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CITY OF LOVELAND

OATH OF OFFICE
STATE OF COLORADO )
) ss
COUNTY OF LARIMER )

I do solemnly swear that I will support the Constitution and laws of
the United States and the State of Colorado and ordinances of the City
of Loveland, and that I will faithfully and impartially perform the
duties of City Council member of the City of Loveland, to the best of
my ability.

Signed

Term of Office:
Month day, year - Month day, year

Subscribed and sworn to before me this

day of ,

(Name)
Mayor
Attest:

Ashley Macdonald,
City Clerk

City of Loveland and Loveland City Council Manual (May 19, 2026) -- 4



Foreword

While serving as a public official, there are myriad of issues with which you will become
involved. This protocol manual (the “Manual”) centralizes information on common issues related
to local government and your role as a City Council member of the City of Loveland (the “City”).

The issues addressed by City Council are often complex and subjective. This Manual is
intended to be a guide and is not a substitute for the counsel, guidance, or opinion of the City
Attorney. The Manual shall, at all times, be subordinate to the City Charter, the Loveland
Municipal Code, and the laws of the state of Colorado unless the City may reasonably exercise its
home rule authority.

The protocols included in this Manual have been formally adopted by the City Council.
Provisions contained herein will be reviewed as needed but not less than every two years.
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Chapter 1
Introduction and Overview

As a City Council member, you establish important and often critical policies for the
community and are a board member of a public corporation having an annual budget of several
million dollars. The scope of services and issues addressed by the city organization go well beyond
those frequently reported in the newspaper, online, via social media, or discussed at City Council
meetings.

1.01 Council-Manager Form of Government

The City is a Council-Manager form of government. As described in the City’s Charter,
certain responsibilities are vested in the City Council and the City Manager. This form of
government prescribes that City Council’s role is that of a legislative policymaking body which:
(1) determines the local laws that regulate community life; (2) directs public policy; and (3) directs
the City Manager and City Attorney to administer the affairs of the city government in a
businesslike and prudent manner.

1.02 Colorado Municipal League

The Colorado Municipal League offers the publications below, among others, which
provide a wealth of general information on roles, responsibilities and governance:

» Appendix A: Municipal Governance 101
»> Appendix B: Colorado Municipal Government: An Introduction
» Government Finance Officers Association (GFOA) Recommended Reading:

Elected Official Budget Series

Elected Officials Guide to Capital Planning & Debt

Understanding the Fiscal Health of Your Community

These publications are distributed to Council members with this Manual and should be
reviewed.

1.03  Purpose of City Council Protocol Manual

The City created this Manual to assist the City Council by documenting accepted practices
and clarifying expectations. Administration of City Council affairs is greatly enhanced by the
alignment of the City Council and staff to be governed by these practices. While attempting not
to be overly restrictive, procedures are established so that expectations and practices can be clearly
articulated to guide Council members in their actions.
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1.04 Overview of Foundational City Documents

This Manual provides a summary of important aspects of City Council activities. However,
it cannot incorporate all material and information necessary for undertaking the business of the
City Council. Many other laws, plans, documents, and Administrative Regulations (“AR(s)”’) and
Council Rules exist which bind the City Council to certain courses of action and practices. The
following is a summary of notable documents that establish City Council direction.

A. City Charter

The state laws contain many requirements for the operation of city government and
administration of meetings of city councils throughout the state. The City is a Home Rule
Municipality, and the City Charter outlines the City’s governmental structure. Articles 3 and 4 of
the City Charter address Council powers, structure, duties, and meetings. Appendix C

B. Loveland Municipal Code

The Loveland Municipal Code (“LMC”) covers administrative matters, contains a variety
of laws including, but not limited to, zoning standards, health and safety issues, traffic regulations,
building standards, and revenue and finance issues.

C. City of Loveland Board and Commissions Handbook

It is the City’s policy to uphold, promote, and demand the highest standards of ethics from
all its elected and appointed officials. Accordingly, all members of the City Council, members of
all appointed boards, commissions, committees, City employees, consultants and professional
service providers are expected to maintain the utmost standards of personal integrity, truthfulness,
honesty and fairness in carrying out their public duties; avoid any improprieties in their roles as
public servants; and never use their City position or powers for personal gain. Appendix D

D. Annual Budget

The annual budget is the primary tool for accomplishing the City’s goals. The budget
document is the result of one of the City’s most important processes. By adopting the annual
budget, the City Council makes policy decisions, sets priorities, allocates resources, and provides
the framework for government operations.

E. Annual Financial Report

The annual financial report includes: (1) the financial statements of the City for a calendar
year; (2) the financial condition of the City as reflected in the balance sheet; (3) the results of
operations as reflected in income statements; (4) an analysis of the uses of City funds; (5) related
footnotes; and (6) statements for the various groups of funds and a consolidated group of
statements for the City as a whole.

F. Comprehensive Plan

The City’s Comprehensive Plan (adopted in 2016) (the “Plan”) is the fundamental policy
document that describes the City’s future growth and development desired by City residents. It
guides City decisions about future development and planning areas and is defined and created
through extensive community participation among citizens, businesses, the youth, community
leaders, property owners, technical staff, and advisors. The Plan is based on community needs,
existing development patterns, and desired vision, and the Plan seeks to ensure an orderly,
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balanced mix of employment, residential, and commercial uses while conserving the City’s rural
and agricultural character.

The Plan and future updates must be approved by the City Council. The Plan includes three
elements that address areas important to the future development of the City: (1) Centers and
Corridors, (2) Health, Environment, and Mobility, and (3) Neighborhoods and Community Assets.

G. Five-year Capital Improvement Program

The Five-year Capital Improvement Program serves as a guide to determine priorities,
planning, financing, and constructing capital projects which add to, support, or improve the
physical infrastructure, capital assets, or productive capacity of City services.

H. Disaster Preparedness Plans and Continuity of Operations Plan

The City maintains a disaster preparedness plan compliant with the National Incident
Management System (NIMS) that outlines actions to be taken during times of extreme emergency.
The City Manager is called upon to declare the emergency, and the Loveland Fire Rescue
Authority’s Emergency Manager directs all disaster response activities. The City Council may be
called upon during an emergency to establish policies related to a specific incident or continue an
emergency beyond an initial period made by the City Manager.

1.05 New Member Orientation

It is important that City Council members understand the full range of City services and
programs. As new members join City Council, the City Manager, City Attorney, and City Clerk
will host an orientation program that provides an opportunity for members to tour municipal
facilities and meet with key staff. Additionally, the Colorado Municipal League offers a Newly
Elected Officials Workshop. The City’s insurance provider, the Colorado Intergovernmental Risk
Sharing Agency (“CIRSA”), provides ethics and liability training, and offers online resources. At
any time, if there are facilities or programs about which you would like more information,
arrangements will be made to increase your awareness of these operations.

Chapter 2
Loveland City Council: General Powers and Responsibilities

2.01 City Council Generally

The City of Loveland is a home-rule, council-manager form of government. The City
Council is a nine-member policy-making board for the City of Loveland. The Council includes the
Mayor, who is elected for a two-year term by the community at large.

The Mayor has the same voting rights as all other Council members and is responsible for
presiding over council meetings. This position is recognized as the City government leader for all
ceremonial purposes. The council elects, by majority vote, a Mayor Pro Tem to serve the same
term as the Mayor. The Mayor Pro Tem is expected to perform responsibilities of the Mayor when
he or she is absent or unable to perform their duties.
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Two Council members are elected from each ward to serve four-year terms. There are four
wards in the City of Loveland. The Council member representing the ward must have lived in the
ward for 12 consecutive months immediately preceding the election.

The City Charter does not impose term limits on the Mayor or any of the Council members
to preserve the right of the citizens to vote for the candidates of their choice.

The Mayor and Council members give a significant amount of time to serve the
community. They are paid a monthly salary that is established by ordinance; and they are
reimbursed for the actual and necessary expenses incurred in the performance of the duties of their
office.

The City Council serves a critical role in the development of policy that provides the basis
for decision-making. Decisions made impact the community for years into the future. This form
of representative government is intended to ensure that the community leaders build a sustainable
community that protects the health, safety and welfare of Loveland residents.

Loveland believes that the interests of the citizens now and in the future are founded in
providing leadership in the community and in the Northern Colorado region. The public and
private partnerships forged by the Mayor and the Council will help to ensure that the superior
quality of life citizens enjoy today will be available for generations to come.

Fundamentally, the powers of the City Council are to be utilized for the good of the
community and its residents; to provide for the health, safety and general welfare of the citizenry.
The City Council is the policy making and law-making body of the City. State law and local
ordinances grant the powers and responsibilities of the Council.

It is important to note that the Council acts as a body. No member has any extraordinary
powers beyond those of other members. While the Mayor has additional ceremonial and presiding
officer responsibilities as described herein, when it comes to establishing policies, voting, and in
other significant areas, all members are equal. It is also important to note that policy is established
by at least a majority vote of the Council. While individual members may disagree with a decision
of the majority, it nonetheless binds the Council to a course of action. Council members should
respect adopted Council policy. In turn, staff is responsible for ensuring the Council’s policy is
upheld.

Actions of staff to pursue policy direction established by a majority of Council do not
reflect any bias against Council members who held a minority opinion on an issue.

A. Council Non-Participation in Administration

To uphold the integrity of the council-manager form of government, and to provide proper
checks and balances, City Council members must refrain from becoming directly involved in the
City’s administrative matters. As the City’s policymaking and lawmaking body, Council’s
involvement in enforcement of ordinances would damage the system’s credibility. City Charter,
Article 8, Section 8.5, specifically prohibits interference by Council members in the city’s
administrative service, including the hiring, firing, and work of city staff, excepting the City
Manager, City Attorney, and Municipal Judge.
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Except for the purpose of inquiry, the Council and its members will engage with the
administrative service solely through the City Manager or designee, and neither the Council nor
any committee or committee member shall give orders to any subordinate of the City Manager,
City Attorney, or Municipal Judge.

2.02 Role of Council Members

City Council members are collectively responsible for establishing policy, adopting an
annual budget, and providing vision and goals to the City Manager. The following outline is a
brief description of the various duties of Council members. The outline is not intended to be
comprehensive but rather it is an effort to summarize the Council’s primary responsibilities.

A. Summary of Council Duties and Responsibilities as Provided in, but not Limited to, the City’s
Charter and LMC:

1.  Establish Policy

a

b.
C.
d.

€.

Adopt goals and objectives

Establish priorities for public services

Approve/amend the operating and capital budgets

Approve contracts for which funds were not previously budgeted and
appropriated by City Council, or if the cost of a change order equals or exceeds
20% of the original contract amount

Adopt resolutions

2.  Enact Local Laws

a.

Adopt ordinances

3. Supervise Appointed Officials

a.

b.

