedings impact the property rights of one individual, entity or small group of 
individuals, fairness and due process must be ensured.  Everyone with an interest in the case, as well 
as all members of the decision-making body, must hear the same evidence, at the same time, from 
the same sources.  The applicant, appellant or property owner deserves the opportunity for a fair, 
impartial hearing before unbiased decision makers, each of whom have had the benefit of the same 
input and testimony.   
 
Council’s Impartiality in a Quasi-Judicial Proceeding may be affected by: 

 
(1) Pre-judgment or bias.  An individual Councilmember’s desires, personal preferences or 

prejudices must not be a factor for consideration, or enter into their decision-making.  A 
councilmember must not have their mind made up before the hearing, and must remove 
themselves from the process if they have advocated one way or the other on a quasi-judicial 
matter.  Each member participating in the hearing must have the ability to decide the case 
fairly, impartially and based solely on the evidence and testimony presented at the hearing. 
 

(2) Conflicts of Interest.  Described earlier in this Handbook. 
 

(3) Ex-Parte Communications. Ex-Parte communication refers to information received “outside 
of the record,” whether verbal, written, electronic, or graphic.  Ex-parte communications are 
also defined as communication between a councilmember and one party, outside of the 
other parties to the case, or other affected individuals. 

 
Because of the legal constraints of this process, councilmembers may not discuss quasi-
judicial issues outside of a hearing. Council must refrain from listening to opinions outside of 
the public hearing, and should not form opinions until the hearing. Council also should not 
research the issue outside of the hearing.  Should a member of the public, or the applicant, 
attempt to share opinions or discuss the issue, Council must explain that because it is a quasi-
judicial matter, they cannot not engage in ex-parte communication.  Councilmembers may 
direct the individual to provide written comments to City Staff, which will be included in the 
public record, and considered by all Council at the proper time. 
 
Courts generally hold that such communications are improper and may provide legal grounds 
for overturning a Council’s decision. These rules promote impartial decisions by ensuring 
disclosure of all evidence and arguments presented to the Council in its deliberation and 
decision. These rules also gives everyone involved a fair chance to respond to all information 
that may affect the decision. 

 
VII. City of Salida Remote Participation Policy 

(Adopted via Resolution 2021-29) 
 

The preference and expectation of all Councilmembers is to attend regular and special Council 
meetings in-person, in City Hall, whenever possible, in recognition of the efficiency and effectiveness of 
in-person participation when conducting the public business of the City of Salida. However, there may 
be occasional times when in-person attendance is not possible. The City finds that remote attendance 
by Councilmembers is preferable to not permitting participation or delaying the conduct of public 
business.  Members of Council may therefore participate remotely in council meetings subject to the 
following rules and procedure. 
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 This Policy shall also apply to all quasi-judicial proceedings in front of any City board or 

commission. When considering a quasi-judicial matter, City boards and commissions, and its 

members, shall follow this Policy in the same manner intended for Councilmembers. 
 

 This Policy applies when a local disaster emergency is not in effect. 
 

 When an emergency has been declared, the City’s “Electronic Participation Policy for City Council 

Meetings and Meetings of City Boards and Commissions During a Local Disaster Emergency” 

adopted by City Council via Resolution 2020-42 shall apply.  

 
A. “Remote Attendance” means participation by video or audio means, such as Zoom, GoToMeeting, 

Webex, Microsoft Teams or similar platform approved by the City, which is clear, uninterrupted and 

allows two-way communication for the participating Councilmember. 
 

B. Circumstances permitting remote participation. Councilmembers may participate in a meeting by 

remote attendance when travelling out-of-town, when ill, when a family or personal emergency 

arises, or when unforeseen circumstances do not allow in-person attendance. Councilmembers who 

are ill are encouraged and expected to participate by remote attendance. 
 

C. Meeting requirements concerning remote participation. Council may permit remote participation in 

a meeting, provided that all of the following standards are met:  

1. All members of the City Council can hear one another or otherwise communicate with one 

another and can hear or read all discussion and testimony in a manner designed to provide 

maximum notice and participation.  

2. Councilmembers and members of the public present at the meeting location can hear or read 

all discussion, testimony and votes.  

3. At least one member of the City Council is present at the meeting location.  

4. All votes are conducted by roll call. 
 

D. Arranging for remote participation. To arrange to participate remotely, a Councilmember shall 

contact the City Clerk in writing, as far in advance of the meeting as possible, and include the 

circumstance in which the Councilmember is making the request.  Upon receipt of such written 

request, the City shall use its best efforts to provide the technical means necessary to fulfill the 

request from City Hall; provided, however, that it shall be incumbent upon the Councilmember who 

desires to participate by remote attendance to provide the technical means necessary to facilitate 

remote attendance from their location.  Such Councilmember are expected to be situated in a 

stationary location with adequate internet service with video camera on and presenting in a 

professional manner similar to in-person Council meeting attendance. 

E. Public Participation. For meetings where it is practical for City Council to utilize an electronic 

communication platform, members of the public may participate in such meetings and make 

comments at such times as are designated by the Mayor.  The City may impose requirements on public 

participation by electronic means such as requiring a member of the public to send an email to the 

Clerk prior to the meeting if they desire to present on an item not on the agenda or requiring a 

member of the public to give notice to City staff in advance or during the meeting of their desire to 

comment on a specific agenda item. 
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F. A Councilmember participating through remote attendance: 

1. shall be entitled to participate in all Council matters in the same capacity as a Councilmember 

in physical attendance, including participation quasi-judicial matters and executive sessions;  

2. shall be counted for purposes of establishing a quorum;  

3. shall have the opportunity to express comments during the meeting and participate in the 

same capacity as those members physically present, subject to all general meeting guidelines 

and adopted procedures;  

4. shall be heard, considered, and counted as to any vote taken; 

5. shall be called during any vote taken and shall have such Councilmember’s vote counted and 

recorded by the City Clerk and placed in that meeting’s minutes; and,  

6. may leave a meeting and return as in the case of any member upon announcement of such 

leaving and returning. 

7. In the event that City Council holds an executive session, participants shall be authorized to 

attend remotely.  A Councilmember participating in an executive session remotely shall: (a) 

have a secure telephone or electronic connection, and (b) certify that they are the only person 

in the room and that no other person has access to the executive session. Any executive 

session conducted under this Policy shall be recorded electronically as provided for by statute. 

 
G. Presiding Officer.  The Mayor, Mayor Pro Tem or other designated person who is presiding over the 

meeting shall have the discretion to mute any Councilmember who is participating through remote 

attendance when distracting and extraneous noise is occurring through the remote attendance.  The 

officer who is presiding over the meting may delegate the ability to mute Councilmembers to the 

meeting host who controls the meeting platform.  The presiding officer shall use best efforts to 

recognize and provide opportunity for Councilmembers who are participating via remote attendance 

the ability to contribute to the discussion and express comments.  The presiding officer during the 

meeting shall designate the individual who councilmembers should contact during the meeting in the 

event of technical difficulties or in connection with other matters related to items not appearing on 

the agenda for the meeting in which the Councilmember is participating remotely. 

 
H. Reasonable Accommodations.  The City may provide reasonable accommodation and waive or 

modify provisions of this Policy for the benefit of members of the City Council, commission, board or 

the public with a disability. 
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Chapter 1: Introduction: Basics of 

Town Government 
 

Proceed slowly            

 

The first suggestion for newly elected officials is to proceed slowly. Many people will likely come 

to you for favors and bombard you with demands. As an elected official representing all the 

people, you should not feel obligated to satisfy individual wishes or demands. No longer can you 

consider issues relative to how they affect you personally. You must now look at every item from 

the standpoint of the whole community. 

Town Council Role and Responsibilities 
 

Council members are the leaders and policy makers of the Town. The Town Council has the 

authority to approve laws, regulations and policies that guide Town Government. The Town 

Council serves as the Planning Commission, the Local Liquor Licensing Authority, the Marijuana 

Licensing Authority, and hears appeals of decisions made by the Board of Zoning and 

Architectural Review (BOZAR). 

 

Council members also serve as Town representatives on the Boards of several external 

organizations such as but not limited to: The Rural Transportation Authority (RTA), the Sustainable 

Tourism & Recreation Committee and Mt. Express. 

 

The Town Council appoints the Town Manager, the Town Attorney and the Municipal Court 

Judge. These positions serve at the will of the Town Council. The Town Manager is an employee of 

the Town and has an employment agreement which specifies terms of employment, including an 

annual performance evaluation by the Town Council. The Town Attorney has a contract with the 

Town, which includes compensation rates and a requirement for an annual evaluation by the Town 

Council. The Council also conducts performance reviews of the Municipal Court Judge. 

Council-Manager Form of Government 
 

The Town of Crested Butte has a Council-Manager form of government, which means the Council 

establishes priorities and policies and the Town Manager implements the Council’s directives. The 

Town Manager is the chief executive officer of the Town and is responsible for carrying out the 

Council’s directives and administering the day-to-day operations of the Town. The Town Council 

should communicate all directives to the Town Manager and the Town Manager, in turn, directs 

staff. The Town Council should always avoid managing Town employees. The Town Code states 

that the Council shall not give orders to any subordinates of the Town Manager. 
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Crested Butte is a Home Rule Municipality 
 

Municipal “Home Rule” is a form of government under the control of local citizens rather than 

state government. Towns and cities in Colorado can be Home Rule or Statutory. Home Rule 

municipalities have all the powers not expressly denied by the Colorado Constitution and state 

statutes. Statutory municipalities have only the powers expressly given to them by the Colorado 

Constitution and state statutes. Home Rule municipalities essentially have more power on a local 

level. 

