(Y]
W04,
D

‘.

wéddbury
City Council Workshop Meeting

La Lake Retreat Center, 6748 Military Road
June 2, 2021 | 6:30 p.m.

Members of the public may attend the meeting but will be required to comply with social
distancing parameters as determined by the City.

Questions regarding the meeting will also be taken between the hours of 8:00 a.m. to 4:30 p.m. via
email council@woodburymn.gov or call 651-714-3524 and leave a voicemail message

Please note that all agenda times are estimates.
Workshop Agenda
5:00 p.m. 1. La Lake Park Walk (optional)

6:00 p.m. 2. Dinner

6:30 p.m. 3. Discussion:
A. Introduction to Evening
B. Framing Comments
C. Council Selected Agenda Topics:

e Discuss staff addition to aid in policy/ordinance
drafting, research & recommendations.

¢ Discuss council expectations regarding the handling of
council issues items, the current policy, response (AD-
ADMIN-1.49).

e Discuss staff addition tasked with review of policies,
council memos and council letters with a new section
for DEI implications.

e Discuss preparation of a comprehensive report on
City’s climate change / environmental stewardship
(CSF) efforts to-date.

¢ Discuss council member expectations of each other and
how it can best lead the City of Woodbury (CD-
COUNCIL-2.5 City Council and Advisory Commission
Roles and Guidelines).

D. Council Summary Comments / Observations
E. Next Steps

9:30 p.m. 4. Adjournment

The City of Woodbury is subject to Title IT of the Americans with Disabilities Act which prohibits discrimination on the basis
of disability by public entities. The City is committed to full implementation of the Act to our services, programs, and
activities. Information regarding the provision of the Americans with Disabilities Act is available from the City
Administrator's office at (651) 714-3523. Auxiliary aids for disabled persons are available upon request at least 72 hours in
advance of an event. Please call the ADA Coordinator, Clinton P. Gridley, at (651) 714-3523 (TDD (651) 714-3568)) to make
arrangements.
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ADMINISTRATIVE
DIRECTIVE Subject: Council Issue Items Requiring Staff Response on
Behalf of City Council
PURPOSE

The purpose of this policy is to provide guidelines for staff in drafting responses on behalf of the City
Council.

PROCESS

1. Inquiries to the Council requiring staff response on behalf of the Council shall become a Council
Issue Ttem.

2. Council issue items are numbered, tracked and monitored by the City Clerk.

3. The City Clerk will forward inquiries requiting a response to the City Council and will inquire if
a member of the Council wishes to speak directly to the inquirer. Council Members have 24
hours of receiving the email to indicate to the City Clerk they wish to personally call the resident
in lieu of a staff contact.

4. If a Council Member chooses to make the contact, they should provide the City Clerk an email
summarizing the call and any conclusions or information for staff’s review.

5. If no Council Member wishes to speak directly to an inquirer, the City Clerk will forward
inquiries requiring a response on behalf of the Council to the Department Head and Division
Head who will be responsible for assigning the appropriate staff to draft a response. The City
Clerk shall be notified as to how staff intends to respond to the inquirer (i.e., written response,
telephone call, etc.)

6. The City Administrator will be copied on all inquiries.
7. Staff is to respond within one to five business days.
8. If the response requires significant research, the response time may be more than five business

days. If a response is delayed due to research, staff is to provide the City Clerk with an
explanation as the City Clerk will update the City Council regarding the status of the response.
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9. Responses shall be processed as follows:

A. Follow Up by Letter or Email Response:

1.

The Mayor or City Administrator may wish to personally sign the response when an item
is cither addressed to her/him or is a significant issue requiring a signature from the
Mayor or City Administrator. The City Clerk will provide direction to staff in the event
the Mayor or City Administrator’s signature is needed.

Responses requiring Mayor or City Administrator signature shall be electronically
forwarded to the City Clerk for finalization which includes review and signature by the
Mayor or City Administrator signature. The City Clerk shall be responsible for sending
the response via the original way the inquiry came to the Council '

Responses not requiring Mayor or City Administrator signature shall be forwarded by
staff via the original way the inquiry came to the Council. The City Clerk shall be copied .
on the response.