Appoint and evaluate the performance of the City Manager, City Attorney,
and Municipal Judge

Establish, make appointments, and provide direction to:

a. City Manager

b. City Attorney

¢. Municipal Judge

d. Advisory boards and commissions

4.  Provide Public Leadership

a.

opo o

Relate wishes and concerns of constituents to promote representative
governance

Mediate conflicting interests while building a consensus

Call special elections as necessary

Communicate the City’s vision and goals to constituents

Represent the City’s interest at county, regional, state, and federal levels

5. Decision-Making

a.

Study problems
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b.  Review alternatives
c.  Determine best course of public policy

2.03 Role of Mayor (City Charter, Article 3, Sec. 3-2)

A. Presiding Officer

The Mayor shall be the Council’s chairperson and preside over its deliberations. The Mayor
may make and second motions and shall have a voice and vote in all its proceedings. He or she
shall be recognized as head of the city government for all purposes and by the governor for
purposes of military law. The Mayor shall have no regular administrative duties, but shall, on
behalf of the council, confer and advise with the City Manager to ensure that council programs
and policies are fulfilled. In addition, the Mayor shall govern the city by proclamation during times
of riot, civil insurrection, major disaster, or significant public danger.

B. Ceremonial Representative

It is the Mayor’s responsibility to act as the City Council’s ceremonial representative at
public events and functions. The Mayor is vested with the authority to initiate and execute
proclamations. In the Mayor’s absence, the Mayor Pro Tem assumes this responsibility. Should
both the Mayor and Mayor Pro Tem be absent, the Mayor will appoint another Council member
to assume this responsibility.

2.04 Absence of Mayor and Council Members (City Charter, Article 3, Sec. 3-7)

If the Mayor or any Council member shall be absent from more than three consecutive
regular meetings without the consent of the council duly recorded in the minutes, he or she shall
thereupon cease to hold office.!

2.05 Election of Officers (City Charter, Article 3, Sec. 3-2 and 3-7)

By the affirmative vote of a majority of the entire Council, a Council member shall be appointed
as Mayor Pro Tem, for the same term as the Mayor, to perform the responsibilities of the Mayor
when the Mayor is absent or is otherwise unable to perform the responsibilities of the Mayor.
Procedures for electing officers are as follows:

Vacancies in Council and Office of Mayor (City Charter, Article 3, Sec. 3-7)

(a) A vacancy shall exist if, during the term of office, the Mayor or a Council member dies, is
judicially declared incompetent, resigns, is recalled without the election of a successor, no longer

!'If the Mayor is unable to attend a Council meeting, the Council member should email the date of the upcoming
absence to the Mayor Pro Tem, City Manager, City Attorney, City Clerk, and Executive Coordinator. If notification
is being sent less than four hours prior to the meeting, a text to these individuals is appreciated.

If a Council member is unable to attend a Council meeting, the Council member should email the date of the
upcoming absence to the Mayor, City Manager, City Attorney, City Clerk, and Executive Coordinator. If
notification is being sent less than four hours prior to the meeting, a text to these individuals is appreciated.
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meets one (1) or more of the qualifications specified in Section 3-3, or has had more than three (3)
consecutive unexcused absences from regular meetings of the Council.

(b) An absence from a regular meeting shall be considered unexcused only if the Council so
determines by motion. The motion shall set forth the reasons for the determination.

(c)The fourth consecutive unexcused absence shall be deemed to constitute a vacation of the office
effective on the date of the motion of the Council determining that such absence was unexcused.

(d) Except as otherwise provided in Subsections (e), (f), and (g) of this section, any vacancy which
occurs in the office of Mayor or Council member shall be filled, for the remainder of the term, at
a special election which shall be scheduled and held as provided in Section 6-3.

(e) If a regular City election will be held within one hundred eighty (180) days after the vacancy
occurs, no special election shall be scheduled, and the vacancy shall be filled at that regular
election.

(f) If a general statewide election will be held within one hundred eighty (180) days after the
vacancy occurs, the vacancy shall be filled at a special election which shall be held on the date of
that statewide election.

(g) The City Council, by a majority vote of the remaining members, may appoint a person who
meets the qualifications of Section 3-3 to hold the office until the vacancy is filled by election
pursuant to Subsections (d), (e), or (f). The term of the appointment shall not exceed one hundred
eighty (180) days.

2.06 Emergency Response

The City Manager shall sign the declaration of emergency (characterized in state law at
C.R.S. 24-33.5-709 as a local disaster declaration).

2.07 Appointment of Officers

The City Council is responsible for appointing three positions within the city organization:
City Manager, City Attorney, and Municipal Judge.

A. City Manager (City Charter, Article 8, Sec. 8-1)

(a) The City Council, by the affirmative vote of two-thirds (%3) of the entire Council, shall
appoint a City Manager to serve at the pleasure of the Council.

(b) The Council shall establish the City Manager's compensation.

(c) The City Manager shall become a resident of the City or the Community Influence Area as
defined in the Comprehensive Plan adopted by the City Council, as amended from time to
time, within six (6) months of appointment, and shall remain a resident of such area
throughout the Manager's appointment. (Amended at the election held November 7, 2000.)
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B.

(d) The City Council shall evaluate the City Manager's performance at least annually.

(e) The removal of the City Manager shall require the affirmative vote of two-thirds (%) of
the entire Council.

City Attorney — (City Charter, Article 9, Sec. 9.1)

The City Council shall appoint the city attorney, who shall be an attorney at law, duly licensed to
practice in the State of Colorado, who shall be the chief legal advisor of all officers, departments
and agencies and of all officers and employees in matters relating to their official powers and
duties. The city attorney shall represent the city in all legal proceedings. It shall be their duty to
perform all services incident to the position as may be required by statute by this Charter or by
law.

C.

(a) The City Council, by the affirmative vote of two-thirds (35) of the entire Council, shall
appoint a City Attorney to serve at the pleasure of the Council.

(b) The Council shall establish the City Attorney's compensation.

(c) The City Attorney shall be, at all times while serving as City Attorney, an attorney at law
admitted to practice in Colorado.

(d) The removal of the City Attorney shall require the affirmative vote of two-thirds (%5) of
the entire Council.

(e) The City Attorney shall serve as the chief legal advisor for the City, shall advise the
Council and other City officials in matters relating to their official powers and duties, and
shall perform such other duties as may be designated by the Council.

(f) Employees subordinate to the City Attorney shall be subject to the personnel rules and
regulations established pursuant to Section 8-4(b), but supervision and control over such
employees shall be exercised by the City Attorney.

(g) The City Council shall evaluate the City Attorney's performance at least annually.

(h) The Council may employ such special counsel as may be recommended by the City
Attorney, the City Manager, or the Council.

Municipal Judge (City Charter, Article 9, Sec. 9-2)

Supervision and control over employees subordinate to the Municipal Judge shall be

exercised by the City Manager.

(a) There shall be a Municipal Court vested with jurisdiction over matters arising under the
Charter and ordinances of the City. The Municipal Court shall be a court of record.
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(b) The City Council shall appoint, by the affirmative vote of two-thirds (%5) of the entire
Council, a presiding municipal judge and such deputy municipal judges as the Council
deems necessary. Each municipal judge shall be appointed for a two (2) year term.

(c) The Council shall establish the compensation for the presiding municipal judge and each
deputy municipal judge. The compensation shall not be dependent upon the outcome of
the matters to be decided by the judge.

(d) The presiding municipal judge and each deputy municipal judge shall be, at all times while
serving as judge, an attorney at law admitted to practice in Colorado.

(e) The removal of any judge during the term of office shall require the affirmative vote of
two-thirds (%3) of the entire Council. Any such removal shall only be for cause as specified
in the statutes applicable to the removal of municipal judges, and for any other conduct
which would constitute a violation of the Colorado Code of Judicial Conduct, as from time
to time amended, if committed by a judge subject to such Code.

2.08 Adyvisory Bodies
A. Appointments Made by the Council

Boards, commissions, and citizen committees provide a great deal of assistance to the
Loveland City Council when formulating public policy and transforming policy decisions into
action. The City has several boards and commissions. In addition, special purpose committees
and task forces may be appointed by the City Council to address issues of interest or to conduct
background work on technical or politically sensitive issues. Special or ad hoc committees will be
dissolved upon completion of the intended task.

The procedures established in this Manual reflect the City Council’s policy regarding the
appointment of volunteer citizens to the various advisory bodies of the City. The establishment of
these procedures ensures that well-qualified, responsible, and willing citizens are given the
opportunity to serve the City and participate in the governing of their community.

City Charter, Article 10

Each board and commission existing at the time the Charter is adopted shall continue,
except as otherwise provided by ordinance. The City Council may, by ordinance, establish,
consolidate or abolish any board or commission, except that the Planning Commission and the
Zoning Board of Adjustment may not be abolished. Board and Commission members shall
adhere to the guidelines set forth in the Handbook for Boards and Commissions, on file in the
City Clerk’s Office.

(a) Except as otherwise provided by the Charter or by ordinance, each board and
commission shall be advisory in character. The selection, term, and responsibilities concerning
each board and commission shall be as established by ordinance. The policies and other matters
concerning each board and commission shall be as established by resolution. (Amended at the
election held November 3, 1998)
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(b) The appointment or removal of any board or commission member who is required by
ordinance to be appointed by the City Council shall require the affirmative vote of a majority of
the entire Council. The chairperson shall monitor attendance and forward attendance information
to the City Clerk’s Office when a member fails to meet the attendance requirements stated in the
Handbook for Boards and Commissions, and the City Clerk’s Office shall inform the member
that their membership has been terminated for failure to meet the attendance requirements. A
member appointed by the City Council shall serve at the pleasure of the Council.

(c) The members of each board and commission shall serve without compensation, but
may be paid authorized expenses actually incurred in the performance of the duties of office.

(d) No board or commission shall hold any executive session except in accordance with procedures
which shall be consistent with those established in Section 4-4, and only for the purposes specified
in Section 4-4.

B. Representation by Council Members

Council members are often requested to serve on outside boards, councils, commissions,
or committees. This type of representation serves to facilitate communication and provide
interaction with other governmental bodies. The City Council appoints members to some of these
groups on an as-needed or as-requested basis.

Where applicable, Council will appoint an alternate to attend outside boards, councils,
commissions, or committees, if the main liaison to such group is unable to attend a meeting of the
group. If after hours, the main liaison will notify the alternate as soon as possible after the main
liaison realizes they will be unable to attend an upcoming meeting of the outside group. If the
main liaison is unable to attend a meeting, he or she will immediately attempt to notify the alternate
of the need for their attendance at the outside group meeting.

Council members participating in policy discussions at regional meetings will represent the
consensus of the Council, except where regional appointment requires regional opinion. Personal
positions, when given, will be identified and not represented as the position of the City.
Assignment and direction of staff in relation to regional meetings are at the discretion of the City
Manager.
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Chapter 3
Support Provided to City Council

3.01 Administrative Support

Staff and administrative support to members of the City Council are provided through the
City Manager’s Office, and other designees. Support services, including appointment scheduling,
receipt of telephone messages, and word processing, are available as needed. Sensitivity to the
workload of support staff members in the City Manager’s Office is appreciated. Please note that
staff may have high-priority work assignments. Should requested tasks require significant time
commitments, Council members will consult with the City Manager prior to requesting assistance.