 

The Town Charter is akin to a constitution for the Town, the Charter defines organizational forms 

and the powers and duties of Town officers. Voters in the Town approved the Home Rule Charter 

in 1974. The laws, rules and regulations that guide the Town’s government are included in the 

Town Charter and the Town Code. Unlike the Town Code, which can be amended by the Town 

Council through the adoption of ordinances, The Town Charter can only be amended by a vote of 

the electors of the Town. 

Town Council/Town Attorney Relationship 
 

The Town Attorney is the legal advisor for the Council, the Town Manager and Department Heads. 

The general legal responsibilities of the Town Attorney include: 

 Provide legal assistance necessary for the formulation and implementation of legislative 

policies. 

 Represent the Town’s interests, as determined by the Town Council, in litigation, 

administrative hearings, negotiations and similar proceedings. 

 Prepare ordinances, contracts and other legal documents. 

 Keep the Town Council and staff apprised of court rulings and legislation affecting the 

legal interests of the Town. 

General Powers of the Town Council 
 

It’s important that the Town Council act as a body. No member of the Council has any more 

power than other members of the Council. The Mayor and Mayor Pro-tem have additional 

ceremonial and administrative responsibilities (such as signing certain official documents and 

chairing meetings); however, all members of the Council are equal regarding the establishment of 

policies. 

 

Policy is established by at least a majority vote of the Council. While individual members of the 

Council may disagree with decisions of the majority, a decision of the majority binds the Council 

to a course of action. The Mayor presides at all meetings of the Council. The Mayor does not 

possess any power of veto and the Mayor votes on matters in the same manner as other Council 

members. As presiding officer of the Council, the Mayor should communicate the will of the 

Council majority in matters of policy. The Mayor is also the official head of the Town for all 

ceremonial purposes. 
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Role of Town Council/Board of Zoning and Architectural Review 
 

The Board of Zoning and Architectural Review (BOZAR) consists of seven members appointed by 

the Town Council for staggered three-year terms. The BOZAR has many responsibilities including 

the authority to decide on the architectural appropriateness of building projects. BOZAR appoints 

a three-member Design Review Committee (DRC) which consists of two members of the BOZAR 

and one member of the Town staff. The DRC reviews all applications for architectural 

appropriateness in advisory meetings prior to the BOZAR meeting. Any decision by the Board of 

Zoning and Architectural Review may be appealed to the Town Council. 

Role of Town Council as the Local Liquor & Marijuana Licensing 

Authority 
 

Liquor & Marijuana Licenses in Colorado must be approved by both the State Liquor/Marijuana 

Authority and the local jurisdiction. The Town Council acts as the Local Liquor Licensing Authority 

and Marijuana Licensing Authority (LLA)/ (MLA) for the Town of Crested Butte. All new liquor and 

marijuana licenses and transfers must be approved by the LLA or MLA following a public hearing. 

Liquor license/Marijuana license renewals are approved administratively by the Town Clerk as 

long as no violations have occurred, and no complaints have been made against a liquor 

license/marijuana license holder. If complaints are filed, renewals must be considered by the LLA 

or MLA. 

 

The LLA or MLA has the authority to hold hearings and impose sanctions against liquor license or 

marijuana license holders if an establishment violates state liquor or marijuana codes. Sanctions 

may include fines, suspension or in severe circumstances revocation of a liquor/marijuana license. 

Sanctions may only be imposed in conjunction with a legal proceeding called a show/cause 

hearing conducted by the LLA or MLA. State liquor/marijuana enforcement also has the authority 

to act against licensees who violate liquor/marijuana codes, and the State has the authority to 

conduct show/cause hearings and impose fines or other sanctions against a liquor/marijuana 

license holder. There are currently 36 liquor licenses and five marijuana dispensary licenses in the 

Town of Crested Butte. 

Role of Town Council as the Planning Commission 
 

The Town Council serves as the Planning Commission. The Mayor is the Chair of the Planning 

Commission and the Mayor Pro-tem is the Vice Chair. The Planning Commission does not have a 

regular meeting schedule. Planning Commission meetings are called by the Chair or, as 

appropriate, the Vice Chair. Meetings may also be scheduled as an item of business during a 

Planning Commission meeting. 

 

The primary role of the Planning Commission is to implement the Subdivision Section of the Town 

Code and certain provisions of the annexation process with final approval of an annexation by the 

Town Council. 
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Role of Town Council on Boards and Committees 
 

The Town Council approved Resolution No. 04, Series 2021 adopting a policy of the Town Council 

regarding Town participation on boards and committees. Town Council members are appointed 

to serve on various external task forces, boards and committees. Council members serve as voting 

members on several boards such as but not limited to the Rural Transportation Authority and Mt. 

Express and may be appointed to serve as ex-officio members of several boards such as: The 

Center for the Arts and the Chamber of Commerce. Initial appointments are made soon after the 

Council’s organizational meeting following elections. Council members who serve on external 

boards and committees are expected to report to the full Council by written report included in the 

packet or during regular Council meetings about the activities of the board or committee on 

which they serve. Written reports are preferred and should be submitted to the Town Clerk by 

noon on Monday prior to a Council meeting for inclusion in the meeting packet. Council members 

may also be appointed to a committee for special projects or to review and make 

recommendations regarding service grant applications. 

Elections/Initiatives and Referendums 
 

Regular elections are held in odd-numbered years on the first Tuesday in November. Council 

members are voted on at this time and the Town may also submit other questions for the ballot. 

Our elections are coordinated with Gunnison County and are conducted as mail-ballot elections. 

 

A special election may be held, as needed, when called by the Council. If a special election is 

called it will be the Town’s own election and will not be coordinated with the County. The Council 

has the power to submit an ordinance or question to a vote of the people at a regular or special 

election. 

 

Initiative: The electors of the Town have the power, by initiative, to propose an ordinance to the 

Council. In the event the Council fails to adopt an ordinance proposed by initiative, the question 

must be submitted to the voters. 

 

Referendum: The electors of the Town also have the power, through referendum, to require 

reconsideration by the Council of any ordinance and if the Council fails to repeal a reconsidered 

ordinance, the ordinance will be referred to a vote of the people. Referendums, however, do not 

extend to ordinances pertaining to taxes, the budget or salaries. 
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Chapter 2: Town Council Meeting 

Essentials 
 

Meetings and Work Sessions          

Regular Council meetings are held at a day and hour to be fixed by the Council, generally the first 

and third Mondays of each month. Special meetings may be called, as needed, but are infrequent. 

The Council may only make decisions at regular, special or emergency meetings. Special meetings 

may be called by the Town Manager, Mayor or any two Council members, after at least 24-hour 

written notice to each member of the Council. A special meeting may be called on shorter notice 

if all members are present or have waived required notice in writing. Emergency meetings may be 

held without 24-hour notice when necessary for the immediate preservation of public property, 

health, peace or safety. 

 

Work sessions are held for the purpose of informal discussion of topics and for certain 

presentations. Work sessions are normally held at 6 p.m. just prior to regularly scheduled Council 

meetings but may be scheduled as Council desires. Work sessions are not recorded and minutes 

are not taken. During the budget season, in the fall, extra work sessions are typically scheduled. 

No decisions may be made at work sessions. 

 

All council meetings except work sessions are recorded. Recordings are retained for a minimum of 

six months after the meeting in accordance with the Colorado Model Municipal Records 

Retention schedule, which was adopted by the Council. Minutes are taken of all meetings except 

work sessions. Minutes are retained permanently. 

 

All meetings and work sessions (except executive sessions) are open to the public and shall be 

held in locations accessible to the general public.  Meetings are typically held in the Town Council 

Chambers at Town Hall.  The location may be adjusted to accommodate specific meeting types or 

to accommodate anticipated larger than normal attendance. 

 

The Town shall strive to accommodate virtual meeting attendance by the public whenever 

feasible.  However, this may not always be possible especially when meetings take place outside 

of the Town Council Chambers or during internet service interruptions or other technology 

disruptions.  Virtual meeting capability is not required for a Council meeting and business to be 

conducted. 

Council Meeting Agenda/Packets 
 

Council meeting agendas are set by the Town Manager by noon on the Tuesday before the 

Council meeting. The Town Clerk manages the scheduling of agenda items and the publication 

and posting of agendas. Council meeting packets are assembled and delivered via e-mail to 

council members on the Tuesday afternoon prior to regular Council meetings. Town Council 

agendas and e-packets are usually posted on the Town website on the Tuesday afternoon prior to 

regular meetings. Items received after the deadline may be considered for addition to the agenda 
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at the discretion of the Council during the “Approval of the Agenda” portion of the meeting. 

 

Packet information is meant to help Council members prepare for the meetings. You are expected 

to take the time to read the information in advance. Meetings will go smoother, and the Council 

will make better decisions if council members read and understand the material in their packets. If 

you have questions regarding an agenda item, you may discuss it in advance with the Town 

Manager, or the appropriate department head. 

 

Following the Council meeting, members may leave unwanted materials on the Council table for 

recycling by staff. Confidential materials should not be left on the table. Confidential materials 

should be given to staff to shred, or you may retain for your own records. 

 

Public Hearings 
 

Public hearings are held before the Town Council to hear testimony from the public regarding 

specific matters. Public hearings are held on all ordinances and on items such as the approval of 

certain liquor licenses, marijuana licenses and land use decisions. During a public hearing certain 

procedural rules must be followed. A public hearing may be prefaced by staff comments and/or 

statements by the requesting party (proponent). After the hearing has been closed by the 

presiding officer, Council may discuss the topic or direct additional questions to the staff or 

proponent. 

 

Public comment opportunities are different than formal public 

hearings. 
 

The public has the opportunity to comment during the public comment period at the beginning 

of every regular Council meeting. At this time people may speak for up to five minutes on any 

topic that is not on the agenda.  The Mayor may limit public comments to no more than three 

minutes if it appears there will be many comments on a similar topic. The public comment period 

is a time for the Council to listen to the people. Council generally should not engage in a two-way 

conversation at this time nor should the Council feel compelled to respond to the comments. If 

Council choses to discuss or take action on a subject brought up during Public Comment that 

discussion should be held at the end of the Council meeting under “Other Business to Come 

Before the Council.” 

