AMENDED
TOWN OF WOODSIDE

TOWN COUNCIL MEETING AGENDA January 8, 2008
Independence Hall, 2955 Woodside Road, Woodside 7:30 p-m.

CALL TO ORDER

ROLL CALL

PLEDGE OF ALLEGIANCE

COMMUNICATIONS

Persons wishing to address the Council on any matter not on the posted agenda are
invited to do so. Please note, however, that the Council is not able to undertake
extended discussion or to act on non-agendized items. Such items can be referred to
staff for appropriate action, which may include placement on a future agenda. This
communication period is limited to five persons, three minutes each. Any additional
persons wishing to be heard will be scheduled at the end of Regular Business.

ACKNOWLEDGEMENTS

Proclamation Recognizing the Journalistic Accomplishments of Andrea Gemmet
NEW BUSINESS

1. Review of “A Handbook for Members of the Town Council.” (The Town Manager
and Town Attorney will review the contents of the handbook and provide a
general orientation for the members of the Town Council.)

2. Resolution Adopting a Handbook for Members of the Town Council. Resolution
No. 2008 - (The Town Council will formally adopt the amended handbook
following the review undertaken with Item 1 on tonight’s agenda.)

3. Consideration of an Application for an Encroachment Permit to Conduct a
Public Event (Amgen Breakaway from Cancer 25-mile Charity Bike Ride). (The
Town Council will consider a pending application for the referenced event,
to be held on Sunday, February 10, 2008.)

REPORTS

4. Mayor and Councilmember Communications.

COMMUNICATIONS

ADJOURNMENT

IN COMPLIANCE WITH THE AMERICANS WITH DISABILITY ACT, IF YOU NEED SPECIAL ASSISTANCE TO PARTICIPATE IN
THIS MEETING, PLEASE CONTACT THE TOWN CLERK AT (650) 851-6790. NOTIFICATION IN ADVANCE OF THE MEETING
WILL ENABLE THE TOWN TO MAKE REASONABLE ARRANGEMENTS TO ENSURE ACCESSIBILITY TO THIS MEETING.

PLEASE NOTE THAT PURSUANT TO THE STATE OF CALIFORNIA®S OPEN MEETING RULES, THIS MEETING 1S BEING AUDIO
TAPED.
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1. INTRODUCTION

Congratulations on your election to office! You have an exciting and very important
job ahead of you. As a Town Councilmember you are in a key position of leadership in
dealing with the many challenges facing the Town of Woodside. Towns and cities
perform many of the functions which are of most immediate concern to citizens.
These include essential services such as water, sewer and storm drainage, and garbage
collection. The Town's land use decisions play a crucial role in determining the
character and level of prosperity of the community.

As Town Councilmembers, you share an authority which lends you great influence over
the determination of the quality of life of your fellow citizens. The community looks
to the Town Council to help protect it against crime, disease, and a host of other
natural, social and economic challenges; as well as for providing an attractive and
healthy place to live. To fulfill these responsibilities, the Town Council enacts local
laws, sets policies that direct Town programs, and establishes budget priorities.

This handbook has been prepared to provide a convenient source of information about
the functions and activities of the Town Council. It is intended to assist
Councilmembers in carrying out their roles, as well as to provide useful information to
prospective Councilmembers and other interested citizens.



2. GENERAL INFORMATION

2.1 Geography and Demographics

Woodside is a small, rural, primarily residential community, with no industrial land-use
base and with a relatively small level of retail, commercial, and professional service
activity located in the Town Center and the Skylonda area. The area of the Town is
approximately 14 square miles, and is especially valued for its wooded hillsides,
natural stream corridors, fields of grasses and wildflowers, graceful buildings, and
scenic vistas.

Woodside’s population is 5,417, according to the 2000 census. In January of 2002,
there were 3,738 registered voters and 1,949 households. The median age is 44.4
years.

2.2 The History of Woodside

Before the Europeans came to explore and settle Alta California, Woodside was home
to the Ohlone/Costanoan people. Along the creeks and forested valleys, these native
people found a mild climate, good water, and an abundant food supply.

In 1769, a group of explorers led by Gaspar de Portola searching for San Francisco Bay,
camped near Woodside. In 1822, Mexico gained independence from Spain, and the
Spanish Land Grants passed into private hands.

The Woodside area is distinguished for having been the home of some of the first
English-speaking settlers on the San Francisco Peninsula. In the 1830's, William Smith
(Bill the Sawyer), a fur trader from Oregon, made his home in Woodside, as did John
Cooper and James Pease. Charles Brown built the first sawmill on his Mountain Home
Ranch. His adobe house was built in 1839 and still stands today.

A part of the Rancho Cafiada de Raymundo was granted to John Coppinger by his good
friend Juan Alvarado, the Governor of Mexico. Coppinger, a former lieutenant in the
British navy, married Luisa Soto, the daughter of a Spanish ranchero. In 1841,
Coppinger built the first wooden house in Woodside at the corner of Kings Mountain
and Woodside Roads.

Dennis Martin, who came in the first wagon party over the Truckee pass in about 1845,
bought one thousand acres of land from John Coppinger. He built a house and two
sawmills, planted orchards, and built St. Dennis Chapel, which for years was the only
place of worship between San Francisco and Santa Clara.

In 1849, Dr. Robert Orville Tripp, a dentist, arrived in Woodside to recuperate from an
illness, and stayed to establish a business and a home. He and his friend, M.A.
Parkhurst, went into the lumber business in partnership with some San Francisco
builders. They opened a direct road from the redwood forests to the head of the
tidewater in Redwood Creek -- now the heart of Redwood City. The lumber was
dragged by oxen teams over this road and floated by raft to San Francisco. By 1855,
there were at least eight sawmills and one shingle mill in Woodside. As the lower hills
were timbered out, the mills were moved up the canyons and over the mountains.

Tripp and Parkhurst also opened the Woodside Store on King’s Mountain Road, which is
4



now preserved as a San Mateo County museum. Dr. Tripp continued his practice of
dentistry. He was elected to the San Mateo County Board of Supervisors in 1851. Until
his death in 1909, Dr. Tripp operated the store with a post office that served
customers from as far away as San Mateo and Half Moon Bay.

Many people were attracted to this beautiful valley and by 1852 there was a regular
stagecoach service to San Francisco. John Greer, who married John Coppinger's
widow, donated land for the first schoolhouse. By 1859, there were 112 pupils
enrolled. Another school, the West Union School, had 72 pupils. The area’s Library
Association was one of the first of its kind to be established in California. On the less
positive side of the boom in population, a number of saloons were established on
Whiskey Hill Road. To combat these, John Greer and Dr. Tripp, built the Dell
Temperance Hall in 1856, which served as a social center for the community.

Gradually, the character of the valley changed. Farms, small cattle ranches, and
vineyards replaced the sawmills. In the 1880's, prosperous San Francisco families
began to establish country estates in Woodside. The First Congregational Church of
Redwood City built a small church in 1893. It now serves as the chapel for the
Woodside Village Church. The Pioneer Hotel was built in 1882, and the original facade
still stands. Independence Hall, built in 1884, was originally located on what are now
the elementary school's tennis courts. It was moved in 1894 to Albion Avenue, but
closed in 1921, because of “rowdiness” during prohibition. In 1944, Independence Hall
was rededicated as Scout Hall. When the land it stood on was sold in 1972, it was
moved back to the elementary school grounds. Finally, in 1991, the Hall went through
its final move, was completely restored, and now stands next to Town Hall, at 2955
Woodside Road. It is used for Town meetings and events.

After World War 1l, San Mateo County grew rapidly and construction altered the mid-
peninsula landscape. In the 1950's, Woodside began to feel the effects of the County’s
growing population, as 555 new houses were constructed. After several large parcels
of land were sold to developers, some of the residents anticipated that continued
unrestricted growth would result in the transformation of Woodside’s rural residential
character to a more densely developed urban community. These residents raised the
issue of increasing the degree of local control over public activities. On October 20,
1956, by a close vote of 646 to 574, Woodsiders voted to incorporate. Incorporation,
which was effective on November 16, 1956, brought land use policy and its
implementation under local control. It also shifted the responsibility for the day-to-
day provision of public services, such as police services and road maintenance, to the
newly created Town Council.

The Town of Woodside recently celebrated its fiftieth anniversary of incorporation.
The Town still largely retains the rural community character it exhibited in 1956. The
present General Plan articulates many of the same objectives as those which
motivated incorporation.