3.02 Office Equipment

To enhance Council members’ service to the community and their ability to communicate
with staff and the public, the City provides meeting facilities and technology for City business.
For Council members who do not have or do not wish to use personally owned computers for City
business, the City will provide computers and the necessary software with Internet and e-mail
capabilities. The Information and Technology Department (“IT Department”) will provide
installation of external modems and communications software, and training in the use of computers
and related software. While staff will maintain those computer applications related to City affairs,
staff cannot help with personal computer applications.

It is important to note that all letters, memoranda, and interactive digital communication
involving City Council members and members of advisory boards and commissions, the subject
of which relates to the conduct of government or the performance of any governmental function,
with certain exceptions, are public records. (See, AR-00045.). All members of the City Council
are subject to AR-00037 concerning harassment and discrimination. However, the City strongly
recommends that members of the Council adhere to our electronic system ARs AR-00008 and AR-
00046

IT staff will collect City computers and other technology when a Council member has
completed their term of office.

A. Use of Electronic Systems and Tools (AR-00008 and AR-00046)

Electronic communications and Internet technology allow access to a broad range of ideas
and information and facilitate the exchange of ideas and information in a timely and efficient
manner. The City of Loveland supports the use of electronic communications, networked
information, and Internet resources to further its mission and to foster communication and
information exchange within the City.

The IT Department operates and manages the City’s electronic communications resources
and Internet access and ensures that the City’s resources are used to support the business of the
organization through implementation of appropriate policies. City of Loveland employees are
expected to be cognizant of the rules and conventions that make these resources secure and
efficient, and to use the resources in a responsible manner, consistent with the work-related,
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professional and educational purposes for which these resources are provided. employees who
access email and the Internet from wireless connections or remote locations via any connection
through the City are also subject to this section.

3.03 Meeting /Conference Rooms

Use of City conference rooms may be scheduled with the City Clerk’s Office and City
Manager’s Office.

A. Procedure

The Council Chambers and conference rooms are available to all City Departments and
government-related agencies that wish to conduct non-commercial non-electioneering meetings.
Council member-initiated meetings, such as town hall events, require Council members to utilize
a publicly rentable space. Rentable conference rooms must be reserved through the applicable City
Department managing the facility (i.e. a Library conference room would necessitate contracting
the Library administration to rent the room). Council members will be charged the public rate. The
City does not permit members of the Council to occupy or use rooms that are not rentable by the
public.

B. All groups must abide by the following regulations:

1. City Government meetings will have priority.

2. Conference rooms are generally available Monday through Friday. Exceptions
may be granted by the applicable Department in Consultation with the City
Manager.

3. Meetings conducted in City Conference Rooms must be non-profit in nature.

4. Partisan political party meetings and public forums held by candidates actively

seeking office will not be permitted.
3.04 Mail, Deliveries
Mail addressed to City Council members and other materials are delivered via individual
mailboxes located in the City Manager’s Office. City staff may also telefax, email, or personally

deliver time-sensitive materials to a member’s home or office, if appropriate.

In some circumstances, correspondence addressed to one Council member may be copied
and distributed to all Council members.
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Chapter 4
Financial Matters

4.01 Council Compensation (City Charter, Article II, Sec. 9)

The annual salaries of the Mayor and Council shall be as determined by ordinance but shall
not be decreased or increased during the current term of councilmen enacting such ordinance. The
annual salaries of the Mayor, Mayor Pro Tem, and Council members are determined and adjusted
according to Ordinance No. 1037.1. The City’s finance department can provide information on
salaries.

4.02 Budget

The City budget includes appropriations for expenses necessary for members to undertake
official City business. Funding provided includes membership in professional organizations,
attendance at conferences or educational seminars, purchase of publications and office supplies. .

4.03 Financial Disclosure

Each candidate shall file with the City Clerk a financial disclosure statement pursuant to
LMC Section 2.14.010.1 within ten (10) days after filing an acceptance of nomination. A Council
member appointed to fill a vacancy within 60 days following the filling of such vacancy, covering
as his or her annual period the twelve-month period ending with the last full month prior to the
date of taking office and thereafter on or before the 1% day of June of each year. Council members
are required to file a written financial disclosure statement, or written statement of no change, with
the City Clerk on an annual basis on or before the 1% day of June of each year, covering the previous
calendar year. An amended statement shall also be filed within 30 days after termination or
acquisition of interests as to which disclosure is required. Statements filed in any of the above
cases will be available for public inspection.

Failure to file or filing a false or incomplete financial disclosure statement, if done
knowingly, is a misdemeanor. Failure of any person to file the disclosure statement required under
Charter Section 17-3 will result in the disqualification of such person as a candidate for the office
being sought. A violation of this provision of the LMC by a Council member or Mayor shall be
punished by a fine consistent with LMC 1.12.010 or by imprisonment of not more than 90 days,
or by both such fine and imprisonment. Said collected fines shall be paid to the General Fund.

4.04 Travel Policy (City Administrative Regulation AR-00058)
A. Purpose

This Directive is issued to establish a policy for City Council and Board members’ travel
expenses, including travel advances, reimbursement for actual travel expenses incurred, and

reconciliation of travel advances.

B. Travel Authorization
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A Travel Authorization Form must be completed and approved prior to confirming any
travel arrangements. The Travel Authorization Form for Council members and Board members
shall be approved by the Executive Assistant to the City Manager or a Staff Liaison.

C. Travel Advance

Council members and Board members may request advance payment for approved
estimated travel costs by completing the appropriate information on the Travel Authorization
Form.

Advancing money for travel expenses does not constitute approval for the expenditure of
the entire amount so advanced, as all expenditures must be justified and approved.

D. Use of Personal Vehicles For City Business

A Council member or Board member who use their personal vehicles for conferences will
be reimbursed at the standard 1.R.S. mileage rate in effect at that time. The City will not reimburse
for any fines for traffic violations or parking tickets while operating a city or privately owned
vehicle. Additionally, the City will not reimburse costs incurred due to accidents, repairs, or
breakdowns while operating private vehicles on authorized city travel.

It is expected that out-of-state trips will be made by commercial airline to keep travel time
at a minimum. When a personal vehicle is used for the convenience of the Council member or
Board member in lieu of air travel, the City will reimburse only the lesser of the airfare or the
mileage (at the I.R.S. mileage rate in effect at that time) using the most direct route. This
alternative procedure must be approved in advance of the trip, and Council members and Board
members must submit with the Travel Authorization Form a comparison between the airfare
(including necessary ground transportation costs) and mileage costs, and obtain specific approval
of the Mayor or his or her designee for the alternative.

E. Airfare/Registration Fees

Whenever possible, airfare and registration fees should be paid directly to the vendor.
Airfare shall be paid at coach rates only. The City shall not advance or pay for the travel or
registration expenses of any Council member or Board member’s spouse or guest. Council
members and Board members are responsible for those expenses. Any costs incurred above an
individual rate shall be the responsibility of the Council member or Board member.

F. Payment For Meals

It is intended that Council members or Board members traveling on City business shall be
allowed an adequate per diem rate for meals plus taxes and a reasonable gratuity for the server.
Council members and Board members may be reimbursed for meals with a flat, per diem rate and
requires no receipt of the actual expense. The per diem meal rate for employees is listed in the
Travel Policy.
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If conference/meeting/event registration fees include payment for meal(s), the per diem
total must be reduced by the appropriate per-meal amounts noted above. In limited circumstances,
with prior approval of the City Manager, a guest may be eligible for reimbursement by providing
the guest’s name, affiliation, place of the meeting, and business reason with the reimbursement
request.

G. LODGING

Lodging costs shall be paid at the single-occupancy rate. To minimize ground
transportation expenses, preference for all lodging shall be at the location of the seminar,
conference, training, etc. Any costs incurred above the single-occupancy rate shall be the
responsibility of the Council member or Board member.

H. GROUND TRANSPORTATION

Costs for necessary ground transportation (taxi, shuttle, bus, ride shares, etc.) shall be
reimbursed at the actual cost with necessary documentation attached to the travel expense report.
Reasonable car rental fees may be allowed if the travel circumstances dictate.

L INCIDENTAL EXPENSES

Incidental expenses related to necessary travel are reimbursable with receipt. Examples of
incidental expenses include but are not limited to:

e (Gasoline for rented or City-owned vehicles

e Parking fees and toll charges

e (Qratuities for baggage handling, valet parking, chamber maid, etc.

J. GENERAL INFORMATION

A Council member or Board member combining travel on city official business and travel
for another organization or for personal reasons will be reimbursed only for the appropriate part
of the city’s cost. The basis for reimbursement will be arranged with the city in advance of travel.

Emergency travel may be authorized by the City Manager or his or her designee. Such
travel will be subject to the same rates and allowances as normal travel. All expenses will be
approved and reimbursed in accordance with the guidelines of this directive upon completion of
emergency travel.

If funds for the travel have not been approved in the Annual Budget, a memorandum
explaining the reason for the travel request shall be submitted to the City Manager for approval.

K. TRAVEL EXPENSE REPORT

Upon return from approved travel, Council members and Board members must submit a
Travel Reconciliation Form (available on the Finance Department’s intranet page) within five
business days. The Executive Assistant to the City Manager or Staff Liaison may assist with the
Travel Expense Report. The report is to note all costs related to the travel, along with all necessary
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receipts supporting travel expenses. If the Council member or Board member receives a travel
advance that exceeds travel costs, the balance shall be repaid to the City when the travel expense
report is submitted.
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Chapter 5
Communications

5.01 Overview
Perhaps the most fundamental role of a Council member is communication:

e Communication with the public to assess community opinions and needs, and to share
the vision and goals of the City with constituents;

e Communication with staff to provide policy direction and to gain an understanding of
the implications of various policy alternatives.

Because the City Council performs as a body (that is, acting based on the will of the
majority as opposed to individuals), it is important that general guidelines be understood when
speaking for the Council. Equally important, when members are expressing personal views and
not those of the Council, the public should be so advised.

5.02 Correspondence from Council Members

Members of the City Council will often be called upon to write letters to citizens,
businesses, or other public agencies. Typically, the Mayor will be charged with transmitting the
City’s position on policy matters to outside agencies on behalf of the City Council. Individual
members of Council will often prepare letters for constituents in response to inquiries, or to provide
requested information. Generic City letterhead is available for this purpose, and staff can assist in
the preparation of such correspondence. If the City Council takes an affirmative vote to send a
letter on behalf of the Council, only then shall official City Council letterhead be utilized.

On occasion, members may wish to correspond on an issue on which the Council has yet
to take a position, or about an issue for which the Council has no position. In these circumstances,
members should clearly indicate that they are not speaking for the entire City Council, but for
themselves as one member of Council. City letterhead and office support may be utilized in these
circumstances.

Council members may occasionally be asked to prepare letters of recommendation for
students or others seeking employment or appointments. It is appropriate for Council members to
utilize City letterhead and their Council titles for such letters.

