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Boards and Commissions Handbook

Welcome

Thank you for your commitment to serving the City of Loveland (the “City”). Your participation plays
avital role in shaping our community and ensuring that local government remains responsive,
transparent, and effective. Serving on a board or commission is one of the most meaningful ways
to help shape our community’s future. Boards and commissions advise City Council (the
“Council”) on key policy areas and provide vital opportunities for residents to participate in local
decision making.

Council considers the advice of its boards and commissions (the “board”) when setting direction
for the city. Citizens who serve on boards or commissions serve an important role in translating
ideas into programs, suggestions and concerns into change, and expanding the knowledge and
experience base of the elected decision makers.

Throughout this handbook, the terms Board, Commission, Authority, Committee and Ad Hoc may
be used interchangeably. While each group may have distinct functions or structures, these terms
collectively refer to the City of Loveland’s appointed advisory bodies. The interchangeable use of
these terms is intended to improve readability and does not alter the role, responsibilities, or
authority of any specific body.



Introduction

The City is a home rule municipality operating pursuant to the City of Loveland Charter, adopted by
the citizens of Loveland in 1996. The citizens chose a Council- Manager (Strong Manager - Weak
Mayor) form of government, a structure designed to combine strong political leadership with
professional management.

Here is how it works:

City Manager: The City Manager serves as the organization’s Chief Executive Officer and is
appointed by the City Council (strong City Manager). The City Manager is responsible for carrying
out the policies and direction established by City Council, overseeing the City’s daily operations,
managing all municipal departments and staff, and ensuring that services are delivered to the
community efficiently, effectively, and in alignment with City Council goals.

Mayor: The Mayor serves primarily in a ceremonial and leadership role rather than as the City’s
chief executive (weak Mayor). The Mayor presides over City Council meetings, represents the City
at official functions, and supports the policy-setting work of the City Council. Executive and
administrative authority does not rest with the Mayor; instead, those responsibilities are delegated
to the City Manager. The Mayor works collaboratively with City Council members and City staff to
advance community priorities and ensure transparent, effective governance.
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City Council: The City Council is comprised of nine (9) members, eight (8) of whom represent
geographic wards with staggered terms, two (2) council members for each of the four (4) Wards
serve and a Mayor. The Mayor and Council members are the community’s elected legislative body.
Council members set policy, adopt Ordinances, approve budgets, make decisions on City services,
development, long-term planning and represent the interests of Loveland residents. The Council
provides vision and direction for the city’s future.

Board or Commission Member: As a member of a Board or Commission, you are an essential link
between the community and its government. Your insights and recommendations help guide policy
making for Council that impact Loveland’s quality of life. Thank you for your dedication and
service. Together, we will continue to make Loveland a vibrant and thriving City.

City Clerk’s Office: The City Clerk’s Office supports Council in the administration and oversight of
the City’s Boards and Commissions program. This includes managing appointments, coordinating
recruitment and onboarding, providing procedural guidance, and ensuring compliance with
applicable laws, policies, and this Handbook. In consultation with the City Attorney, the City Clerk
has the authority to interpret this Handbook and make determinations on how to proceed in
situations where specific guidance is not provided.

City Attorney’s Office: The City Attorney's Office provides legal guidance and support to the City
of Loveland, including its boards and commissions. The office advises on legal requirements,
reviews documents, and ensures that actions taken by advisory bodies comply with applicable
laws, City Charter provisions, and municipal policies. While staff cannot offer personal legal advice
to members, they serve as a resource to help boards and commissions operate lawfully and
effectively.



Definitions

e Abstention Vote (Abstain) — An abstention is when a member chooses not to vote on a
particular Motion. For the purpose of voting records, an abstention is recorded as a 'no'
vote. When City of Loveland boards and commissions conduct their meetings using Bob’s
Rules of Order, any abstention is recorded as a “no” vote. However, this rule applies only
to boards and commissions. Under the City Charter, City Council members follow a
different standard as an abstention by a Council member is counted as a “yes” vote, as
required by Charter Section 4-6.

e AdHoc - Atemporary committee formed by a Board or Commission to address a specific
issue, project, or task outside the scope of regular board business.

e Adult Member—-is a memberthatis no longer enrolled in a high school education program
AND is at least 18 years of age.

e Agenda - A structured list of items to be discussed or acted upon during the meeting and is
prepared by the Chair and Staff Liaison prior to the meeting. Agendas are distributed to
members of the Board or Commission. Agendas must be publicly posted 24 hours in
advance of the meeting.

e Adjournment - The formal action by the Chair of concluding a meeting, either permanently
or untilitis scheduled to reconvene at a later date or time.

e Amendment - A suggested change to a Motion being discussed by the board or commission.
A board member may propose an Amendment to add, remove, or change wording so the
Motion better reflects what the board wants to consider. Like a Motion, an Amendment
needs a “Second” before it can be discussed. After discussion, the board votes on the
Amendment first. If the Amendment is approved, the Motion is changed. Then the group
votes on the Amended Motion.

e Authority - A regulatory body created by statute or Ordinance to perform rule-making or
administrative hearing functions. The state legally mandates these bodies to meet
standards with which locally created bodies are not required to conform. These decisions
are often not subject to review by council. An example is the Downtown Development
Authority (DDA).

e Board - An official group approved by Council through an Ordinance, to discuss specific
community needs, topics or issues and make recommendations to Council and City Staff.
Boards are made up of volunteer community members and are appointed by Council. A
Board is typically formed to study, advise, or carry out specific duties on a focused topic or
issue. Boards often have a narrower scope and may be more advisory in nature. Council
Liaison participation is optional.



Bob’s Rules of Order or “Rules of Order”- Rules to help provide structure for motions,
debate, voting, and general meeting procedures to ensure fairness and clarity in decision-
making and are guidelines to ensure meetings run smoothly, fairly, and efficiently. They
provide structure for discussions, decision-making, and handling motions so all members
can participate respectfully. By approval of this Boards and Commissions Handbook via
Resolution, the Council has adopted a modified version of Bob’s Rules of Order. This
section may be amended via Resolution, which shall automatically modify this Handbook,
or any subpart thereof.

Commission - An official group approved by Council through an Ordinance, to focus on a
specific subject matter and make recommendations to Council. Commissions can be
quasi-judicial and are made up of volunteer community members and are appointed by
Council. ACommission generally provides oversight, guidance, or decision-making for a
specific program, department, or function. Boards often have broader responsibilities and
may make recommendations or official decision A Commission Council Liaison
participation is required. See section Existing Boards and Commissions for more
details.

Committee - A smaller group appointed by a board or commission to undertake specific
tasks such as research, review, planning, or drafting recommendations and report back to
the full body. This definition has a specific sunset date set by ordinance that can be
extended through Council action. Council Liaison participation is not recommended nor is
it prohibited. See section Existing Boards and Commissions for more details.

Colorado Open Records Act (CORA) - Is a state law that gives the public the right to access
most records created or kept by government entities, including boards and commissions. If
a document, email, text message, or note is made or used as part of your work on a public
board or commission, itis considered a public record. Boards, Commissions and
Committees are subject to CORA.

Evaluator - An Evaluator is a City of Loveland staff member appointed by the Chief Financial
Officer (CFO) with limited participation. The role is to help evaluate whether a board or
commission is operating effectively and in alignment with City expectations. As part of this,
an assessment may provide recommendations on whether a particular board or
commission should continue as is, be consolidated with another group, or sunset if itis no
longer needed. Their involvement helps ensure the City maintains boards and commissions
that are relevant, efficient, and serving the community well.

Executive Sessions — No board or commission shall hold any executive session exceptin
accordance with procedures which shall be consistent with those established in Section 4-
4, and only for the purposes specified in Section 4-4 of the Municipal Code.


https://library.municode.com/co/loveland/codes/code_of_ordinances?nodeId=PTICH_ART4COPR_S4-4MEBEPUEXSE
https://library.municode.com/co/loveland/codes/code_of_ordinances?nodeId=PTICH_ART4COPR_S4-4MEBEPUEXSE
https://library.municode.com/co/loveland/codes/code_of_ordinances?nodeId=PTICH_ART4COPR_S4-4MEBEPUEXSE

Ex-Officio Member - An ex-officio member is someone who serves on a board or
commission because of another role or position they hold, rather than being separately
appointed or elected to the board itself. In plain language: “They are part of the board
because of their job or title.”

Ex-Parte Communications - Any discussions, whether in person, by phone, email, or other
means, between a board or commission member and an individual or group about a matter
that will come before the Board, when that discussion occurs outside of a public meeting
and is not shared with all interested parties. Ex-parte communication can create the
appearance of bias or unfairness, even when unintentional.

Minutes - Official written record of the meeting, includes attendance, Motions, Votes and
summaries of discussions. Minutes are approved by the Board or Commission at a
subsequent meeting and are retained as a permanent public record.

Motions — A formal request made by a board member during a meeting asking the board or
commission to take a specific action. A board member states the Motion clearly, so
everyone understands what is being proposed. Another board member must “Second” the
Motion before the group can discuss it. After discussion, the board votes to approve or
reject the Motion. If approved, the Motion becomes an official decision of the board or
commission. See Appendix D for more information on Motions.

e  Majority- A majority means more than half of the currently appointed voting
members of a board or commission. This is the minimum number of members
needed to approve actions or make decisions. For example, if a board has 7
appointed members, the majority is 4; if it has 8 members, the majority is 5.

e Super Majority A supermajority means a requirement for more than a simple
majority, usually a higher percentage, most commonly two-thirds (2/3) or three-
fourths (3/4) of the currently appointed voting members. A supermajority is used
when stronger agreement is needed before a board or commission can make certain
decisions. For example, if a board has 7 appointed members the super majority is 5;
if it has 8 members, the super majority is 6.

Open Public Meeting - Occurs when a quorum of a board or commission meet to discuss
public business or take formal action. These meetings must be open to the public, with at
least 24 hours of advance notice posted. Emails, texts, or other communication between
three (3) or more members about City business also constitute a public meeting.

Ordinance - A formal legislative act adopted by Council that establishes binding local
laws or regulations within the City of Loveland. Ordinances carry legal authority, are
codified in the Municipal Code, and govern matters including the creation, responsibilities,
and operations of City boards and commissions.



Public Comment - Allows members of the public to speak during board and commission
meetings. Comments must relate to the board’s purpose or to a specific item on the
meeting agenda. This ensures inputis relevant and focused. Public Comment is required on
all regular meeting agendas. Public may request to provide comment by emailing a staff
liaison or requesting a Teams Town Hall participant link. Additional information can be
found in the Council Protocol Manual.

Public Hearing — Are extremely rare for a board and most often occur for a commission.
This is a specific element of a quasi-judicial review held on a specific topic where the
commission listens to testimony, evidence, and comments from the public before making a
decision. Allinformation must be presented during the hearing, and once itis closed, the
board deliberates and votes based solely on the public record during the hearing.

Public Notice — A legal requirement to inform the public of upcoming meetings. Notices
must include date, time, location and agenda and must be posted per Open Meeting
guidelines. Public Notice must be provided/posted 24 hours in advance on the City’s
website and posted per the City Charter and Colorado Open Meeting Laws. Public Notices
are currently posted through the CivicWeb portal, if the internet is not available for posting
contact the City Clerk.

Quasi-Judicial — Refers to actions taken by a commission that mirrors a court process. It
involves reviewing facts, taking public input, and making decisions on specific cases, such
as land use or property matters. Quasi-judicial meetings are subject to review by the
Courts.

Quorum - The majority of all the appointed members of a board shall constitute a quorum.
To conduct business at any meeting, a quorum must be present. No official actions or votes
shall be taken in the absence of a quorum, except to adjourn the meeting to a future date.

Recusal - Arequired action taken by a member of a City of Loveland board or commission
when a conflict of interest exists. A member who has a personal, financial, or property
interest in a matter before the body must publicly disclose the conflict and refrain from
participating in any discussion, executive session, vote, or attempt to influence the
outcome. Recusal ensures impartiality, transparency, and integrity in the decision-making
process.

Regular Meetings — A board or commission regularly scheduled, official meeting, typically
held on the same day and time each month. These meeting dates and times are evaluated
at approved by the board or commission before the start of each year, and no later than the
first meeting of each year. At these meetings, the board reviews its work plan, listens to staff
reports, public comments, discusses agenda items, and takes formal action through
Motions and Votes.
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Resolution - A formal, non-legislative action approved by Council to express policy
decisions, adopt administrative materials (such as handbooks or intergovernmental
agreements), or declare Council intent. While Resolutions do not create enforceable law
like Ordinances, they are official records of Council direction. Boards and Commissions do
not vote on Resolutions, but they can make recommendations or issue letters of support or
against.

Second - When another board member agrees that a Motion should be discussed. It does
not mean they support the Motion, it only means they think the group should discuss and
vote on the matter. A Motion cannot be discussed or voted on unless another board
member provides a “Second”. If no second is provided the item is not discussed and no
action can be taken.

Special Meetings - An unscheduled meeting called to address urgent or specific issues
outside the normal meeting schedule. It can be requested by a majority of board members
or by staff as needed. Once a Special Meeting is called, notice, including the meeting time,
date, location, and topic must be provided at least 24 hours in advance to all board
members and publicly posted. No other board or commission business may be discussed.

