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I. Transition Workgroup Recommendations 
A. Council Committee Agendas

1. Posting Language

Council agenda items that are referred to a Council Committee should be posted to the Committee agenda using the same language as from the Council agenda posting
2. Committee Item Referrals

Items may be added to Council Committee agendas by several ways, including:
a) Referral by Boards and Commissions

b) Referral by the City Manager

c) Referral by the Mayor

d) Referral by Committee Chair or Member(s)

e) Referral by Mayor and Council at a Council Meeting

The following pages of workflow graphics have been developed to illustrate the process for each method of referral.

a) Referral by Boards and Commissions

Formal recommendations from Boards and Commissions will be forwarded by the City Clerk to the Mayor’s Office for assignment to Council Committee(s) as appropriate.  

· The Mayor should announce these assignments at the next Council Meeting for no action, but to inform the Boards and Commission members, the public, and the full Council of the assignment.
[image: image1.emf]
b) Referral by City Manager
[image: image2.emf]
c) Referral by Mayor
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d) Referral by Committee Chair or Member
[image: image4.emf]
e) Referral by Mayor and Council at Council Meeting
· Committees should not be used for postponements. If Council desires more time, then Council Members are encouraged to discuss postponements at Work Session.
[image: image5.emf]
B. Council Committee Meeting Protocols

1. Public Comment 
a) General Citizen Communication

· Citizen Communication should occur at the beginning of Committee meetings, with a limit of five speakers at three minutes each, limited in scope to items not on the Committee agenda, with exceptions granted by the Chair as deemed appropriate.
b) Testimony on Committee Agenda Items
· Committees should use the term ‘Public Comment’ instead of ‘Public Hearing’ when referring to testimony on Committee agenda items
· Committee agendas should clearly indicate whether public comment will be taken on individual agenda items

· Public comment on Committee agenda items may be limited by majority vote of the Committee

· Council Committee agendas should include the following:
· Statement: “No public comment will be taken for items not posted for committee action”
· Standard heading indicating “Items for Committee Action”
· Statement: “Committee Members reserve the right to ask questions of public speakers on any agenda item, including after the public comment has ended.”
· Statement: “Committee decisions are only recommendations to the full Council.”
· Council Committees should utilize the same speaker sign up system used for Council meetings as soon as practical
2. Sponsorship of Committee Agenda Items

· With the exception of the Austin Energy Oversight Committee, items must be sponsored by at least two committee members to be placed on a Committee agenda.

· Except for items from another Council Member, it should be the responsibility of the Committee Chair to act as the lead sponsor of items that are moving through Committee, including working with Co-sponsors, staff, and stakeholders to ensure that items are posted with appropriate back up.  The Chair may designate another Committee member to serve as the lead sponsor of a Committee item as they deem appropriate.  Council Members bringing items to committee should take responsibility as lead sponsor of those items. 
3. Mayor’s Participation in Council Committees

· A meeting of the members of a Council Committee with the Mayor should not constitute a meeting with a third party, and therefore should not trigger open meetings requirements.  The Council Committees ordinance should be amended to reflect this clarification. 

· The Mayor should participate in Committee Meetings regularly. 

4. Committee Recommendations

· A majority vote of a quorum of a Committee should be necessary to forward a formal recommendation to the full Council. 

· Recommendation from committee should follow the same posting timeline as items from Council. 

C. Council Committee Documentation

City staff provided a report recommending standard formats and process for Council Committee Summary Reports and Minutes. The Transition Workgroup reviewed the report at its October 2015 meeting and provided comment.  Below are excerpts from the Staff Report, attached in full as a separate document. 
1. Committee Summary Reports

These reports should include enough detail such that anyone who did not attend the meeting can obtain a grasp for what actions were taken. 

When drafting these Summary Reports, staff should use the  following guidelines: 

SECTIONS OF SUMMARY: Each item on a Committee Agenda will have these section filled out. 
RECOMMENDED FORMAT: When writing the section for each item Liaisons should follow this format. 