City letterhead and staff support cannot be utilized for personal or political purposes.
However, if members of the Council desire to collectively send a letter stating the position of the
Council, or a majority of Council, said letter must be supported through a vote at a regular or
special meeting of the Council.

5.03 Local Ballot Measures
At times, initiatives may be placed on the ballots that affect City Council policy. There are

restrictions regarding what actions the City may take on ballot measures. Specifically, state
statutes prohibit the City from using its personnel, equipment, materials, buildings, or other
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resources to influence the outcome of elections. What the City can do is distribute informational
reports or pamphlets for the purpose of informing the public of the facts of an issue.

5.04 Proclamations and Recognitions (Effective until December 31, 2026)

The purpose of this policy is to establish clear and consistent procedures for the review,
preparation, issuance, and ceremonial presentation of proclamations and recognitions for the City
of Loveland. These documents are intended to recognize and show appreciation for noteworthy
non-controversial events, milestones, or causes significant to the Loveland community, aligning
with the City's mission, vision, and values.

Proclamations and recognitions shall be signed by the Mayor and issued on behalf of the
City. Proclamations and recognitions are presented by the Mayor as a ceremonial commemoration
or special recognition by the City of an individual, event, or issue (e.g., National Night Out). The
Mayor may delegate a proclamation or recognition reading to another Council member who may
have a special interest in the topic.

The City Manager, or City Manager’s designee, is authorized to select and promulgate a
proclamation or recognition in accordance with the criteria and procedure established by this
policy.

No more than two total proclamations and recognitions will be assigned to a regular
meeting and will occur at 5:30 p.m. prior to the start of the regular meeting. In the event a
Proclamation is unable to be presented at a regular meeting, the Mayor can issue a proclamation
that may be presented at a special event, in person, or by mail.

Proclamations are not statements of policy and do not require the approval or action of the
Council. The issuance of any such proclamation or recognition is an administrative act and
functions as an official expression of the City of Loveland’s sentiments. It does not constitute
policy endorsement, legislative action, or an official statement of policy by the Loveland City
Council.

A proclamation or recognition may be issued that relates to a public purpose or benefit and
at least one of the following topics:

e Promotion of public awareness of an issue relevant to the Loveland community.
e Support for a charitable fundraising campaign within the City.
e Support for an art, cultural, or historical celebration within the City.

e Recognition of an outstanding accomplishment or contribution of an individual or
group within the City.

e Support for a nationally recognized event or activity relevant to the City, provided
a local connection exists.
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The City shall not issue a proclamation or recognition relating to the following:
e Any partisan or campaign-related events.
e An event, organization, or individual with no direct relationship to the City.

e A cause that may be subject to strongly divergent views or significant differences of
opinions within the Loveland community.

e Loveland’s position on any public policy issues, including but not limited to local, county,
state, and federal ballot initiatives and proposed legislation.

e Any matter implicating City policy or any issue that is contrary to City policies or
Loveland’s mission, vision, and values.

Any person requesting a proclamation or recognition shall submit such request in writing
to the City Clerk’s Office no less than thirty (30) days prior to the date of the desired Council
presentation. Requests must contain the requestor's contact information, the purpose and title of
the proclamation or recognition, a brief explanation of the request, and a draft of the proclamation
or recognition text.

The City Clerk's Office is authorized to reject any request that does not contain all required
information or has been submitted less than thirty (30) days prior to a Council meeting. Staff is
authorized to make any revisions necessary to conform the draft to the City's standard formatting
and style requirements. The City Manager shall make the final decision of whether to approve or
deny a proclamation or recognition.

5.05 Colorado Open Records Act (C.R.S. § 24-72-201 et seq. “CORA”)

To ensure that business communications submitted to and by elected and appointed
officials comply with the ARS 38-431 through 38-431.09), the following is set forth:

A. Communications - Generally

All letters, memoranda, and interactive computer communication involving City Council
members and members of advisory boards and commissions, the subject of which relates to the
conduct of government or the performance of any governmental function, with few exceptions as
stated by CORA, are public records. Copies of such letters, memoranda, and interactive computer
communication may not be provided to the public or news media without the filing of a public
disclosure request with the City Clerk.

B. Written Communications

Written letters and memoranda received by the City, addressed to the Council as a body,
will be provided to all City Council members, and a copy kept according to the City’s Records
Retention Schedule.

C. Electronic Communications
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Messages that relate to the functional responsibility of the recipient or sender as a
public official constitute a public record (i.e. “public business”). Such records are
subject to public inspection and copying.

E-mail communications that are intended to be shared among four or more Council
members, whether concurrently or serially, must be considered in light of the
Colorado Open Meetings Law. If the intended purpose of the e-mail is to have a
discussion that should be held at an open meeting, the electronic discussion should
not occur. Further, the use of e-mail communication to form a collective decision
of the Council is inappropriate.

E-mail should be used cautiously when seeking legal advice or to discuss matters
of pending litigation or other “confidential” City business. In general, e-mail is
discoverable in litigation, and even deleted e-mail is not necessarily removed from
the system. Confidential e-mail communications should not be shared with
individuals other than the intended recipients, or the attorney-client privilege
protecting the document from disclosure may be waived.

E-mail will not be used for personal use, since Council members’ conventional e-

2 13

mail addresses include the City’s “return address.”

City of Loveland and Loveland City Council Manual (May 19, 2026) -- 25



Chapter 6
Conlflicts of Interest, Appearance of Fairness Doctrine, and Liability
of Elected Officials

6.01 Conflicts of Interest

Conlflict of interest law is one of the most complicated on the books. To understand its
effect on a Council member’s actions, it is suggested that members discuss the law and potential
conflicts with the City Attorney. It is imperative that Council members identify in advance, all
conflicts of interest.

It is illegal to fail to declare a conflict of interest, or to participate or otherwise be involved
in discussions on issues or contracts where such an interest exists. Violations of the conflict-of-
interest law may result in significant penalties, including criminal prosecution.

The cornerstone of Loveland's conflict of interest rules is found in its City Charter, which
sets forth the fundamental principles for the conduct of its elected and appointed officials. A
conflict of interest arises when a public official, a member of their immediate family, or a business
in which they have a substantial interest, stands to gain or lose financially from a decision or action
taken by that official in their public capacity.

The rules apply to all city officials and employees who are in a position to make decisions
or influence city actions, with a particular emphasis on members of the City Council and other
boards and commissions.

A key aspect of these rules is the distinction between a direct and an indirect interest. A
direct interest is clear and unambiguous, such as when an official or their spouse owns property
that is the subject of a zoning decision. An indirect interest may be more subtle, involving, for
example, a business relationship with an individual or entity that would be affected by a city
decision.

Colorado state law, which works in conjunction with Loveland's local ordinances, defines
a "substantial financial interest" as an interest that is significant enough to be likely to affect the
judgment of a reasonable person. This can include ownership in a business, a creditor interest in
an insolvent business, or prospective employment.

Summary of Loveland's Conflict of Interest Rules

1. Who is Covered? The rules apply to all Loveland city officials, including the Mayor, City
Council members, members of city boards and commissions, and city employees in decision-
making roles.

2. What Constitutes a Conflict of Interest? A conflict of interest exists if a public official, a
member of their immediate family, or a business in which they have a substantial financial interest
has a personal or private stake in a matter pending before them in their official capacity. This
includes, but is not limited to:



Contracts: An official or their business bidding on or entering into a contract with the
City.

Land Use: Decisions on zoning, variances, or other land use matters that could affect the
value of property owned by the official or a close relation.

Purchasing: Influencing the City's purchase of goods or services from a business in which
the official has an interest.

Gifts and Favors: Accepting gifts, services, or other benefits of substantial value that
could be reasonably perceived as an attempt to influence their official actions.

Permissible Gifts: LMC 2.73.030 permits the following: An occasional, unsolicited gift
having a fair market value of $50.00 or less.

3. Disclosure is Key If a public official has a potential conflict of interest in a matter before them,
they are required to:

Publicly disclose the nature of the conflict. This disclosure must be made on the record
before any discussion or action is taken on the matter.

Abstain from voting on the matter.

Refrain from attempting to influence the votes of other members of the council or
board.

4. Penalties for Violations of conflict-of-interest rules can have significant consequences. These
may include:

Voiding of the official action: Any contract or decision made in violation of conflict-of-
interest rules can be declared null and void.

Removal from office: The City Charter provides for the removal of officials for violations
of the City’s Charter.

Criminal charges: Under Colorado state law, failing to disclose a conflict of interest can
be a misdemeanor offense.

Civil liability: An official may be subject to lawsuits for damages resulting from a conflict
of interest.

In essence, Loveland's conflict-of-interest rules are built on the principles of transparency and
accountability. By requiring public disclosure and recusal, the city aims to maintain public trust
and ensure that the decisions of its officials are made in the best interests of the entire community.

6.02

Liability

The City must always approach its responsibilities in a manner that reduces risk to all

involved. Nevertheless, with such a wide variety of high-profile services (i.e., police, parks, roads,
land use), risk cannot be eliminated. To better manage insurance and risk, the City participates in
risk- and loss-control activities.
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It is important to note that violations of certain laws and regulations by individual members
of the City Council may result in the member being personally liable for damages which would

not be covered by the City’s insurance. Examples may include discrimination, harassment, or
fraud.

Chapter 7
Interaction with City Staff/Officials

7.01 Overview

City Council policy is implemented through dedicated, professional staff. Therefore, it is
critical that the relationship between Council and staff be well understood by all parties so policies
and programs may be implemented successfully. To support effective relationships, it is important
that roles are clearly outlined.

7.02 Council-Manager Form of Government

Loveland is a home-rule, council-manager form of government. City Council’s role is to
establish city policies and priorities and appoint a City Manager to implement those policies and
undertake the administration of the organization.

All City staff report to the City Manager, except the Municipal Court Judge and the City
Attorney's Office. It is the City Manager's responsibility to integrate the talents of all department
heads within a common vision that enables the organization to deliver service based on City
Council direction. This management team works together to create an environment that encourages
innovation, creativity, and growth. The City Manager's Office encourages management and every
employee to hold each other accountable for achieving excellence.

Many organizations external to the organization help to shape the community and set the
path for the future. The City Manager is responsible for coordinating relationships with other
agencies, such as federal, state, county and other municipalities, other non-profit organizations,
City of Loveland Boards and Commissions, and businesses and other private agencies.

The Council-Manager plan of government is outlined in the City Charter, Article 2, Sec.
2-3. The powers and duties of the City Manager are outlined in City Charter Article 8, Sec. 8-4.

7.03 City Council Non-interference

Neither the Council, the Mayor, nor any Council member, shall dictate or interfere with
the appointment of, or the duties of, any City employee subordinate to the City Manager, City
Attorney, or Municipal Judge/Court, or prevent or interfere with the exercise of judgment in the
performance of the employee's City responsibilities. The Council, the Mayor, and each Council
member shall communicate with such employees solely through the City Manager or the City
Attorney, as applicable, and shall not give orders or reprimands to any such employee. Members
of the City Council are required to communicate with the City Manager about questions or requests
for information involving public business. Members of the Council may include Department
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Directors or other City staff who the Councilmembers reasonably believe have the information,
but any such inclusion must always be through the City Manager or the City Attorney as City
Council direct reports consistent with City Charter Section 8-5.