The letter or email is to begin with:
“Thank you for your “insert the type of inquiry received: letter/email/comments”

concerning . The City Council has been made aware of your
concerns, and on behalf of the City Council, I am responding accordingly.

. The letter or email is to end with providing the appropriate staff contact for follow-up,

and if necessary, is to:

“If you have additional or unaddressed concerns, feel free to contact any Council
Member. Their contact information may be found at our City website at:

- Woodburymn.gov/citycouncil.

Follow up by telephone or meeting:

- The City Clerk shall be notified staff’s intent to communicate via telephone or méeting.

Staff will provide a summary to the City Clerk of the telephone conversation and/or
meeting as the summary will be forwarded to the City Council.

10. Closing of Council Issue Items

The City Clerk will forward staff’s response to the City Council, copy the City Administrator
and blind copy staff that wrote the response on behalf of Council. The City Clerk will indicate if
the Council issue item is closed.

AD-ADMIN-1.49 Council Issue ltems Requiring Staff Response on Behalf of City Council
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11. Records Retention
The City Clerk will be responsible for maintaining the records as designated in the City’s

Records Retention Schedule. Council Issues item will be filed electronically in the City’s
common drive folder entitled City Council Issue Items.

AD-ADMIN-1.49 Council Issue Items Requiring Staff Response on Behalf of City Council
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For: City Council and Commissions

Subject: City Council and Advisory Commission
Roles and Guidelines

PURPOSE

The purpose of the document is to outline the main roles, duties, and authority of the City Council
(Council) and Advisory Commissions (Commissions). This document also establishes general
guidelines for decorum of the governing bodies such as proper procedure during meetings, best practices
to represent Council and the community, and other state and local laws that apply.

POLICY

A. City Council Role and Authority

The five-member City Council is the chief governing body of the City whose responsibility it is to
see that the City is properly exercising its functions, fulfilling the duties law imposes, overseeing the

organization's financial affairs and selecting the City Administrator, and not exercising powers
which it does not legally possess.

The City Council, as a body, has the following major areas of authority and responsibility. These
are:

1. Selecting the City Administrator
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Focus on policy and outcomes ensuring that the strategic direction leads the city to the desired
outcome

Setting and interpreting rules governing its own proceedings,

Exercising all the statutory powers of cities,

Legislating for the City,

Directing the enforcement of City ordinances,

Appointing or hiring non-seasonal or non-temporary personnel

Overseeing the City’s financial operations and adopting the annual budget,

Appointing members of the boards, commissions, committees, chairs and task forces conducting
the City’s inner and regional governmental affairs,

. Protecting the general health, welfare and safety of the City and its inhabitants
11.

Serving as the Economic Development Authority (EDA) and the Housing and Redevelopment
Authority (HRA), and

Providing community leadership and vision

CD-COUNCIL-2.5 City Council and Advisory Commission Roles and Guidelines
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The most important single responsibility of individual Council Members is participation and voting
at City Council meetings and workshops. As individuals, Council Members have no individual
administrative authority; they cannot direct staff or otherwise supervise City employees unless the
Council specifically directs them to do so. Staff’s respective duties are to Council as an entity. No
one Council Member has any right to privileged information, or the direction of staff analysis,
research or action apart from the group. As a Council, however, Council Members should devote
their official time to issues of basic policy and to acting as liaisons between the City and the general
public. Council Members should be concerned, not only with the conduct of current affairs, but also
with the future development and welfare of the City.