 

Public comment on scheduled agenda items should be made during the time when the item is 

being discussed and when the Mayor asks for public comment. Council may respond to, ask 

questions or discuss the public comment at this time. 

Quorum 
 

A quorum is the minimum number of members who must be present to take action. Four 

members of the Council constitute a quorum for the transaction of business at all regular and 
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special council meetings. Five members of the Council constitute a quorum at emergency council 

meetings. 

Ordinances 
 

Ordinances are local laws enacted by the Council. Ordinances are required for every act making 

an appropriation, creating indebtedness, authorizing the borrowing of money, levying a tax, 

establishing regulations for which a penalty is imposed, or for various other purposes. Adoption 

of the budget, however, is an exception and per the Town Charter the budget is adopted by 

resolution. After first reading of an ordinance, an affirmative vote of at least two council members 

is required to set an ordinance for public hearing. 

Resolutions and Policies 
 

Resolutions are acts of a relatively permanent nature and remain in effect until rescinded or 

amended by the Council. Resolutions may enact legislation or policy that is not subject to 

penalties for violation. A resolution may also state Council’s opinion or position on an issue. 

Proclamations 
 

Proclamations are used to express appreciation for an event, organization or individual and are 

usually requested by a supporting organization. If a group or individual requests a proclamation 

the Mayor may place the matter on the agenda for Council action. 

Parliamentary Procedures Basics  
 

Motions: 

 

The basic motion: The basic or main motion is the means to put forward a decision 

for consideration by the Council. A basic motion might be: “I move to approve Ordinance No. 22, 

Series 2022.” 

 

The motion to amend: If a council member wants to change a main motion under discussion, he 

or she, would move to amend the motion. A motion to amend might be “I move that we amend 

the motion to adopt Ordinance No. 22 to include a provision in Section 2 stating that the 

ordinance sunsets on January 1, 2023. “ 

 

Procedure for Handling a Motion: 

 A council member makes a motion. 

 Another council member seconds the motion. 

 The Mayor puts the question to a vote. 

 The Town Clerk takes a roll call vote and announces the vote. 

 

Motion to continue: A motion to continue has the effect of moving an item to a future agenda. 

The motion must include the date to which the item is being continued. 
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Four votes required to approve a motion: Motions, ordinances and resolutions require an 

affirmative vote by four members of the Council for passage. In the event that two or more 

members of the Council are disqualified from voting due to a conflict of interest, an ordinance, 

resolution or motion requires the vote of three council members for passage. 

Addressing the Council 
 

At all times, the discussions and motions of the Council and remarks of members of the public 

should be directed to the Chair and should proceed only after recognition by the Chair. In other 

words, no one at a Council meeting, including staff, Council members or a member of the public 

should speak without first being recognized by the Chair and obtaining the floor. 

Budget 
 

The Town’s fiscal year begins on the first day of January and ends the last day of December. The 

purpose of the budget is to keep expenditures within the Town’s estimated revenues. The budget 

consists of two parts: a carefully prepared estimate of revenues and a tabulation of the estimated 

cost of each item in the budget. In the budget process, the Council essentially decides what the 

community needs and wants, what the community is willing and able to pay for, and what services 

the community can expect for its tax dollars. Town staff prepares a proposed budget for Town 

Council review and deliberation each year. The budget process usually begins in late August with 

work sessions to review draft budget documents and to discuss priorities, proposed projects, and 

the ongoing fiscal responsibilities of the Town. Further drafts of the budget are reviewed until the 

budget is ready for final consideration and approval. The budget contains both an operational 

budget and a capital budget. The capital budget contains a list of all capital improvements which 

are proposed to be undertaken during the following fiscal year. By law, the budget must be 

approved no later than December 15 of each year. 
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Chapter 3: Town Council Rules of 

Procedure 
 

 

These Rules of Procedure are set forth pursuant to Section 4.1 of the Town of Crested Butte Home 

Rule Charter. These rules supplement those contained in Article 4 of the Town Charter and 

Chapter 2 Article 2 of the Crested Butte Municipal Code. To the extent of any inconsistencies 

between these Rules of Procedure and the Crested Butte Municipal Code, the Crested Butte 

Municipal Code in all cases shall prevail and control. These Rules of Procedure are intended to 

guide the actions of the Town Council in the conduct of its business. 

RULE 1. COUNCIL MEETINGS 
 

A. Regular Meetings 

 

The regular meetings of the Town Council shall be held on the first and third Mondays of each 

calendar month at Town Hall at a time to be set from time-to-time by the Town Council, except 

that no meeting shall be held on a legal holiday. (Town Code Sec. 2-2- 30). 

 

Regular meetings which fall on a holiday shall be scheduled to the Tuesday following the holiday 

or as otherwise set by the Town Council. 

 

The first regular meeting following each general municipal election shall be the organizational 

meeting of the Council (Town Charter Sec. 4.1). 

 

B. Special Meetings 

 

Special meetings shall be called by the Town Clerk on the written request of the Town Manager, 

Mayor or any two members of the Council, after at least twenty-four (24) hours written notice to 

each member of the Council. A special meeting, however, may be held on shorter notice if all 

members of Council are present or have waived notice thereof in writing (Town Charter Sec. 4.2). 

 

C. Emergency Meetings 

 

Emergency meetings may be held without twenty-four (24) hours’ notice when necessary for the 

immediate preservation of public property, health, peace or safety. An emergency meeting shall 

be held only if a diligent, good faith effort has been made to give actual notice to each member 

of the Council and at least five (5) members of the Council are present and have waived notice 

thereof, in writing. All actions at emergency meetings shall require the affirmative vote of five (5) 

members of the Council (Town Charter Sec. 4.3). 
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D. Business at Special and Emergency Meetings 

 

No business shall be transacted at any special or emergency meeting of the Council unless it 

has been stated in the notice of such meeting (Town Charter Sec. 4.4). 

 

E. Executive Sessions 

 

(Executive session rules/procedures excerpted from the Colorado Municipal League Open Meeting 

Handbook) 

 

The Council may call an executive session at a regular or special meeting. While the 

“Open Meeting Law” requires “full and timely notice” of regular and special meetings, nothing in 

state statute requires any particular notice of the governing body’s intention to hold an executive 

session as part of that meeting. Thus, there is no notice requirement that would impair the 

Council from spontaneously calling an executive session during one of its meetings. 

 

Executive sessions may only be held upon the affirmative vote of 2/3 of the quorum present. The 

Town Council shall comply with the provisions of C.R.S. 24-6-402. All executive sessions shall be 

conducted in accordance with the procedures for executive sessions included as Appendix A to 

these Rules. 

 

The purpose of calling an executive session is to deliberate on sensitive matters that could be 

compromised by premature public disclosure, and no action may be taken in an executive session. 

The Council shall not utilize a subsequent open meeting to simply “rubber stamp” the position 

discussed in executive session. The discussion on the record in the open meeting shall indicate 

what policy considerations and motivations led to the final decision. 

 

F. Work Sessions 

 

Work sessions shall be held at 6 p.m. prior to regular Council meetings, or as otherwise scheduled 

by the Town Council. Work sessions shall be held for the purpose of receiving reports, hearing 

presentations, and discussing Town business. No decisions may be made, nor may any actions be 

taken at a work session. Work sessions shall be open to the public. At the Council’s discretion, 

members of the public may address the Council about matters discussed during the work session, 

the Council, however, is under no obligation to include public comment or discussion during a 

work session. It is understood that excluding public comment may be the most effective manner 

for the Council to conduct the business of the work session. 

 

G. Quorum 

 

Four (4) members of the Council shall be a quorum for the transaction of business at all regular 

and special Council meetings. Five (5) members of the Council shall be a quorum for the 

transaction of business at all emergency meetings (Town Charter Sec. 4.5) 
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H. Mayor Pro-tem and Temporary Chair 

 

In the absence of the Mayor, the Mayor Pro-tem shall chair all Council meetings. In the event both 

the Mayor and the Mayor Pro-tem are absent from a meeting, the Town Clerk shall call the 

meeting to order, and the Council shall elect by a majority vote a Chair who will preside over the 

meeting. 

 

I. Attendance at Meetings 

 

The Town Manager or designee shall attend all Council meetings. The Town Clerk or designee 

shall attend all regular, special and emergency Council meetings. 

 

The Town Attorney or designee shall attend all regular, special and emergency Council meetings. 

The Town Attorney shall attend work sessions as appropriate. Any Council member may call upon 

The Town Attorney for an oral or written opinion on questions of law. 

 

Department heads and appropriate staff members shall attend Council meetings as directed by 

the Town Manager. 

 

If a member of Council is unable to attend any meeting of the Council, the council member shall 

make a reasonable effort to advise the Town Manager or the Town Clerk in advance of the 

meeting. 

 

Council attendance requirements 

 

a) In order to faithfully perform the duties of their office, the Mayor and Council 

members shall regularly attend Town Council meetings. Regular attendance, for the 

purposes of this Section shall mean: 

 

i. No more than (2) consecutive absences at regular Council meetings; and 

 

ii. Attendance at seventy-five percent (75%) or more of regular Council meetings 

during the previous one-year period. 

 

b) Removal for failure to meet attendance requirements. Any Council member, including 

the Mayor, may be removed from office for failure to meet the attendance 

requirements set forth in Subsection (a) above (Town Code Sec. 2-2-20). 

 

J. Virtual Meeting Attendance 

 

In-person attendance is encouraged at meetings for Council members.  Members may attend 

virtually and fully participate in meetings.  However, Council members must attend at least 75% of 

regular meetings in person each year. 
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K. Meeting Minutes and Recordings 

 

The Town Clerk shall take minutes of every regular, special and emergency Council meeting. 