2.3 The General Plan

The General Plan guides the future development of the Town, describes the desired
character and quality of the community, sets forth the goals that govern the Town,
and states the policies that the Town government will follow to achieve those goals.
The Plan's primary goals are to preserve and enhance Woodside as a scenic, rural
residential community, to conserve the natural environment and its open space, to
protect people and their property from exposure to hazards, to assure access to utility
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services, to abate noise, to manage and maintain the Town's system of roads, trails,
paths, and bikeways, and to allow minimal commercial development. A copy of the
Plan is on file with the Town Clerk and on the Town’s website
(www.woodsidetown.org), and interested parties are encouraged to peruse it.

2.4 The Municipal Code

The Woodside Municipal Code is the systematized collection of regulatory, penal, and
administrative laws of general application. The Town Council modifies the Municipal
Code by introducing and adopting ordinances in public meetings (see Section 6.12).
The Municipal Code serves as the basic law of the Town. The Municipal Code is
available for review from the Town Clerk and is also on the Town’s website.



3. THE STRUCTURE OF TOWN GOVERNMENT

Woodside is a general law town operating under a council-manager form of
government. This provides the Town with public direction from the Town Council and
professional administration and policy implementation through the Town Manager.
Approximately 80% of the towns and cities in California operate under general law,
which means they are organized pursuant to general state law concerning town
government structure contained in the State of California’s Government Code.

The general law system of municipal government provides that the Town has no
powers except those it receives under a constitutional or statutory grant of authority.
The powers so granted are enumerated in Article XI of the California Constitution,
which provides two kinds of powers for general law towns. These kinds of powers are
the power to regulate people's actions (known as regulatory power) and the power to
provide services for the benefit of the Town's inhabitants (known as commercial
power). Section 7 of Article XI states that the Town government has the authority to
enact regulatory ordinances for the benefit of its citizens so long as those ordinances
are not in conflict with state or federal law. Section 9 of Article XI provides that the
Town may also establish and operate public works to furnish its inhabitants with light,
heat, power, transportation, water, and means of communication.

3.1 The Town Council

The Town Council is the legislative body of the Town of Woodside, with all the
regulatory and corporate powers provided under California state law. The Town
Council provides the policy direction that guides the operation of the Town, adopts
ordinances and resolutions that constitute the legislative intent of the Town, and sets
the Town's priorities through the adoption of an annual budget and the provision of
direction to the Town Manager. The Town Council represents the Town's residents
through these actions and through the conveyance of constituent requests and
concerns to the Town staff. The Town Council also appoints members to its advisory
committees, the Planning Commission, and the Architectural and Site Review Board.

3.2 Town Council Meetings

The regular meetings of the Town Council are held on the second and fourth Tuesday
of each month at 7:30 p.m. No items of business are taken up by the Town Council
after 11:00 p.m., unless the Town Council waives this restriction by motion. The
regular meeting place of the Town Council is Independence Hall, 2955 Woodside Road,
Woodside, California.

In years of general municipal elections, no regular or special meeting of the Town
Council may be held until the results of the general municipal election have been
canvassed and certified. An emergency meeting, as defined in Government Code
§54956.5, may, however, be held.

3.3 Election of Councilmembers

The seven members of the Town Council are elected at-large to four year terms, and
must be respectively nominated from and elected to one of seven Town Council
districts. Elections occur in November of odd-numbered years and the terms are



staggered so that no more than four Town Council seats are up for election at any one
time. New Town Councilmembers are sworn in at the first regular meeting after
election results are available for canvas, which is usually the second November
meeting.

3.4 Subcommittees

The Mayor may create and appoint members to standing and/or ad hoc subcommittees
of the Town Council with the approval of the Council for the purpose of studying
specific issues in more detail and reporting back to the Council with data and
recommendations. All standing subcommittees are subject to the provisions of the
Brown Act.

3.5 Vacancies

Vacancies occasionally occur as a result of death, resignation or the departure of a
Councilmember from his or her district. When a person has ceased to be a resident of
the geographical area of the election district from which he/she was elected or
appointed, that person’s office immediately becomes vacant. Woodside Municipal
Code Section 30.03 (B) provides that when a vacancy occurs on the Town Council, the
vacancy shall be filled by special election. The Town Council must call for the special
election within thirty days of the occurrence of the vacancy. The special election shall
be held on the date of the next regularly established election (provided by State law)
or the next regularly established general municipal election to be held throughout the
Town. In either case, the special election may not be held less than 114 days from the
call of the special election. Pending the special election, the Town Council may
appoint a person who is qualified to hold the office until the time of the special
election.

3.6 Election of Mayor and Mayor Pro Tempore

The Mayor and Mayor Pro Tempore are elected from among the Councilmembers by a
majority vote of the members of the Council. They serve for a one-year period and at
the pleasure of the Council. They may be relieved of their duties by a majority vote of
the Town Council taken at a duly noticed Council meeting.

The Mayor and the Mayor Pro Tempore are elected through a process that is based
upon a slight variation of Robert’s Rules of Order. Under Robert’s Rules, all
nominations are accepted and the body then votes on each nomination in the order in
which it was made, with the first nominee receiving a majority of the votes winning
the election. In Woodside, all nominations are accepted and the nominees are then
concurrently considered, with each member of the Council indicating his or her
preference for Mayor and Mayor Pro Tempore, rather than voting aye or no for each
nominee. The nominee with the most votes is declared the newly elected Mayor or
Mayor Pro Tempore.

3.7 Mayor

The Mayor presides at the Town Council meetings and represents the Town as the
official head of the Council on public and ceremonial occasions. Pursuant to Woodside
Municipal Code Section 31.22 (B), the Mayor acts in a liaison capacity between the
Town Council and the Town Manager and may advise the Town Manager on matters of
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Council policy. The principal qualification for the position of Mayor is the ability to
effectively preside at meetings. This requires tact, courtesy, and familiarity with
parliamentary procedures. The responsibility of the Mayor is to direct the discussion
and deliberation of the matters at hand. The Mayor should encourage the input of
ideas, clarify ideas, and restate motions in order that all members understand the
item on which they are voting. It is the Mayor's responsibility to ensure that the
Council is operating within the confines of all applicable rules and regulations. Since
the Mayor must preside over meetings, he or she must maintain a certain degree of
impartiality and be sure to allow all views on an issue to be expressed. However, the
Mayor may also participate in debate, expressing his or her own views, and may make
or second motions.

3.8 Mayor Pro Tempore

The Mayor Pro-Tempore acts in the Mayor's absence.

3.9 Presiding Officer

In the absence of both the Mayor and the Mayor Pro Tempore, the Councilmembers
shall elect a Presiding Officer by majority vote.

3.10 Town Manager

As established in the Woodside Municipal Code Sections 31.15 through 31.23, the Town
Manager is appointed by the Town Council and is responsible to the Town Council, not
to individual Councilmembers. The Town Manager serves as the chief executive of the
Town, administering its day-to-day affairs. The Manager's responsibilities include
enforcement of the Town's laws; preparation and submission of the annual budget to
the Town Council for approval; hiring, discipline, and dismissal of staff; direction and
organization of staff in the execution of Council policies; provision of information and
recommendations to the Council; and investigation of complaints concerning the
Town's administration. The Town Manager attends all meetings of the Council and has
the right to take part in all discussions of the Council, but has no vote. For detailed
information regarding the responsibilities and authoritative power of the Town
Manager, please refer to the Woodside Municipal Code.

3.11 Town Attorney

The Town Attorney is appointed by the Town Council. The Town Attorney acts as legal
advisor to the Town Council, Town Manager, the various Town departments, and all
Town commissions, committees and boards. The Town Attorney prepares and
approves for legality all proposed Town ordinances, resolutions, contracts and other
legal documents. The Attorney also represents the Town in litigation and prosecutes
violations of Town laws.

3.12 Town Clerk

The Town Clerk is appointed by the Town Manager. The Clerk serves as the Secretary
to the Town Council at meetings, performs the official recordation of Town Council
actions, and composes the minutes. The Clerk administers and organizes all municipal
elections and coordinates the filing of Political Reform Act conflict of interest
statements. The Clerk also manages the Town's records and is responsible for the care
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and custody of all official records and documents of the Town. Those records include
all Town deeds, contracts, leases, ordinances, resolutions, minutes, and the Municipal
Code. The Clerk publishes public notices and ordinances as required by law and assists
staff and the public in researching information contained in the Town's official
records. The Clerk is responsible for ensuring timely responses to Public Records Act
requests.