Sunset - A predetermined expiration date established by ordinance, resolution, or Council
direction that ends the official authorization of the board or commission unless Council
acts torenew it. When a board or commission reaches its sunset date, it is formally
reviewed to determine whether it continues to serve a necessary public purpose, aligns with
current City goals, and operates effectively. If Council does not take action to extend, revise,
or reauthorize the body, it automatically dissolves. Sunset provisions ensure that Loveland’s
advisory bodies remain purposeful, efficient, and responsive to community needs.

Super Issue Meeting - Informational gatherings to bring multiple boards and commissions
together to learn and discuss broad policy matters that extend beyond the scope of any
single board or commission. Open Meeting requirements still apply, and an agenda must be
available at least 24 hours in advance. Any member may attend and no formal action can be
taken. No minutes need to be taken at these meetings, but any notes or presentation items
created by the board or commission are subject to CORA.

Youth Advisory Commission (YAC) A City of Loveland advisory body composed of youth
members providing input on matters affecting young residents. Dual Service (Youth
Liaison) : When a current YAC member holds an appointed position on another City board
or commission simultaneously within the City of Loveland.

Youth Member - an individual generally between 14 and 18 years old, including homeschool

students working at a high-school level, or any student in their freshman, sophomore, junior,
or senior year of high school.

11



e Vote - Aformal action a Board or Commission member takes to express support for or
opposition to a Motion. Members may vote 'yes, 'no, or choose to ‘abstain’. An abstention
vote is recorded as a 'no' vote.

References:
Municipal Charter — Article 4.4 — Meetings to be Public, Executive Sessions

12



Chapter 1 - Roles and Responsibilities

Boards and commissions play a critical advisory role in the City of Loveland’s overall governance
structure. Each body is established by the Council to focus on a specific area of community
interest, such as planning, utilities, arts, transportation, or human services, and to provide
analysis, insight, and recommendations that strengthen City decision making. While these groups
do not make policy or direct City operations, they serve as trusted advisors that help ensure
Council actions are well-informed, community centered, and aligned with long-term strategic
goals. Board and Commission members review staff reports, examine proposals, consider public
input, and collectively develop recommendations that reflect both technical understanding and
community values.

Boards and commissions also support transparent and inclusive policymaking by serving as
structured avenues for resident participation in local government. Their work creates opportunities
for community members to be heard, to share expertise, and to provide feedback that might not
surface through other channels. By hosting public meetings, welcoming community comments,
and encouraging diverse perspectives, these advisory bodies help ensure the City’s policies and
programs are shaped by the people they affect. This engagement strengthens trust in local
government and promotes a more responsive, accountable decision-making process.

To fulfill their responsibilities effectively, boards and commissions must operate with
professionalism, fairness, and respect. Members are expected to come prepared to each meeting,
participate constructively in discussion, maintain open communication, and adhere to all ethical
and transparency requirements, including open meeting laws and conflict-of-interest rules.
Through thoughtful analysis and active engagement, boards and commissions contribute to the
City’s ability to identify emerging issues, evaluate alternatives, and develop well-rounded solutions
for the community.

Staff Liaison (Secretary)

The Staff Liaison is a City employee assigned to provide administrative, technical, and procedural
support to a board or commission. Their role is to ensure members have the information, context,
and resources needed to fulfill their advisory duties.

Staff Liaisons serve as Secretary and may delegate a member of their staff to serve in this capacity.
They prepare agendas and meeting packets, coordinate meeting logistics, present background
information, and help ensure compliance with legal and procedural requirements such as public
notice, minutes, and records retention.

Although they provide guidance on City policy and operations, Staff Liaisons do not influence
board recommendations. Instead, they serve as facilitators, helping the board function efficiently,
maintain accurate information, and operate within established City processes. Staff Liaisons may
delegate the Secretary role as needed within their department or other city staff.

13



Council Liaison

The Council Liaison is a member of the Loveland City Council appointed to serve as the
communication link between the Council and a specific board or commission. This liaison attends
meetings to share Council priorities, clarify policy direction, and help ensure the board’s work
aligns with the City’s strategic goals. The Council Liaison may participate in discussion and provide
insight but does not vote on board and commission matters or direct the commission’s decisions.
Their purpose is to support transparency, ensure two-way communication, and help integrate the
commission’s work into the broader policy landscape considered by Council. Council
participation on a commission is required. Participation on a board or committee is optional
and at the discretion of Council based on their schedule and availability.

Council Liaisons do not participate in budget preparation or in securing additional funding for the
board or commission. All financial matters must be processed through the supporting department
and comply with City finance policies, procedures, and approval requirements.

Represent Council consensus, not individual views: Council liaisons serve as a conduit for the
full Council and are expected to communicate established Council direction and decisions, not
personal opinions. Liaisons should not make personal commitments, provide direction, or imply
support for any action unless it reflects formal action previously taken by the full Council.

Additional responsibilities may include:

1. Serve as the primary communicator between Council and the board or commission and be
the primary Council contact.

2. Participate in filling vacancies, reviewing applications, and interviewing candidates for the
board or commission.

3. Help answer questions the board or commission may have about the role of Council,
municipal government, and the board or commission.

4. Establish formal or informal contact with the chairperson and effectively communicate the
role of the liaison.

5. Provide procedural direction, relay Council’s position, and communicate to the board or
commission that the liaison’s role is not to direct the board in its activities or work.

6. A Council Liaison is not a voting member of the board or commission and does not serve in

an ex-officio capacity. This means they do not vote, even though they may attend meetings,
participate in discussions, and share information between the board and the City Council.

14



Boards, Commissions and Committee (BCCM) Members

Board, Commission, and Committee Members play an essential advisory role for the Council. As
community volunteers appointed to focus on specific subject areas, BCCMs help ensure that
Council decisions are informed by diverse perspectives, technical understanding, and thoughtful
community input. Their work strengthens the connection between residents and local government
by reviewing materials thoroughly, engaging in meaningful discussions, and developing
recommendations that reflect both policy considerations and community values. Through this
advisory capacity, BCCMs help provide Council with well-reasoned insights that support
transparent, balanced, and accountable decision-making.

Advisory Board vs. Quasi-Judicial Board Roles

Advisory Boards are established to research topics, gather community perspectives, and provide
informed recommendations to City Council or City staff. Their role is collaborative and policy-
focused, helping guide long-term planning, program development, and community priorities.
Advisory Boards do not make binding decisions; instead, they support Council by offering insight,
expertise, and public input within their assigned subject areas.

In contrast, Quasi-Judicial Boards act in a decision-making capacity on specific cases or
applications, such as land-use requests, appeals, or licenses. These boards must follow formal
procedures, evaluate evidence presented in public hearings, and apply City codes, policies, and
legal criteria to reach impartial, binding decisions. Members of Quasi-Judicial Boards are required
to avoid ex-parte communication, base all decisions solely on the official record, and ensure
fairness and due process for all parties.

Alternate Member

Alternate members on boards and commissions serve in a formal support capacity to ensure
continuity of operations and the ability of the body to conduct official business. Alternate members
are expected to attend all meetings, review agenda materials, and remain fully informed on matters
before the board or commission so they may step into an active role when required.

Although they may observe and participate in discussions at the discretion of the Chair, alternate
members do nhot count toward quorum and may not vote unless they have been formally
designated to replace an absent regular member. When desighated, an alternate assumes all
duties, authorities, and responsibilities of a regular member for the duration of the meeting or for
specific agenda items as designated. This includes full voting rights and being counted toward
quorum in compliance with the City’s Open Meetings Law and procedural requirements.

Vacancies and Alternates

Alternate members must adhere to all City ethics policies, conflict-of-interest standards, public
conduct expectations, and training and disclosure requirements applicable to regular members. In
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the event that a regular member resigns, the Chair may temporarily sit an alternate for the
remainder of the meeting.

Individuals may be appointed to fill a vacancy of an unexpired term by super-majority vote. The
appointed member will serve the remainder of the term. Council must then approve the
appointment at the next available Council meeting. If an appointed board or commission member
desires to continue to serve a new term, the member will need to apply for the position during the
next recruitment cycle. This ensures transparency, maintains consistency with appointment
protocols, and provides the Council with the opportunity to review and approve all regular member
placements.

Council Feedback Form

The Council Feedback Form is a tool used by Council members only to provide input on the
performance, effectiveness, and overall functioning of each board and commission. This form
helps ensure open communication, supports continuous improvement, and provides guidance to
volunteer members as they carry out their advisory roles

Time Commitment

Board and Commission service requires a consistent but manageable time commitment. Members
should expect to spend at least one hour reviewing materials and preparing in advance of each
meeting. Regular meetings are typically held once a month and generally last between 30 minutes
to an hour, though more complex or high-interest topics may extend meetings to four to six hours.
As with most civic roles, the value of the experience, and the impact you can make, largely
depends on the level of time and effort you choose to invest.

In fulfilling this role, in-person participation is especially valuable. Attending meetings face-to-face
allows members to engage more fully, build stronger working relationships, and contribute to more
productive dialogue. Non-verbal communication, shared presence, and informal interactions
before and after meetings foster mutual understanding and trust, elements that are difficult to
recreate in virtual environments. In-person engagement also demonstrates a visible commitment
to public service, supports the integrity of the advisory process, and reinforces the collaborative
spirit that underpins effective local governance.

Because BCCMs serve as a bridge between the community and Council, their physical presence in
meetings enhances both the quality of their contributions and the public’s confidence in the
process. While remote attendance may provide flexibility when needed, participating in person
remains the most impactful and meaningful way for members to carry out their civic
responsibilities.

Expenses and Reimbursement

The City will reimburse any board or commission member who incurs expenses for travel, lodging,
registration fees, and the like, where such expenses have been provided for in the budget of the
department with which the board is connected. To ensure that an anticipated expense is
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authorized, all expenditures must be approved in advance by the appropriate department director
and the City Manager’s Office.

Boards and Commissions resources should be distributed equitably and not determined by the
budget of the department to which a staff liaison is assigned. Differences in departmental funding
should not influence member recruitment, participation, or attendance. The provision of food,
beverages, swag, or similar items should be limited to extenuating or unforeseen circumstances
and not considered a standard practice.
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Chapter 2 - Conducting Meetings

Effective meetings are essential to the success of the City of Loveland’s boards and commissions.
The number of regular meetings that a board or commission holds annually should be determined
by each specific board during the first meeting of each year or as City Ordinance designates. Each
meeting provides an opportunity for members to make informed decisions, engage the public, and
carry out the responsibilities entrusted to them by Council. This section outlines the key principles
and procedures that ensure meetings are well-organized, transparent, and conducted in a manner
that promotes respectful dialogue, fairness, and efficient use of time.

Staff and Board Members Communication Protocol

To support orderly, transparent, and effective meetings, all communication between Board or
Commission members, City staff, and Council Liaisons should occur during the public meeting
and follow the direction of the Chair. Members should address their comments and questions
through the Chair, who will recognize speakers and help maintain an organized flow of discussion.
Staff Liaisons participate to provide information, clarify procedures, and support the Board’s work,
while Council Liaisons attend to observe and share updates when appropriate. Side conversations
or individual discussions outside of the public meeting format should be avoided to ensure
fairness, maintain public trust, and uphold open meeting standards.

Election of Officers

Boards and commissions elect a Chairperson and Vice Chairperson annually, with each officer
serving a one-year term; Chairs may be re-elected, although they are encouraged not to serve more
than two consecutive years to broaden leadership experience on the Board. Officer elections occur
at the next regular meeting following the annual recruitment and appointment cycle. The Chair
presides over meetings, focuses the discussion, clarifies motions, and signs official documents,
while the Vice Chair performs the Chair’s duties when absent and any additional responsibilities
assigned by the Board.

Conduct of Meetings

Meetings are conducted openly, orderly, and transparently, with the Chair facilitating discussion,
encouraging member participation, and ensuring motions are clearly stated before debate and
voting begins. The staff liaison prepares the agenda, circulates it to members in advance, and
ensures public notice is properly posted. Boards, Commissions and Committees should conduct
meetings using Bob’s Rules of Order unless otherwise stated by ordinance or state law.

Annual Reports

Each Board and Commission shall include a standing section on every agenda and within meeting
minutes to report on current goals, ongoing projects, and overall status updates. This reporting will
replace the traditional annual report requirement. Information documented in these sections will
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be periodically reviewed during a bi-annual evaluation process by an “evaluator” designated by the
Chief Financial Officer (CFO), in accordance with the established performance matrix. Goals
should be established or revisited the first quarter of each year.

Rules of Procedure

By approval of this Boards and Commissions Handbook via Resolution, the Council has adopted a
modified version of Bob’s Rules of Order. This section may be amended via Resolution, which shall
automatically modify this Handbook, or any subpart thereof.

Procedure Definition
Motion A formal proposal initiated by a member to bring business before the
group. A motion begins with the phrase "I move that..." and must be stated
by the chair before discussion begins.

Second A statement by another member indicating they support bringing the
motion to the floor for discussion. A second does not mean agreement
with the motion; it only shows the member believes it deserves
consideration.

Amendment | A proposal to modify the wording of the main motion. Amendments may
to a Motion | add, remove, or substitute words or phrases. The group must vote on the
amendment before returning to the main motion as amended or not
amended.