Minutes shall be a summary of the meeting focusing on the actions taken. The Town Clerk shall 

record all regular, special and emergency meetings of the Council. 

 

RULE 2. AGENDAS, NOTICE OF MEETINGS AND MEETING PACKETS 
 

A. Agendas 

 

The agenda shall be set by the Town Manager. Items to be included on the agenda may be placed 

by the Town Manager, staff or three members of the Council. The Town Clerk shall prepare all 

agendas upon the direction of the Town Manager. 

 

The Council approves the agenda at the beginning of regular Council meetings and at that time 

items may be removed from the agenda; items may also be added to the agenda at that time, 

however, Council is discouraged from adding items to the agenda except for extenuating 

circumstances, so that the public may have advance notice of items to be considered at meetings. 

 

B. Meeting Notices 

 

The agenda for regular Council meetings shall be published in the local newspaper of record on 

the Friday preceding the regular meeting. Agendas shall also be posted at least 24 hours in 

advance of the meeting at the Town’s three designated official posting places. The Town Clerk will 

also post the agenda and the Council meeting packet (excluding confidential items) on the Town 

website by the Friday preceding the regular Council meeting. 

 

Notice of work sessions, special meetings and emergency meetings shall be posted at least 24 

hours in advance of the meeting at the Town’s three designated official posting places and on the 

Town website. 

 

Meetings at which three or more council members will be in attendance shall be posted at least 24 

hours in advance of the meeting at the Town’s three designated official posting places. 

 

C. Meeting Packets 

 

Items submitted by outside entities or individuals which require staff review before being placed 

on the agenda and included in the Council Packets (such as Conservation Easements etc.) must be 

submitted to staff by noon on the Tuesday one week prior to the Tuesday agenda publication 

deadline. This deadline allows sufficient time for staff review and confirmation that the item 

should be on the agenda. Items which are not submitted by the deadline will not be placed on the 

Council agenda. 

 

Council reports and committee summaries should be submitted to the Town Clerk by noon on the 
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Monday preceding a regular meeting for inclusion in the meeting packet. 

 

No later than the Tuesday preceding a regular Council meeting, the Town Clerk will deliver to each 

council member via e-mail a packet containing the agenda and informational documents for the 

meeting. Documents included in the Council packets, generally, shall not be released to public 

prior to delivery to the Council. 

 

If council members have questions regarding agenda items, council members shall direct 

questions to the Town Manager or the appropriate department head prior to the Council 

meeting to enable staff time to prepare answers. 

 

RULE 3. MEETING PROCEDURES 

 

A. Order of Business 

 

The Order of Business shall be as follows: 

 

1. Call to order (by presiding officer) 

2. Approval of Agenda 

Staff shall advise the Council of items which need to be removed from the agenda. Council 

members may request the addition or removal of agenda items at this time. Amendments 

to the agenda shall be approved by a majority vote of the Council. 

3. Consent Agenda 

The Consent Agenda is intended to allow the Council to expedite those items that are of a 

routine nature and not controversial. The Consent Agenda is provided as a convenience 

and time savings to the citizens attending the Council meeting. 

4. Public Comment 

For comment on any item not scheduled on the agenda. Generally, no action is taken by 

the Council on items not previously on the agenda; however, issues raised may be 

scheduled under “Other Business” for consideration in the future. Council shall limit its 

discussion of topics raised under public comment. 

5. Staff Updates 

This is a written summary from the Town Manager and Department Heads about relevant 

events or operational changes of note to the Council and community. 

6. Legal Matters/ Town Attorney Report 

7. Public Hearings 

8. Old Business 

Includes items continued from other meetings except for public hearings which are 

scheduled under public hearings. 

9. New Business 

Includes items for action by the Council that do not fit under other categories and includes 

items removed from the Consent Agenda. 

10. Council Reports and Committee Updates 

Written summaries from Council members regarding committee meetings they have 
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attended. 

11. Other Business To Come Before Council 

12. Discussion of Scheduling Future Work Session/Meeting Items 

13. Council Meeting Scheduling 

14. Executive Session 

On an as-needed basis only. The order of the Executive Session may be changed on the 

agenda as determined to be appropriate by the Council. 

15. Adjournment 

 

B. Duties of the Mayor as Chair of Meetings 

 Open the meeting at the appointed time and call the meeting to order. 

 Announce the business coming before the Council in accordance with the agenda. 

 Control the proceedings of the meeting and recognize council members, staff and 

members of the public who are entitled to the floor. 

 State or cause to be stated and put to a vote all questions that legitimately come before 

the Council. Although not prohibited, the presiding officer generally does not propose a 

motion. 

 Enforce the Council’s rules relating to debate, order and decorum at meetings. 

 Decide all questions of order. 

 Adjourn the meeting. 

 

C. Public Comments at Meetings 

 

All meetings of the Council shall be open to the public, except for executive sessions. The public 

may make comments on items not scheduled on the agenda of regular Council meetings during 

the Public Comment section of the agenda. Citizens should first sign the public comment sheet 

listing their name and address and the topic of their comments, then verbally state their name 

and address for the record. Those commenting shall limit their comments to five minutes. As 

appropriate, the Mayor may limit comments to three minutes to facilitate a timely progression of 

the meeting. 

 

Council shall limit discussion with individuals making public comment. If Council wishes to discuss 

the topic, Council shall address the topic later in the meeting under “Other Business” and may set 

the matter as an agenda item at a future meeting. Council, at its discretion, may discuss the topic 

under “Other Business “and take action if the matter is time sensitive. Council, however, 

recognizes that it is best to provide advance notice of topics being discussed at Council meetings 

so the public will have adequate notice of the topic. 

 

The public shall have the opportunity to speak on matters on the agenda at the time the matter is 

being considered. Citizens should first sign the public comment sheet listing their name and 

address and the topic of their comments, then verbally state their name and address for the 

record. Those commenting shall limit their comments to five minutes. As appropriate, the Mayor 

may limit comments to three minutes to facilitate a timely progression of the meeting. 
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D. Written Communications to Council. 

 

Written communications to the Council are encouraged, however, unsigned communication will 

not be forwarded to the Council. A copy of all written communication to the Council will be 

forwarded to all council members and the Town Clerk. The easiest way to submit written 

comments is to send one email to towncouncil@crestedbutte-co.gov.  This email will automatically 

go to all members of Council, the Town Clerk and Town Manager.  A copy of all correspondence 

shall be retained by the Town Clerk in accordance with the Town’s records retention schedule. 

 

E. Public Hearing Procedures 

 

Council shall refrain from commenting (other than asking questions) during public hearings. Council 

discussion may take place after the public hearing is closed. 

 

Public Hearing Procedures Outline: 

 

 Mayor reads the title of the ordinance or agenda item which is the subject of the public 

hearing. Mayor may also announce the public hearing procedures and ground rules. 

 

 Mayor confirms with Town Clerk that proper public notice was given. 

 

 Mayor asks for staff report, presentation or staff comments. 

 

 Council may ask staff questions. 

 

 ***If Applicable, Mayor asks for applicant/petitioner presentation or comment. 

 

 Mayor opens public hearing for public comments (Council may ask questions of 

applicant/petitioner/public or staff during public comments). 

 

 Mayor closes the public hearing and the matter is brought to Council. 

 

 Mayor suggests Council discussion (Council may ask questions of 

applicant/petitioner/public or staff during Council discussion). 

 

 Council motion and action. 

 

F. Voting 

 

1. Votes shall be taken with a roll call vote. A roll call vote is achieved by the Town Clerk 

calling each Council member’s name. Each council member shall individually indicate 

his/her vote in favor or in opposition to the item. The vote tally is announced by the Town 

Clerk. 

 

2. All roll call votes shall be taken in rotating order. 
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3. Every Council member present, when a question is put, shall vote either “Yes” or “No” 

unless previously excused by the Council for reasons set forth in Section 4.8 of the Town 

Charter which states that no member of the Council shall vote on any question upon 

which he/she has a substantial personal financial interest, other than the common public 

interest, or on any question concerning his /her own conduct, in which case the member 

shall disclose his/her interest to the Council. Any member refusing to vote, except when 

not so required by Section 4.8 of the Town Charter, shall be guilty of misconduct in office. 

 

4. The minutes shall record how each Council member voted on each question (Town Code 

Sec. 2-2-40(b). 

 

5. When the vote is unanimous the minutes shall state that the motion was passed 

unanimously. 

 

6. Pursuant to the Town Charter all ordinances, resolutions and or motions shall require the 

affirmative vote of four (4) members of the Council for final passage, except as otherwise 

provided in Section 4.8 of the Town Charter. 

 

7. The Council shall take official action only at a public meeting by ordinance resolution or 

motion (Town Charter Sec. 4.7). 

 

8. The presiding officer shall not entertain comments from the staff or public during voting. 

 

G. Motions 

 

1. All matters requiring action by the Town Council shall be introduced by motion. A motion 

refers to a formal proposal by a council member upon which the Council may take action. 

Motions are generally introduced by voice. However, if the motion is long or involved, 

motions should be put in writing. Motions shall be put in writing if requested by two (2) 

Council members. 

 

2. The following steps shall be taken for the presentation and disposition of motions: 

a) A Council member proposes a motion. 

b) Another Council member seconds a motion. 

c) The Mayor may cause the motion to be restated. 

d) The Council debates/discusses the motion (amendments to the motion or other 

substitute motions may be made during the debate/discussion). 

e) At the conclusion of the debate/discussion, the Mayor may cause the motion to be 

restated. 

f) Vote is taken and the Town Clerk announces the results of the vote. 