The City Manager alone shall be responsible to the City Council for the proper
administration of all matters placed in the City Manager's charge by or pursuant to this Charter.

7.04 City Council/City Manager Relationship

The employment relationship between the City Council and City Manager honors the fact
that the City Manager is the chief executive of the City. All dealings with the City Manager,
whether in public or private, should respect the authority of the City Manager in administrative
matters. Disagreements should be expressed in policy terms, rather than in terms that question
satisfaction with or support of the City Manager.

The City Manager respects and is sensitive to the policy responsibilities of the City Council
and acknowledges that the final responsibility for establishing the policy direction of the City is
held by the City Council.

A. Performance Evaluation

The City Council is to evaluate the City Manager, City Attorney, and Municipal Judge on
at least an annual basis consistent with the City Charter, or more frequently if indicated in an
employment agreement, to ensure that both the City Council and City Manager agree about
performance and goals based upon mutual trust and common objectives.

The City Manager is subject to a professional code of ethics, if he or she is a member of
the International City/County Management Association (ICMA). It should be noted that this code
binds the City Manager to certain practices that are designed to ensure actions are in support of
the City’s best interests. Violations of such principles can result in censure by ICMA.

7.05 City Council/City Attorney Relationship

City Charter, Article 9, Sec. 9-1. The council shall appoint the City Attorney, who shall be
an attorney at law, duly licensed to practice in the State of Colorado, who shall be the chief legal
advisor of all officers, departments and agencies and of all officers and employees in matters
relating to their official powers and duties. The city attorney shall represent the city in all legal
proceedings. It shall be his or her duty to perform all services incident to the position as may be
required by statute by this Charter or by law.

7.06 Roles and Information Flow
A. Council Roles

The full City Council retains the authority to accept, reject, or amend the staff
recommendation on policy matters.
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Members of the City Council must avoid intrusion into those areas that are the
responsibility of staff. Individual Council members may not intervene in staff decision-making,
the development of staff recommendations, scheduling of work, and executing department
priorities without the prior knowledge and approval of the City Council as a whole. This is
necessary to protect staff from undue influence and pressure from individual Council members,
and to allow staff to execute priorities given by management and the Council as a whole without
fear of reprisal. If a Council member wishes to influence the actions, decisions, recommendations,
workloads, work schedule, or priorities of staff, that member must prevail upon the Council to do
so as a matter of Council policy.

B. Access to Information

The City Manager is the information liaison between Council and City staff. Requests for
information from Council members are to be directed to the City Manager and will be responded
to promptly. The information requested will be copied to all members of Council so that each
member may be equally informed. Sharing information with City Council is one of the City
Manager’s highest priorities.

There are limited restrictions when information cannot be provided. The City is legally
bound not to release certain confidential personnel information. Likewise, certain aspects of police
department affairs (i.e., access to restricted or confidential information related to crimes) may not
be available to members of the City Council.

C. Staff Roles

The Council recognizes the primary functions of staff as executing Council policy and
actions taken by the Council and keeping the Council informed. Staffis obligated to take guidance
and direction only from the City Manager, Department Director, or their Designee(s). This
direction follows the policy guidance of the City Council as a whole. Staffis directed to reject any
attempts of individual Council members to unduly direct or otherwise pressure them into making,
changing, or otherwise influencing recommendations. If the City Council corresponds with City
staff, the applicable member of the Council shall carbon copy the Department Director and the
City Manager. Ideally, members of the City Council only correspond with the City Manager, City
Attorney, or the Municipal Court Judge, but including other City staff or Department Directors is
acceptable so long as the City Manager is notified and part of the communication chain.

City staff will make every effort to respond in a timely and professional manner to all
requests for information or assistance made by individual Council members; provided that, in the
judgment of the City Manager, the request is not of a magnitude, either in terms of workload or
policy (exceeding two (2) hours of staff time to complete and deliver), which would require that it
would be more appropriately assigned to staff through the direction of the majority of City Council.

7.07 Dissemination of Information

A variety of methods are used to share information with Council. Study sessions are held
to provide detailed presentations of matters. Council/staff retreats serve to focus on topics and
enhance information exchange. The City Manager and City Attorney practice open-door policies
allow individual Council members to meet on an impromptu basis.
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7.08 Magnitude of Information Request

Any information, service-related needs, or policy positions perceived as necessary by
individual Council members that cannot be fulfilled based upon the above guidelines should be
considered as an item for the agenda of a City Council meeting. An exception to this rule is an
occasional request of staff to provide information on a subject, event, or topic that would take staff
less than two (2) hours to compile and deliver based on the reasonable estimations of City staff. If
so directed by action of the Council, via motion or “rule of four” process, staff will proceed to
complete the work within a City Manager-established timeline.

7.09 Staff Relationship to Advisory Bodies

Each Board, commission and committee created by the City Council will have an appointed
City staff person that acts as a liaison. If a board, commission or committee member needs to
contact City personnel for information concerning official business, he or she should make a
formal request through the staff liaison.

It is not the responsibility of the board, commission, or committee members to determine
or direct the priority of the work for the department or the individual staff liaison that has been
assigned to the board, commission or committee.

The board, commission or committee sets priorities for their own agendas. City staff then
use its time to gather the information necessary for the board, commission, or committee to make
a recommendation or a decision regarding agenda items. The staff liaison will:

e Establish and maintain a positive working relationship with the board, commission or
committee members

e Assist with the establishment of basic board, commission or committee bylaws, structure
and operating procedures

e Work with the chair to provide information and logistical support to board, commission or
committee members

e Provide board, commission or committee members with the information necessary for
making an informed decision

e Offer advice and counsel to board, commission or committee members

e Report the board, commission or committee’s concerns and progress to the City Manager

e Provide advice regarding the most effective way of presenting board, commission or
committee recommendation to the City Council

e Facilitate interaction between boards, commissions and committees if necessary

e Make meeting arrangements and prepare and distribute agenda packets to board,
commission or committee members

e Prepare and ensure that legal postings and public notices are completed as required by the
Colorado Open Meeting Law

e If needed, take notes during the meeting and prepare minutes for approval by the board,
commission or committee

e Provide training and guidance to new members
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Chapter 8
City Council Meetings

The City Council’s policy and law-making powers are enacted at council meetings. The
opportunity for citizens to be heard, the availability of local officials to the citizenry, and the
openness of council meetings contribute to the essential democratic nature of local government.

8.01 Meeting Schedule (City Charter, Article 4, Section 4-1)

A. The Council shall meet regularly at least twice each month. The Council shall prescribe by
resolution of Council the day and hour of its regular meetings and the procedures governing
meetings.

B. The Council shall cause written minutes of its regular and special meetings to be taken and
retained in the records of the City. Minutes from study sessions shall not be required of the City
Clerk.

8.02 Public Meetings and Executive Sessions

(a) All regular meetings of the Council shall be open to the public (unless through a
lawfully adopted motion to convene in executive session occurs), and persons shall have a
reasonable opportunity to be heard at each meeting under such rules as the Council may prescribe.

(b) Notice of each regular and special meeting shall be posted at least twenty-four (24)
hours in advance of the meeting. The notice shall include specific agenda information to the extent
available.

(c) The general subject matter of any executive session shall be stated in the motion calling
for the session.

(d) Except as authorized by the City Council, as required or permitted by judicial order, or
as otherwise required or permitted by law, no participant in any executive session shall reveal any
information gained as a result of the session.

8.03 Special Meetings (City Charter, Article 4, Sec. 4-2)

(a) Special meetings shall be called by the City Clerk on the request of the Mayor and any
three (3) Council members.

(b) A special meeting shall be held on at least twenty-four (24) hours written notice to each
member of the Council, served personally or left at the members' usual place of residence. The

notice need not be served if the member has waived the notice in writing.

(c) The Council shall not take action on any item of business at any special meeting of the
Council unless it has been stated in the notice of the meeting.

8.04 Study Sessions



The City Council may meet informally in a study session. The study session is the forum
used by Council to review forthcoming programs of the City, to receive progress reports on current
issues, or to receive similar information from the City Manager or designee, and others. All
discussions and conclusions held during a workshop are of an informal nature. No final action is
taken while in a study session.

8.05 Placing Items on the Agenda

A. Agenda Review

All matters to be presented to the City Council at its regular meetings, study sessions, and
special meetings are generally reviewed by the Agenda Review Committee. The Mayor, Mayor
Pro Tem, City Manager or Designee, City Attorney, Finance Director and City Clerk comprise the
Agenda Review Committee. Ultimate control over the City Council agendas resides with the City
Manager, consistent with the authority granted to the City Manager in the Charter and Code.

8.06 Recording of Meetings

The City Clerk, or designee, shall make and keep recordings of all meetings of the
Loveland City Council, except those executive sessions where it is lawful and recommended to
stop recording as a result of receiving legal advice. Recordings and related records of all City
Council meetings, except as referenced above, shall be retained by the City.

8.07 General Procedures

A. Signing of City Documents

The Mayor, unless unavailable or unwilling, shall sign all ordinances, resolutions, contracts
and other documents which have been adopted by the City Council and require an official
signature; except when the City Manager has been authorized by Council action to sign documents.
In the event the Mayor is unavailable, the Mayor Pro Tem may sign such documents. In the event
the Mayor Pro Tem is unavailable or unwilling to sign, any member of the Council may sign such
documents.

B. Quorum

A majority of the whole number of members of the city council shall be necessary to
constitute a quorum for the transaction of business at all Council meetings, provided however, that
a smaller number may adjourn the meeting to another date.

C. Minutes
The City Clerk or designee shall take minutes at all meetings of the City Council, except
study sessions. The minutes shall be made available for public inspection.

D. How Many Votes are Required for Passage?

Final adoption of any ordinance shall require the affirmative vote of a majority of the entire
Council, and resolutions and motions shall require the affirmative vote of a majority of the
members of the Council present.
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Passage of an emergency ordinance requires the affirmative vote of two-thirds (2/3) of the
entire Council.

8.08 Colorado Open Meetings Law

A. Applicability

The open meeting law applies to the City Council, all quasi-judicial bodies, and all
standing, special or advisory boards, commissions, committees or subcommittees of, or appointed
by, the City Council.

B. Meetings
All meetings of a quorum or three or more members of a body, whichever is fewer, at
which any public business is discussed or at which any formal action may be taken must be open
to the public unless an exception applies consistent with C.R.S. 24-6-402. The Open Meetings
Law defines a “meeting” as “any kind of gathering, convened to discuss public business, in person,
by telephone, electronically, or by other means of communication.”
e Does not apply to chance meetings or social gatherings at which discussion of public
business is not the central purpose.
e Does not apply to executive sessions held in compliance with the statute.
e Does not apply to circumstances where the underlying policy matter is not within the City
Council’s policy making functions.