B. Affirmation of Expectations

The Council seeks to establish commonly held expectations and to clarify roles and procedures to
further Council and staff effectiveness. These various initiatives are to not suppress the dynamic
engagement which is so valuable to policy development. The Council is committed to a set of

behavioral expectations, intended to create a high level of trust, creativity, and productivity. These
include: '

Staying focused on top priority and strategic goals, rather than becoming reactive,

Engaging in proactive, on-going communication which avoids unnecessary surprises,

Secking common ground and coming together, avoiding the fueling of controversy or anxiety,

Focusing on others’ actions and avoiding speculation about their intentions,

Building trust by being transparent, ethical, and acting with integrity,

Engaging in and encouraging direct communication,

Maintain confidentiality of all closed session materials and discussion,

Assuming good intentions and asking about intent, and

Respecting all citizens and all members

0. Read packets ahead of time and, when possible, provide the City Administrator advance notice
about questions for staff before the meeting

11. Participate in all issues, not just select matters of personal interest

12. Voting after council discussion ,

13. Debate and disagree, without fighting and with keeping it to the issue at hand

14. Remember that council makes policy and sets direction, and staff manages the operations and
implements Council actions

i N Al ol &

There are also expected activity levels of Council Members in addition to attending additional
meetings, training, activities and events as part of the fulfillment of their duties. Some of these are:

1. City Council Orientation: Setting the information foundation of a Council Member is important.

Therefore, for each new Council Member, a detailed orientation plan should be completed and
fulfilled within the first year of office.

2. City Council Meetings: Council Members are expected to be present and on time at all noticed
meetings of the City Council. Absences from Council meetings should be identified as soon in

CD-COUNCIL-2.5 Council and Commission Roles and Guidelines
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advance as possible and communicated to the City Administrator to assure a quorum and
necessary voting numbers are present for any given action before the Council.

3. Council Liaison: Each Council Member will be assigned meetings through the year that they
are expected to attend on behalf of the City Council. Information from these meetings that might
be of interest to the other Council Members should be reported at the end of the monthly City

Council workshop meetings under “Mayor and City Council Comments and Commission
Liaison Updates.”

4. Additional Meetings: There are a number of meetings outside the normal meeting schedule that
it is important for Council Members to attend. Some of them are:

City Council/Advisory Commission Kick-off event
Groundbreaking and grand openings of City facilities

Joint meetings with other public entities

One-on-one meetings with the City Administrator as established
Development Tour

Emergency Management Training

C. Advisory Commission Role and Authority

Advisory Commissions have a primary role to advise the City Council in the creation and evolution
of City policies and procedures. In particular instances, governing bodies may facilitate public
participation in order to fully develop a recommendation to the City Council.

City staff members are available to provide general assistance to Advisory Commissions. Advisory
Commissions are not involved in the administration or operation of City departments. Commissions
may not conduct major studies, or establish official policy without the approval of the City Council.

Despite Commissions’ differing tasks, all share some basic responsibilities. Members need to stay
informed on subjects of interest to their specific commission. Conscientious attendance is also a

fundamental responsibility, as irregular attendance lessens one’s ability to study all aspect of items
under consideration.

D. Non-Participation in Administration

The City Council has an important oversight and fiduciary responsibility and must develop processes
to ensure accountability. Central to an understanding of the role of Council Members is a
confirmation of an appropriate relationship with staff. Members of the Council shall refrain from
becoming directly involved in the administrative activities of the City and shall not intrude into those
areas that are exclusively 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 Council as a whole.

Neither an individual Council member nor any Commission member shall give direction or orders to
any staff member.

CD-COUNCIL-2.5 Council and Commission Roles and Guidelines
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The Council shall work with City staff through the City Administrator or his / her designee. The
City Administrator may choose to establish formal or informal norms for routine Council or
Commissioner staff interaction.

E. Agendas

Council and Commission agendas shall be established by the City Administrator or his / her
designee. Future agenda items requested by a Council Member or Commission Member shall be

discussed during a regular and/or workshop meeting and will be determined by the majority of the
Council or Commission.

In order to focus the Council meetings on consideration of policy issues and to maintain an open
forum for public discussion, questions which focus on the policy aspects of agenda items should be
at the Council meeting rather than administrative details. Any clarifications or technical questions
that can be readily answered should be handled before the meeting. Council Members are
encouraged to submit their questions on agenda items to the City Administrator as far in advance of
the meeting as possible so that staff can be prepared to respond at the Council meeting.