 

3. The following motions are the most commonly used:  

Motion to approve, deny or approve with conditions. 
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a. Motion to amend: A motion to amend may take the form of inserting, striking out 

and inserting words, sentences or paragraphs. A motion to amend must be 

pertinent to the main motion. It is proper to make a motion to amend an 

amendment. Motions shall be discussed in the reverse order from which they were 

proposed. 

 

b. Motion to continue: A motion to continue has the effect of moving an item to a 

future agenda. The motion shall include the date to which the item is being 

continued. 

 

c. Motion to lay on the table: This motion is used to set aside an item currently 

under discussion for a more pressing matter. It is not used to “kill” an item. Once 

the more pressing matter has been disposed of, a motion to take from the table is 

in order. This motion shall be made at the same Council meeting or at the next 

regular Council meeting. 

 

d. Motion to move the previous question: This motion is used to cut off debate and 

to bring an immediate vote on the pending motion. A motion to move the 

previous question requires a majority plus 1 vote of those present to prevail. A vote 

is first taken on the motion: if successful, debate is halted and a vote on the main 

motion is made. If the vote on the motion to the previous question fails, debate on 

the main motion may continue. 

 

e. Motion to reconsider: Any action taken by the Council may be reconsidered. A 

motion to reconsider must be made at the same meeting at which the action 

occurred. The motion must be made by a Council member who voted on the 

prevailing side. A vote is then taken on the motion to reconsider. The passage of a 

motion to reconsider suspends all action on the original motion. The original 

question is placed before the Council at the current meeting or the next regular 

meeting in the exact form it was in when previously adopted. Once the vote is 

taken and the results determined, no further reconsideration can be granted. 

 

f. Any motion may be withdrawn prior to a vote on that motion with the agreement 

of the person seconding the motion. 

 

H. Debate-Decorum 

 

1. When recognized by the Presiding Officer, council members shall confine their remarks to 

the question currently under discussion. 

 

2. The Council may, when necessary, limit the time of debate on any subject or debatable 

motion. 

 

3. A council member shall speak only once on the question until all other members of 
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Council who wish to speak have had the opportunity to do so. 

 

4. The Presiding Officer may call a recess not to exceed fifteen (15) minutes at any time 

during a meeting to determine a rule of order or at the request of a majority of the 

Council. 

 

5. The Presiding Officer may call a recess for a specified period of time at any time between 

items of business. 

 

6. Each council member, member of the public or staff member shall be recognized by the 

presiding officer prior to speaking. 

 

7. If a council member wishes to leave the Chamber for a brief period during a meeting, the 

council member shall receive acknowledgement from the Presiding Officer. 

 

RULE 4. GENERAL RULES 
 

A. Ordinances 

 

1. An ordinance is considered the most authoritative form of action the Council may take. An 

adopted ordinance becomes an established rule or law of the Town and remains in effect 

until otherwise rescinded or amended by the Council. Council may direct staff to draft an 

ordinance or an ordinance may be brought to the Council upon the recommendation of 

staff. 

 

2. Procedures for passage of ordinances are set forth in the Town Charter (Sections 4.9-4.13) 

 

3. Every proposed ordinance shall be submitted to and reviewed by the Town Attorney. 

 

4. Ordinances shall be numbered in the order in which they are introduced. 

 

B. Resolutions 

 

Resolutions are acts of a relatively permanent nature and will remain in effect until rescinded or 

amended by Council. 

 

Resolutions may be used for formal statements of policy which are not required to be adopted by 

ordinance, on matters involving lengthy or complex questions, on administrative or executive 

matters, to approve contracts and for such purposes as the Council may determine. 

 

C. Proclamations 
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The Mayor, or in his or her absence, the Mayor Pro-tem, shall have the unilateral authority to issue 

Mayor Proclamations. Such proclamations shall require the consent or approval of the Council. 

Mayoral proclamations shall not have the effect of law. 

 

D. Communications to Staff 

 

1. Questions to town staff should be directed through the appropriate senior town staff. 

Questions should be directed to the Town Manger or Department Heads. 

 

2. The Town Manager should be copied on any request or communication to Department 

Heads. Council members should not set up meetings with department staff directly but 

work through Department Heads who will attend any meetings with council members. 

When in doubt about what staff contact is appropriate, council members should ask the 

Town Manager. 

 

3. All Council members should have the same information with which to make decisions. 

 

4. Council members, including the Mayor, should not get involved in administrative 

functions. Avoid any staff contacts that may be construed as trying to shape staff 

recommendations. Council members shall refrain from coercing staff in making 

recommendations to the Council as a whole. 

 

5. Do not attend staff meetings unless requested by staff. Even if the Council member does 

not say anything, the Council member’s presence may imply support, show partiality, 

intimidate staff or hamper staff’s ability to do its job objectively. Additionally, in such 

circumstances, individual council members are receiving information prior to the rest of 

the Council. 

 

6. If a council member wishes to attend a meeting related to Town business, as a 

representative of the Town (negotiating session, staff committee meeting etc.), the council 

member shall obtain approval of the Council prior to the meeting with the understanding 

that the council member will report back to the Council regarding the meeting. The report 

shall be given at a regular meeting of the Council held in open session. Council members 

attending meetings of boards, committees or commissions on which they serve do not 

need to obtain prior approval of the Council. 

 

7. Depend upon the staff to respond to citizen concerns and complaints. It is the role of 

council members to pass on concerns and complaints on behalf of their constituents. It is 

not appropriate to pressure staff to solve a problem in a particular way. Refer citizen 

complaints to the appropriate Department Head or Town Manager. Staff is responsible for 

making sure the council member knows how the complaint was resolved. 

 

E. Format of Staff Reports 

 

Staff reports to the Council shall include a summary section containing a summary of the topic 
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and background information, as appropriate. The staff report shall also contain a staff 

recommendation and, if applicable, a suggested motion for Council consideration. 

 

F. Review of Rules of Procedure 

 

Council shall review these Council Rules of Procedure, at least annually, and shall annually approve 

a Resolution adopting Council Rules of Procedure. 

 

 

 

Chapter 4: Conflicts of Interest, Open 

Meeting Laws, and Other Legalities 
 

Conflicts of Interest and Code of Conduct 
 

The Code of Conduct provisions in the Town Code are intended to prohibit the appearance and 

perception of impropriety, as well as actual conflicts of interest of council members, public 

officials and Town employees. 

 

The provisions also provide standards of conduct and guidelines for public officials and public 

employees to follow when such officials’ or employees’ private interests as citizens conflict with 

their public duties. 

 

Council members are required to disclose conflicts of interest, refrain from attempting to 

influence other members of the Council on the matter, refrain from discussing the matter with 

other council members, may not vote on the matter and must leave the Council Chambers when 

the matter is being discussed. A general rule is if the matter involves anything in which a council 

member has or might have a direct or indirect financial interest, except for matters of common 

public interest, such matters constitute a conflict of interest that must be disclosed. 

 

You should consult with the Town Attorney whenever there is any question about whether you 

have a conflict of interest. You are also encouraged to review the Code of Conduct Section of the 

Town Code, located in Chapter 2 Article 4. A copy of this article is included for reference in the 

resource section at the end of this handbook. 

Ethics 
 

Not all questions involving ethics are black and white or addressed clearly in state statutes or the 

Town Code. When you are faced with a difficult ethical question, it may be helpful to ask yourself 
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the following questions: 

 

What does the law require in this situation? 

The law should be considered a minimum standard for ethical conduct. It can and should be a 

starting point for your decisions. 

 

What does our Town Code of Conduct require in this situation? 

There is a Code of Conduct provision in the Town Code which was adopted by the Town Council. 

Review and consult with the Town Attorney if you have questions or need clarification. 

 

Is this the right vs. the wrong situation? Is the issue simply that doing the right thing 

involves significant personal cost? 

Remember, your responsibility is to do the right thing for the whole community, regardless of 

personal cost. Ethics and the associated legal requirements are written to avoid improper conduct, 

not to serve as an excuse for avoiding politically difficult decisions. 

 

Would I be embarrassed to read about my actions in the local newspaper? 

This simple evaluation can be very useful in helping you to clarify a sticky situation. 

 

Which decision will build or preserve the most public confidence in our Town and the 

leadership of the Town Council? 

The public expects you to base your conduct on the highest standards - even the appearance or 

perception of unethical behavior can test the public’s confidence in your leadership. 

 

Which decision is most consistent with my values? 

Is it fair? Compassionate? Respectful of all parties involved? 

 

Does this decision represent the interests of everyone in the community? Are there other 

stakeholders or members of the public who should be heard before this decision is made? 

Keeping your procedures open and accessible to the public not only ensures that everyone has an 

opportunity to be heard, but also that the Council makes the best decisions for the Town. 

Open Meetings Law 
 

All meetings, whether formal or informal, are open to the public. The Colorado Open Meetings 

Law allows public access to all meetings, with the exception of executive sessions. Executive 

sessions (closed door meetings) must meet specific legal criteria and be for the purpose of 

receiving legal advice on a specific legal matter, negotiation, a personnel matter, or another 

subject that is protected by law. A list of specific reasons for calling an executive session is 

available on the Council table at all meetings. A request to meet in executive session must be 

voted on and approved by a majority of the council members at the meeting before the session is 

commenced. 

 

All 50 states have enacted a variation of the so-called “Sunshine Laws” or Open Meeting Laws. 

Essentially, open meeting laws have been passed to ensure that public business is conducted in 
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public. The Colorado Open Meeting Law imposes requirements for open meetings, public notice 

of meetings and minutes requirements for “meetings” of local “public bodies.” 

 

The Open Meeting Law defines a “local public body” as any board, committee, commission or 

other policy making, rulemaking, advisory or formally constituted body of a political subdivision of 

the state such as municipalities. 

 

The Open Meetings Law defines a “meeting” as any kind of gathering, convened to discuss public 

business, in person, by telephone, electronically or by other means of communication. 