C. ADA Requirements

The City of Loveland strives to provide accessible meetings for people with disabilities.
Assisted-listening devices are available for use in the Council Chambers. If this or other
accommodations are required, please contact the ADA Coordinator for the City of Loveland
(ADACoordinator@cityofloveland.org; 970-962-3319; TDD 970-962-2620). Requests should be
made as soon as possible, but no later than forty-eight (48) hours before the scheduled event.

D. Correspondence

All writings distributed for discussion or consideration at a public meeting are public
records, except for written materials protected by the attorney/client privilege. The content of
documents protected by the attorney-client privilege must not be cited or quoted in order to protect
the privilege.
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Chapter 9
Parliamentary Procedure

By approval of this City Council Protocol Manual via resolution, the City Council has
adopted a modified version of Bob’s Rules of Order. This Chapter 9 may be amended via
resolution, which shall automatically modify the City Council Protocol Manual’s Chapter 9, or
any subpart thereof. The abridged Bob’s Rules of Order can be found in Appendix E.

9.01 Customs of Formality

The presentation and disposition of motions at a City Council meeting involves significant
interaction between the presiding officer and the members of the Council. Therefore, members
should understand the customs of formality that are followed by the presiding officer and members
in conformance with parliamentary procedure. However, the City Council is committed to treating
all who participate in City Council meetings with respect and professionalism even when members
of the Council or the public do not strictly adhere to the customs of formality.

9.02 Meeting Decorum and Order

The presiding officer shall preserve decorum and decide all questions of order, subject to
appeal by the Council. During Council meetings, Council members shall preserve order and
decorum and shall not delay or interrupt the proceedings or refuse to obey the orders of the chair
or the Council rules.

Any Council member may request the presiding officer to enforce the rules. Upon a point
of order ruled on by the Mayor/chair in the affirmative, any person making personal, impertinent,
or slanderous remarks, or who becomes overly boisterous while addressing the Council shall be
reminded of the rules, the inappropriate remark stricken from the record, and cautioned to proceed
consistent with the rules.

9.03 Order of Discussion

The presiding officer should follow the prepared agenda as much as possible. However,
for those occasions when deviations are necessary or convenient, the presiding officer will solicit
a motion or seek unanimous consent to change the agenda consistent with Bob’s Rules of Order.
When changing the order of discussion, it must be done so as not to prevent or deny any member
of the public the opportunity to listen to the discussion of any agenda item.

9.04 Obtaining the Floor

A Council member should seek to address the presiding officer/Mayor/chair and gain
recognition prior to making a motion or engaging in debate. The presiding officer will generally
recognize Council members by their last name, such as “Councilor Jones.” Council members will
address each other as Councilor, followed by last name, such as “Councilor Jones.” Cross-
exchange between Council members and the public should be avoided unless during the “open
dialogue” portion of an agenda item. This is to prevent general conversation and to keep the order
necessary to maintain decorum and to timely accomplish the business of the Council.
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9.05 Questions to Staff

A Council member may, after recognition by the Mayor/chair, address questions to staff
members in attendance.

9.06 Discussion Limit

A Council member should not speak more than once on a particular subject until every
other Council member has had the opportunity to speak. Council members are encouraged to
discuss items during the decision-making process.

9.07 City Council Rules of Procedure

1. Bob’s Rules of Order. Bob’s Rules of Order (attached hereto in Section 11.06 —
Appendix E) are adopted as the rules guiding the conduct of business at meetings of the
City Council. The City has amended seven (7) Rules in Bob’s Rules of Order. Rules 2.2,
3.1,4.3,7.3,7.5, 7.6, and 22.00 are hereby amended as specified in Section 11.06 —
Appendix E - Abbreviated Bob’s Rules of Order). However, the City Council’s
decisions on rules of procedure shall always take precedence, subject to the City Charter
and applicable federal and state law. When any action at a City Council meeting appears
to be inconsistent with these adopted procedures, the discussion is beyond the scope of
the matter before the City Council, or any person is acting out of order, a Council
Member may raise a “Point of Order” to have the Mayor address the conduct.

2. Meeting Times.

a. City Council regular meetings, special meetings and study sessions shall begin at 6 p.m.
unless otherwise noted in any public notices. All meetings of the City Council shall end at
10:30 p.m. unless the City Council votes, by majority vote, to modify the ending time of
the meeting in question.

b. A Council regular and special meeting should not be scheduled on the same day as a
general statewide election, regular or special City election, or the biennial caucus, subject
to the City Charter requirement of two regular meetings each month.

3. Public Meeting Format.

a. At the opening of the meeting, the City Clerk shall report the presence or absence of
members of Council in lieu of roll call unless the Mayor asks for a roll call. The City
Manager shall designate no more than two proclamations to be made at regular meetings.
Guest speakers invited to speak to City Council shall be available to respond to questions
by members of Council after speaking. Detailed procedures for the conduct of City Council
regular and special meetings will be incorporated into each agenda and available online
and at meetings for members of the public and might not be read aloud.
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b. Public comment or testimony shall occur during the Open Public Comment portion of
the meeting held at the beginning of each regular or special meeting. Public comment or
testimony during the Open Public Comment portion of the regular or special meeting may
address any topic other than ordinances, resolutions, and motions listed on the regular
agenda. Public comment or testimony for ordinances, resolutions, motions, on the regular
agenda, will occur at the time such matter comes before the City Council. No person shall
be allowed to provide public comment or testimony more than once, on the same matter,
during the same meeting. Members of the public will be asked to make comments in a
manner that promotes civil discourse.

c. Only a Council member may move a matter from the consent agenda to the regular
agenda. Any member of the public may move a quasi-judicial matter from the consent
agenda to the regular agenda. Matters moved from the consent agenda will be taken up in
the order in which they originally appeared on the consent agenda immediately after the
completion of the regular agenda.

d. It is the policy of the City Council to consider all matters on the agenda prior to the
conclusion of a regular or special meeting. Some matters may be postponed to later
meetings in the interest of time, but all will be addressed in some manner.

e. The Mayor is free to limit the physical conduct or activity of any person or Council
member if such conduct or activity impairs the efficient function of the City Council. The
Mayor shall ask those participating in disruptive private conversations to discontinue their
conversations or to leave the room.

f. At each regular meeting of the month, Council member Comments shall be included as
a portion of the agenda that precedes the Public Comment portion of the agenda. Each
member shall have one opportunity to comment for up to two (2) minutes.

g. Agenda Items.

1. Consistent with these Rules, the City Manager shall set and publish an agenda for
each City Council meeting. Generally, the City Manager shall obtain feedback from
the Mayor and Mayor Pro Tem during agenda review meetings, which occur in
advance of regular or special meetings of the City Council.

ii. A majority of members of Council, by motion at any regular or special meetings of
the City Council, may direct the City Manager to place a particular item on an
upcoming City Council regular or special meeting agenda. However, the City
Manager shall have ultimate discretion concerning the timing of such item.

iii.  Rule of Four. Without a motion, any Council member may indicate (in a regular
meeting, special meeting, study session, or via email), to the City Manager, the
Council member’s interest in: (1) considering a particular matter at a future City
Council meeting; or (2) obtaining information that requires significant City staff
time or resources (generally in excess of 2 hours of staff time), as determined by
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the City Manager. The Council member should communicate any such indication
of interest to all other Council members. Such indication of interest should briefly
describe the item with sufficient detail to understand the intent of the item. No
Council member’s indication of interest or lack of interest should include
discussion or argument on the substance or merits of the item. Council members
shall be limited to one (1) “Rule of Four” request per quarter and shall be so limited
to cover one general topic. The purpose of this limitation is to not unreasonably
interfere with the regular business of the City.

Indication to the City Manager by at least four Council members of interest in
considering a particular item demonstrates sufficient interest for the City Manager
to create a scorecard for City Council review regarding the impact of the request
that includes the resources to fulfill the request, the fit with the City existing plans
and priorities, the effect on other projects and efforts. The Scorecard shall be
presented to City Council as soon as practicable.

If after receipt and review of the scorecard City Council determines that the request
should be fulfilled, City Council must approve the request by a motion with at least
5 Council members voting in support of the motion and should identify the priority
of the request.

Based on City Council’s direction the City Manager will: (1) place the item on the
agenda for a study session, regular or special meeting; or (2) devote City staff time
and resources to develop a response regarding the item. In scheduling the item, the
City Manager shall consider, among other pertinent factors: the urgency of the item,
and staff preparation time required to advise the Council and appropriate notice to
the public. No Rule of Four action shall be permitted during the Open Public
Comment portion of the agenda. In the discretion of the City Manager, the City
Manager may respond to a Rule of Four request by way of a public correspondence
to the Council.

On an annual basis Council shall review a list of all Rules of Four that have not
been completed to determine the continued interest or need for any incomplete Rule
of Four.

Material Offered by the Public or a member of Council. Any material provided by
the public or a member of Council to supplement public comment or testimony on
an agenda item or during the Public Comment portion of the regular or special
meeting shall be provided to the City Clerk’s Office by a deadline of no later than
noon on the Wednesday prior to regular or special meeting that addresses such
agenda item. Material provided by such deadline will be placed into the agenda
packet and distributed to Council members. Material provided to the City after such
deadline will be added to the electronic agenda packet and emailed to all Council
members after such regular or special meeting and will not be distributed to or
reviewed by Council members prior to the meeting. The City Manager maintains
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the authority to qualify and properly label non-staft generated content within City
Council agendas.

v.  City Staff Responses. Any written response by City staff to questions from a
Council member on an agenda item shall be included in the electronic agenda
packet and emailed to all Council members prior to the regular or special meeting
that addresses such agenda item to the extent practicable. Council members should
strive to provide questions to City staff as soon as possible to ensure that City staff
are able to respond timely and all Council members have an opportunity to review
any City staff response.

vi.  The agenda order shall generally be as listed below, subject to modification:
a. Meeting begins at 6:00 p.m.
b. Pledge of Allegiance
c. Loveland’s Latest
d. Council Updates capped at two (2) minutes per Councilmember

e. 60 minutes of open public comment with advanced sign-up required either
electronically or in person (paper) no later than 3:00 p.m. the day of the meeting.

f. Consent Agenda

g. Regular Agenda

h. Executive Sessions (if applicable)

1. City Manager/City Attorney Reports

h. Any member of Council may participate remotely in a City Council meeting. In-person
attendance for executive sessions is strongly preferred.

1. After recognition by the Mayor, a member of Council may seek information or
clarification on the topic of discussion directly from the City Manager, City Attorney,
participating City staff, or other member of Council without separate recognition by the
Mayor for the individual responding.