Participate | Members may speak on the motion only after being recognized by the

in Debate chair. Debate must focus on the merits of the motion. Each member may
speak within the time limits established by the board or parliamentary
rules.

Votingona | The formal process of making a decision on a motion. Common methods
Motion include voice vote, show of hands, roll call, or ballot. A majority vote
typically decides the outcome unless special rules apply.
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Bob’s Rules of Order — Motion Flowchart

BOB'S RULES OF ORDER:
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Public Comment

Public comment shall occur during the Public Comment portion of each regular or special
meeting, typically held at or near the beginning of the agenda. Public comment during this portion
of the meeting may address any topic that falls within the scope of the Board or Commission’s
responsibilities.

Boards and Commissions accept public comments relevant to their mission or agenda items at
times designated by the Chair to maintain orderly business. If a public hearing is required, boards
must ensure decisions are based solely on evidence presented during the hearing. Any information
obtained outside the hearing must be shared publicly on the record.

No person shall be permitted to provide public comment more than once on the same matter
during the same meeting.

Members of the public will be requested to make comments in a manner that promotes civil
discourse, avoids personal attacks, and respects the orderly conduct of the meeting. The Chair
may remind speakers of decorum expectations and may take appropriate action consistent with
meeting rules if disruptions occur.
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Open Meetings

All regular and special meetings of Loveland boards and commissions are open to the public under
Open Meetings Laws. A meeting includes any gathering, in person or electronic, where a quorum or
three or more members discuss city business. Chance social interactions or discussing calendar
availability is not considered a meeting so long as no official city business is not discussed.

Notice Requirements

The public must be made aware of a meeting at least 24 hours in advance, including date, time,
place, and agenda items. Notices are posted on CivicWeb and any additional designated public
posting locations by the City Clerk. Cancellations must also be posted on CivicWeb at least 24
hours in advance, using the same notification methods.

Posting Rules for Public Meetings

Rule 1: All regular, special, and study session meetings of the Council are noticed and posted only
on Civic Web. Use standard notice template.

Rule 2: Any non-City board or commission meeting involving one or more members of the Council
are noticed and posted only on LovGov. Use modified notice template to cite to Intermountain and
Costilla County stating, in short terms, “that members of the City Council attending have no known
‘policy-making responsibilities’ of the City Council, at the non-City board or commission meeting,
wholly without anticipated action with regard to rules, regulations, ordinances, or formal actions of
the Loveland City Council. However, out of an abundance of caution and transparency, the City
hereby provides the public notice.”

Rule 3: Any other event or gathering where we suspect three or more members of the Council may
attend are noticed and posted only on LovGov. Like #2 above, we will use a modified template that
provides, “that members of the City Council attending have no known ‘policy-making
responsibilities’ of the City Council, at the above referenced event or gathering, wholly without
anticipated action with regard to rules, regulations, ordinances, or formal actions of the Loveland
City Council. However, out of an abundance of caution and transparency, the City hereby provides
the public notice.”

Quorum Requirements

A quorum is a majority of the board’s voting members actively in attendance. No official action may
occur without a quorum. If a quorum is lost during a meeting, the board may continue discussion
but may not act other than adjournment. See the definition of “Motions” for information about
majority vs. super-majority. Some action taken by BCCs require a super-majority to pass.
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Agenda

The Staff Liaison prepares the agenda in coordination with the Board chair, distributes itin
advance, and ensures it is publicly posted.

Changes to the agenda can be approved at the beginning of the meeting so the public remains
informed regarding the order of business. BCCs may add an item to an agenda for discussion only
through super-majority action at the beginning of the meeting. No action can be taken until the
discussion item added has been given at least 24-hours to the public.

If a member feels like they have a conflict of interest regarding an agenda item, they should state
the conflict at the beginning of the meeting and remove themselves from the room entirely during
discussion and action. They may rejoin the meeting once all discussion and action has ceased
regarding the topic.

Required elements on agendas:

e Callto Order

e Roll Call/ Quorum

e Conflicts of Interest (optional)

e Presentations (if applicable)

e Public Comment

e Adoption of Meeting Minutes

e Reports (Staff/Chair/Council)

e Regular Agenda (Items for Discussion/Action in this session)
e Consent Agenda (if applicable — Minutes may also go here for adoption)
e Goals and Progress Report

e YDS Report (if applicable)

e Adjournment

Minutes

Minutes provide a clear, easy-to-understand summary of each board or commission meeting. They
are not meant to be word-for-word transcripts, but instead a simple record of the key discussions,
decisions, and actions taken. Their purpose is to help both the public and the City stay informed in
a transparent, accessible way.

Preparation and Public Access

Minutes are prepared by the staff liaison or recording secretary after each meeting. Once the board
or commission approves them, the minutes are posted on the City’s CivicWeb site for anyone to
view. They also become part of the City’s official records and are kept according to the City’s
records retention rules.
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Recommended Components of Minutes

e Date, time, and location of the meeting.

e Names of members present and absent.

e Confirmation that a quorum was present.

e Brief summaries of any public comments.

e Any conflicts of interest disclosed and essential discussion points.

e All motions made, who made and seconded them, and the results of the vote.
e Reporton goals and progress.

e [fapplicable, report on Dual Youth Liaison activities.

e Time the meeting adjourned.

Minutes Review and Approval Process

e Draft minutes are prepared shortly after the meeting.

e Members review the draft before the next meeting.

e Atthe following meeting, the board or commission approves the minutes, making any
corrections as needed.

e After approval, the minutes are posted online and stored according to the City’s retention
schedule.

Minutes must be taken for every meeting and include Motions, votes, and essential discussion
points. Approved Minutes are filed with the City Clerk and posted publicly. Colorado’s Open
Meeting Laws require that Minutes be promptly recorded and made available for public inspection.

Minutes are approved at the next meeting when available. Members may clarify by Motion to
approve the minutes with any corrections deemed appropriate. Corrections, clarifications or
additions may be added to the motion. If the changes are substantial, itis recommended to make
the changes and then present them for review and approval at the next meeting.

Members who were not in attendance at a meeting can still appropriately vote to approve the
meeting minutes because the action is not a vote on the substance of decisions made, but rather
on the accuracy and completeness of the official record.

Meeting minutes are intended to document what occurred, not to re-decide issues. A member who
was absent can review the minutes, recordings, and supporting materials to determine whether the
minutes accurately reflect the proceedings. Their vote is based on whether the record is correct,
not whether they personally participated.

Abstaining in this situation is generally discouraged because it can unnecessarily delay approval of
the official record. If only those present could vote, it could become difficult to approve minutes
when attendance varies. Allowing all members to vote, based on their review, supports
administrative efficiency and timely recordkeeping.
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However, if a member who was absent feels they cannot confidently determine the accuracy of the
minutes after review, abstaining may still be appropriate in that limited circumstance.

References:
Municipal Charter — Section 4.4 — Meetings to be Public
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Chapter 3 - Appointment Process

Individuals interested in serving on a City of Loveland board or commission are encouraged to
attend at least one meeting of the board or commission they are considering before submitting an
application. Prospective applicants should also conduct their own research to confirm their
interest in the opportunity, ensure they can meet the required time commitment, and determine
their ability to successfully carry out the responsibilities of a board or commission member.

Requirements for Applicants and Service

Applicants interested in serving on a City of Loveland board or commission must meet several
baseline requirements to ensure they are prepared for the responsibilities of public service. All
applicants must submit a complete application to the City Clerk’s Office by the published deadline
for the applicable recruitment cycle.

Applicants for a BCC must reside within the Loveland city limits or have significant ties, such as
ownership of property, employment or business operations within the City. Any person who ceases
to meet this qualification may be removed from the board or commission by Council.

Applicants should be able to commit in-person to the regular meeting schedule established for the
board or commission to which they are applying. This includes attending meetings consistently,
reviewing agenda materials in advance, and participating actively in discussions and
decision-making processes. Board or commission membership may also require participation in
occasional workshops, training, field visits, or joint meetings with Council or other advisory groups.

All applicants must be willing to uphold the City of Loveland’s ethics policies, including standards
related to respectful conduct, open and honest communication, and adherence to Colorado Open
Meetings Law. Members are expected to act impartially and in the best interest of the community,
placing public service above personal interests.

Applicants may not serve on more than one board or commission simultaneously, pursuant to
Municipal Code 2.60 with the exception of Dual Service Members. A current member may apply for
a different board or commission, but they must resign from their first position prior to being
appointed to the new board or commission. The City Clerk and Council retain discretion to
determine whether an exception is appropriate under unique or qualifying circumstances.

Unless otherwise provided by state law or by the City Charter or Code, no appointment to any
board or commission shall have the effect of increasing the number of honresident members on
that board or commission to more than 50% of the total membership.

A person shall not be eligible for appointment to any board or commission if that person’s spouse,
parent, sibling, or child (whether related by blood, marriage, or adoption) is a City employee who in
their capacity as a City employee regularly appears before or advises that board or commission.
This does not prohibit such person from being eligible for appointment to any other board or
commission not affected by this eligibility limitation.
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Employees may not serve on any board or commission appointed by Council, except the
Retirement Committees. This restriction shall not apply to “Limited Benefited” employees,
provided that such employee is not required to appear before such board or commission. “Limited
Benefited” employees are required to obtain written authorization of the City Manager prior to
serving or continuing to serve on a board or commission.

Application

All applicants, whether applying for initial appointment or reappointment, must submit a
completed application to the City Clerk’s Office by the designated deadline. A background check is
required for all City employees, volunteers, and elected officials. Board and Commission members
are volunteers who must have background check completed before they can participate in their
first meeting.

Incumbent Reapplication

Current board or commission members whose terms are expiring may reapply for their positions,
provided they have not reached the established term limits for that board or commission. An
incumbent who does not submit a reapplication by the stated deadline is considered to have
declined further service once their term ends.

Application Interview Process

Unless otherwise provided by state law or ordinance, the following guidelines will be used to
address appointments and vacancies. If there is no alternate, or if a vacancy occurs due to the
expiration of their term, the following action will be taken unless otherwise directed by Council.

1. City Clerk’s Office is notified by the chair or staff liaison of the vacancy.

2. Upon notice of the vacancy or not less than 75 days prior to the expiration of a term,
whichever is applicable, the City Clerk’s Office will notify the Council of the vacancy and
advertise the position. Said advertisements may include print or online publicationin a
newspaper of general circulation within the city, posting on the City’s website, or posting
on social media. The City Clerk’s Office shall establish a closing date for the receipt of
applications, which date shall be not less than 30 days from the date of first newspaper,
website, or social media advertisement. Applications received after the closing date shall
not be considered by the interview committee.

3. The chairperson should announce the vacancy at the first meeting after being notified of the
vacancy and urge the members to solicit qualified candidates.

4. Applications shall be in a form determined by the City Clerk, but shall include, without
limitation, a question related to the applicant’s current service on other city boards.
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5.

6.

7.

Interviews shall not be required when the only applicants are current members seeking
reappointment and there are no other applicants for the vacancy. Private interviews for a
vacant position shall be required for new applicants or where there are more applicants
than there are vacancies, except that interviews shall not be required for members of the
Youth Advisory Commission who successfully completed a term of office and desire to be
reappointed.

a. Interviews shall occur within a reasonable time following the closing date for receipt
of applications and shall be scheduled by the staff liaison. Interviews follow
consistent City guidelines that include the use of standardized interview questions
and scoring rubrics approved by the Handbook to ensure fairness and transparency
throughout the process. The approved material for interviews and reviewing
applications are included in Appendix C - Application Candidate Ranking Sheet.

b. The interview committee shall consist of the Council liaison, the staff liaison, and the
chairperson; in the case of the DDA, the interview committee shall consist of the
Council liaison, the DDA Director, and the chairperson. In the event there is a conflict
concerning the chairperson, then the vice chairperson shall participate in the
interview committee.

c. Inthe eventthere is a conflict of the chairperson and the vice chairperson, the
default interview committee may select another board member to comprise the
relevant interview committee.

d. Inthe eventthere is a conflict concerning the Council liaison, then any alternate
Council liaison may participate in the interview committee (if one is appointed).

i. Inthe event multiple conflicts exist (including between the chairperson and
vice chairperson), or the rules above do not apply, then the City Manager, in
consultation with the City Attorney, shall proscribe a process and
communicate said process to the Council at the time the appointments are to
be made by the Council.

e. The Council shall have the authority to ratify any defective process in the interview
committee and may proscribe a different process during any regular or special
meeting. In addition to the conflicts of interest described herein, a “conflict” shall
include the participation of any individual in the interview committee if that
individual is also seeking appointment or reappointment to fill a vacancy of the board
or commission.

Immediately following the interviews, the interview committee (or in the case of the Youth
Advisory Commission where no interviews are held) the staff liaison shall advise the City
Clerk’s Office of the recommendation.

The City Clerk’s Office will endeavor to place the matter on the next available Council

agenda for consideration of appointment following confirmation of a completed background
check by the candidate. Candidates are disqualified and will not be appointed if they are
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unable to pass background check criteria established for volunteers by the Human
Resources Department. The City Clerk’s Office will promptly notify a candidate if they are
unable to pass the background check.