3.13 Director of Community Design and Development

The Director of Community Design and Development is appointed by the Town
Manager. It is the responsibility of the Director to provide current and long-range
planning to ensure the balanced physical development of the Town in accordance with
the Town's adopted General Plan and to administer the Town's adopted zoning
ordinances. The Director is the Town's zoning administrator and enforces the zoning
codes of the Town. As the Town’s Chief Building Official, the Director also oversees
the issuance of permits for all construction work in Woodside and oversees plan
evaluation for compliance with geological, structural, and architectural requirements
of the Town's Municipal Code and industry standards.

3.14 Town Engineer

The Town Engineer is appointed by the Town Manager. The Town Engineer is
responsible for the work of the Department of Public Works. This work encompasses
the oversight of the construction and maintenance of the public infrastructure,
primarily sewers, roads, and other public rights-of-way. This work also includes a
variety of engineering support services that are provided to the Town's planning,
building regulation, and public utility functions.
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4. VOLUNTEER POSITIONS

The voluntary participation of Woodside's citizens in the operation of the Town
government is critical to the Town Council's and the Town staff's success in serving the
community. The Town Council has established several standing boards, commissions,
and committees composed of volunteers. Additionally, the Council establishes ad hoc
committees as the need arises. Volunteers to specific boards, commissions, or
committees are appointed by the Town Council and charged with the responsibilities
of gathering, synthesizing, and analyzing the information relevant to their areas of
responsibility and providing the Town Council and Town staff with advice and
recommendations. The Council and staff rely on this advice for the development and
execution of Town policies. Citizen involvement is the hallmark of Woodside
government, and the Town encourages all residents to participate.

4.1 Commissions, Boards, and Committees

The Woodside Town Council is assisted by the following citizen advisory commissions,
committees and boards: Planning Commission, Architectural and Site Review Board
(ASRB), Audit Committee, Bicycle Committee, Conservation and Environmental Health
Committee, Livestock and Animal Control Committee, Open Space Committee, Public
Safety Committee, Recreation Committee, Trails Committee, Woodside History
Committee, and Ad Hoc Committees as appointed. All citizen advisory bodies are
subject to the provisions of the Brown Act. These bodies are charged with the
following responsibilities:

e Advise the Town Council and the Town Manager on matters within their area of
responsibility and interest, under articles of the General Plan, as prescribed by
the Town Council and its ordinances and resolutions.

e Help focus attention on specific issues and problems within their scope of
responsibilities and recommend actions and alternatives for Council
consideration.

e Act as channels of communication and information between Town government
and the general public, including groups with interests related to the work of
the advisory bodies.

e Consider and assist in reconciling contradictory viewpoints and provide
direction toward achievement of Town-wide goals.

e Encourage citizen participation in the definition and formulation of Town goals
and actions for their achievement.

e Balance community desires with municipal responsibilities and resources.

4.2 Qualifications and Appointment to Office

Interested citizens who live within the Town of Woodside are encouraged to submit
applications for positions on the Planning Commission, ASRB, or an advisory
committee. The Town Council may, on a case-by-case basis, waive the Town
residency requirement, depending upon the membership needs of the involved
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advisory body at the time appointments are being considered and the availability of
sufficient applications from which to fill existing vacancies. The application form is
available from the Town staff and includes space for the applicant to state the
gualifications, experience, and skills which he or she can bring to the service of the
Town. Applications may be submitted at any time. Completed forms are kept on file
at Town Hall and may be considered by the Town Council when vacancies occur. In
addition to considering the applications placed on file, the Town Council may make its
own nominations to the Planning Commission, ASRB, and advisory committees.

Notice of openings and requests for applications for the Planning Commission, ASRB,
and advisory committees are posted and published in "The Almanac" and, if timely, in
"The Woodsider". Regular appointments to all bodies are made by the Town Council in
February of each year at a duly noticed meeting of the Town Council. Requests for
applications for candidates to fill unexpected vacancies, which occur from time to
time, will be solicited when the vacancies arise. All vacancies will be filled by the
Council in as timely a manner as is practicable.

The members of the Planning Commission, ASRB, and advisory committees are
appointed by simple majority vote of the Town Council. The process by which
appointments are made to the Planning Commission and the ASRB, however, is
different than that used to appoint advisory committee members. In the case of the
Planning Commission and the ASRB, the Town Clerk will distribute the
applications/statements of qualifications of the applicants/nominees to all members
of the Council with the Council packets for the meeting designated for the interview
and appointment of Planning Commission and/or ASRB candidates. The Town Clerk
will include the attendance records of all incumbent applicants in the packet. During
the Council meeting when the interviews and appointments are to occur, each
applicant will be interviewed by the Town Council and will be allowed to address the
Council on his/her qualifications. After all applicants have been interviewed, the Town
Council will undertake the appointment process.

In order to facilitate the advisory committee appointment process, the Town Council
has created a Town Council Committee Appointments Subcommittee. The
Subcommittee, which is comprised of two Councilmembers, reviews all applications
and nominations. Prior to presenting its recommendations to the full Town Council at
a duly noticed public meeting, the Subcommittee may, at its discretion, interview
some or all of the applicants and nominees. All meetings of the Subcommittee,
including interviews of nominees, need to follow the Brown Act requirements and take
place in a public meeting forum. The Subcommittee may solicit input from the Chair
and the Council Liaison of the advisory body for which members are being considered,
as a part of its review process. Once the review process is completed, the
Subcommittee will make its recommendations to the full Council, which will vote on
the entire slate of recommended appointments at one time. If there are appointments
among those recommended by the Subcommittee that Councilmembers wish to
consider individually, those specific appointments will be considered on a case-by-case
basis.

When making board, commission, and committee appointments, the Town Council will
favor applicants who do not already belong to another board, commission, or
committee. Members of the Planning Commission are prohibited by Town Council
Resolution No. 2003-6376 from holding a voting membership on any of the Town’s
other advisory bodies. The Council seeks a diversely representative body of
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membership for each board, commission, and committee so that there will be a broad
balance of views. Rather than fill an advisory panel with people who are all dedicated
to the same ideas or goals, the Council will attempt to assemble groups of applicants
with a variety of interests and experience. Similarly, the Council will attempt to select
members from across the Town's geographically diverse make-up. For all of the Town’s
citizen advisory bodies, the Town Council may decide to refrain from appointing
candidate(s) if, in its judgment, the qualifications and/or experience of the
candidate(s) are insufficient. When this occurs, the Town Clerk will again advertise
the vacant position(s) involved and the appointment process will be included on a
subsequent Town Council agenda.

An updated list of volunteer committee members is included in the Town Directory,
available at the front desk in Town Hall. It also includes the latest information on the
regular meetings days and times for the committees.

4.3 Town Council Liaisons

Each of the Town’s advisory committees is assigned a Town Councilmember to serve as
Liaison between the Council and the committee (this does not extend to the Planning
Commission and the ASRB). The Mayor makes these appointments in January of each
new calendar year.

It is the Liaison’s responsibility to attend each meeting of the committee to which he
or she is assigned and to provide general guidance, as needed, to the committee as it
moves through its meeting agenda. The primary role of the Liaison is to ensure the
committee’s compliance with the Brown Act and to provide information regarding
Town Council policy as it pertains to the work of the committee. It is not the role of
the Liaison to advocate on behalf of or against items before the committee or to
endorse positions or directions that the committee may be considering. If a Council
Liaison is unsure how to advise his or her committee, he or she should consult with the
Town Manager. The Liaison should also report any operational problem his or her
committee may be facing at the earliest opportunity so that staff can intervene and
provide the needed assistance through the committee chair.

4.4 The Planning Commission

The Planning Commission participates in the administration of the zoning laws and
policies of the Town. The Commission makes recommendations to the Town Council
regarding land use, reviews proposed development projects, and advises as to the
overall development and maintenance of the General Plan of the Town. The
Commission also conducts necessary public hearings to administer the planning laws
and policies of the Town and acts on applications for zoning amendments, conditional
use permits, variances, subdivisions, and other related functions as may be assigned by
the Council. The Commission's powers and duties are specifically enumerated in State
planning law (Government Code §61500 et seq.) and in the Town's Municipal Code
(Section 32.06).

The seven members of the Planning Commission are appointed by the Town Council for
staggered four-year terms. A Planning Commission member is appointed from each of
the seven Council Districts, although the Municipal Code does provide for exceptions
to this process.

The regular meetings of the Planning Commission are held the first and third_
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Wednesdays at 7:30 p.m. in Independence Hall, 2955 Woodside Road. The Planning
Commission has adopted a three-hour meeting limit, unless extended by motion during
the meeting.