4. Public Comment

a. General Requirements and Eligibility. The City Council acknowledges the importance
of public engagement and recognizes those portions of its meetings, which involve public
comment, as a limited public forum. The following baseline requirements apply to all
individuals providing public comment:
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1. Eligibility: Participation in public comment is restricted to residents of Larimer
County, persons owning property in Loveland, or persons with a stated business interest in
Loveland.

il. Decorum: The City Council expects all participants to maintain a sense of
decorum and civil discourse. The Mayor shall manage the meeting to discourage clapping,
outbursts, or other audible acclamations. Speakers need not remain at the podium while
Council Members ask clarifying questions.

iii. Recognition: Any person wishing to speak shall do so only after being
recognized by the Mayor. The speaker must clearly state their name and city of residence
for the record.

iv. No Double-Dipping: No person shall be allowed to provide public comment or
testimony more than once on the same matter during the same meeting.

v. Role of Council: Council may ask questions for clarification purposes and refer
matters to the City Manager for follow-up. Council will not attempt to “solve” problems
during public comment.

vi. Written Comments: Emails will not be read into the record but will be
automatically distributed to Council upon receipt and included in the packet.

vii. Exclusions: Public comment is not required for informational items or
administrative actions (e.g., setting future dates, liaison roles, minutes) unless the Council
votes by majority to allow it.

b. Category 1: Open Public Comment (Beginning of Meeting)

Topic: Any topic of the speaker's choice, excluding ordinances, resolutions, and motions
listed on the regular agenda or matters requiring a public hearing under state law. Silence
is accepted as a form of comment.

Time Limit: Three (3) minutes per person. The total Open Public Comment portion is
limited to a maximum of sixty (60) minutes. Council has the discretion to further limit this
time by majority vote.

Registration: Required. Registration, both electronic or paper (in-person) must be
completed no later than 3:00 p.m. on the day of the meeting. The Mayor will call paper
forms first, followed by electronic forms.

Pooling: Pooling or ceding of time is not permitted.

Category 2: Regular Agenda Public Comment
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Topic: Must have a logical nexus with the specific eligible item (e.g., Ordinances, Public
Hearings) currently before the Council.

Time Limit: Three (3) minutes per person. There is no total session time limitation for
eligible regular agenda items.

Registration: Formal pre-registration is not required.

Pooling Allowed: Eligible persons representing at least five (5) other persons in attendance
may speak for up to ten (10) minutes. The designated speaker must stand, if able, while
those ceding time state their name and city of residence. A person who cedes time may not
speak on that matter.

Unanimous First Reading Exception: If an Ordinance receives unanimous approval on First
Reading, it is placed on the Consent Agenda for Second Reading. Any public comment for
that Second Reading must occur during Open Public Comment (unless pulled from the
Consent Agenda).

Category 3: Study Session Public Comment

Topic: Must be related to the specific study session item. Public comment is not permitted
on procedural changes, administrative actions, or “No Action Items” unless approved by
majority vote.

Time Limit: Three (3) minutes per person, limited to a maximum of fifteen (15) minutes
total per study session item. Public comment is to occur prior to the staff presentation on
the study session item.

Public Comment Quick Reference Matrix

Comment When it Registration Individual Total
Type Happens Required? Time Time
Open - . .
Comment Beginning General Yes (By Noon) 3 mins 60 mins
Regular . e . -
Agenda During Item Specific No 3 mins Unlimited
Study Session Before . Specific No 3 mins 15 mins
Presentation

5. Public Hearing Format.

a. The initial public hearing on any quasi-judicial or other matter requiring a public hearing
will be scheduled to coincide with the first reading of any ordinance associated with the
matter for which the hearing is to be conducted. In addition, a public hearing shall be held
at the same time as the second reading of any ordinance involving a quasi-judicial matter.
The public hearing on second reading need not be separately noticed if the public hearing
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has been continued for the date of the first reading. Members of the public will be permitted
to provide additional, non-repetitive testimony at the public hearing on second reading and
the applicant shall be given an opportunity to respond. In situations where an annexation
ordinance and a zoning ordinance for the same property are being considered together, a
single public hearing shall be held on both first and second readings at which members of
the public may address the issues concerning the annexation and provide testimony
concerning the zoning ordinance. A copy of a model schedule for the timing of public
hearings and first and second readings of ordinances involving annexation of land and
approval of zoning matters is located below in subsection (d) of this paragraph.

b. During public hearings of ordinances on first reading on the regular agenda, applicants
shall be granted a total of ten minutes in which to present the application. The applicant
may use those ten minutes for their initial presentation, for rebuttal or for some combination
in the applicant’s discretion.

c. During public hearings, persons representing at least five (5) other persons in attendance
shall be allowed a maximum of ten minutes to speak. In the event a public hearing becomes
overly lengthy, Council may continue it to the next meeting; special council meetings will
generally not be held specifically for public hearings.

d. MODEL TIMELINE FOR PUBLIC HEARINGS:
I. Annexation/Planned Unit Development (“PUD”) Application

Week 1: Planning Commission public hearing to consider Annexation and PUD General
Development Plan (full staff report and presentation-recommendation to Council).

Week 2: Council consideration of Resolution of Substantial Compliance (setting public hearing
date concerning the property's eligibility for annexation).

Week 3 or 4: Planning Commission approval of prior meeting minutes.

Week 9: Council regular meeting;, public hearing concerning eligibility for annexation,
consideration of Resolution finding FEligibility for annexation; first reading of
Annexation Ordinance; public hearing concerning zoning, first reading of PUD Zoning
Ordinance, and General Development Plan (full staff report and presentation). It is the
practice of the City Council to combine the testimony for the public hearing concerning
the annexation issues and the zoning issues.

Week 11: Council regular meeting; public hearing concerning Annexation Ordinance and PUD
Ordinance; second reading of Annexation Ordinance; second reading of PUD Zoning
Ordinance.

Week 13: Effective Date of Annexation and Zoning Ordinances.

II. PUD Application
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Week 1: Planning Commission public hearing to consider PUD General Development Plan (full
staff report and presentation - recommendation to Council).

Week 3: Planning Commission approval of prior meeting minutes.

Week 4: Council regular meeting; public hearing to consider zoning ordinance; first reading of
PUD Zoning Ordinance, and General Development Plan (full staff report and
presentation).

Week 6: Council regular meeting; public hearing concerning PUD Ordinance,; second reading
of PUD Zoning Ordinance.

Week 8: Effective date of PUD Zoning Ordinance.

NOTE: Times may differ based on regular meeting schedule of the City Council and number of
Tuesdays in a given month.

6. Motions.
a. Any motion made by a Council Member shall be consistent with Bob’s Rules of Order.
7. Questions and Deliberation.

Following the presentation of any agenda item, each member of Council shall be limited
to three minutes of open dialogue, at a time, on a rotational basis, for unlimited rounds,
with other members, to ensure that all members are able to participate. For purposes of this
Rule 7, “open dialogue” shall mean Council members are permitted to engage with, ask
questions of, and generally have a conversation with other Council members, City staff, or
any presenters of the agenda item.

When a motion before Council is subject to final deliberation by members of Council and
the public hearing is otherwise closed, no member shall speak more than once on the
motion, and each speech shall have a maximum time of five (5) minutes. Clarifying
questions shall not count as speaking time.

8. Miscellaneous

a. Notification of Colorado Open Records Act Requests. The City Manager or designee
shall establish a procedure to inform City Council on a regularly occurring basis of
Colorado Open Records Act requests and other informational requests by members of
Council and the public.

b. Appointment of Council Members to Boards and Commissions. City Council shall
appoint any members of Council who wish to serve as a liaison, member, or alternate
position on a board or commission; provided that a member may only nominate one
person at a time and the members shall vote once on all nominees for each position.
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9.08

The nominee with the most votes for the board or commission position at issue will be
appointed to such position.

c. Authority of Council Member Alternates to Vote. When City Council appoints a
member of Council as a voting member to a board or commission and appoints another
member as an alternate, such alternate member is authorized to vote in the absence of the
primary member appointed by City Council, subject to any rules and regulations of such
boards or commissions. In the event City Council appoints more than one alternate
member, City Council shall designate the order of voting authority.

d. Photographs and recording. Any person may record a public meeting or take
photographs at a City Council meeting; provided that such person does not disrupt the
public meeting.

e. Execution of Resolutions. The signing of resolutions is a formal and required process,
as follows: After adoption of a resolution by the City Council, the Mayor shall have five
(5) business days to sign such resolution. If the Mayor does not sign such resolution within
that time limit, then the Mayor Pro Tem shall have the subsequent three (3) business days
to sign such resolution. If the Mayor Pro Tem does not sign such resolution within that time
limit, then a Council member that voted for the approved resolution shall sign such
resolution.

f. Negotiations. All members of the City Council shall generally refrain from seeking to
negotiate on behalf of the City during public meetings. Members of the Council are advised
that the role of negotiation is reserved to the City Manager.

Other Protocol

Other guidelines are also in place to ensure meetings of the Council emphasize the

importance of the business being conducted in a professional manner. Council members and staff

shall:

e Discourage side conversations, disruptions, interruptions or delaying efforts.

e Inform the presiding officer when departing from a meeting.

e Treat public remarks and vocal public participation during regular or special meetings
as speech provided within a limited public forum. The City recognizes and respects a
person’s right to speak their mind and the general prohibition on the City from
discriminating against the viewpoints of others. However, disruptive behaviors,
divorced from the content or viewpoints of speech during public meetings will not be
tolerated.

e Refrain from using personal cell phones during a City Council meeting, as such use is
strongly discouraged unless it is for personal reasons. The discussion of public
business electronically during a City Council meeting will create public records that
may be subject to disclosure consistent with the Colorado Open Records Act. Further,
the use of cell phones during public meetings has a propensity to reflect poorly on the
City Council.
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A. Enforcement of Order

The Chief of Police (or an officer designee) acts as the sergeant-at-arms. It shall be the
duty of the sergeant-at-arms to carry out all instructions of the presiding officer to preserve the
peace and maintain order and decorum at Council meetings so long as the sergeant-at-arms,
exercising independent judgment, on the basis of a well-founded evidence, agrees that the
instruction is lawful to carry out. The sergeant-at-arms may consult with the City Attorney if the
circumstances so permit.

Members of the public may be removed from the meeting site if willful disruption makes
conducting the meeting impractical. Upon instructions of the Mayor/presiding officer, it shall be
the duty of the sergeant-at-arms, or any law enforcement officer present, to place any person who
violates the order and decorum of the meeting under arrest, so long as the sergeant-at-
arms/available officer makes an independent assessment of probable cause for a relevant criminal
offense, and reasonably believes the order or instruction of the Mayor/presiding officer is a lawful
and enforceable order. The sergeant-at-arms/available officer may consult with the City Attorney
if the circumstances so permit.