8. The interview committee’s recommendation and the appointment by the Council shall be
based upon qualification, experience, knowledge, interest, willingness to serve, ward
residency, the need for a diverse cross-section of the community, past and current service
on other city boards, and other factors deemed relevant by Council. The interview
committee’s recommendation shall be considered but shall not be binding upon Council.
Political patronage shall not be a basis for the selection, recommendation, appointment, or
reappointment of any applicant or alternate.

9. The City Clerk’s Office shall provide a letter of appointment and the Handbook for Boards to
the newly appointed members.

10. Board and Commission members are not issued City keys or access badges. All meetings
and work related to their service should be conducted in publicly accessible areas or during
times when staff are present to provide necessary access. This policy helps maintain
building security while ensuring members have appropriate support during their official
duties.

All applicants appointed to a City of Loveland board or commission are required to review and sign
Appendix A - Boards & Commissions Code of Conduct as part of the onboarding process. This
document outlines the City’s expectations for ethical behavior, respectful communication,
integrity in public service, and compliance with Colorado ethics laws and local policies.

Members must read the Code of Conduct carefully, acknowledge their understanding of these
standards, and return the signed form to the City Clerk’s Office before participating in any official
activities. Signing Appendix A confirms the members’ commitment to serving the community
responsibly, avoiding conflicts of interest, and upholding principles of fairness, transparency, and
public trust throughout their term of service.

Term Limits

Each member shall be appointed to a term of three (3) years, unless an alternate term length is
specified in that board or commission’s enabling Ordinance. The terms should be staggered so
that each year there will be either a new appointment or a reappointment. New members
appointed to a vacant seat due to resignation or lack of applicants to fill an open seat, may serve
partial terms that amount of less than three (3) years in total. When initially selecting members, itis
intended that as few members as possible have a one (1) year term.

A member may serve no more than two (2) consecutive terms (a maximum of six (6) years) on the
same board or commission. Upon completing two consecutive terms, the member must step
down for at least one full term, three (3) years before being eligible for reappointment on any Board
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or Commission. After serving one or two consecutive terms, a former member may reapply, but
only after sitting out a full three (3) year term cycle.

Term limits for committees are established by the hosting Board or Commission and may not
exceed more than 18 months.
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Background Check Process

All Members appointed to serve on City of Loveland boards or commissions are subjectto a
comprehensive background check process, consistent with the City’s volunteer screening policies.
The City Clerk’s Office coordinates with the Human Resource Department to conduct checks that
may include, but are not limited to, Colorado criminal history, driving records, and reference
verifications, particularly for roles involving minors, public safety, or access to sensitive facilities.
These checks align with the standards applied to all City volunteers, as outlined on the City’s
Volunteer Program Resources page on the City’s website (Link provided on Helpful Links Page).

All boards and commissions members agree to comply with any current and future City
Administrative Regulations, policies and practices that apply to them as the City determines.

Background Application Process:

A prospective Boards and Commissions member must complete the City of Loveland’s Volunteer
Background Check and onboarding process by following a structured, multi-step process
administered through the City’s Volunteer Program. (City Administrative Regulations Link provided
on Helpful Links Page).

1. After a tentative appointment, the City Clerk’s Office or Staff Liaison emails the applicant a
link to the volunteer portal and next steps.

2. The applicant creates a profile and completes the Volunteer Application, including contact
details and required acknowledgments.

3. After submission, the system initiates the background check and prompts the applicant to
sign authorization forms and provide any additional required information.

4. The background check is completed through a secure portal by the City’s screening vendor.

5. Human Resources monitors the process and may contact the applicant if more information
is needed. Results are reviewed to determine eligibility.

6. Once approved, Human Resources notifies the City Clerk’s Office, and the individual is
added to a future agenda to be considered for Council approval.

7. Council approves the appointment and the member may begin serving their term.

No Boards or Commissions member may participate in meetings or assume duties until the
background check is fully completed, reviewed, and verified.

Background checks only need to be completed once unless there is a gap of a year or more where
they do not participate as volunteers for the city. The cost of the background check is covered by
the city. Volunteers must self-report any new criminal convictions to Human Resources, who will
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review the matter in accordance with City policies. Failure to report changes to criminal history or

the background check will result in immediate removal and possibly banned from participation on
future Boards or Commissions.

All background results are reviewed by the Human Resources Department to ensure no
disqualifying information is present. Service on boards and commissions cannot commence until
all background screening requirements are successfully completed. This practice supports

compliance with the City’s Municipal code and upholds the City’s commitment to public trust and
safety.

31



Removal from a Board or Commission

The removal of any board or commission member who is required by ordinance to be appointed by
the Council shall require a majority vote of Council. A board or commission may make a majority
vote to recommend to Council to remove a member.

Service on a board or commission is a privilege that carries with it an obligation to participate
actively, act ethically, and uphold the public trust. The City of Loveland has established clear
procedures for removing members who fail to meet these expectations or who are no longer able to
fulfill their duties.

1. The City Clerk’s Office monitors member attendance throughout the year. Members are
required to attend at least 70% of all scheduled meetings annually. If a member
accumulates three consecutive excused or unexcused absences, they may be removed
from their board or commission seat. To be considered excused, absences must be
approved by a majority of the board or commission prior to or at the meeting of absence.

2. Members must also comply with all applicable City of Loveland ethics, conduct, and
conflict-of-interest policies. Alleged violations may be reviewed by the City Attorney’s
Office. If the findings support removal, the staff liaison will forward the recommendation to
the City Clerk’s Office. Removal for ethical or conduct-related violations may require review
and action by the Council.

3. In addition to these specific circumstances, the Council retains the authority to remove any
appointed board or commission member at any time for reasons including misconduct,
neglect of duty, or incompatibility with the responsibilities of the position. If Council
removes a board or commission member by a majority vote, the decision is final and takes
effect immediately. This authority ensures that the City can maintain effective, accountable
advisory bodies that represent the best interests of the Loveland community.

Upon removal for attendance-related reasons, the City Clerk’s Office will notify the members and
begin the process of filling the vacancy.
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Youth Advisory Commission

The City of Loveland’s Youth Advisory Commission (YAC) serves as a vital liaison between the
Council and local youth, identifying key concerns and proposing actionable solutions related to
City operated services. The commission promotes awareness of youth perspectives by
collaborating with City departments, community groups, schools, and the public. Through its
ongoing research and outreach, the commission documents youth concerns and recommends
policy actions that enhance the well-being and civic engagement of Loveland’s youth.

This commission does not have any membership limitations and oversees the Youth Dual Service
membership for all YAC members. Youth Dual Service members, including returning applicants,
must follow standard boards and commissions application processes. Any current YAC member
who is seeking an appointment for a Youth Dual Service appointment must notify the YAC staff
liaison or the City Clerk’s Office to initiate the eligibility verification process. At the beginning of
each YAC yearly term, the YAC Chair will send an email to all boards and commissions staff
liaisons inquiring. Atthe beginning of each Youth Advisory Commission (YAC) annual term, the
YAC Chair may contact all boards and commissions staff liaisons to inquire about opportunities for
a Youth Dual Service (YDS) appointment to each respective board or commission. The purpose of
this outreach is to ensure Youth Dual Service participation is supported, placement needs are
identified early, and appointments can be coordinated in a timely and consistent manner.

The Youth Advisory Commission (YAC) Bylaws will establish the guidelines for YAC member
participation, including term limits, attendance expectations, and requirements for maintaining
good standings. In accordance with these bylaws, YAC is responsible for identifying, selecting, and
appointing youth representatives for all Youth Dual Service positions. These appointments are
managed solely by YAC by a majority vote of the YAC Commissioners and Youth Dual Service
appointments are not approved by Council.

Youth Dual Service (YDS or Youth Liaison) Procedures

This section outlines the processes and expectations regarding how a Youth Advisory Commission
(YAC) member may serve on other City board or commissions as a Youth Dual Service member
(YDS). These guidelines ensure consistency, transparency, and accountability while supporting
meaningful youth engagement for the board or commission.

A Youth Advisory Commission (YAC) member may be appointed to serve on another City of
Loveland board or commission as a Youth Dual Service member. A Youth Dual Service member
term is at the discretion of the YAC Commission based on the level of interest and needs to
participate on each board or commission.
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This verification includes:

1.

The City Clerk’s Office must confirm that the secondary board permits Youth Dual Service
membership, that a vacancy exists and that the YAC representative meets all required
qualifications.

Eligible Youth Dual Service applicants must complete the standard boards and
commissions application and submit all required documentation, including parental or
guardian consent when applicable. Application review and selection for Youth Dual Service
appointments follow the same process used by all applicants to ensure fairness, neutrality,
and consistency with City policies.

Prior to any appointment the Youth Dual Service member should discuss and be appointed
by majority vote using the following considerations for evaluation.

a. Ifthe YAC member can sustain the responsibilities of two (2) advisory roles as a
Youth Dual Service member without compromising attendance, participation or City
board and commission standards.

b. This assessmentincludes evaluating meeting schedules, expected project
commitments, academic obligations, and other factors relevant to the applicant’s
capacity to serve.

If appointed, the Youth Dual Service member must complete all required orientation and
training for the secondary board or commission. This includes instruction on ethical
standards, open meetings requirements, communication protocols, and any operational
policies specific to the appointing body. These steps ensure that the Youth Dual Service
appointees are fully prepared to participate in governance activities at a level consistent
with adult members.

Youth Dual Service members must follow all City ethics requirements, avoid conflicts of
interest and disclose potential conflicts to staff or the City Clerk’s Office immediately.

Youth Dual Service members appointed to secondary boards will follow the policies of the
secondary board concerning term limits. Reappointmentis not guaranteed and follow all
City board or commission appointment procedures.

A Youth Dual Service member appointed to a secondary board or commission serves as a
non-voting member. Youth Dual Service members are expected to meet all attendance,
conduct, and participation standards governing each board or commission.

Although Youth Dual Service members may naturally convey perspectives informed by their YAC
service, they do serve as a formal Youth Liaison. Youth Dual Service members must maintain
ongoing communication with both the YAC staff liaison and the leadership of the secondary board
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to ensure transparency regarding scheduling commitments, absences, or other issues affecting
participation.

When conflicts arise, City staff may work with the Youth Dual Service members to determine
whether corrective measures, schedule adjustments, or discontinuation of dual service is
warranted. Youth Dual Service members serving on additional boards are subject to all ethics,
conflict-of-interest, and conduct requirements applicable to City volunteers and appointed
officials.

Youth Dual Service members must promptly disclose any situation that may compromise
impartiality or interfere with their other duties. If concerns emerge regarding attendance,
performance, or adherence to policy, the City may implement corrective action, which may include
warnings, coaching, or recommendation for removal pursuant to established board procedures.
Term lengths, reappointment eligibility, and removal procedures are governed by the policies of the
appointing board or commission and apply equally to Youth Dual Service members.

Reporting Requirements for engaging with Youth Dual Service members

Any Boards or Commissions that include Youth Dual Service members must document and report
on their engagement efforts to ensure meaningful participation and consistent support for
continued youth involvement in other boards and commissions.

Board or Commission Chairs must ensure Youth Dual Service members are consistently included
in communication cycles, provided with agendas and materials in advance, and given structured
opportunities to contribute during meetings. Chairs should outline in their reporting any
adjustments made to support Youth Dual Service participation, such as additional context
provided on agenda items, mentorship efforts by adult members, or accommodations made to
facilitate understanding of complex topics. These insights help the City evaluate whether Youth
Dual Service members are being meaningfully integrated into advisory processes.

All adult board and commission members who interact with Youth Dual Service members are
required to complete the City approved Praesidium training, which focuses on effective
communication, youth engagement best practices, and maintaining supportive intergenerational
working environments. Boards and Commissions must report annually that all members have
completed this training and should document how principles from the training, such as inclusive
dialogue techniques, active listening practices, and conflict-free discussion methods are being
applied in practice. This ensures a consistent standard of professionalism, respect, and
youth-appropriate engagement across all advisory bodies.

As part of the minutes at least one time per year, each board or commission must provide a
narrative assessment summarizing the overall effectiveness of Youth Dual Service member
participation. This includes identifying strategies that worked well, barriers encountered, and
recommendations for improving Youth Dual Service members’ engagement in the upcoming year.
The purpose of this requirement is to ensure that Youth Dual Service program remains dynamic,
adaptive, and supportive of both youth participants and the adult advisory bodies they serve.
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Reporting of Possible Abuse

If you observe or become aware of any behavior that raises concerns about possible abuse
involving a Youth Dual Service member, it is important to report it promptly and through the correct
channels. Staff and board members should notify the City Clerk’s Office and Human Resources as
soon as possible so the matter can be reviewed, and appropriate support steps can be taken.

If the concern involves a staff member from the City Clerk’s Office, bypass the Clerk’s Office and
report the concern directly to Human Resources immediately to ensure an unbiased and timely
response. Reports should focus on what was observed or communicated, there is no requirement
to confirm or investigate the situation yourself.

You do not need proof to speak up, just share what you noticed, and the right people will take it
from there. Everyone plays a part in keeping our Youth Dual Service member safe, supported, and
protected. Providing timely, factualinformation allows the City to respond quickly and helps
maintain a safe and supportive environment for all Youth Dual Service members.
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Existing Boards and Commissions

Boards and commissions serve as a vital connection between the Loveland community and its
municipal government. They provide structured opportunities for residents to participate in local
decision making, offer informed perspectives, and help guide the development of City policies,
programs, and long-range plans. Through this service, community members play an important role
in ensuring that the City's work reflects a broad range of experiences and viewpoints.