4.5 The Architectural and Site Review Board

The Architectural and Site Review Board (ASRB) reviews applications for site design,
makes recommendations to the Director of Community Design and Development
regarding the approval or disapproval of applications, and suggests modifications or
imposes conditions in accordance with the standards set forth in the Woodside
Municipal Code (Title 15, Chapter 153, beginning at Section 153.220). The Code
charges the ASRB with ensuring that development preserves the rural character and
natural beauty of the Town and complies with the requirements of the Municipal Code
and the General Plan.

The ASRB consists of seven members appointed to staggered four-year terms by the
Town Council. The regular meetings of the ASRB are held on the first and third
Mondays of each month at 4:30 p.m. in Independence Hall.

4.6 The Audit Committee

The Audit Committee, with the Town Manager, develops the scope of the annual
Independent Audit, reviews proposals for auditing services, and recommends an
auditing firm to the Town Council for engagement. The Committee reviews the annual
Independent Audit report and General Purpose Financial Statements and issues its own
independent report to the Town Council on the Town’s financial status and on the
Town's progress in implementing the Independent Auditor’s prior fiscal year's
recommendations for improvement to fiscal operations, if any. The Committee reviews
and provides comments to the Town Council on the Town's annual self-assessment of
performance against the Town Council's Financial Management Policies and
recommends revisions to those policies.

Three members are appointed by the Town Council for unlimited terms. Nominations
for replacement members are offered by the existing Audit Committee. The
Committee meets on an "as needed" basis, usually a few times each year.

4.7 The Bicycle Committee

The Bicycle Committee advises and recommends to the Town Council on policies for
planning, developing, maintaining, and usage of the Town’s bikeways system,
including reviewing and making recommendations on: (1) applications for special
bicycle event use permits for the Town’s roadways; (2) elements of the Annual Road
Program relating to the Town’s bikeways; and (3) bicycle access to and parking at
institutional, commercial, and office facilities.

The Committee addresses issues relating to bicycle safety and usage of the roads and
trails throughout the Town, including joint use by equestrians, pedestrians, and
bicyclists; and educates children and the general public in State law pertaining to
bicycling and safe bicycling practices. The Committee provides an open forum for
bicycle issues; offers communication links to diverse local, regional and state bicycle
organizations and to bicycle clubs; and offers participation on the City/County
Association of Governments (C/CAG) Bicycle and Pedestrian Advisory Committee.
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(Resolution No. 2002-6330) . The seven members are appointed by the Town Council
for two-year terms on a staggered basis.

4.8 The Conservation and Environmental Health Committee

The Conservation and Environmental Health Committee advises and assists the Town
Council, Planning Commission and staff on conservation, open space, noise, public
services and facilities as pertaining to the elements of the Town's General Plan. The
Committee may advise the Town Council, if requested, on matters pertaining to
water, noise, tree preservation, surface run-off, energy conservation and resources
recovery, recycling, and solid waste removal. The Committee develops and
recommends educational programs which will create public awareness of
environmental issues and conditions, and recommends regulations and action programs
which foster conservation principles. The ten members are appointed by the Town
Council for two-year terms on a staggered basis.

4.9 The Livestock and Animal Control Committee

The Livestock and Animal Control Committee reviews applications for commercial
stable permits and dog kennel permits and forwards recommendations to the Director
of Community Design and Development. It also reviews exceptions to the private
stable regulations and forwards recommendations for approval or disapproval to the
Director of Community Design and Development. It studies existing ordinances and
makes appropriate recommendations for change and advises the Planning Commission,
Town Council, and staff on any animal-related problems. The ten members of the
Committee are appointed for staggered two-year terms.

4.10 The Open Space Committee

Created by Resolution No. 2002-6367, the Open Space Committee advises and assists
the Council and staff in implementing the policies and goals of the Open Space and
Conservation Elements of the General Plan, specifically with respect to acquisition and
maintenance of conservation easements and open space preservation. Committee
responsibilities include dissemination of information to the Community that enhances
awareness of the benefits of open space conservation and publicizes options for
protecting open space that provide benefits to property owners. The Committee acts
as liaison between property owners and Town staff regarding easement options and
provisions. The Committee collaborates with Town governing bodies and other
advisory committees on goals and projects of mutual interest, and with neighboring
towns and regional entities in efforts to preserve scenic vistas, tracts of open space
and wildlife habitat. The nine members are appointed by the Town Council for two-
year terms on a staggered basis. Liaison members are provided from the Conservation
and Environmental Health and Trails Committees.

4.11 The Public Safety Committee

The Public Safety Committee advises the Town Council and staff on issues of
community public safety, including police and fire services provided within the Town.
The Committee also serves as a liaison to the Woodside Fire Protection District and
provides input to the Town on areas of shared concern for the Town and the District.
The Committee solicits input from the community on public safety issues and concerns
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and provides reports of its findings to the Town Manager for purposes of managing the
contract for police services with the San Mateo County Sheriff. The three members are
appointed for staggered two-year terms.

4.12 The Recreation Committee

The Recreation Committee was established by the Town with the cooperation of the
Woodside Elementary School District for the purpose of guiding the activities of the
community recreation program, pursuant to Resolution No. 1986-4379. The
Committee provides organized and supervised community recreation services and
facilities in all areas of Town and makes recreation budget recommendations to the
Town Manager. The fourteen members of the Committee are appointed for three-year
terms on a staggered basis.

4.13 The Trails Committee

The Trails Committee reviews land divisions, subdivisions, and conditional use permits
for locations of equestrian, pedestrian and bicycle trails and makes recommendations

to staff and to the Planning Commission. It also advises on trails maintenance projects
and on rules, regulations, and ordinances pertaining to the trails. The eleven members
of the Committee are appointed for staggered two-year terms.

4.14 The Woodside History Committee

The Woodside History Committee advises the Town Council and staff regarding
actions, policies, and plans relating to historic preservation. The Committee also plans
and recommends means for ensuring the security and public accessibility of the Town's
historic archives. The Committee gathers and catalogues historic materials. The ten
members are appointed for staggered two-year terms.

4.15 Ad Hoc Committees

From time to time the Town Council appoints ad hoc committees to gather information
on a particular area of interest or concern and make recommendations to the Town
Council as a whole. These committees meet at the direction and call of the Town
Council. Ad hoc committees will identify key issues, research alternative solutions and
make recommendations to the Town Council for policies related to their assignment.
Once the ad hoc committee has completed a final report or recommendation on the
area of assignment and the report is accepted by the Town Council, the ad hoc
committee is disbanded.
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5. GENERAL RULES OF OFFICE

5.1 Code of Ethics and Conduct

Public officers owe an undivided duty to the public they serve and are not permitted
to place themselves in a position which will subject them to conflicting duties or
expose them to the temptation of acting in any manner other than in the best interest
of the public. Town officers may not, under any circumstances, use their official
position to their own benefit or for the benefit of anyone except the Town itself, nor
may they represent the Town in any transaction in which they are personally
interested in obtaining an advantage.

On April 12, 1994, the Town Council adopted a Code of Ethics and Conduct for the
members of the Town Council, Planning Commission, Architectural and Site Review
Board, Town committees, and the Town staff. It was amended in December of 2001
and again in July of 2002. The current Code, as adopted through Resolution No. 2002-
6348, provides as follows:

“A. Each Council member, Appointed Official and Town employee has a duty to:
1. Represent and work for the common good of the Town and its citizens.

2. Provide fair and equal treatment for all persons and matters coming before the
Council, Commission, Board or Town staff.

3. Faithfully perform all duties of his or her respective elected or appointed office,
including: a) understanding the roles and responsibilities of the body or position to
which elected or appointed; b) becoming thoroughly knowledgeable about items of
business before voting or developing a conclusion or recommendation; and c)
attending regular meetings, as defined in Resolution No. 1994-4936.

4. Listen courteously and attentively to all public discussions and avoid interrupting
other speakers, except as may be permitted by established Rules of Order.

5. Refrain from abusive conduct, personal charges or verbal attacks upon the
character, motives, ethics or morals of members of the Town Council, other
appointed officials, Town employees, or members of the public.

6. Maintain the highest standard of public conduct by refusing to condone breaches of
public trust or improper attempts to influence the decision-making process or
decisions.

7. Uphold the public's right to know, and in accordance with the Brown Act, uphold
the public's right to know not only the decision made or action taken, but also to
participate in and witness the deliberations which shape public policy.