	SECTIONS OF SUMMARY
	RECCOMENDED FORMAT 

	Date
	Standard Format

	Agenda Item #
	Standard, verbatim from agenda

	Agenda Posting Language
	Standard, verbatim from agenda

	Vote
	Describe vote, including how each member voted. Or, describe if no vote was taken for this item

	Sponsors/Department
	Note which Committee Member or Department is bringing item forward

	Presenters
	If a briefing, include the name(s) and affiliation(s) of presenters

	Summary of Discussion
	This should make up the bulk of the Report. In this section, Liaisons should, in 3-5 bulleted paragraphs, describe the dynamics of the discussion. Direct quotes are not necessary, and hard numbers/data should be used sparingly. 

	Speakers
	Only the names of the speakers should be included. Liaisons should not try to paraphrase the comments or positions of speakers as they are not verifiable and are open to interpretation. 

	Direction 
	In one bulleted summary, describe the Committee’s direction to staff, if any. 

	Recommendation
	In one bulleted summary, describe what, if any, recommendation the Committee made to the full Council regarding this item. 


*An example of a recommended Summary Report can be found in the full Staff Report. 
2. Committee Minutes

Minutes should be substantially less inclusive than the Summary Reports. The minutes are meant to capture the basic information, including the specific votes taken. It is recommended that the minutes supplement the detailed nature of the Summary Reports.  

When drafting these Minutes, staff should use the following guidelines: 

SECTIONS OF MINUTES: Each item on a Committee Agenda will have these sections filled out. Note that the sections do not always need to be labeled as some of the below are simply descriptions. 
RECOMMENDED FORMAT: When writing the section for each item Liaisons should follow this format. 
	SECTIONS OF MINUTES
	RECCOMENDED FORMAT 

	Opening
	Notes that the Austin City Council Committee convened a meeting on the specified date, time and location. 

	Call to Order
	Notes that the Chair called the meeting to order at the specific time

	Attendees 
	Notes the names of all committee members who are present, and any absent members

	Minutes
	Notes the outcome of the vote to approve the minutes for the previous Committee meeting. Should include who motioned, seconded and final vote tally.  

	Citizen Communication
	Only the names of the speakers should be included. Liaisons should not try to paraphrase the comments or positions of speakers as they are not verifiable and are open to interpretation.

	Agenda Items
	This should make up the bulk of the Minutes. No description of discussion should be included. For each item, describe in one sentence (beneath posting language) the Committee’s action / vote. Include who made the motion, who seconded, if there were any dissentions (and who). 

	Adjourn
	Note who adjourned the meeting and at what time. Note if there were any objections. 


*An example of a recommended Minutes document can be found in the full Staff Report. 
D. Council Meeting Protocols
1. Floodplain variances 
· Floodplain variances should be considered during Council zoning meetings, except under extenuating circumstances.
2. Postponement Policies and Procedures
· Council should continue the tradition of allowing one courtesy postponement each to staff, item sponsor or applicant (if applicable), and opposition (if applicable).
3. Items referred back to Council from Committee
For items that were referred to a Committee by Mayor and Council during a Council meeting, and for which a recommendation by the Committee has been forwarded to council, posting on the Council agenda should include: 

· The original posting language from the initial Council meeting 
· All documents (Committee Summary Reports, minutes, substitute recommendations, presentations, etc) that have tracked along with the item 
· Standard naming conventions for backup should be developed 

II. Items for Future Transition Workgroup Consideration 

· Clarifying when a gathering of a quorum of Council Committee members constitutes a public a meeting 

· Length of time between Committee Consideration and Council Agenda Posting

· Committee reports at Council work sessions
· Clarifying types of items that should be initiated in Committee, rather than at Council.

· Committee best practices discussions for Council staff and City Staff

· Tracking Resolutions 

· Posting Notice Requirements
· Public email notifications of Committee Agendas
· Standardization of public comment at committee and Council meetings
· Reduction of minimum number of committee members per committee, potentially consolidate committees and continue to consolidate committee meetings
· Reconsider the expectation that items from City Manager should go to committee before going to Council
· Reconsider the expectation that Council-initiated items should go to committee before going to Council
· Consider the utilization of Council work sessions for deliberation rather than referral to committee; utilization of Council Q&A for factual questions rather than work session

III. Appendices
IV. Staff Reports
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