All boards and commissions that were established prior to the adoption of the City Charter
continue to operate unless modified by ordinance. This framework preserves continuity in the
City's advisory and quasi-judicial processes while allowing for thoughtful adjustments as
community needs evolve. The Council maintains the authority to create new boards, reorganize
existing ones, or consolidate responsibilities when such changes support effective governance and
community engagement.

Certain bodies, such as the Planning Commission, hold a permanent and essential place in
Loveland's organizational structure. These commissions carry out critical land-use and quasi-
judicial functions that are fundamental to orderly development and long-term planning within the
City.

Unless otherwise provided by state law or by the City Charter or Code, no appointment to any board
or commission shall have the effect of increasing the number of nonresident members on that board
or commission to more than 50% of the total membership.
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Comparisons - Ad Hoc, Authority, Board, Commission or

Committee
Type Role/Authority Characteristics Example

Committee | Temporary group formed to | Dissolves automatically once its assigned task is Ad-Hoc

or Ad-Hoc address a very specific complete; not permanent; membership varies Community
issue or short-term need. based on topic. homelessness
Short term- no more than 2 | Focuses on research, review, and
years recommended recommendations; limited scope and delegated
before review authority; supports Council decision-making.

Board A decision-making or Provides ongoing oversight, guidance, and Transportation
advisory body established | recommendations on city operations; members Advisory Board
by ordinance. are appointed and serve defined terms.

Longterm 2-12years Does not conduct quasi-judicial hearings.
recommended review for
sunset. Council Liaisons are optional.
Commission | Regulatory or advisory Often reviews proposals, holds hearings, and Planning

body with authority defined
in statute or ordinance.

Long term- sometimes
permanent - 12 years+
recommended for review
unless required by state
law

makes recommendations or decisions within
specific subject areas. Only Commissions have
Council Liaisons appointed.

Conducts Quasi-judicial hearings.

Commission

Authority

Independent governing
entity with specific powers
granted by statute or
ordinance.

Long term- sometimes
permanent.

Generally composed from
multiple government or
taxing entities

Often manages redevelopment, financing tools,
or special districts; can issue bonds and oversee
large-scale projects.

They operate under a different set of rules. The
Handbook does not apply to Authorities.

Loveland Urban
Renewal
Authority (LURA)
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Establishing a New Board or Commission

The Council may, by ordinance, establish, consolidate or sunset any board or commission, except
that the Planning Commission and the Board of Adjustment and Appeals may not be eliminated
sunset.

Establishing a new Board or Commission within the City of Loveland is a structured process
designed to ensure that each advisory body is created with a clear purpose, defined scope, and
identifiable community value. New bodies are formed only when a demonstrated need exists that
cannot be met through existing boards, commissions, committees or administrative functions. This
process ensures consistency with Council goals, alighment with municipal code requirements.

Unless otherwise provided by state law or by the City Charter or Code, no appointment to any
board or commission shall have the effect of increasing the number of honresident members on
that board or commission to more than 50% of the total membership.

It is strongly recommended that any new Board or Commission created evolves from a
Committee status.

Initiation

1. Clearly define new board or commission’s mission and assure it does not conflict or
duplicate the efforts of an existing board or commission.

2. Clearly describe how the board or commission supports Council’s current strategic
priorities and work plans.

3. ldentify if any additional statutory or policies are needed.

4. Confirm authority under City Charter Article Section 10 to ensure advisory character and
compliance with State and Municipal laws.

5. Determine aninitial sunset date, this date can always change.

Ordinance Drafting

1. Draft Ordinance per Charter Article 4 standards, include sections on establishment,
duties, membership, quorum, liaisons, reporting, and codification.

2. Include cross-references to state laws or outside requirements to assure compliance
with Municipal Code.

3. Consult with the City Attorney ‘s Office to conduct a legal review for Charter and

Municipal Code compliance and confirm no conflicts with current boards or
commissions to draft an Ordinance.
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4. Two readings will be required for the Ordinance. Consult with the City Clerk regarding
timeline requirements for Council adoption.

Notice, Hearing, and Adoption

1. Prepare and submit to the Clerk an AIR, ordinance, and presentation slides in
accordance with the practices established by the City Clerk.

2. Council will conduct a public hearing at a Regular Meeting to adopt the Ordinance per
City Charter.

3. City Clerk’s Office records the Minutes and retains the public records for the lifespan of
the BCC.

Creating a new Board or Commission is about making sure the City is meeting real community
needs in a thoughtful and effective way. By taking the time to clearly define the purpose and value
of a new group, the City can ensure it supports residents, adds something meaningful to our
processes, and fits well within the City of Loveland’s broader goals.

Consolidation or Sunsetting Evaluations

To ensure each board or commission stays effective, meaningful, focused, and responsive to
community needs, an “Evaluator” designated in December of odd years by the Chief Financial
Officer of the City who will review all committees, boards, and commissions using the Evaluation
Matrix and present the report to Council. The evaluation should occur no less than bi-annually
during even years. The Council may, by ordinance, adjust any board or commission, except the
Planning Commission and the Board of Adjustment and Appeals.

The Evaluator will conduct an assessment of each board and commission evaluation matrix, along
with all supporting documentation, and present recommendations to the Council. This helps
Council understand how each group is functioning, whether its mission is still relevant and
whether it has the right mix of voices, skills, perspectives and experiences for good decision
making.

This process supports strong, transparent boards that make a positive impact while adapting to
Loveland’s evolving needs, priorities, and community interests.

1. The first part of the evaluation looks at the purpose of the board or commission. Some
advisory bodies are required by law, while others are created to support community topics
such as planning, culture, transportation, or public safety. Council considers whether the
board or commission still addresses a current community need, whether they still support
Council’s goals, and whether they provide expertise in areas that the City might otherwise
lack.
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2. Next, the Evaluator examines what the board or commission actually does. This includes
the number of meetings they hold, the complexity of the responsibilities, and how much
staff time is needed to support their work. Council also looks at overlap between boards to
make sure tasks are not duplicated and volunteer time is used effectively.

3. The third part of the framework focuses on who is appointed to serve on each board or
commission. Strong board or commissions benefit from a range of skills, background, and
specific industry experiences. The Evaluator reviews whether the current board
appointments reflects the skills needed for the board or commission work or whether
additional recruitment may help fill gaps or broaden the board’s representation.

4. Finally, the Evaluator will look at how well the board or commission is performing. Key
factors include attendance, engagement during meetings, the clarity and usefulness of
recommendations, and whether the group meets required timelines or reporting
expectations. Council also considers whether the board’s input is helpful and relevant to
City decision-making.

5. The Evaluator will present recommendations to the Council at a public meeting. Once the
review is complete, Council may choose to continue the board as it is, make improvements,
repurpose as a committee, combine it with another board, or, in some cases, sunseta
board or commission that is no longer needed. This regular evaluation process ensures that
Loveland’s advisory bodies remain transparent, effective, and aligned with community
expectations.

See appendix B for the Full Evaluation Matrix

References:

Municipal Charter — Article 10 — Boards and Commissions
Municipal Charter—10.1 - Existing Boards and Commissions
Municipal Charter — 10.2 - Boards and Commissions - General
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Orientation and Training

The City of Loveland provides orientation to ensure that all board and commission members
understand the City’s structure, their responsibilities, and the ethical and legal standards that
apply to public service. This training is designed not only to educate members on fundamentals
but to foster consistency, accountability and public trust in all board or commission activities.

At the closure of each recruitment or within the first six months of appointment, new members are
encouraged to complete the training offered by the City Clerk’s Office, City Attorney’s Office or staff
liaisons. Training can be provided in person, online, or through recorded materials.

Training includes parliamentary procedures, consensus decision-making, meeting management,
guidance on compliance with Colorado Open Meetings Law (OML) and Colorado Sunshine Laws,
public records requirements (CORA), conflict of interest policies and the importance of
transparency.

All members should review the City Charter, Boards and Commissions Handbook, and relevant
City policies, including those related to ethics, conduct, and nondiscrimination. Additional training
opportunities may be offered throughout the year to support ongoing development.
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Chapter 4 - Attendance

Regular participation is essential to the effective operation of each board and commission.
Members are encouraged to attend all scheduled meetings and notify the chair or staff liaison in
advance when unable to attend.

In-person participation is strongly encouraged, as it supports more meaningful engagement,
stronger working relationships, and more productive discussions. Face-to-face interaction allows
for better communication, including non-verbal cues, and creates opportunities for informal
connection that help build trust and understanding. It also demonstrates a visible commitment to
public service and strengthens the collaborative foundation essential to effective local
governance. Reasonable accommodations will be provided in accordance with ADA requirements
to ensure all members can fully participate.

Attendance expectations will be applied consistently; however, a majority vote of the Board or
Commission may determine, on a case-by-case basis, whether an absence is considered excused
or unexcused.

Members should attend at least seventy percent (70%) of scheduled meetings each calendar year.
Providing notice of absence helps ensure quorum and supports continuity of business.

If a member experiences multiple consecutive absences or falls below expected attendance
levels, it might be considered misconduct and could result in a review of circumstances resulting
in removal by Council. The Chair or staff liaison should submit attendance reports to the City
Clerk’s Office annually in November.

The City understands that Board and Commission members may occasionally need to bring their
children or other family members to a meeting. To support a safe and welcoming environment for
all ages, all members are required to complete a background check. If a child or family member
becomes disruptive during the meeting, the Chair may kindly excuse the member so the meeting
can continue smoothly. The City values and appreciates members who balance their public service
with family responsibilities and strives to provide flexibility whenever possible.

Excused Absences

Any excused absences are those that do not negatively affect a member’s attendance record.
Members are generally permitted up to three (3) excused absences per calendar year.

Acceptable reasons for an excused absence typically include:

e Personalillness or medical appointments for the member or an immediate family member
¢ Deathinthe family or other bereavement needs

e Birth or adoption of a child (generally up to a 90-day period)

¢ Required military service

e Juryduty or other legally mandated obligations

¢ Participation in official City-related duties
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Members are expected to notify the Chair or assigned staff liaison as early as possible, preferably
prior to the meeting, by email. In the event of an unexpected situation, such as sudden illness or an
emergency, same day notice by phone or email is acceptable, with written confirmation provided
within a few days.

Any excused absences do count toward the City’s 70% annual attendance requirement. Repeated
unexcused absences or more than three consecutive missed meetings may affect a member’s
appointment status or ability to apply in the future. These guidelines are intended to support
accountability while recognizing those unforeseen circumstances that might arise.

Unexcused Absences

Any unexcused absences are those that occur without prior notice or do not meet the City’s criteria
for an excused absence. An absence is considered unexcused when a member fails to notify the
Chair or staff liaison, or when the reason provided does not qualify as an excused circumstance.

Common examples of unexcused absences include:

¢ Personal scheduling conflicts that could reasonably have been planned around
¢ Forgetting a meeting or failing to check the meeting schedule

* Non-urgent personal matters (vacations, pre-arranged business travel, etc.)

¢ Failure to communicate an absence in a timely manner

e Anyreason notincluded in the City’s approved excused absence categories

Unexcused absences count toward the City’s annual attendance requirements. Multiple
unexcused absences, or more than three (3) consecutive missed meetings, might trigger a review
of the members’ standing and could affect continued service. These expectations reinforce
consistent participation and ensure boards and commissions function effectively.
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Remote Participation

Remote participation by members of boards or commissions is not permitted except in the case of
ADA-related accommodation or for Council Liaisons as requested. Staff, Staff Liaisons, Youth
Members and Members are expected to attend meetings in person unless an unforeseen
circumstance, such as a medical emergency, disability-related need, or other significant event,
prevents physical attendance. Attending meetings in person ensures effective collaboration,
transparency, public engagement and voting.

In these limited situations, a member may request remote participation by submitting written
notice to the staff liaison as soon as practical. The staff liaison will consult with the City’s assigned
Disability Coordinator to determine whether remote attendance is allowable. Any approved
remote participation must comply with all requirements of the Americans with Disabilities Act
(ADA), ensuring that members with disabilities have equal opportunity to participate using
accessible technology and reasonable accommodations.

Board and Commission members who are regular caregivers may sometimes need to participate in
meetings remotely to ensure they can continue providing essential care. Members in this situation
must reach out to the City's ADA Disability Coordinator ahead of time so that any accommodation
needed can be arranged. Members using remote participation are expected to remain fully
engaged, adhere to meeting protocols, and ensure reliable connectivity throughout the meeting.
This option is intended to support continued service without placing undue burden on those with
essential caregiving obligations.

When remote attendance is allowed, the meeting must still follow all open meeting law
requirements under the Loveland Municipal Code, including proper public notice, public access,
and roll-call voting.

Remote participation is not permitted for convenience, scheduling conflicts, or preference; itis
strictly limited to emergencies or ADA-related accommodations. To obtain permission to attend
meetings remotely contact the ADA Disability Coordinator or City Clerk for additional information.

Members participating remotely are required to keep their camera on for the duration of the
meeting. This ensures that attendance, engagement, and participation can be accurately recorded
for the official Minutes and supports transparency and the integrity of the meeting process.