8. Refrain from disclosing confidential information concerning the property,
government, or affairs of the Town, whether it be provided in a closed session or
not, unless the Town Council authorizes such disclosure by majority vote.
Confidential information shall not be used to advance financial or other personal
interests. Confidential information means all information, whether transmitted
orally or in writing, which is of such a nature that it is not, at that time, a matter
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10.

11.

12.

13.

14.

15.

of public record or public knowledge, including those items described in the
California Public Records Act (Government Code 86254), items from closed sessions
under the Brown Act (Government Code §54950 et seq), and items subject to the
attorney-client privilege.

Behave in a manner in keeping with the role of steward of the public interest.
Specifically, members of Council shall not appear on behalf of the private interests
of third parties before the Council or any board, commission or proceeding of the
Town, nor shall members of boards, commissions, and other advisory boards
appear before their own bodies or before the Council on behalf of the private
interests of third parties on matters related to the areas of service of their bodies,
except for limited exceptions, as provided for in Fair Political Practices
Commission Regulation 18702.4.

Avoid even the appearance of conflict between public duties and personal interests
and activities in all Town forums. A conflict or the appearance of a conflict exists
in a matter before an official for consideration or determination if the public
official: (1) has a material financial or material personal interest in the outcome or
(2) has a personal or organizational responsibility or relationship in an entity or
organization that will be affected by the outcome, including an association as
owner, member, partner, officer, employee, broker or stockholder.

Disqualify him/herself from participating in the deliberation and decision-making
process in all matters where a conflict or the appearance of a conflict exists, as

defined in tenet 10. This does not preclude, however, the right of any individual
official to participate in the deliberations as a member of the general public.

Refrain from using his/her position to unduly influence the deliberations or
outcomes of official proceedings, both during and outside of those proceedings, of
bodies of which he/she is not a member because of the value of the independent
advice of boards, commissions and other advisory bodies to the public decision-
making process.

Support the maintenance of a positive and constructive work place environment
for Town employees and for citizens and businesses dealing with the Town.
Members of the Town Council, Planning Commission, the Architectural and Site
Review Board, and other advisory bodies shall recognize their special role in
dealings with Town employees and must in no way create the perception of
inappropriate direction to staff. Council should never express concerns about the
performance of a Town employee in public, to the employee directly, or to the
employee’s supervisor. Negative comments about staff performance should only be
made to the Town Manager through private conversation or correspondence.

Refrain from accepting gifts, favors, or promises of future benefits which might
compromise or tend to impair independence of judgment or action.

Refrain from appearing as a compensated representative at any time before the
Town Council, Commission, Board, or Town staff in connection with any case or
other matter with which he/she personally participated while an official or
employee of the Town for twelve (12) months following the date of separation
from elected or appointed office or from Town employment.
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B. Compliance with and enforcement of the Code of Ethics and Conduct shall be ensured
as follows:

1. The Woodside Code of Ethics and Conduct expresses standards of ethical conduct
expected for members of the Woodside Town Council, the Planning Commission,
the Architectural and Site Review Board, all volunteer committees, and all
employees of the Town. Each individual covered by the Code has the primary
responsibility to ensure that he or she understands and meets these standards and
complies with all tenets of the Code, so that the public can continue to have full
confidence in the integrity of Town government.

2. When a Councilmember or other appointed or elected official has doubt as to the
applicability of a provision of the Code to a particular situation, he/she may apply
to the Town Council for an advisory opinion and be guided by that opinion when
given. The Councilmember or other appointed or elected official shall have the
opportunity to present his or her interpretations of the facts at issue and of the
applicable provisions of the Code before such advisory decision is made.

3. Members of the Town Council shall intervene when actions of elected and
appointed officials that appear to be in violation of the Code of Ethics and Conduct
are brought to their attention. The member who is made aware of the alleged
violation shall report the complaint to the Mayor, who shall investigate the
allegation and shall provide a report of his/her findings to the involved elected or
appointed official. If the Mayor is the subject of the complaint, the Mayor Pro Tem
shall be responsible for completing the required investigation and report. The
report shall be presented to the Town Council at a public meeting of the Council.
The Town Council will accept testimony on the matter and determine whether a
violation of the Code has occurred.

4. The Town Council may impose sanctions on elected or appointed officials when it
determines that a violation of the Code has occurred, including reprimand, formal
censure, or, in the case of members of commissions, boards, or committees,
removal from office. If the Town Council determines that a member of its body has
violated the Code and that such violation may warrant the official’s removal from
office, it may refer the issue to the San Mateo County Grand Jury, as provided for
in Government Code §3060.

5. The Town Manager shall provide advice on the applicability of the Code to those
Town employees who are subject to the Town Manager’s appointment and removal
authority, as defined in Woodside Municipal Code Section 30.20 (C). The Town
Manager shall investigate alleged violations of the Code when they involve those
same employees. The Town Manager shall utilize the Town’s Personnel Policies and
Rules in the conduct of the investigation and in the application of appropriate
discipline where an allegation is found to have occurred.”

The Town’s customized Oath of Office includes a promise to uphold and abide by the
tenets of the Code of Ethics and Conduct.

5.2 Conflict of Interest

In order to fulfill the Town government's undivided duty to serve the public, it is
necessary for the Town's officers to diligently avoid any circumstance in which their
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personal and public interests or responsibilities could come into conflict, or in which
Town officers could be tempted to use their positions for personal gain. State law
specifically regulates several areas:

A. Interests in Contracts: Members of the Town Council and other public officers
may not make any contract with the Town in which they have a financial interest.
Such contracts are void. (Government Code §1090)

B. Discounted or Free Transportation Passes: Office holders in California are
strictly prohibited from accepting free passes or discounts from transportation
companies. Violation of this prohibition is punishable by forfeiture of office.
(California State Constitution)

C. The Political Reform Act: The Political Reform Act (Government Code 887100, et
seq.) forbids a public official from participating in or attempting to influence those
governmental decisions or actions in which he or she has a "financial interest" which
could be materially affected by the decision. The Act defines the kinds of interests
(which includes interests owned by spouses, dependent children and agents, and
certain businesses and trusts) which might cause a conflict and requires public officials
to disqualify themselves from decisions which could affect those interests. The Fair
Political Practices Commission (FPPC) enforces the Political Reform Act.

D. Common Law Doctrine Against Conflicts of Interest: There is a body of common
law regarding conflicts of interest which could form the basis of an allegation of willful
misconduct in office within the meaning of Government Code 83060 et seq. A good
expression of the common law doctrine is found in Noble v. City of Palo Alto (1928) 89
Cal.App 47,51, “a public officer is impliedly bound to exercise the powers conferred
on him with disinterested skill, zeal and diligence and primarily for the benefit of the
public.”

5.3 Statement of Economic Interest

As established in Government Code §87200, Councilmembers must file Statements of
Economic Interest upon assumption of office, on an annual basis, and when leaving
office. The proper forms are supplied by the Town Clerk. Members must disclose all
investments, business positions, sources of income, and interests in real property
which could be materially affected by the decisions made by their commission. The
completed statements are kept on file by the Town Clerk and are available for public
inspection. Since the law permits the Fair Political Practices Commission to impose a
penalty for failure to disclose in a timely manner, elected officials should be certain
the statements are complete and filed on time.

5.4 Relations with Town Staff

The Town staff works under the direction of the Town Manager. While the Council as a
whole may direct the Town Manger, it is not appropriate for individual
Councilmembers to provide such direction or to become involved in the administrative
or operational concerns of the Town departments. However, the staff will be happy to
answer questions and provide whatever assistance they can when authorized to do so
by the Town Manager.
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It is expected that a mutually respectful and professional relationship will be
maintained between the staff personnel and the Councilmembers. In the event that a
conflict does arise, the problem should be brought to the attention of the Mayor or the
Town Manager.

5.5 Orientation for New Members

Shortly after election, a general orientation will be provided by the Town Manager and
staff. This orientation is intended to acquaint newly elected Councilmembers with
Town goals, the responsibilities of the appointment, current issues before the body,
and meeting schedules.

5.6 Meeting Attendance

Members of Council who do not attend at least 75% of all regular meetings held within
a calendar year or who miss four consecutive regular meetings shall be deemed to
have resigned from office (Woodside Resolution No. 1994-4936). If a Town
Councilmember is absent without permission from all regular Town Council meetings
for 60 days consecutively from the last regular meeting he or she attended, his or her
office becomes vacant and shall be filled as any other vacancy (see Government Code
§36513).