1. Administrative Trespass for Substantial Disruption

a. Purpose and Legal Standard — City Council meetings are designated as a "limited
public forum" for First Amendment purposes. The City maintains the right to
enforce reasonable time, place, and manner restrictions to ensure meetings are
conducted in an orderly and efficient manner. This policy is strictly viewpoint-
neutral; sanctions are applied based solely on an individual's conduct, not the
content of their speech.

b. Authority to Issue Trespass Notice — Pursuant to the City Charter and City Code,
the City Manager acts as the chief conservator of the peace and exercises
supervision over City property. To prevent future disruptions and protect the
decorum of the forum, the City Council delegates to the City Manager the authority
to issue an administrative Trespass Notice to any individual who has been removed
from a meeting for Substantial Disruption when the Mayor has determined that
Substantial Disruption has occurred and the sergeant-at-arms has made an
independent assessment of probable cause.

c. Definition of Substantial Disruption — ‘“Substantial Disruption” constitutes
behavior that effectively impairs the City Council's ability to conduct its business
or the public's ability to observe the proceedings. Examples include, but are not
limited to:

i. Shouting or yelling over the Presiding Officer (e.g., the Mayor) after a
“point of order” has been called or the gavel has been used to restore order.
ii. Continuing to shout or disrupt proceedings while the meeting is in recess.
iii. Refusing to leave the podium or cease speaking after the allotted time has
expired and the Presiding Officer has directed the speaker to stop.

d. Scope of Trespass and Alternative Channels — To satisfy due process and First
Amendment protections, a Trespass Notice issued under this section must be
narrowly tailored.

City of Loveland and Loveland City Council Manual (May 19, 2026) -- 45



e. In-Person Restriction Only — The trespass shall restrict the individual only from
physically entering the Council Chambers or specific City building(s) during City
Council meetings.

f. Remote Participation Guaranteed — The trespassed individual shall generally retain
the right to access the meeting through ample alternative channels, including:

i. Remote Attendance: Observing the meeting via livestream or broadcast.

i1. Remote Comment: Participating in public comment via Zoom or similar
remote technology, subject to standard time limits and muting protocols if
disruption recurs.

iii.  Written/Verbal Contact: Communicating with Council members via email,
telephone, or standard mail.

iv. City Business: Entering City buildings for legitimate business (i.e.,
permitting, bill payment) during normal business hours.

g. Duration — The Trespass Notice shall be time-limited for a period not to exceed six
months, as determined by the City Manager based on the severity of the disruption,
any pattern of disruptive behavior, but ensuring the restriction is temporary and not
a permanent bar on participation.

B. Values of Respect

The City Council recognizes the importance of approaching the public’s business in an
environment of personal respect that places emphasis on the consideration of policy and avoids
personalization of comments. Some general guidelines utilized by the City Council include:

¢ Discussion should focus on policy matters.

e Personal criticism of members is inappropriate, counterproductive, and generally
reduces the efficiency of the City’s meetings.

e Proper decorum should be displayed as other members express their views.

9.09 Parliamentarian

The Mayor, or in the absence of the Mayor, the Mayor Pro Tem, shall serve as
parliamentarian for the City Council and as such shall decide all questions of parliamentary
procedure in accordance with the parliamentary rules contained in Bob’s Rules of Order. Before
deciding any question of parliamentary procedure, the Mayor may request advice from the City
Attorney. However, the City Attorney may request to be recognized, at any time, to provide advice
to the Council.
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Chapter 10
Protocol Administration

10.01 Biennial Review

The City Council will review and revise the City Council Manual as needed, but not less
than every two years.

10.02 Adherence to Protocol

A. Each Council member shall have the duty and obligation to review this Manual and
be familiar with its provisions.

B. During City Council discussions, deliberations, and proceedings, the Mayor will be
primarily responsible to ensure that the City Council, staff, and members of the
public adhere to the Council’s adopted Manual.

C. Knowing and/or willful failure to adhere to the provisions of this Manual may
subject a Council member to enforcement and sanctions as follows:

(1)  Upon determining that there is credible evidence that a Council member
has, or may have, engaged in knowing and/or willful action or omission that
constitutes failure to adhere to the provisions of this Manual, the Mayor or
the Mayor Pro Tem, in the event that the Mayor is the Council member
alleged to have engaged in such action or omission, may call upon the
Council to determine whether such knowing and/or willful action or
omission has occurred, and the sanctions, if any, to be imposed.

(2) Prior to conducting any hearing on an alleged failure to adhere to the
provisions of this Manual, the Mayor or Mayor Pro Tem shall provide
written notice to the Council member alleged to have engaged in such
failure to adhere at least ten (10) calendar days prior to calling for such
hearing. The written notice shall identify the specific provisions of this
Manual with which the Council member is alleged to have failed to adhere
and the facts supporting such allegation.

3) Upon call by the Mayor or Mayor Pro Tem, a majority of a quorum of the
Council shall vote on whether to hold a hearing to determine the existence
of an act or omission constituting a failure to adhere and the sanctions, if
any, to be imposed. If such hearing is approved by the Council, the hearing
shall be held at a time and place specified in the motion approving such
hearing.

4) At such hearing, the Council shall determine whether there is a
preponderance of credible and substantial evidence indicating that a
Council member has knowingly and/or willfully acted or failed to act in a
manner constituting a failure to adhere to the provisions of this Manual.
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The Council member alleged to have failed to adhere to the provisions of
this Manual shall have the right to present evidence and testimony. The
finding of the existence of such knowing and/or willful failure to adhere
shall be determined by motion approved by a majority of the Council plus
one.

(%) Upon finding that a knowing and/or willful failure to adhere to the
provisions of this Manual has occurred, the Council shall proceed to
determine whether the sanctions, if any, should be imposed. Appropriate
sanctions may include, but are not limited to, the following:

(1) public censure

(i1) removal of appointment to extra-territorial boards, committees, or
commissions; and

(i11))  removal of appointment to Council boards or committees

10.03 City Attorney as Protocol Advisor

The City Attorney shall assist the Mayor/chair and serve as an advisor for interpreting the
City Council’s adopted Manual.

10.04 Adherence to Non-interference

The City Council delegates to the City Manager the responsibility to discuss with any
Council member, on behalf of the full Council, any perceived or inappropriate interference or
encroachment of administrative services governed by the City Manager. The City Manager will
discuss with the Council member the action and suggest a more appropriate process or procedure
to follow. After this discussion, if inappropriate action continues, the City Manager will report the
concern to the full Council.
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Chapter 11
Additional Training and Resource Materials

11.01 Colorado Municipal League (www.cml.org; 303-831-6411)

The Colorado Municipal League (“CML”) is a nonpartisan, nonprofit organization
established in 1923 and represents the interests of 271 cities and towns.. Services include:

serves as a resource for information

provides news, reports, and reminders affecting cities and towns
acts as liaison to State agencies

represents the interests of cities before the state legislature
publishes training and information manuals for municipal leaders

11.02 National League of Cities (www.nlc.org; (877) 827-2385)

A non-partisan organization serving municipal governments, the NLC works to establish
unified policy positions, advocates those policies forcefully, and shares information that
strengthens municipal government throughout the nation. Services include:

publications and news services

inquiry, technical assistance, and project services
awards program

research programs

11.03 International City/County Management Association (www.icma.org; (800) 745-8780)

ICMA is a professional and educational association of local government administrators
that serves to enhance the quality of local government through professional management and to
support and assist professional local government administration. The Association’s Elected
Officials Handbook series can be of great value to Council members. Publications are also
available through ICMA concerning every basic city service.

11.04 International Institute of Municipal Clerks (www.iimc.com; (800) 251-1639)

IIMC is a professional, nonprofit association that assists its membership by providing
services, resource materials, sample documents, and continuing educational development
opportunities.

11.05 Government Finance Officers Association (www.gfoa.org; (312) 977-9700)

GFOA is a professional association of state and local finance officers. The Association
administers a broad range of services and programs related to government financial management,
including:

e accounting, auditing, and financial reporting
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budgeting and financial planning
capital finance and debt administration
cash management and investments
retirement administration and finance
health care and other employee benefits

11.06 Appendix E
Reference materials are provided in Appendix E of this Manual. Materials include:

Tips for Successful Public Service
Bob’s Rules of Order

Abbreviated Bob’s Rules of Order
Bob Widner Power Point Presentation

11.07 Other Reference Materials on File

Other reference materials that may be of interest to Council are on file with the City
Manager, including:

CIRSA’s Ethics, Liability & Best Practices for Elected Officials Handbook
NLC’s Tools for Leadership: A Handbook for Elected Officials

ICMA’s Elected Officials Handbook series

GFOA’s An Elected Official’s Guide series

Loveland Comprehensive Plan

Loveland Capital Improvement Plan
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APPENDIX E

Tips for Successful Public Service

Learn all you can about your city, its operations, and its financing. Do your homework.
Know your city ordinances.

Devote sufficient time to your job and study Loveland’s current and future issues.

Act as a team. Governing a city requires a team effort--practically and legally.

Don’t let honest differences of opinion degenerate into personality conflicts.
Remember that you represent all the people of your community, not just neighbors and
friends.

Take your budget preparation job seriously. It determines what your city does or
doesn’t do for the coming year and will influence decisions and actions in future years.
The budget is the most important policy development tool available to govern a city.
Establish written policy statements to develop consensus and inform the public and city
staff of Council’s goals.

Make decisions based on public policy and be consistent.

Don’t be coerced into action or influenced by the demands of special interest groups.
Support the long-term public interest of the entire community.

Learn to evaluate recommendations and options and embrace change and innovation.
Listen to your appointed officers and charge them and their employees with developing
new ideas and improved processes.

Thoughtfully consider questions and contemplate your responses. It may be
embarrassing to appear ignorant, but it can be more embarrassing to provide the wrong
answer.

Don’t make promises you can’t deliver. A considerable number of decisions and
actions require City Council approval.

Avoid surprising fellow Council members or city staff at meetings. If a matter is
worthy of discussion, it should be placed on the agenda.

Retain competent appointed employees by offering a competitive compensation
package, trusting their professional judgment, and fostering autonomy.

Abide by the system. You have a City Manager and City Attorney. City Council is a
policy-making body; avoid personal involvement in the day-to-day operations of the
city.

Insist that vendors or service providers work with city staff. If direct contact with
Council members is advisable, it should be with the entire Council .

Consider the long-term picture to anticipate challenges and avoid short-term gains at
the expense of long-term losses.

Balance personal rights and property interests.

Consider the total development (physical, economic, social) of your community.

Visit other cities, particularly those with a reputation of being well run, and get to
know the officials of neighboring and similar sized cities.

Cities must work within the intergovernmental system to be effective. Maintain
relationships and cooperate with federal, state, county, and school officials.
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Remember that what you say, privately or publicly, will often be news. Avoid over-
publicizing minor issues.

Appoint citizen advisory committees as needed and be prepared to consider their
advice.

Identify some goals and objectives. What do you want to accomplish this year? Next
year? What do you want the city to accomplish this year? During the next five years?
Be a leader and a teammate of elected and appointed officials who were chosen to make
your city an even better place to live.
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Abbreviated Bob’s Rules of Order

1.0 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.

2.0 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:

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

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

+ 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:

+ Postpone all unresolved agenda items to the next regular meeting; and

+ Adjourn the meeting.

3.0 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, defer to the Members to initially lead discussion, offer motions, and direct
debate.

4.0 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.

Rule 4.4 A Member may obtain the Floor only once until all other Members are afforded an
opportunity to obtain the Floor.

5.0 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.

6.0 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.

7.0 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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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.

8.0 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.

9.0 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.

10.0 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.

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.
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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 Friendly Amendment pursuant to Rule 6.1; or

+ 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.

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 recommence 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).
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*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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