F. Communication

1. E-mails: All e-mails sent through the City server shall be saved per the City’s data retention
policies. Each Council Member shall be assigned a unique City e-mail address for City-related
e-mail communication. It is strongly advised for Council Members to exclusively use this
address for their City business e-mails. Use of personal email for City business could create
government data to their personal account subjecting them to retention laws and possibility of
discovery if the City receives a data request.

Council Member e-mail communications should be directed either to the City Administrator or
to a department head, copying the City Administrator. General electronic communications
related to the specific functions of the City Clerk (i.e. scheduling of mectings, record retention,
data practices, research, etc.) and the Communications Coordinator (i.e. composing of various
items such as articles for the newsletter, press releases, and general correspondence) following
positions, may be directly e-mailed, copying the City Administrator.

Council Member communication may not copy more than one other Council Member in their
correspondence, nor should e-mail messages be forwarded on from one member to another so as
to create a “walking quorum.” E-mails to Council Members from the public should be done
through the council@woodburymn.gov, which will be shared with all members of the Council.

Advisory Commission members will not receive a City e-mail address. Commissioners should
direct all their communications to their Commission staff liaison.

CD-COUNCIL-2.5 Council and Commission Roles and Guidelines
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2. Written correspondence: The City Clerk or assigned staff shall open up incoming mail for the
Mayor, Council Member and Commission Members (unless it is labeled personal and
confidential) and disseminate these materials. The City Clerk or assigned staff is authorized to
provide copies of Council Members’ correspondence to pertinent staff members. General

correspondence addressed to Council Members shali be opened and distributed to all Council
Members as appropriate.

3. Text messages/social media correspondence: All electronic communications from Council to
staff or from Council to the public should utilize a City issued address.

4. The City logo, insignia and brand can only be used for City business and not for political or
personal purposes.

5. Prior to interviews with the press, Council Members will inform the City Administrator or
designee to coordinate message points.

6. Speaking for the City: When Council Members are requested to speak to groups or are asked for
the City Council’s position on an issue (verbal or written), the response should reflect the
position of the City Council as a whole. A Council member may clarify his/her vote on a matter
by stating, for example, “While I voted against X, the City Council voted in support of it.”
When representing the City at meetings or other venues, it is important that those in attendance
gain an understanding of the City Council’s position rather than that of an individual member.

G. General Meeting Guidelines

During meetings, members shall preserve order and decorum and shall obey the rules of the
governing body. Governing bodies are expected to conduct meetings implementing Robert’s Rules
of Order (11™ edition). Discussions shall be conducted in an orderly fashion. Private conversation
between members during meetings is inappropriate. Members also should not privately
communicate with any member of the public, including other governing body members and staff via
electronic means during a public meeting. As much as possible, or practical, members should
provide City staff questions in advance of a meeting that may entail research and preparation for
items on the forthcoming agenda.

A member once recognized, shall not be interrupted while speaking unless called to order by the
chair, or the speaker chooses to yield to questions from another member. All members shall accord
the utmost courtesy to each other, to City employees and to the public appearing before the body.
Members shall also refrain at all times from rude and derogatory remarks. Members shall confine
their remarks to the issues before the body and shall not attempt to revisit or reopen issues already

addressed and settled with one exception: a member of the prevailing side on an issue may move for
formal reconsideration of that issue. *

Citizens and staff attending meetings shall also observe the same rules of propriety, decorum and
good conduct applicable to Council/Commission Members. Any person making personal,

CD-COUNCIL-2.5 Council and Commission Roles and Guidelines
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impertinent, or slanderous remarks or anyone who becomes boisterous while addressing the body or
while attending the meeting shall be asked by the Mayor/Chairperson to conduct themselves
properly, and if they fail to do so shall be asked to leave the room.

If the governing body conducts public hearings, members shall not express their views on a proposal
until after a public hearing is closed. Members® comments and questions shall not suggest a
position. After a public hearing is closed, members shall be invited to discuss their views on the

proposal. Members shall apply City Council and Advisory Commission Guidelines and Practices to
achieve win-win solutions whenever possible.