 

The Openness Requirement: Whenever three or more members of the Town Council (the local 

“public body”) get together and public business is discussed, or formal action may be taken, the 

gathering is considered “a meeting.” The law requires that the public be given timely notice of 

meetings; this means that meetings must be noticed (i.e. posted in designated locations in Town) 

at least twenty-four hours in advance. 

 

Meetings conducted by telephone, electronically or by other means of communication. 

Technological advancements have provided many methods for public officials to confer such as 

conference calls, video conference, text messaging, and e-mails. Consequently, the Open Meeting 

Law now includes “electronic” as well as “other means” of communication under the statutory 

definition of “meeting.” The Open Meeting Law now explicitly subjects the e-mail communication 

of elected officials that discusses pending legislation or other public business to the requirements 

of the law. 

 

Social Gatherings 

The Open Meetings Law provides that chance meetings or social gatherings of public officials at 

which discussion of public business is not the central purpose are not subject to the provisions of 

the law. 

Council E-Mail Policy 
 

In response to Open Meeting and Open Record laws, the Crested Butte Town Council approved a 

resolution in 2009 establishing policies and procedures for e-mail communications of the Town 

Council. The resolution states: 

 

1. E-mail communications between three or more elected officials concerning public 

business and/or pending legislation are declared to be a public meeting and are 

prohibited. 

 

2. The following e-mail communications from or to an elected official or officials are 

permitted: 

• Communication between fewer than three elected officials in which other elected officials 

are not copied and which are not forwarded to other elected officials. 

• Communication from or to a staff person or the Town Attorney. 

• Communication between elected officials concerning routine administrative matters, e.g. 
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those regarding scheduling of meetings and inquiring as to officials’ availability; notices of 

public functions or meetings; requests to staff for factual information or status reports. 

 

Retention Policies Applicable to E-Mail Communications: 

 

Correspondence of elected officials is specifically designated a public record. Correspondence is 

defined as communication sent or received by elected officials that is or can be produced in 

written form, including communication by e-mail. Certain correspondence is not expressly a 

public record, including that which is a “work product” as well as correspondence that is “without 

demonstrable connection to the exercise of functions required or authorized by law or 

administrative rule and does not involve the receipt or expenditure of public funds.” 

 

Town Council members are required to copy the Town Clerk on all correspondence 

considered to be a public record. 

 

Please note that the Town may be required to access and disclose the contents of non- 

confidential e-mail messages on Town computers or your personal computer upon receiving a 

public records request pursuant to the Colorado Open Records Act.  Furthermore, e-mail 

communication may be discoverable in litigation. 

 

Be very cautious in your use of e-mail 

 

Despite the appearance of privacy, e-mail messages, in many ways, are less confidential than mail, 

voice mail or a phone conversation: 

 

 An e-mail may be improperly addressed and picked up by an unintended recipient. 

 An e-mail may remain on a recipient’s computer screen or be accessed from your 

computer when you are not present. 

 An e-mail could be printed out at a group printer and inadvertently neglected. 

 An e-mail is easily forwarded and can be spread around like wildfire. 

 An e-mail may be misinterpreted. 

 An e-mail can remain on a hard disc or other storage device even after being deleted. 

 

Consider your message, audience and goal before deciding on using e-mail, a phone call or 

a face-to-face meeting. 

 

For more information on Open Meetings, Open Records and Conflicts of Interest you are 

encouraged to read the CML publications provided by the Town Clerk. 

 

Social Media 
 

The Town Council adopted a social media policy on March 4, 2019 to guide Council member 

interactions on social media. 
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Social media use is subject to the Town’s standards of conduct relating to internet and computer 

equipment.  Employees, elected officials, and volunteers using Town-related social media sites 

should have no expectation of privacy as to his or her social media usage on Town computer 

systems or its sites. 

 

1. Posts and comments must be respectful and not offensive, degrading, or obscene.  Comments 

must be relevant to the purpose of the social media site as defined in XIV Best Practices of the 

social media policy. 

 

2. Any Town employee or representative shall not use a social media account to disclose 

sensitive and/or confidential information without the prior express written approval of the 

Town Manager. 

 

3. Use of social media sites is under the purview of the Code of Conduct and Town Charter.  

Elected officials should take special care to avoid cross-comments between elected officials 

and to avoid any official action or appearance of official action. 

 

4. Town social media sites may not be used for private or personal purposes or for the purpose 

of expressing private or personal views on personal, political or policy issues. 

 

5. Town social media sites may not be used to express personal views or concerns pertaining to 

Town employment personnel matters.  

 

6. Town employees may not use Town social media sites to follow private citizens (except when 

necessary for police business; prior authorization by the Chief and/or Town Manager must be 

obtained). 

 

7. Town of Crested Butte reserves the right to discipline and terminate employees for engaging 

in social media misuse. 

 

Correspondence from the Town Council 
 

Correspondence from the Town Council should reflect the position or statements approved by the 

Town Council. Correspondence from the Town Council is signed by the Mayor or as appropriate 

the Mayor Pro-tem. Correspondence from individual Council members should clearly reflect that it 

is written by an individual council member. Individual council members are advised to refrain from 

signing letters concerning policy issues and/or opinions. 

Quasi-Judicial Decisions 
 

The Town Council usually engages in legislative and administrative actions. However, occasionally 

the Council sits in a “quasi-judicial” capacity at which time its deliberations and decisions are 

controlled by fundamental principles of procedural due process as guaranteed by the Colorado 
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and United States Constitutions designed to prevent arbitrary actions. Public hearing procedures 

are followed. Quasi-Judicial (meaning “judge-like”) actions generally involve an application of 

previously adopted standards to a specific individual, entity or property, based on facts developed 

at the hearing conducted for that purpose. While it is not always clear what actions are quasi-

judicial, most land use and liquor license applications are quasi-judicial, as well as consideration of 

an appeal of a decision by the Board of Zoning and Architectural Review. 

 

Quasi-judicial actions impose additional conditions on the conduct of the proceedings. For 

example, council members must be impartial, that means council members may not have 

participated in any earlier proceedings, have a personal interest in the outcome, formulated an 

opinion prior to the hearing, had any undisclosed ex parte (meaning outside the hearing) 

conversations with a representative of one side or the other, members of the public, or with other 

council members prior to the meeting, or based their decision on any information outside of 

information presented at the hearing. 

 

Quasi-judicial decisions of the Town Council may be appealed to District Court. 

 

Liability 
 

Municipalities have certain exposures to liability. Following are a few items to keep in mind 

regarding liability and reducing your personal liability as an elected official. 

 

Common Law Immunity: Courts, both federal and state, protect or immunize public officials from 

personal liability in certain types of instances. 

 

Insurance: The Town has public liability insurance coverage, sometimes referred to as errors and 

omissions insurance. The insurance offers protection, in most cases, to the Town and its public 

officials from the costs of defense and from judgments and settlements of claims.  The protection 

applies only when acting within the scope of your duties as a council member. 

Reducing the Risks 
 

Since all three sources of protection from personal liability -statute, common law, and insurance -

have limits, self-protection is advisable. The following list provides a few suggestions for self-

protection. The list is not exhaustive and appears in no particular order of importance. 

 

Know the limits of your authority and act within those limits: Obtain legal advice prior to 

acting when a question exists. 

 

Avoid any conflict of interest and the appearance of conflict of interest and do not act from 

personal motivations, otherwise, your conduct may appear to exceed the scope of your public 

entity duties. 

 

Avoid willful, wanton and malicious conduct: Broadly defined as ignoring professional advice 
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without adequate basis. Acting maliciously, vengefully, or out of personal motives. Acting to 

benefit yourself or other individuals financially. Retaliating because you disagree with an opinion 

expressed or legal right exercised by another. 

 

Establish and follow where required, understandable, practical and legally sufficient 

procedures which meet due process requirements. 

 

Be wary of involvement in personnel decisions. 

 

Keep good records of what you do and why you do it: Being right is good; being able to prove 

you are right is even better. 

 

 

 

Chapter 5: Compensation, Travel 

Expenses, Use of Town Vehicle 
 

 

Council Compensation 
 

Per the Town Code, Town Council members receive $10,200 per year and the Mayor receives 

$16,200 per year compensation. Checks are issued on the first day of each month. Council 

members are also entitled to a cell phone allowance of $25.00 per month, which is a taxable 

benefit. Please contact the Finance Department if you are interested in receiving a cell phone 

allowance. 

Travel Expenses 
 

The Town will pay for ordinary and necessary expenses incurred by Town Council members which 

are directly related to Town business. Actual or per diem travel expenses should be itemized on a 

Travel Expense Form (available in the Finance Office) and submitted along with necessary 

documentation. You should check with the Town Manager prior to booking any travel to ensure 

that the travel related expenses qualify as Town business and are reimbursable. 

 

The Clerk’s Office can assist you in registering for classes and booking travel arrangements. 

Council members should always use discretion in their use of Town related business travel. Travel 

expenses incurred by public officials are typically subject to a high level of public scrutiny.  

 

Additionally, municipal travel and educational expenses are budget line items that are often 

reduced or frozen in times of economic hardship. 
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Vehicle Use 
 

The Town has a vehicle that is available for use by both Town employees and council members for 

Town business. The vehicle is available for council members if not in use by Town employees and 

may be reserved in advance through the Clerk’s office. If you plan to use the Town vehicle you 

must have your driver’s license on file in the Finance Office for Town insurance purposes. 

 

Gas for the Town vehicle may be obtained via an Exxon Gas Card that can be obtained through 

the Town Finance Office. If you use a personal vehicle, your costs for gasoline will be reimbursed. 

Please remember to save your receipts. 

Council Mail 
 

Correspondence/mail addressed to the Town Council is copied and distributed to all council 

members. Mail is placed in Council mailboxes located in the copy room at Town Hall. Please check 

your mailbox when you visit Town Hall. E-mail correspondence addressed to the Town Council is 

forwarded to all Council members and the Clerk’s Office retains a copy for the public record. 