Using Microsoft Teams for Meetings

All Board and Commission (BC) meetings, (expect the Planning Commission), will be facilitated
using the Microsoft Teams Town Hall feature for hosting meetings. This platform offers a more
structured meeting format, enhanced presenter controls, and clearer experience for both BC
members and the public.

Below are the steps and expectations for using the Teams Town Hall feature for BC meetings.

e Schedule the Town Hall
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e Open Microsoft Teams and select Town Hall from the left-hand menu.
e Choose Schedule a Town Hall, add the meeting details, and include all BC members, staff,
and presenters as required.

§ il ey aerge s

Add people from your org to speak at your event

Add external presenters

Event access

@ Public () Your organization (C) People and groups
The event is ocpen to anyone. Choose this if The event is only open to people in your Only invited people and groups in your
there will be attendees outside your organization and guests of your organization. organization can watch the event.

organization.

Invite attendees

They'll receive invites after you publish the event and when you make updates.
® - =
o e oo - (TN
B Event
2 13

Fri =] Channel meeting

g

Organization templates
£2 Webinar
{55 Town hall

@) Live Event

1. Change the settings in the meeting to the “Public” setting

2. SetRoles and Permissions
¢ Assign BC members and presenters as “Organizers” or “Presenters.”
¢ Add the public or observers as “Attendees.”
* Review permissions to ensure that only presenters can share screens or activate
audio/video.

3. Configure Meeting Settings
¢ Enable or disable features such as Q&A, chat, attendance reports, and recordings based
on the needs of your BC.
¢ Upload the meeting agenda or materials in advance to the Event Resources section.

[ continue to next page ]
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Meeting options

| [Z2] Meeting access [5] Meeting access

) Production tools
() Participation People dialing in can bypass the lobby
(@ Recording & transcription  Who can admit from the lobby

@) Copilot and other Al Organizers, co-organizers, and presenters

FE  Accessibility
Show meeting info on join screen
Display details about the meeting like title and start time, number of others joined, and
presence of the organizer.

Users allowed to by pass the lobby

Announce when people dialing in join or leave @

Require unverified participants to verify their info before joining

‘When this is on, unverified participants will need to sign in or verify their emails with
a code before joining the meeting. Your license and admin policy also determine
how they'll join.

Apply

4. Join Early for Setup
¢ Join the meeting 10-15 minutes before start time to test your microphone, camera,
screen-sharing, and permissions.
* Confirm that presenters can share content and that attendee access is functioning
correctly.

5. Conducting the Meeting
e Start the Town Hall on time and admit attendees as appropriate.
¢ Use the presenter controls to manage speakers, transitions, and shared materials.
* Monitor Q&A or chat if enabled and escalate questions to the Chair as needed.

6. Afterthe Meeting
¢ Download attendance, Q&A, or engagement reports if needed.
¢ Save the recording (if applicable) according to City retention practices.
* Ensure meeting minutes and materials are routed for posting or distribution.

Here are two videos that may be of assistance for transitioning:

You Tube: https://www.youtube.com/watch?v=zXs0owy2h-4

or

Microsoft Support: https://support.microsoft.com/en-us/office/get-started-with-town-hall-in-
microsoft-teams-33baf0c6-0283-4c15-9617-3013e8d4804f
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Chapter 5 - Communication

Communication, Media and Promotional Events

These communication guidelines apply to all boards and commissions that have communication
or public engagement responsibilities established in the City Charter. They are intended to ensure
that board and commission members communicate consistently, respectfully, and in alignment
with the advisory nature of their role. By following these standards, board and commission
members help maintain public trust, support effective collaboration with Council and staff, and
ensure that information shared with the community accurately reflects the work and
recommendations of the board or commission.

General Principles

Board and Commission members should ensure that they accurately represent the collective
viewpoints and decisions of their board or commission, rather than speaking from personal
opinion when acting in an official capacity.

e When sharing personal perspectives, members should clearly state that these views are
their own and do not reflect the official position of the Board or Commission.

e Itis alsoimportant to avoid making any statements or commitments that could be
interpreted as binding on the Board or Commission as a whole, the Council, or City staff.

e Members should remember that the role of a Board or Commission is advisory; actions
taken by these bodies serve as recommendations, with all final decision-making authority
resting with the Council.

Official Materials & Representation

e Letterhead: Boards/Commissions do not have official letterhead. If letter correspondence
is necessary, the staff liaison will coordinate with the Communication & Engagement (C&E)
Department.

e Statements: Boards and Commissions cannot speak for the City. Any official statement or
letter must be approved by C&E. Please contact your Staff Liaison or C&E for guidance.

e Business Cards & Nametags: These are generally not provided. If needed, discuss with
your staff liaison regarding budget and necessity.

e Logos: Boards and Commissions do not have individual logos. Please consult with your
Staff Liaison for guidance on approved City branding.

e Promotional Items: The City’s Communication & Engagement Department primarily
supports coordinated board and commission recruitment efforts through the City Clerk’s
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Office. Individual promotional materials are not typically provided. Requests may be
considered on a case-by-case basis if a clear and demonstrated need exists and
appropriate resources are available.

Media

The City seeks to cooperate with the media to disseminate information of public interest in an
accurate, complete, and timely manner. Media inquiries received by board members or staff must
be referred to the City’s Director of Communication & Engagement (C&E). An appropriate response
is: "I’'lL forward your request to our Communication & Engagement Director, who will respond as
soon as possible."

This rule ensures media interactions are timely, accurate, and professionally managed, while
protecting individual board members and ensuring a centralized, consistent voice. It also ensures
formal records procedures are followed and maintains message consistency.

Phone: 970-962-2302 | Email: OCE@CityofLoveland.org

Social Media

e (Certain types of social media engagement could be subject to Colorado Open Records Act
(CORA).

e The City has an expectation to protect the integrity of the information posted on its social
media sites and the content attributed to the City and our officials.

e The City of Loveland does not permit social media sites specific to boards and
commissions.

e Consider limiting personal account content to personal information and understand privacy
settings.

e When posting about board or commission-related content on personal social media,
members must clearly state that their views are their own and do not represent the official
position of the Board, the Commission, or the City of Loveland.

e Do notuse a City device to maintain a personal account.

Website

Boards/Commissions will only use their designated pages managed by the City Clerk’s Office and
C&E.

Promotion & Publicity

e The City’s Communication & Engagement Department primarily supports coordinated
board and commission recruitment efforts through the City Clerk’s Office. Individual
promotional materials are not typically provided. Requests may be considered on a case-
by-case basis if a clear and demonstrated need exists and appropriate resources are
available.
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Boards should work with their staff liaison to determine need, budget appropriate use of
materials. All outreach or promotional content must be submitted to the Communication &
Engagement Director for review and approval before publication.

Occasionally, official work that aligns with the City’s strategic plan may be highlighted on
City social media.

Staff liaisons should contact Communication & Engagement for ideas or approval.

If promotional activities are permitted by City Code: Work through your staff liaison.
Liaisons may request C&E review for external-facing content. C&E does not fund advertising
or marketing for individual boards.

City of Loveland promotional materials and swag for boards and commissions are
permitted only when they support an official City program, service, activity, or event. All
materials must use approved City of Loveland branding; specialized or independent logos
and branding are not permitted.

Public & Community Engagement and Input

All public engagement activities must be coordinated with the Communication & Engagement
Department to avoid overlap with other City initiatives. This includes listening sessions, community
conversations, input gathering, surveys, focus groups, etc.

Boards/Commissions cannot sponsor or co-sponsor any public forums, meetings, or surveys
without prior approval from:

City Clerk’s Office
Communication & Engagement Department
Supporting Department
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Chapter 6 - Code of Conduct

Members of Loveland’s Boards and Commissions play an important role in shaping the future of
our community. To ensure every board operates responsibly, transparently, and respectfully,
members are expected to uphold the highest standards of conduct.

Board and commission members should make every effort to attend scheduled meetings and stay
actively engaged in the work of the group. When a member cannot attend a meeting, they are asked
to notify the chair or staff liaison as early as possible. Regular attendance helps ensure that
decisions are made with a full and well-informed group present.

Members are also expected to maintain strong ethical standards. This includes avoiding conflicts
of interest or situations that may appear to influence judgment. Personal or financial gain may
never be derived from board service. If a potential conflict arises, members should share it openly
with the City Clerk’s Office and with their board before participating in related discussion or voting.

To support members in their roles, the City provides orientation and ongoing training opportunities.
These sessions help members understand procedures, legal expectations, and the broader goals
of the City organization. Members are encouraged to participate fully in training to effectively
represent the community.

Finally, board and commission members should approach their advisory role with thoughtfulness,
preparation, and respect. Reviewing materials in advance, considering diverse perspectives, and
collaborating with fellow members and City staff help ensure well-balanced recommendations
that support Loveland’s mission and values.

All Boards and Commission members must review and sign Appendix A — Code of Conduct and
return a signed copy to the Clerk’s Office, prior to the member being affirmed by Council.
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Conflict of Interests

To serve on a City of Loveland board or commission, members must follow Colorado ethics laws
and the City’s Code of Ethics. Members are expected to act in the public interest and avoid
situations where their personal or financial interests could influence or appear to influence their
decision making. This helps maintain public trust and ensures that all actions taken by the board
are fair, transparent, and focused on community benefit.

Members must disclose any personal or financial interest related to an item under consideration
and step back from both discussion and voting on that topic. They may not use confidential
information for personal gain, accept gifts meant to influence their judgment, or take actions that
could directly benefit themselves or theirimmediate family. This includes situations involving
personal business interests, property ownership, employment relationships, or financial ties that
could be affected by the board’s decisions.

Examples of potential conflicts include voting on an issue that affects a member’s employer,
participating in decisions that increase the value of a member’s property, or using non-public
information from meetings to support outside business activities. Even when a conflict is not
certain, members are encouraged to raise the concern so it can be reviewed before a decision is
made.

If a member has a private interest in a matter before the board or commission, they must disclose
it in writing to the City Clerk’s Office and refrain from influencing the outcome. Members are
required to leave the room during any presentation, discussion, deliberation or vote in which a
member has a conflict of interest.

If members are ever unsure whether a conflict exists, they should reach out to the City Attorney’s
Office for guidance before the meeting. Following these rules protects the integrity of the board,
ensures transparency, and helps members meet their legal responsibilities as public officials.

Ex-Parte Communications

Ex-parte communications occur when a Board or Commission member receives information,
opinions, or arguments about a matter pending outside the public meeting. The rules regarding
outside communications depend heavily on whether a Board or Commission is acting in an
advisory/legislative capacity or a quasi-judicial capacity. When acting in a purely advisory or
legislative role, such as discussing broad City policies or recommending master plans, members
are encouraged to engage with the community outside of formal meetings, as ex-parte restrictions
do not apply. However, strict due process rules trigger when a Commission acts in a quasi-judicial
capacity, meaning it is applying existing City codes to a specific person, property, or application
(e.g., granting a land-use variance or approving a permit). In these instances, final decisions must
be based solely on the official public record, and members are strictly prohibited from engaging in
ex-parte communications, which are any off-the-record discussions with an applicant, neighbor, or
the public regarding the specific case. If an ex-parte communication inadvertently occurs regarding
a quasi-judicial matter, the member must promptly and fully disclose the substance of that
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communication on the public record at the beginning of the scheduled hearing, ensuring all
interested parties have a fair opportunity to address or respond to the information before a
decision is made.

References:
Municipal Charter — Article 5.3 — Other Provisions Concerning Conflicts of Interest

Ethics Complaint Process

Community members or board and commission members who believe that a member has violated
ethical standards, including conflicts of interest, misuse of confidential information, or other
conduct inconsistent with City policy, may file an ethics complaint.

Complaints may be submitted confidentially through the City’s EthicsPoint reporting system.

Once received, the City Clerk’s Office conducts an initial review to determine whether the matter
requires further investigation. If so, the City Attorney’s Office oversees the formal review and may
recommend corrective actions, including possible removal, in accordance with the City’s Code of
Conduct and Municipal Code provisions. This process helps ensure fairness, accountability, and
public trustin Loveland’s advisory bodies.

References:
Municipal Charter — Article 5.2 — Code of Ethics — Boards and Commissions

Ethics Liability

When performing the function for which a member is appointed, such member is an authorized
volunteer of the City and is entitled to the protection of the Governmental Immunity Act (the “Act”).
The Act protects the board member from personal liability for any action within the scope of such
appointment, except where the act is willful or wanton. Many homeowners’ insurance policies
provide some coverage for acts undertaken as a volunteer. Please consult your insurance agent
regarding any such coverage. The City Attorney’s Office is available for further discussions
regarding liability.
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Contact Information

Thank you for your dedication to serving the Loveland community. Your time, insight, and
commitment play a vital role in helping our city thrive.

If you have questions, need clarification, or would like additional support at any point during your
service, please feel free to contact the City Clerk’s Office at 970-962-2000 or cityclerk@lovgov.org.

For questions relating to legal guidance or board and commission responsibilities, the City
Attorney’s Office is also here to help and can be reached at 970-962-2540 or
cityattorney@lovgov.org.

We’re grateful for your partnership and look forward to working with you as you help shape
Loveland’s future.