5.7 Resignation

If a Councilmember resigns from office before the end of his or her term, the member
should write a letter announcing the resignation and deliver it to the Town Clerk, who
will forward copies to the Town Council and the Town Manager. Such notice is
effective and irrevocable once delivered to the Town Clerk.

5.8 Compensation

Service on Council is purely voluntary. Neither the Mayor nor other members of the
Council is paid.

5.9 Benefits/Insurance/Immunity

Councilmembers are covered by the Town’s Workers' Compensation policy and, in the
event of an accident while serving in an official capacity, the member will be required
to file an accident report. Members are also covered under the Town's general liability
insurance policy for actions taken in the course and scope of their duties. The Tort
Claims Act limits municipal liability and Councilmembers are granted immunity by the
applicable sections of the California Government Code for good faith actions by
Councilmembers.

5.10 Travel Expenses

Councilmembers are entitled to reimbursement for their own personal reasonable
expenses incurred in the performance of his or her duties as a Councilmember. If the
reimbursement involves the costs of travel, such as hotels and/or airfare, a request
for reimbursement shall be made to the Town Manager prior to the occurrence of the
travel, in order to ensure that budgetary authority exists.
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5.11 Authority of Councilmembers

Individual members of the Council are not authorized to expend public funds, enter
into agreements or contracts, employ staff, sign documents on behalf of the Town, or
bind the Town in any way. This authority can only be granted by motion or resolution
of the Town Council.

5.12 Use of E-mail

Each member of the Town Council will be provided with an e-mail account on the
Town’s server. The Town’s website provides the public with a link to these e-mail
accounts and the business cards of each Councilmember includes the Town e-mail
account/address. Members of the Town Council should use only their Town e-mail
accounts for all Town business and should not use their personal or business e-mail
accounts for this purpose.

The Town will retain all incoming and outgoing e-mail messages from the Town Council
e-mail accounts on the Town’s server for two years. These e-mail messages are public

records and are subject to disclosure through the provisions of the Public Records Act,

with rare exception.

5.13 Membership on Other Town Advisory Bodies

Resolution No. 2003-6376 expressly prohibits members of the Town Council from
voting membership on any of the Town’s other advisory bodies or boards.

5.14 Assignment to Outside Committees, Agencies, and Organizations and as
Committee Liaisons

The Town is represented by individual Councilmembers on a wide variety of outside
committees and organization, such as the City/County Association of Governments
(C/CAG) and the Association of Bay Area Governments (ABAG). Additionally, each of
the Town’s standing committees is assigned a Councilmember to serve as its Liaison to
the Town Council and the staff (see Section 4.3 “Town Council Liaisons™). In January
of each year, the Mayor reviews the list of Councilmembers assignments to determine
whether changes are needed or desired. Coordination is provided by the Town Manager
and Town Clerk to ensure that there are no schedule conflicts that would preclude a
Councilmember from attending the meetings of the bodies to which he or she may be
assigned. The Mayor announces the assignments of Councilmembers to these positions
during the second January meeting each year.
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6. OPERATING PROCEDURES

The Town Council does most of its work in meetings which are open to the public. A
detailed set of formal procedures has been established for the conduct of such
meetings. Formal rules may occasionally appear arcane or inconvenient, but they are
necessary to guarantee a fair and democratic process. The rules are designed to
ensure Woodside's compliance with state law, to guarantee fair and equal treatment
of citizens, to encourage citizen participation in civic affairs, and to foster a
productive climate which encourages the communication of constructive ideas.

6.1 Ralph M. Brown Act

The Brown Act (Government Code §54950, et seq.) is a state law requiring that almost
all local government business be conducted in open and public meetings. This
requirement is based upon the belief that the people must remain informed about the
activities of government in order that they may retain control over it. The Brown Act
applies to the Town Council, as well as all Town boards, commissions, and
committees. Any time in which a majority of the members of one of these bodies
meets face-to-face or use intermediaries or technological devices (such as phone, fax,
e-mail, or letters) to hear, discuss, or deliberate upon any public business, a "meeting"
is taking place as defined by the Brown Act. Social events are exceptions to this, so
long as public business is not discussed.

With very few exceptions, such meetings must be open to the public and must be
announced at least 72 hours ahead of time for a regular meeting and 24 hours ahead of
time for a special meeting, with a posted agenda indicating the time and place of the
meeting and describing each item of business which is to be discussed. No action may
be taken at any meeting unless a quorum is present. Action may be taken by the body
only on items which properly appear on the meeting agenda. In addition, minutes of
the proceedings must be taken for entry into the public record.

The Town Council may from time-to-time convene properly agendized Closed Sessions
pursuant to Government Code §54954.5. Such sessions are allowed for a few limited
purposes, including Personnel Sessions, to discuss pending or anticipated litigation,
and real property negotiations.

A copy of the Brown Act is distributed to all new Councilmembers and additional
copies are available for examination at Town Hall. All members should be sure to
understand this law. Staff will be happy to assist in interpreting its requirements.

6.2 Limitations on Official Action of the Town Council

While the Town Council is the supreme legislative body of the Town, State and Federal
law impose certain limitations and restrictions on the powers of the Council. These
limitations include:

A. Preemption: As a general law town, the Town of Woodside must comply with
state and federal laws and therefore cannot make any rule or regulation which
conflicts with or duplicates state or federal law, or conflicts with policies or
regulations of the state or federal governments.

B. Public Purpose: All public funds must be expended for a public or municipal
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purpose. An improper expenditure (not authorized by law) may result in personal
liability of the individual Councilmember.

C. Expenditure Limitations: At present, a State-imposed spending limitation (Gann
Appropriations Limit) restricts the expenditure of most revenues to the 1978-79 fiscal
year level plus or minus cost of living and population changes. This limitation may be
relaxed by vote of the electorate or through the use of funds not subject to the
limitation.

D. Debt: The Town may not contract to expend in any fiscal year in excess of current
revenues plus reserves. The Town has no power to incur a present debt in excess of
its present liability to pay, and thus cannot purchase property on an installment plan
or on a conditional sales contract. Financing must be accomplished through
assessment district bonds, non-profit corporations, lease-purchase options, or other
specially-authorized bonds.

E. Discrimination: The Town may not enforce its rules, regulations, or ordinances on
a discriminatory basis in favor of any individual person, race, or segment of its
population. All facilities, rules, regulations and ordinances must be applicable on an
equal basis.

F. Civil Liberties: The state and federal constitutions guarantee certain civil
liberties and civil rights, such as the right of peaceful protest, assembly, worship,
speech, etc. Municipal regulations which unreasonably impinge on the lawful exercise
of these rights, whether by prior restraint, prohibition, arbitrary regulation or arrest,
are invalid.

G. Reasonableness: No municipal action can be arbitrary or excessive in scope.

6.3 Tort and Constitutional Rights Liability

Years ago, the courts discarded the concept of sovereign immunity. A town is like any
other entity or corporation and has (except for a few specific remaining immunities)
the same liability for the negligent or wrongful acts of either the Town body or its
employees. The State Tort Claims Act determines under what circumstances
government will be liable for injuries to property and persons not involving
constitutional violations.

6.4 Environmental Impact

State law (the Public Resources Code) requires the Town to conduct an environmental
review before undertaking any public project or approving discretionary private
projects. If the environmental review discloses a reasonable probability that the
project will have significant environmental impacts, an Environmental Impact Report
(EIR) must be prepared in accordance with the California Environmental Quality Act
(CEQA).

6.5 Regular Meeting Procedures

Except as modified by this handbook, meetings of the Town Council are conducted
according to the parliamentary procedures of "Robert's Rules of Order Newly Revised;"
the parliamentary procedures of "The Standard Code of Parliamentary Procedure," by
Alice Sturgis; the Brown Act; and the Code of Ethics and Conduct. Parliamentary
procedures are intended to help meetings run in a smooth and orderly fashion to
facilitate the conduct of business.
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Meetings are overseen by the Mayor. The Mayor begins by calling the meeting to order
and then guides the meeting though the items on the agenda in the standard order of
business. While meetings generally follow the format of the agenda, the Mayor may at
any time, by majority consent of the members, permit an item to be heard out of
order.

If it is known in advance that there is a lack of business for the Council to address, a
scheduled meeting may be canceled. A notice shall be posted by the Town Clerk
within 24 hours of the decision to cancel the meeting and the door to the meeting
room shall be posted with a notice, informing the public that the next scheduled
meeting has been canceled due to a lack of business. In years of municipal elections,
no regular or special meeting of the Town Council shall be held after the election,
excepting for an emergency meeting, as defined in Government Code §54956.5, until
the said election results have been canvassed and certified.