 

 

 

Chapter 6: Miscellaneous Information 

and Additional Resources 
 

Colorado Municipal League 
 

The Colorado Municipal League (CML) is a non-profit organization that has served and 

represented Colorado cities and towns since 1923. In 2021, 270 of Colorado’s 271 municipalities 

are members of CML. CML provides advocacy, information and training to its members. 

 

CML’s mission is twofold: to represent cities and towns collectively in matters before the state and 

federal government, and to provide a wide range of information services to assist municipal 

officials in managing their government. The Town of Crested Butte is a member of CML and the 

organization sends an informational welcome packet to newly elected council members. Council 

members also receive newsletters from CML. For more information about CML visit their website 

at www.cml.org. 
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Resource List 
The following informational items are suggested for your review: 

 Policy for Town Participation on Boards & Committees: Attached 

 List of Boards and Committees: Attached 

 Crested Butte Town Council Social Media Policy, March 4, 2019: Attached 

 Town Code Section on Conflict of Interest/Code of Conduct: Attached 

 Town website: www.townofcrestedbutte.com. 

 Town Charter and Town Code: Available on the Town website and hard copy for review in 

the Clerk’s Office. 

 2022 Town Budget: Copies available in the Finance office and also on the Town website. 

 CML Publication- Open Meetings, Open Records: Available in the Town Clerk’s Office. 

 CML Publication-Public Officials Liability Handbook: Available in the Town Clerk’s Office. 

 Design Review Guidelines: Available on the Town website and hard copies available in the 

Building Department. 

 Parks and Recreation Master Plan: Available in the Parks, Recreation and Open Space 

Office. 

 Colorado Association of Ski Towns : www.coloradoskitowns.org 
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Appendix A – Executive Session 

Motion Forms 
 

(Note: 2/3 quorum present must vote yes; the executive session may only occur at a regular or 

special meeting of the body.) 

 

I MOVE TO GO INTO EXECUTIVE SESSION (Chose one of the following:) 

 

(Language in bold-face is for inclusion in the motion as applicable; if the stated purpose of 

the executive session is legal advice, do not combine it with any other purpose :) 

 

 

A For a conference with the Town Attorney for the purpose of receiving legal advice on 

specific legal questions under C.R.S. Section 24-6-402(4)(b); 

 

B For the purpose of determining positions relative to matters that may be subject to 

negotiations, developing strategy for negotiations, and/or instructing negotiators, under 

C.R.S. Section 24-6-402(4)(e); 

 

C To discuss the purchase, acquisition, lease, transfer, or sale of real, personal, or other 

property interest under C.R.S. Section 24-6-402(4)(a); 

 

D For discussion of a personnel matter under C.R.S. Section 24-6-402(2)(f) and not involving: 

any specific employees who have requested discussion of the matter in open session; any 

member of this body or any elected official; the appointment of any person to fill an office 

of this body or of an elected official; or personnel policies that do not require the 

discussion of matters personal to particular employees; 

 

E For discussion of a matter required to be kept confidential by the following federal or 

state law, rule, or regulation: under C.R.S. Section 24-6-402(4)(d); 

 

F For discussion of specialized details of security arrangements or investigations under C.R.S. 

Section 24-6-402(4)(d); 

 

G For consideration of documents protected by the mandatory nondisclosure provisions 

of the Open Records Act under C.R.S. Section 24-6-402(4)(g); 

 

H Other: (specify) 
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ANNOUNCEMENT NO. 1 

 

 

ANNOUNCEMENT TO BE MADE BY PRESIDING OFFICER AT THE BEGINNING OF THE 

EXECUTIVE SESSION. (MAKE SURE THE TAPE RECORDER IS TURNED ON; DO NOT TURN IT 

OFF DURING THE EXECUTIVE SESSION UNLESS SO ADVISED BY THE TOWN ATTORNEY) 

 

 

 

It’s          (give date)   , and the time is . For the record, I am the presiding  officer, (give 

name)   . As required by the Open Meetings Law, this executive session is being electronically 

recorded. 

 

Also present at this time executive session are the following persons 

 (Verbally list all people present): 

  . 

 

 

This is an executive session for the following purpose: 

 

 

(Repeat the language of the motion, including the statutory citation as noted on motion 

sheet prior to this page) 

 

 

I caution each participant to confine all discussion to the stated purpose of the executive session, 

and that no formal action may occur in the executive session. 

 

If at any point in the executive session any participant believes that the discussion is going 

outside the proper scope of the executive session, please interrupt the discussion and make an 

objection. 
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ANNOUNCEMENT NO. 2 

 

 

ANNOUNCEMENT TO BE MADE AT THE BEGINNING OF AN EXECUTIVE SESSION FOR LEGAL 

ADVICE, OR FOR THE DISCUSSION OF LEGAL ADVICE DURING AN EXECUTIVE SESSION 

WHOSE STATED PURPOSE IS A SUBJECT OTHER THAN LEGAL ADVICE 

 

(Make sure Announcement No. 1 has been made first)  

 

By Town Attorney: 

 

As Town Attorney, it is my opinion that the discussion of the matter announced in the motion to 

go into executive session constitutes a privileged attorney-client communication. I am therefore 

recommending that no further record be kept of this executive session. 

 

By Presiding Officer: 

 

The Town Attorney has recommended that no further record be kept of this executive session. 

The time is now and I am turning off the tape recorder at this time. 

 

(Turn off tape recorder at this time) 

 

(If the attorney-client communication has finished, but the executive session continues, 

TURN THE TAPE RECORDER BACK ON) 

 

By Presiding Officer: 

 

The time is now , and I have turned the tape recorder back on because the privileged 

attorney-client communication is finished. 

 

 

 

(AT THE END OF THE EXECUTIVE SESSION, MAKE SURE ANNOUNCEMENT NO. 3 IS MADE 

BEFORE TURNING OFF THE TAPE RECORDER) 
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ANNOUNCEMENT NO. 3 

 

 

ANNOUNCEMENT TO BE MADE BY THE PRESIDING OFFICER BEFORE CONCLUDING THE 

EXECUTIVE SESSION (WHILE THE TAPE RECORDER IS STILL ON) 

 

 

I hereby attest that this recording reflects the actual contents of the discussion at the executive 

session and had been made in lieu of any written minutes to satisfy the recording requirements of 

the Open Meeting Law. 

 

 

I ____________________ will give the tape to the Town Clerk to retain for a 90 day period. 

 

 

The time is now , and we conclude the executive session and return to the open meeting. 

 

 

(Turn off the tape and return to the open meeting) 
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ANNOUNCEMENT NO. 4 

 

 

STATEMENT TO BE MADE BY THE PRESIDING OFFICER UPON RETURNING TO THE OPEN 

MEETING 

 

 

 

The time is now , and the executive session has been concluded. The participants in the 

executive session were: 

 

(list the names of everyone who was present) 

 

 

 

For the record, if any person who participated in the executive session believes that any 

substantial discussion of any matters not included in the motion to go into the executive session 

occurred during the executive session, or that any improper action occurred during the executive 

session in violation of the Open Meetings Law, I would ask that you state your concerns for the 

record. 

 

 

Seeing none, the next agenda item is… 
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City of Northglenn Code of Conduct, Protocols and General Procedures  
Adopted by Resolution No. 20-114, Series of 2020 
 
House Rules – Northglenn City Council 

1. Maintain a professional demeanor; use of professional syntax and behavior 

2. Respect others 

3. Have manners 

4. Come prepared and do your homework 

5.  Listen with an open mind; strive to understand; be willing to change your mind 

6. Keep others informed; avoid surprises 

7. Focus on the issue at hand 

8. Allow individuals to learn and modify their position 

9. Agree to disagree; if you disagree, state your position/reasons 

10. Members commit to supporting Council decisions once those decisions are made 

11.  Decide, move on to the next issues 

12.  Keep your sense of humor 

Protocol 1: Employee contact 
The City of Northglenn operates under a Council Manager form of government.  Neither the Council nor 
any of its members shall dictate the appointment of any person to office by the City Manager or in any 
way interfere with the City Manager or other City officer to prevent them from exercising their judgment 
in the appointment or employment of officers and employees in the administrative service. Except for the 
purpose of inquiry, the Council and its members shall deal with the administrative service solely through 
the City Manager; and neither the Council nor any member thereof shall give orders to any of the 
subordinates of the City Manager. 
 
With the exception of inquiries directed to the City Attorney, City Clerk, or Municipal Judge, all other 
inquiries should be directed to the City Manager and will be delegated to appropriate staff. If a Council 
member is contacted by an employee, they should notify the City Manager of the contact and substance 
of the communication. The City Manager and Council members should both work to illustrate respect 
between the City Manager and the elected officials by their actions and the manner which they show 
transparency and trust in each other. 
 

1. Employee Initiated contacts with Mayor and Council members 
a. Keep interaction social. 
b. If the employee has a concern about the City organization, management, or Council 

policy refer the employee to their supervisor, Department Head, Human Resources or 
the City Manager (or designee – for all below). 
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c. Council members should not engage in City policy discussions with City employees, 
unless it is in the course of coordination or deliberation through the City Manager, City 
Attorney, City Clerk, or Municipal Judge. 

2. Mayor and Council Initiated contacts with Employees  
a. Requests for simple information are welcome – be mindful of your position and the 

potential for misunderstanding. 
b. Avoid directing the City staff – remember that even a question may be perceived as a 

directive. Requests for service should be directed through the City Manager. 
c. If staff estimates that a Council member request for simple information will require 

research time greater than one (1) hour, staff will advise the requesting Council member 
of such and recommend they request a research topic as described in Protocol 3. 