Disclosure

Artificial intelligence was used as a supporting tool in the creation of this document and to
generate images. All Al-generated insights were reviewed and contextualized by staff.
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Helpful Links:

City of Loveland website:
https://www.lovgov.org/city-government

Boards and Commissions:
https://www.lovgov.org/city-government/boards-commissions

Loveland Council:
https://www.lovgov.org/city-government/city-council

City of Loveland Municipal Code - Chapter 2.60 (Boards and Commissions):
https://library.municode.com/co/loveland/codes/code_of ordinances?nodeld=PTIILOCOMUCOQO_TI

T2ADPE_CH2.60BOCO

City of Loveland Municipal Charter:

https://cilovelandco.civicweb.net/document/465071/Att%203%20City%200f%20Loveland%20Ch
arter,%20Amended%2011.7.2023.pdf?handle=484CB8BC09C84F2EBD650F1ED928F6EF

City of Loveland Police Department Policies and Procedures:
https://public.powerdms.com/LOVEPD/tree

Guide to Colorado’s Open Records and Open Meeting Laws:

https://coloradofoic.org/open-government-
guide/#:~:text=The%20sunshine%20laws%20help%20you,tools%20for%20journalists%20coverin
g%20government.

State of Colorado - Boards and Commissions Member Guide:
https://cdhs.colorado.gov/boards-and-commissions-member-guide

City of Loveland Volunteer Resources Link:

https://www.lovgov.org/services/human-resources/volunteer-program/volunteer-resources

City of Loveland Volunteer Administrative Regulation (AR) Link:
https://www.lovgov.org/home/showpublisheddocument/62022/638803246663170000
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Appendix A - Boards & Commissions Code of Conduct

Purpose:

The City of Loveland is committed to ethical, transparent, and community-oriented governance.
This Code of Conduct establishes expectations for board and commission members and Council
liaisons, ensuring decisions are made with fairness, accountability, and respect.

Applicability:

This Code applies to all Appointees, individuals appointed by the Loveland Council to boards and
commissions, and to Members, which includes Appointees and Council members in their
interactions with boards, commissions, staff, and the public.

Governing Authorities:
Members must comply with:
1. City of Loveland Boards & Commissions Handbook Updated May 19, 2026.
2. Colorado’s Sunshine Law (Open Meetings Law) pursuant to C.R.S. 24-6-402.
3. Colorado Open Records Act (CORA).
4. City of Loveland Charter.
5. Loveland Municipal Code, specifically Chapter 2.60 governing advisory bodies.
6. The City’s anti-discrimination and anti-harassment policies (AR-00037 and AR-0003).
Definitions:
For the purposes of this Code:

e A'Meeting'is defined in C.R.S. 24-6-402 as any gathering of a quorum to discuss public
business.

e A'Quorum'means a simple majority unless otherwise stated in enabling legislation.

e A 'Staff Liaison'is the City employee assigned to support the board or commission.

e A'Council Liaison'is the Council member appointed to communicate Council priorities.

e An'Appointee'is any person formally appointed to a board or commission.

e A'Member'includes both Appointees and Council liaisons.

e (Quasi-judicial' matters involve applying facts to standards and require strict impartiality.

Roles and Responsibilities:

Board Members are expected to attend meetings, review agenda materials, participate
respectfully, and act in the public interest. Board Chairs facilitate meetings, ensure decorum, and
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coordinate with the Staff Liaison. Vice-Chairs fulfill Chair duties in their absence. Recording
Secretaries assist with minutes when assigned. Council Liaisons communicate Council goals but
do not direct board outcomes. Staff Liaisons support scheduling, agendas, compliance, and
coordination with the City. The City Attorney advises on legal compliance when requested.

Membership and Training:

Members must attend required orientation sessions and ongoing training. Appointees must follow
attendance requirements outlined in the Municipal Code and notify Staff Liaisons of absences.

Meeting Procedures:

Meetings must comply with the Colorado Open Meetings Law. Agendas must be posted within
required timelines. Quorum must be present for action. Special meetings require proper notice.
Public comment must be welcomed respectfully and managed in accordance with rules of order.
Minutes must reflect motions, votes, and actions. Executive sessions may only occur under
conditions permitted by State law and must follow strict procedural requirements. Members must
maintain professional decorum at all times.

Ethical Conduct:

Members shall avoid conflicts of interest, including situations involving financial gain, personal
relationships, or appearance of bias. Gifts must not be accepted if they could influence
decision-making. Ex parte communication about quasi-judicial matters is prohibited. Members
must maintain impartiality and fairness when evaluating matters before them.

Communications and Records:

Emails, text messages, notes, and voicemails related to public business may be subject to
disclosure under CORA. Members shall use professional language in all communications and
follow City guidance for maintaining public records.

Civility and Respect:

Members shall treat staff, public participants, and one another with dignity and courtesy.
Harassment, discrimination, intimidation, threats, or hostile behavior are strictly prohibited.
Members must uphold a respectful environment consistent with City policies.

Reporting and Enforcement:

Concerns about misconduct, violations of this Code, or disrespectful behavior should be reported
to the Staff Liaison and the City Clerk. Appointees may be subject to corrective actions including
coaching, warnings, censure, suspension, or removal based on the severity of the issue, consistent
with the Municipal Code.
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Acknowledgment:

| acknowledge that | have read and understand the City of Loveland Boards & Commissions Code
of Conduct. | agree to comply with these standards and understand that failure to do so may result
in corrective action, including possible removal from my appointment.

Print Name:

Signature:

Date:
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Appendix B - Evaluation Summary Matrix

This Evaluation Summary Matrix provides the City a consistent, transparent, and objective method
for evaluating the effectiveness, necessity, and composition of the City of Loveland’s boards,
commissions, and committees (BCCs). Itis designed to support informed decision making
regarding whether an advisory body should be established, continued, sunset, consolidated, or
restructured, ensuring that each BCC remains aligned with the City’s organizational priorities and
the needs of the Loveland community.

Guiding Principles

¢ Public Value: Each BCC must demonstrate a measurable benefit to the Loveland
community by advancing Council priorities, fulfilling statutory or charter obligations, or
providing essential subject-matter guidance that cannot be effectively delivered through
existing City operations.

¢ Right-Sizing: The structure, scope of work, meeting frequency, and membership size of
each BCC should be proportional to its assigned duties. Workloads should be evaluated
regularly to ensure the body is neither over-resourced nor under-resourced for the
complexity of its responsibilities.

¢ Equity and Access: Recruitment, appointment, and participation processes should actively
remove barriers and ensure broad, inclusive access. Membership should reflect the
diversity of Loveland’s residents, perspectives, and lived experiences to support balanced
and informed advisory outcomes.

¢ Accountability: Each BCC must operate with clearly defined roles and responsibilities,
goals, actions, plans and measurable performance indicates must be outlined in the
Boards’ Agenda and reported in the meeting Minutes two (2) times per year. Advisory bodies
should demonstrate progress toward stated goals and provide timely, accurate
recommendations to Council.

e Transparency: Evaluation criteria, decision-making processes, and outcomes should be

clearly documented and communicated in ways that are accessible and understandable to
the public. BCC operations should model open and accountable governance.

Framework Overview

This evaluation framework looks at four key areas to help determine how effectively each board or
commission is fulfilling its role for the City of Loveland. These areas provide a clear and consistent
way to assess whether each body is appropriately aligned with community needs, Council
priorities, and its intended purpose.
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Scoring each criterion:

0 =Does not meet the criteria
1 = Meets a little of the criteria
3 = Meets half the criteria

5 = Meets all the criteria

Mandate & Necessity (Why it exists): Determines whether the board or commission has a
clear purpose, remains needed, and continues to support Council and community
priorities.

Scope & Workload (What it does): Reviews the duties assigned, the amount of work
completed, and whether the tasks are appropriate and manageable for a volunteer advisory
group.

Skills & Composition (Who serves): Evaluates whether the group has the right mix of skills,
experience, and community representation to carry out its responsibilities effectively.
Performance & Outcomes (How well it performs): Assesses the quality and impact of the
group’s work, including the usefulness of its recommendations and its progress toward

goals.

1. Mandate & Necessity Matrix

Obijective: This helps decide if the board or commission is still necessary.

Criterion

Indicator

Score (0-5)

Legal Requirement

Required by Charter, Code,
statute, or grant

Council Priority Alignment

Directly supports adopted
Council goals

Unique Advisory Role

Provides expertise not
otherwise available

Risk Mitigation

Reduces legal, financial, or
reputational risk

Public Interest

Addresses sustained
community need

Evaluating the scores:
® 20-25: Clearly needed

¢ 13-19: Useful, but may need updates
* 12 or below: Might be time to combine with another group or sunset it
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2. Scope & Workload Matrix

Objective: This looks at whether the group’s workload matches how it’s set up.

Criterion

Indicator

Score (0-5)

Defined Scope

Clear authority and limits

Workload Volume

Frequency and complexity
of agenda items

Decision Impact

Influence on policy or
operations

Staff Dependency Reasonable staff support
required
Duplication No overlap with other

bodies

How to read these scores:

¢ High scores mean the structure makes sense

¢ Low scores may mean the group is more complex than it needs to be

3. Skills & Composition Matrix

Objective: This checks whether the group has the right mix of skills and perspectives.

Skill Area Needed? (Y/N) Currently Gap?
Represented? (Y/N)
Subject Matter
Expertise
Policy &
Governance

Legal / Regulatory

Financial / Budget

Lived Community
Experience

Strategic Thinking

Collaboration &
Functionality
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Things to keep in mind about membership:

e The group should have the right number of members
e Term limits should help bring in new voices without losing continuity
e The appointment process should bring in strong applicants

Interpretation:

e |dentify areas that may be addressed through recruitment, training or restructuring

4. Performance & Outcomes Matrix

Objective: This helps review how well the group is performing over time.

Criterion Indicator Score (0-5)

Attendance & Engagement | Consistent quorum and
participation

Quality of Actionable, well-reasoned

Recommendations advice

Timeliness Meets deadlines and
statutory timelines

Council Utilization Recommendations
meaningfully considered

Annual Reporting Clear documentation of
activities

Interpretation:

e If scores stay low, it may be time for a reset or deeper review

Overall Evaluation & Council Action Guide

Total Assessment Recommended Action
Strong across all matrices Continue as structured
Strong mandate, weak performance Training, revised scope, or membership
changes
Weak mandate, strong skills Consider reassignment or consolidation
Weak across multiple areas Sunset or dissolve

Implementation Process

e Staff Preparation: Staff to gather basic information such as agendas, attendance, and key
outputs and complete the evaluation matrices for each board or commission.
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Council Review: Council reviews the summarized results during a study session or the
annual BCC review, identifying any needed changes or adjustments.

Public Transparency: Staff share a brief summary of the findings with the community
through a memo, dashboard, or other public format.

Action & Follow-Up: Approved changes are implemented, and each BCC is re-evaluated on
a regular two (2) year cycle.

63



Application Candidate Ranking Sheet

Interviewer: Date:

[ 1st 2nd 3rd 4th 5th [ 6th 7th

ranking
after 1st

interview Candidat

®
3

ranking
after 2nd
interview

ranking
after 3rd
interview

ranking
after4th
interview

ranking
after 5th
interview

(Required)

ranking
after6th
interview

ranking
after 7th
interview

ranking
after 8th
interview

| 1st | 2nd | 3rd | 4th | 5th | 6th 7th

1. Do you feel there are any candidates who do not qualify to be considered? Yes No

2. Ifyes, please list:

Signature:

Appendix C - Application Candidate Ranking Sheet
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Appendix C - (Supplemental) Application Candidate
Ranking Sheet (Optional)

Experience (1 -4 points)
Consider education, job and volunteer history, and lived experiences.

1. Limited familiarity with the topic; minimal relevant experience.

2. General awareness or personal connection to the subject matter.

3. Combination of lived and/or professional experience that contributes to understanding the
topic.

4. Deep lived, community-based, or professional expertise directly relevant to the group’s
work.

Perspective Contribution (1 -4 points)

Think about how the applicant’s experience and viewpoints broaden the group’s overall
perspective.

Perspective largely mirrors that of current membership.
Offers somewhat different views or experiences.
Brings a perspective that is currently underrepresented on the board.

PoObd=

Contributes a significantly different experience, viewpoint, or community insight that is not
currently represented.

Community Connection (1 -4 points)

Assess how well the applicant understands community needs, challenges, or impacts related to
the group’s work.

Unclear connection to community issues related to the group.
Some personal or neighborhood-level connection to community concerns.
Clear familiarity with many different community experiences or impacts.

PoObd=

Strong, grounded understanding of community needs (especially those not well-reflected in
current board membership).
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Engagement & Commitment (1 -4 points)
Look at interest, investment, and willingness to engage.

Limited interest or unclear motivation.
Interest and curiosity expressed.
Demonstrated engagement through community involvement, attendance, or advocacy.

PowObd=

Strong commitment to learning, contributing, and participating actively.
Collaboration (1 -4 points)

Evaluate the candidate’s openness to learning, respectful engagement, and working with different

viewpoints.
1. Minimal examples of collaboration.
2. Some evidence of listening and working with others.
3. Regular contributor to group decisions with a collaborative mindset.
4. Strong ability to work across differences, integrate multiple viewpoints, and support

inclusive decision-making.
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Appendix D — Abbreviated Bob’s Rules of Order

The Meeting Generally

Rule 1.1 - Any state or local law that concerns the conduct of a meeting is a part of the Rules of
Order to the extent the law is applicable to the Body.