6.6 Adjourned Regular Meetings

If for any reason the business to be considered at a regular meeting cannot be
completed, the body may then adjourn to a specified time and location. A notice
announcing the adjournment must be posted by the Town Clerk at the standard
locations (Roberts’ Market, Woodside Library, the U.S. Post Office, and Town Hall)
within 24 hours of adjournment. This type of meeting is referred to as an Adjourned
Regular Meeting. Pursuant to the Brown Act, if an adjourned meeting is held within
five days of the regular meeting, no new agenda is needed. If the meeting is
adjourned for more than five days, a new agenda must be prepared.

6.7 Closed Session Meetings

Closed sessions may be held in accordance with the provisions of the Brown Act
(854954.3 of the Government Code) for the discussion of anticipated or pending
litigation against the Town, real property negotiations, personnel matters, and public
security issues.

6.8 Special Meetings

Special meetings are those called by the Town Council in order to consider an
important issue that needs to be addressed immediately. No other business shall be
considered at a Special Meeting. In compliance with the Brown Act, Special Meetings,
unless scheduled for purposes of conducting a Closed Session, must be open to the
public. Written notice or an agenda calling the special meeting and describing the
items to be discussed, shall be delivered to members and to the public press and
posted at Roberts’ Market, the Woodside Library, the U.S. Post Office and Woodside
Town Hall at least 24 hours in advance of the convening of the special meeting.

6.9 Study Session Meetings

The Council may meet informally in Study Sessions called by the Mayor or the majority
of the Councilmembers. Study sessions are open to the public and are considered
“meetings” under the Brown Act (§54954.3 of the Government Code). The Council may
not take any formal action at study session meetings.
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6.10 Standard Order of Proceedings

The general procedure for addressing agenda items is as follows:
o Staff Report

e Council Questions

e Public Comment

e Council Deliberation
e Motion

6.11 Motions

Routine business and administrative matters are accomplished by motion and
resolution. The motion is the least formal type of action taken by the Council. That
is, motions are recorded in the minutes, but no separate documents are made to
memorialize them. A motion is a proposal made by a member of the Council asking
that the Council discuss or act on an idea or proposition.

A motion is also the manner by which Resolutions and Ordinances may be submitted to
the Council. The procedures for those actions are discussed in Sections 6.12 and 6.13.

The procedure for stating and acting on a motion is as follows:

A. Main Motion: A motion which brings business before the Council is called a main
motion. There are four steps through which a main motion is brought before the
Council:

1. A member asks to be recognized by the Mayor.

2. Once recognized, the member makes the motion, saying "I move that...."
Members should try to avoid including more than one proposal in the same motion,
especially when other members are likely to disagree about the merits of the
proposal. If a member would prefer to see a proposal divided and voted upon
separately, the member should ask the Mayor to divide the motion.

3. Another member must second the motion or no further action can be taken on
the motion.

4.  After seconding, the mayor asks for any further Council discussion on the
motion.

Once a motion has been brought before the Council through the above steps there are
three further steps through which the motion is discussed and acted upon:

1. After a motion has been brought before the Council and the Mayor has asked for
discussion, he or she will turn to the member who made the motion and grant that
member the floor if he or she wants it.

2.  When everyone who wishes to speak has done so, the Mayor will put the question

to a vote. When doing so it is very important that the Mayor restate the motion to
assure that the members all clearly understand what they will vote on.
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3. After the vote, the Mayor announces the result by saying either "The motion has
carried" or "The motion has failed." To be carried, a vote requires the support of a
majority of the members present, excluding those who abstain. A tie vote
indicates that the motion failed and that no action was taken on the issue. No
proxy or absentee voting is allowed.

A motion may not be withdrawn by the mover without the consent of the member
seconding it and the approval of the Council.

B. Amendment of Motions: A motion may be amended if the amendment proposed is
germane to the main motion, even if it would effectively nullify the motion. A
“substitute motion” is a form of amendment that completely restates the main
motion. An amendment to a motion or a substitute motion is stated, seconded,
discussed, and voted upon in the same manner as a main motion. Discussion and action
are limited to the motion that has the floor. Amended or substitute motions are voted
upon before the main motion.

C. Motion to Adjourn: When the Council has finished its business, a motion to
adjourn is in order. This motion is not debatable; therefore, it is the duty of the
Mayor to see that no important business is overlooked.

6.12 Resolutions

As mentioned in the foregoing section, routine business and administrative matters are
accomplished by motion and resolution. As with motions, resolutions are referenced
in the minutes. Resolutions are also recorded by a separate document, numbered in
sequence, and preserved in a permanent collection by the Town Clerk. Resolutions
are prepared in advance by the Town Manager or the Town Attorney. Resolutions can
be introduced and enacted at the same meeting. The standard procedure for
introducing and adopting a resolution is as follows:

1. Motion

2. Second

3. Discussion

4. Roll Call Vote (required for Resolutions)

5. Result Declared

(For a more detailed description of this procedure see Sections 6.10 “Standard Order
of Proceedings™ and 6.11 “Motions”)

6.13 Ordinances

Legislative acts of the Town Council intended for long-term application are enacted by
ordinance. Pursuant to Government Code §41802, the Town Attorney is responsible
for the drafting of all ordinances. Ordinances must be adopted at a regular meeting or
an adjourned regular meeting. The approval of an ordinance occurs in two stages:
Introduction and Adoption. Please note that for both Introduction and Adoption,
Section 6.10 “Standard Order of Proceedings” is followed prior to the Motion to
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introduce or adopt. The standard procedure for enacting an ordinance is as follows:
A. Introduction:

Ordinance Introduced by Motion

Title Read (reading may be waived by motion on the Consent Calendar)
Discussion

Roll Call Vote (required)

SN S

B. Adoption: Adoption of an Ordinance must occur at a regular meeting and at least
five days must have passed since the introduction of the ordinance.

Motion to Adopt

Title Read (reading may be waived by motion on the Consent Calendar)
Discussion (if necessary)

Roll Call Vote (required)

PoONE

6.14 Effective Date of Ordinances

Ordinances take effect 30 days from the date of adoption unless otherwise specified in
the Ordinance, as may be allowed in State law.

6.15 Publication of Ordinances

The text and voting record of Ordinances are published or posted by the Town Clerk
within 15 days of adoption. Failure to do so may invalidate the Ordinance. Standard
posting sites are the Woodside Library, the US Post Office, Roberts” Market, Woodside
Town Hall, and the San Mateo Times. An alternative to publishing the full ordinance is
to publish a summary of the ordinance. Summaries are prepared by the Town Clerk.
They are published at least five days prior to Town Council adoption and a certified
copy of the full text is posted in the Town Clerk’s office. Within five days following
adoption, the summary, including the Council’s vote and date of adoption, is
republished.

6.16 Quorum Requirements

A quorum must be present in order to conduct any business at a meeting. A quorum is
present when a majority of the members of the Council are in attendance. The Mayor
must determine that a quorum is present before business may be undertaken, and the
guorum must be maintained throughout the meeting in order to continue to carry out
business. If a Councilmember is recused from consideration of a certain matter, then
he or she is not counted in order to achieve a quorum.

If it is known in advance that a quorum cannot be achieved, Councilmembers and
interested parties should be notified. A notice must be posted by the Town Clerk on
the door of the meeting room within 24 hours of the cancellation, advising the public
that the meeting has been canceled due to a lack of quorum.

6.17 Minutes

Written minutes constitute the official record of the Council’s activities. Minutes are
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approved by a formal motion of the Council. According to Resolution No. 1972-1061,
as reaffirmed by Resolution No. 1994-4950, the minutes should record the minimum
required information. They should provide a clear and concise statement of Council
actions, including the motions made and the vote thereon. Reasons for making a
motion, Council debate and audience reactions should not be included. Minutes
include a list of who is present, the times of convening and adjournment, a record of
motions made and votes taken, and a description of items discussed.

Town Council minutes are to be kept for all meetings. In addition, all meetings are
also recorded on audio tape. Staff produces the written minutes from these
recordings. Audio tapes of meetings are kept by the Town for at least 20 years,
pursuant to Resolution No. 1994-4950.

6.18 Agendas and Agenda Packets

The Town Manager, in consultation with the Mayor and the Town Attorney, schedules
items for Town Council agendas. Other Councilmembers, as well as members of the
public, may also request that certain topics be placed on the agenda. However, given
the posting requirements of the Brown Act, requests for additions to the agenda must
be made at least 72 hours prior to a meeting.