3. Employee Contact related to Human Resources and Personnel 
a. Oversight of personnel is the responsibility of the City Manager with the exception of 

the Municipal Judge, City Clerk and City Attorney. 
b. All personnel-related matters must go through the City Manager. 

 
Protocol 2: Requests for Simple Information 
This type of request involves the need for information on a project, program, service, or policy that already 
exists. 

1. Simple information shall be defined as topics which would most likely not be of general interest 
to all Council members. (For instance, time of a meeting, status of a pot hole fill, how to locate 
information, etc.) 

2. Contact the City Manager, Department Director, City Attorney, or City Clerk. 
3. The information will be shared with the other Council members if the City Manager believes it 

will be of general interest. 
4. Council members may also submit requests through the Access Northglenn app. 

 
Protocol 3: Requests for Research Topic 
This type of request involves the need to have additional information on a program, service, policy or 
community partnership that already exists and is more involved in gathering the information than 
response to a simple request. 

1. Contact the City Manager, City Attorney, or City Clerk with a copy to the Mayor and City Council 
members. 

2. Provide information about the request: share any background information from Council 
member research, focus the topic, outline your expectations, and discuss timeframe. 

3. Council members are required to make a request during a City Council meeting. 
4. The Mayor and Council will determine the direction on the request. 
5. City Council consensus must be reached prior to direction being given to the City Manager to 

begin new research projects. 
 

Protocol 4: Prioritization of City Council Requests for Action 
This type of request involves the need for something new that is not in the current City Council Strategic 
Plan and has policy implications, operational impacts and needs to be fully vetted by City Council and City 
Staff. 

1. Contact the City Manager, City Attorney, or City Clerk with a copy to the Mayor and City Council 
members. 

2. Provide information about the request: Why it is a priority request? Is necessary to move 
forward outside of the agreed upon City Council Strategic Plan for the year? Share any 
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background information from Council member research, focus the topic, outline your 
expectations, and discuss the desired timeframe. 

3. Council members are required to make a request during a City Council meeting.   
4. The Mayor and Council will prioritize the request based on feedback from the City Manager on 

how the request fits into the existing Council Strategic Plan, policy/legal implications, funding 
required and what is involved in order to appropriately respond to the request. 

5. City Council consensus must be reached prior to direction being given to the City Manager to 
begin work on new Council requests for action.  

 
Protocol 5: Resident Service Requests made to Council 
These requests are an opportunity for the Council member to assist the resident with an understanding 
of their City government and to also build rapport between City staff and the resident. The Council 
member’s role is to concierge both the answer to the inquiry and an understanding of how to work directly 
with staff if the resident wanted to choose that route in the future. A City organization which shows 
collaboration and mutual respect between the elected officials and the staff is most credible in the eyes 
of the resident. Also, the City Manager and City staff should help the resident understand the important 
policy-making role of the elected officials and support that relationship between the resident and their 
elected officials.  

 
1. First contact 

a. Listen without making any commitments for the City. 
b. Forward the service request to the City Manager, including Council member 

expectations – feedback on City actions, timeframe, any follow up actions. 
i. The City will use Access Northglenn to track the request. 
ii.  The City will acknowledge receipt to City Council member within one business 

day and provide an estimate of when the answer will be provided. 
iii.   The follow up will be provided by the City Manager or Department Director. 

2.   Resident reporting unsatisfactory contact with City operations 
a. Listen: gather information; avoid making a commitment for the City; be open to 

gathering more information to get a complete understanding of the issue. Maintain an 
objectivity to the resident and show concern for their issue without judging the matter. 

b. Contact the City Manager, share all information and Council member’s expectations.  It 
will be most helpful to provide specific contact information and allow City staff to reach 
out directly to the resident. 

 
 Protocol 6: Agenda Management 

1. The City Manager sets the meeting agenda.  
a. The Mayor, as presiding officer of the Council meetings, may provide the City Manager 

with input or feedback on the organization of the meeting in an effort to streamline the 
flow of Council meetings as well as other considerations such as length of meetings. 

2. Placing an item on a City Council or Study Session Meeting agenda 
a. Individual Council members may request to add a topic to a City Council regular meeting 

or a Study Session agenda. Requests for action needs to follow Protocol 4. 
i. Share topic with City Manager in one-on-one meetings or bring the topic up 

during a City Council meeting or Study Session. 
ii. The City Manager has discretion to ask full City Council for feedback and 

direction on request for agenda additions. It is the City Manager’s role to 
attempt to balance the timing and pacing of these meetings and their subject 
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matter. (Some requested subjects may not be ready for agendizing, in the City 
Manager’s opinion.) 

3. The City Manager and City Clerk meet with the Mayor weekly to review the upcoming meeting 
agenda and to respond to any questions the Mayor has in order to assist the Mayor in presiding 
over meetings. The Mayor will inform the City Manager of any potential issues or questions that 
may arise by City Council that may not otherwise be communicated to the City Manager. 

4. The City Manager will work to manage the length of meetings by managing the length of the 
agenda as much as possible recognizing there are many factors outside of the Manager’s 
control.  

5. Questions from Council members on a posted agenda topic 
a. Email the City Manager by 9:00 a.m. the day of the City Council meeting or Study 

Session with copy to the Mayor and Council members. This will allow City staff time to 
research the question, prepare a response, or to incorporate the question in their 
presentations at the City Council meeting.  

b. City staff will attempt to provide a written answer to all questions by 4:00 p.m. the day 
of the meeting. 

c. Bring up the questions during the Study Session. 
6. Clarification of clear City Council direction at Study Sessions, City Council Meetings and 

Executive Sessions 
a. The Mayor will ensure each City Council member has the opportunity to provide 

feedback and ask questions before concluding the discussion with direction for Staff, 
using the following process: 

i. Ask each City Council member for any questions and/or comments; 
ii. Ask the City Manager for any concluding remarks on the questions/comments 

provided; and  
iii. Ask City Council for confirmation on the direction for staff. 

b. The Mayor will summarize the direction, restate it to the group, confirm with the City 
Manager that they understand City Council’s direction, and identify next steps.  

7. Requests for a Proclamation from a Council member (via a constituent or one’s own request) 
a. All requests for proclamations are subject to approval by and prepared for the Mayor’s 

signature on behalf of the City Council.  
b. Make request to the City Manager and/or City Clerk’s Office a minimum of 10 days prior 

to the meeting/event where the proclamation will be issued. 
c. When making the request, the following will be provided: 

i.  The proposed timing of the proclamation/specific meeting date 
ii.  A draft of the proclamation, if available 
iii.  Background information and/or a website for the organization being recognized. 
iv.  The name(s) and contact information for those who will be receiving the 

proclamation at the City Council meeting so that they may be contacted and 
attendance confirmed. 

 
Protocol 7: Urgent Information Communication to Council members, Criteria of 
“Urgent” 

1. Major incident 
2. Emergency situation 
3. Topic likely to receive multi-media posting 
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4. Method of contact: Council members will be notified via mobile phone text. Details of the 
matter may be provided via email if they are too lengthy for a text, but texting will be the 
manner in which to ensure uniform notice. 

 
Protocol 8: Communications 

1.  City Manager and Council members will have regular meetings to keep lines of communication 
open. 

2. City Manager will endeavor to ensure all Council members are kept current on all matters. The 
weekly City Council meetings, Manager/Council member meetings, bi-weekly City Manager 
Reports and immediate emails will be the primary methods of communication. 

3. When Council members communicate with residents and the City Manager they will endeavor 
to keep their colleagues informed as well. 

4. On matters of general interest, Council members will copy the Mayor and all members of the 
City Council. 

5. The City Manager will share information and responses to individual Council members with the 
Mayor and the full City Council on matters of general interest. 

6. If a Council member is sharing a public statement on a matter that is or will be in front of the full 
City Council, the Council member will share the statement with colleagues at the same time or 
before the statement is shared with the public. 

7. Once the City Council has reached a decision on a particular issue, if a Council member disagrees 
with the decision reached that member is encouraged when communicating publicly to do so in 
a manner that is transparent but does not denigrate the respect or authority of the City Council 
body. 

 Example: I publicly disagreed with the decision reached by the City Council. That said, I respect 
my colleagues’ decision and will move forward in full support.  
 

Protocol 9: Speaking for the City 
1. The Mayor is the chief spokesperson for the City and represents the City policies, Council 

decisions or directions; represents the City’s position to outside agencies. 
2. The City Manager is also a major spokesperson for the City and speaks for the City organization 

and management; represents the City reflecting the Council decision and directions. 
3. City Council members serve as a representative for their Ward and liaison between the City, 

Boards and Commissions, and outside agencies.   
 
 Protocol 10: Liaisons 

1. City Boards/Commissions 
a. Responsibilities: observe the Board/Commission; listen; respond to questions; bring 

back ideas, actions and issues to the Mayor and City Council. 
b. On quasi-judicial boards/commissions (Planning), be extremely careful and cautious not 

to participate in their deliberations. 
2. Outside Organizations 

a. Responsibilities: share information; represent the City policies and Council direction; 
bring issues/topics back to the Mayor and City Council for discussion, decisions and 
direction; updates will be shared under Council communications during Regular Council 
meetings.  
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 Protocol 11: Executive Session 
Executive Sessions are closed meetings held by the City Council for specific purposes. 

1. City Council may meet in executive session for: personnel matters; reviewing applications for 
appointive positions; claims against the City; legal consultation and advice; litigation, 
deliberations in a quasi-judicial capacity; and negotiations.  

2. Ground Rules: Keep information confidential. 
3. Refrain from electronic communication during executive session 

 
 Protocol 12: Extended City Council member Absence 

In the event a City Council member cannot attend a meeting, when possible, the Council member shall 
notify the Mayor and/or City Manager or City Clerk of their planned absence in order to determine 
whether a quorum will be present. City Council members may participate in City Council meetings 
remotely per the City Council’s Electronic Participation Policy.  
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