Outside of deliberations, it is a member’s responsibility to present views and recommendations
representing the governing body as a whole. Members expressing views not represented by the
majority of the body shall identify them as such.

Public statements shall not include promises that may be construed to be binding on the City,
governing body or staff. When making a public statement, members shall indicate that Commission
actions are recommendations and that final action will be taken by the City Council. Additionally,
members of a governing body shall follow the guidelines on electronic communications CD-
COUNCIL-2.7.

Public officials and representatives on governing bodies shall follow Minnesota State Statute 10A.07
Conflicts of Interest and Minnesota State Statute 10A.09 Statements of Economic Interest,

The success or failure of a governing body’s efforts may be dependent upon the degree of
cooperation evident among the individual members of the body; therefore, members shall work to
establish a good relationship with each other.

Each member shall keep in mind these important points:
¢ Show respect for another’s viewpoint.

Allow others adequate time to fully present their views before making comments.
Be open and honest.

Make new members feel welcome and help them become acquainted with their duties.
Comments are confined to the current issue or policy, not to the person who made other
comments

Refrain from speaking a second time until everyone has spoken a first time

©  No verbal attacks of other members

No side conversations

Pay attention (avoid use of any personal technology devices)

Speak directly and openly to one another

Support Council decisions -

<
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Members shall not vote on, nor participate in the discussion of, issues in regard to which the member
has a conflict of interest. Conflict of interest is generally defined as having a personal financial

CD-COUNCIL-2.5 Council and Commission Roles and Guidelines
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interest in the outcome. Further information can be obtained from the City Attorney by contacting
the City Administrator.

Members are also expected to consider issues in terms of the good of the City as a whole and should,
as much as possible, be perceived as considering issues on this basis. To this end, members are
requested to publicly disclose any relationships to parties involved in an issue or possible perceived

conflicts which might be viewed as impacting their ability to objectively consider an issue before
them,

Requests for Information/Analysis

City Council requests for information should be made through the City Administrator, according to
protocol for channeling communications. Any request that requires a significant amount of staff
time to research a problem or prepare a response may be referred to the full Council for direction to
ensure that staff resources are allocated in accordance with overall Council priorities.

Commission requests for information will be made to the designated Commission staff liaison.
Requests requiring a significant amount of staff time to research a problem or prepare a response
may be referred to the full Commission for direction to ensure that staff resources are allocated in
accordance with overall Commission priorities as directed by the Council.

Conflicts of Interest

State laws regarding ethics and conflicts of interest are some of the most important for Council
Members to be aware of and follow. Essentially, these laws prohibit any Council Member from
voting on any question that is brought before the Council in which he/she is personally involved, or
has an incompatible occupational or financial interest. Due to both the complexity of these laws and
the significant consequences if violated, it is highly suggested that Council Members discuss with

the City Attorney potential conflicts who shall consult the City Administrator.

Discrimination

The City of Woodbury does not discriminate on the basis of race, color, national origin, sex,
religion, age, sexual orientation or disability in the admission or access to, or treatment or
employment in, its programs, activities, or services. Members of a governing body must adhere to

this City policy as well as City policies regarding non-discrimination, harassment or inappropriate
behavior.

Gifts

All local officials in the State of Minnesota, including appointed commissioners, are required to
adhere to Minnesota Statute 471.895.

Non-adherence to these guidelines may be subject to review by the City Council.
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Resolution Adopting CD-COUNCIL-2.5 Council Roles and Guidelines
Resolution No. 12-79

Resolution No. 15-91
Resolution No. 16-193
Resolution No. 18-136

CD-COUNCIL-2.5 Council and Commission Roles and Guidelines



	AGENDA 2021-06-02 Workshop
	3C-1 AD-ADMIN-1.49 Council Issue Items Requiring Staff Response on Behalf of CC
	3C-2 CD-COUNCIL-2.5 City Council and Advisory Commission Roles and Guidelines