Prior to each regular or special meeting, the Town Clerk compiles an agenda packet
which contains the agenda, all staff reports, communications, resolutions, ordinances,
and other relevant supporting materials. Pursuant to Resolution No. 2006-6577, agenda
packets for Town Council meetings will be available at Town Hall at least seven days
before each scheduled meeting. In addition, the Brown Act requires that the Town
Clerk print and post the agendas at least 72 hours before regular meetings and 24
hours before special meetings.

In order to be prepared for the meetings, Councilmembers should read the agenda
packet and contact the Town Manager or Town Clerk with any questions regarding the
information presented.

6.19 Actions Limited to Posted Agenda

In general, the Town Council cannot take action on any item not appearing on the
posted agenda except under the conditions permitted by the Brown Act, Government
Code 854954.2.

6.20 Communications

Persons wishing to address the Council on any matter within the jurisdiction of the
Town and not on the posted agenda are invited to do so during the Communications
portion of the meeting. This Communications period is limited to five persons, three
minutes each. Any additional persons wishing to be heard will be scheduled at the end
of Regular Business. The Council is not able to undertake extended discussion of or
act on non-agendized items. Such items can be referred to staff for appropriate
action, which may include placement on a future agenda.

6.21 Public Hearings

Public hearings are conducted during meetings for the purpose of soliciting testimony
from the general public. The Municipal Code requires public hearings for the
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consideration of certain issues, such as zoning amendments and conditional use
permits. Official notice of public hearings will be published in the "San Mateo Times"
at least ten days before the hearing. Members of the public who wish to submit
written statements may do so. Members of the public may also speak during the
hearing. However, if there are numerous people who would like to speak representing
the same viewpoint, the Mayor may ask that a spokesperson be designated for the
group and/or require that each speaker's comments be limited to a set amount of
time. If a time limit is to be imposed the Mayor should announce it before any
members of the public have begun speaking.

6.22 Consent Calendar

Items listed under the Consent Calendar are those items staff believes will not require
Council discussion and are routine in content. Ordinances introduced at a previous
meeting which are brought back for adoption may also be included on the Consent
Calendar. Before taking a vote, the Mayor allows time for the Councilmembers, staff,
and the public to read the list to determine if it includes any matters on which they
may have a question, or which they would like to discuss or oppose. Any
Councilmember, staff, or member of the public has the right to remove any item from
the Consent Calendar, in which case it is transferred to the regular agenda so that it
may be considered and voted on separately. All of the remaining items are then
unanimously approved with one roll call vote.

6.23 Voting Procedures

v' Voice Vote: Voice vote is the most commonly used method for voting on a
motion that does not require more than a majority vote for its adoption.

v Roll Call: Taking a vote by roll call has the effect of placing on the record how
each member votes. Councilmembers may not explain their vote during the roll
call. However, they may change their votes up to the time the result is
announced. For details on roll call vote procedures, see 844, Voting Procedure, in
Robert’s Rules of Order Newly Revised, 1990 edition. Orders for the payment of
money and all ordinances require the votes of at least four Councilmembers for
passage, and therefore require the use of a roll call vote.

v Right of Abstention: Although it is the duty of every member who has an opinion
on a question to express it by a vote, he/she can abstain, since he/she cannot be
compelled to vote.

v Right of Recusal: If a Councilmember has a conflict of interest, he or she is
required to recuse, state the reason for recusal, and leave the room during the
discussion, deliberation, and voting on the item. The Councilmember may, if he or
she wishes, reenter the room to address the Council as a member of the public.
Once he or she has done so, the Councilmember must leave the room until the
Council has voted on the matter.
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7. CONCLUSION

This handbook is designed to provide a basic overview of the Town of Woodside and
the duties associated with the office of Town Councilmember. It is intended to
familiarize you with the workings of your government and to help you prepare to
serve. It is not an exhaustive work, nor the final authority on matters of procedure or
conduct. If you have further questions regarding the specific details of your office or
other aspects of the Town government, please feel free to contact the Town Manager,
Town Clerk, or Town Attorney.
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RESOLUTION NO. 2008 -

A RESOLUTION OF THE TOWN COUNCIL OF THE TOWN OF WOODSIDE
ADOPTING A HANDBOOK FOR MEMBERS OF THE TOWN

WHEREAS, the Town Council greatly values the benefits derived
from the efficient and orderly conduct of its business; and

WHEREAS, the Town Council believes that those individuals who
volunteer to provide public service by serving on the Town Council
should find the experience rewarding and positive; and

WHEREAS, the Town Council supports the clear delineation of
expectations, requirements, and rules of comportment; and

WHEREAS, the Town Council originally adopted “A Handbook for
Members of the Town Council” through Resolution No. 1997 — 6037 on
July 22, 1997; and

WHEREAS, Town staff has prepared an updated version of this
Handbook, which provides operating guidelines and expectations for
the Town Council and i1ts members; and

WHEREAS, the Town Council reviewed and discussed the revised
Handbook during its January 8, 2008 meeting.

NOW, THEREFORE, 1T IS HEREBY RESOLVED that the Town Council
of the Town of Woodside adopts the revised "A Handbook for Members
of the Town Council™, attached as Exhibit "A".

kS kS kS kS kS *

Passed and adopted by the Town Council of the Town of
Woodside, California, at a meeting thereof held on the 8™ of
January, 2008, by the following vote of the members thereof:

AYES, and in favor thereof, Councilmembers:
NOES, Councilmembers:

ABSENT, Councilmembers:

ABSTAIN, Councilmembers:

Mayor of the Town of Woodside
ATTEST:

Clerk of the Town of Woodside

Tchandbook2008



TOWN OF WOODSIDE

Report to Town Council Agenda ltem 3
From: Susan George, Town Manager January 8, 2008
SUBJECT : CONSIDERATION OF AN APPLICATION FOR AN ENCROACHMENT PERMIT TO

CONDUCT A PUBLIC EVENT
(AMGEN BREAKAWAY FROM CANCER 25-MILE CHARITY BIKE RIDE)

RECOMMENDAT ION

It is recommended that the Town Council review and consider approval of the
attached application for a bicycle ride to pass through the Town of Woodside.

BACKGROUND

Chapter 95 of the Municipal Code requires issuance of an Encroachment Permit
by the Town for Special Events in which more than 50 people participate on a
public road under the jurisdiction of the Town. Additionally, it is required
that the Council review all completed applications within 45 working days and
approve, conditionally approve or disapprove the application. |If an
application is disapproved, the Council shall state the reasons for
disapproval .When an applicant has been approved by the Town Council and
applies in the next year (or years) for a permit for substantially the same
event, the Town Manager reviews and approves the application.

DISCUSSION

The Amgen Breakaway from Cancer 25-mile Charity Bike Ride is planned for
Sunday, February 10, 2008. According to the applicant, Michael Epstein Sports
Productions, Inc., the ride will involve between 200 and 300 participants. The
application and route listing are attached. This is the first time an
application has been received by the Town for this event.

The route is proposed to use Woodside, Cafada, Runnymede, Whiskey Hill and
Portola Roads with a turnaround proposed at the intersection of Runnymede and
Raymundo Roads. The applicants are also requesting to set up an aid station on
the shoulder of Runnymede Road near the course turnaround to accommodate two 8
foot tables to distribute food to the riders and 4 portable toilets for the
use of the riders. Staff has informed the applicant that it does not support
the use of Runnymede Road. Staff has consulted with representatives of the
Sheriff’s Office, who have opined that the proposed turnaround would create an
unsafe condition, given the width of the road and the flow of traffic from
Raymundo Drive onto Runnymede Road. Further, staff recommends against allowing
any tables or portable toilets in the public right-of-way at any location in
the Town.

In response to staff’s position on the original application, the applicant has
submitted a revised route which would eliminate the use of Runnymede Road as a
turnaround or for the placement of the aid station. The applicant is, however,
still seeking the Town Council’s approval of the original application, with
the revised application as a back-up request.

The Bicycle Committee will review this application at its meeting on January
17*" and may recommend conditions of approval at that time.

CONCLUSION

Staff recommends that the Council approve the revised Amgen Breakaway from
Cancer 25-Mile Charity Bike Ride application, subject to the typical
conditions of the Bicycle Committee (e.g., removal of road markings, road
monitors, etc.) and to any additional conditions recommended by the Bicycle
Committee at its January 17 meeting.

Attachments
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