Rule 1.2 - The meeting agenda will be followed unless properly amended or modified.

Rule 1.3 - The Body may presume that any legally required public notice for the meeting and for
each agenda item was properly completed.

Rule 1.4 - A Member shall disclose a conflict of interest and recuse themselves from both
participation and voting when required by applicable state or local law.

Rule 1.5 - A motion is not required for the Body to initiate discussion.

Rule 1.6 - The record for each decision of the Body includes all information presented to the Body
that pertains to the decision, all discussion and debate of the Body in reaching the decision, and all
laws and local policies applicable to the decision.

Rule 1.7 - The Body’s decision on a matter is presumed to be supported by the record and by
reasonable inferences drawn from the record.

Rule 1.8 - A meeting formally ends only upon the Presiding Officer’s declaration of adjournment
without objection or upon the approval of a Motion to Adjourn.

The Quorum

Rule 2.1 - A quorum of the Body is required for the Body to conduct business unless otherwise
expressly provided by the Body’s bylaws or the Rules of Order.

Rule 2.2 - A majority of the members of the Council holding office at the time shall be a quorum
for the transaction of business at all Council meetings. The ineligibility to vote, as a result of a
conflict and corresponding recusal, or voluntary decision to abstain from voting, shall not deprive
a quorum consistent with Charter Section 4-3.

Rule 2.3 - A request to be excused from the meeting while a motion is on the Floor, if granted, shall
be effective:

a) Upon the granting of the request if the excuse is due to a lawfully recognized conflict of
interest; or

b) Upon the granting of the request if the excused Member’s absence will not deny the Body
of a quorum; or

67



c) Upon the final vote or other final resolution of the pending motion if the excused Member’s
absence will deny the Body of a quorum.

Rule 2.4 - A Member’s unexcused absence while a motion is on the Floor shall not affect the
quorum until the final vote or other final resolution of the motion.

Rule 2.5 - In the absence of a quorum, the Presiding Officer, the Members present, or an
administrative staff member shall:

a) Postpone all unresolved agenda items to the next regular meeting; and
b) Adjourn the meeting.

The Presiding Officer

Rule 3.1 - The Presiding Officer shall be the exclusive director and facilitator of all meeting
conduct. The Presiding Officer shall be the Mayor unless the Mayor is not present at the meeting.
The Mayor Pro Tempore shall serve as the Presiding Officer during the absence of the Mayor. The
City Council shall select a Presiding Officer in the event the Mayor and Mayor Pro Tempore are
absent.

Rule 3.2 - The Presiding Officer serves as the parliamentarian unless the role is assigned to another
person.

Rule 3.3 -The Presiding Officer is entitled to the same rights as a Member unless otherwise limited
by law.

Rule 3.4 - The Presiding Officer may exercise discretion during the meeting subject to a Point of
Order or a Point of Appeal.

Rule 3.5 - The Presiding Officer shall facilitate the meeting in a fair and neutral manner and,
whenever practicable, deter to the Members to initially lead discussion, offer motions, and direct
debate.

The Floor

Rule 4.1 - The Floor is required to address the Body.

Rule 4.2 - A Member shall be granted the Floor by the Presiding Officer when properly requested
in accordance with the Rules and local meeting practice.

Rule 4.3 - A Member’s right to the Floor is limited to five minutes unless another applicable rule
provides for a different time.
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Rule 4.4 - A Member may obtain the Floor only once until all other Members are afforded an
opportunity to obtain the Floor.

The Motion & Second

Rule 5.1 - A motion is required for the Body to take formal action.

Rule 5.2 - A motion shall propose an affirmative proposition in clear and understandable language
that is limited to either a “yes” or a “no” vote.

Rule 5.3 - A motion requires a second.
Rule 5.4 - To be placed on the Floor for the Body’s consideration, the Presiding Officer must
acknowledge that the motion was properly stated and seconded in accordance with Rules 5.2 and

5.3.

Rule 5.5 - A motion, once acknowledged by the Presiding Officer and placed on the Floor, is owned
by the Body.

Rule 5.6 - The Presiding Officer shall offer the Moving Member the first opportunity to speak to a
debatable motion.

The Friendly Requests

Rule 6.1- A Friendly Amendment is authorized only for a debatable motion, and the amendment
of the motion will be effective unless a Member objects.

Rule 6.2 - A Friendly Withdrawal is authorized only for a debatable motion, and the withdrawal of
the motion will be effective unless a Member objects.

The Vote

Rule 7.1 - The Presiding Officer’s call for the vote closes the Floor.

Rule 7.2 - Proxy or absentee voting is not permitted.

Rule 7.3 - A Member shall not explain their vote after the call for the vote.

Rule 7.4 - Neither the Moving Member nor the Member offering a second on a motion must
advocate for or vote in favor of the motion.

Rule 7.5 - Each Member eligible to vote on a motion shall vote either “yes” or “no” except that
Charter Section 4-6 shall be applicable whereby a refusal to vote (abstention) is treated as a “yes”
vote. On the other hand, if a recusal occurs concerning a conflict of interest, the recusal shall not
be counted as either a “yes” or “no” vote. Neither abstention or recusal shall impact quorum.
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10.0

Rule 7.6 - The approval of a motion requires a vote of a majority of a quorum unless a different
number of votes is required, or authorized, by the Rules of Order or by law.

Rule 7.7 - The approval of a motion by the required vote shall decisively approve the motion’s
proposition or question.
Rule 7.8 - The failure of a motion to receive the required vote for approval shall result in the
rejection of the motion.

Rule 7.9 - A Member shall not change their vote after the announcement of the final vote except in
exceptional circumstances with the approval of the Presiding Officer.

Rule Suspension and Rule Deviation

Rule 8.1 - The Presiding Officer may suspend certain rules.
Rule 8.2 - The Body may suspend certain rules.

Rule 8.3 - An inadvertent and non-substantive deviation from a rule by the Presiding Officer or
the Body without objection from a Member is authorized and intended.

Class and Priority of Points and Motions

Privileged Motions do not relate to the pending motion and may be raised at any time, are not
debatable, and do not require the floor. They include, a point of order, a point of information, a
point of appeal, a motion to recess, and a motion for executive session.

Main Motions present a proposition or question for the body to take action upon. A main motion
can only be made when no other motion or point is pending. Only one main motion may be on the
floor at any given time. Main motions include the principal motion, a motion to continue or
postpone, a motion to reconsider, and a motion to adjourn.

Subordinate Motions are motions related to and supplement the main motion. Subordinate
motions must be dispensed prior to voting on the main motion. Once a subordinate motion
receives a second and is on the floor, neither the pending main motion or other subordinate
motions are in order.

Points Generally

Rule 10.1 - A point is privileged and may be raised at any time.
Rule 10.2 - A point does not require the Floor.

Rule 10.3 - A point does not require a second.

70



11.00 Point of Order

A Point of Order allows any member to call into question the Body’s actions regarding compliance
with the rules of order.

12.00 Point of Information

A Point of Information allows a Member to ask for and receive information about a specific matter
that is urgent to the Member or the Body.

13.00 Point of Appeal

A Point of Appeal provides a Member an opportunity to challenge a decision of the Presiding
Officer concerning the application of the rules of order.

14.0 Motions Generally

Rule 14.1 - A main motion is only in order when no other motion is on the Floor.
Rule 14.2 - A debatable motion may be amended by either:

a) A Friendly Amendment pursuant to Rule 6.1; or

b) A Motion to Amend.
Rule 14.3 - Only one Motion to Amend may be on the Floor at any one time.

15.00 Principal Motion

The Rules of Order recognize the Principal Motion as the title of a main motion that presents a
general proposition or a request that the Body take an action. The principal motion is intended to
address any action other than the actions described in the other seven motions authorized by the
Rules.

16.00 Motion to Continue or Postpone

The purpose of a Motion to Continue or Postpone is to defer or delay consideration of an agenda
item. The Deferral or delay may take the form of three different options related to time. 1) To a
future day and time, 2) to an uncertain time, or 3) indefinitely.

17.00 Motion to Amend

The purpose of a motion to amend is to modify a debatable motion on the Floor.
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18.00 Motion to Close Debate

A motion to close debate, which is sometimes confusingly expressed as a “Motion to Call the
Question,” will allow the Body to cease debate, which will effectively require an immediate vote
on a pending debatable motion. A motion to close debate requires 2/3 of the quorum.

19.00 Motion to Reconsider

The purpose of a Motion to Reconsider is to effectively negate or vacate a previous decision on a
motion of the Body and to return the Body to a point immediately prior to the offer of the previously
approved motion. A Motion to Reconsider allows the Body to recommend debate and eventually
propose a new motion or action regarding the matter. A Motion to Reconsider does not
automatically reverse the prior decision of the Body. A Motion to Reconsider must be made at the
same meeting at which the decision to be reconsidered was approved or at the next regular meeting
of the Body at which the decision to be reconsidered was approved.

20.00 Motion to Recess

The purpose of a Motion to Recess is to provide the Body a temporary break in the meeting.
21.00 Motion to Adjourn
The purpose of a motion to adjourn is to allow the Body to formally terminate the meeting by vote.

22.00 Motion for an Executive Session

The purpose of a Motion for an Executive Session is to take advantage of the statutorily authorized
privilege of convening in a confidential meeting for the discussion of limited matters authorized by
the Colorado Open Meetings Law, C.R.S. Section 24-6-402(4) and Charter Section 4-4(c).

*Rules 23.00, 24.00, and 25.00 (concerning nomination and appointment) are adopted in their
original form and are not restated here for convenience.
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Appendix E - Bob’s Rules of Order

Summary of Requirements for Motions and Points

BOB'S RULES OF ORDER:
SUMMARY OF REQUIREMENTS FOR MOTIONS AND POINTS

REQUIREMENTS FOR MOTIONS REQUIREMENTS FOR POINTS

l\ STAFF Be recognized by the POINT OF ORDER
[@ / PRESENTATION = Chair before speaking. Claim a rule was violated

OBTAIN May interrupt speaker.
THE FLOOR | RISE TO A POINT OF ORDER.”

POINT OF INFORMATION

Request or provide urgent
information about the motion.

“| RISE TO A POINT OF INFORMATION.”
POINT OF APPEAL

Challenge a decision by the chair.
Decided by vote.

“I APPEAL THE DECISION OF THE CHAIR."

The maker of the motion
speaks first. Open discussion.

Usually simple majorigl,
Results are announced.

ally simple majority
lesults are announced:

) KEY PRINCIPLES: RESPECT » TRANSPARENCY « EFFICIENCY 4}
SIMPLIFIED GOVERNANGE : i
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Appendix F - Standardized Application

Interview Questions

. These are the standard interview questions for applicants. No more than 3 additional

questions specific to the purpose or goals of the members can be added and must be
approved by human Resources.

Please briefly tell us about your background and why you would like to join this
Board/Commission/Committee.

. This Board/Commission/Committee meets generally on [ insert schedule and meeting
frequency]. Do you have any conflicts with attending meetings in-person?

. Would you consider an alternate position if you were not chosen to serve in a primary
position?

How would you define the role of this board or commission?

Please explain how you would contribute to supporting this board or commission in
connecting with the broader community, including which specific groups, perspectives, or
sectors you are well-positioned to engage.

Do you have anything you would like to add, or do you have any questions for us?

. *Optional to add no more than 3 additional questions specific to the purpose or goals of the
members.
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RESOLUTION #R-26-2026

A RESOLUTION ADOPTING THE CITY OF LOVELAND
HANDBOOK FOR BOARDS AND COMMISSIONS

WHEREAS, Loveland Municipal Code Section 2.60.010 authorizes the City Council
to adopt a Handbook for Boards and Commissions to guide the City of Loveland’s advisory
boards and commissions regarding policies and procedures; and

WHEREAS, the Handbook was updated and adopted in 2022 by Resolution #R-113-
2021 and last updated in 2023 by #R-104-2023 on November 14, 2023 and most recently
amended by Resolution #R-9-2025; and

WHEREAS, the Handbook has again been comprehensively updated to standardize
public meeting procedures, enhance ethical and conduct standards, establish formal guidelines
for Youth Dual Service participation, clarify remote attendance policies, and implement an
evaluation matrix for the ongoing review and consolidation of advisory bodies; and

WHEREAS, City Council desires to adopt the updated Handbook for Boards and
Commissions.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE
CITY OF LOVELAND, COLORADO, AS FOLLOWS:

Section 1. The Handbook for Boards and Commissions is hereby repealed and
replaced with the attached Exhibit A and incorporated herein by reference.

Section 2. This Resolution shall go into effect on November 1, 2026. In the interim,
#R-9-2025 shall govern until the aforementioned date. However, to the extent there is no
conflict between #R-9-2025 and this instant Resolution, this instant Resolution shall be
persuasive authority on any covered matter.

ADOPTED this 19" day of May, 2026.

Phkric?c McFall, Mayor
ATTEST:

éshley Macdonald, City Clerk s,
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APPROVED AS TO FORM:

ol S——

S
incg Juriglas, City Attorney
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