













1.	INTRODUCTION



60




Introduction | Welcome to the City of Scottsdale
_______________________________________________________________

As a citizen volunteer serving on a board or commission of Scottsdale, you are a member of a very select group. You have been appointed by the City Council to study and recommend policy direction on a variety of issues vital to the City’s future. This work will be like no other volunteer effort you’ve ever undertaken. To prepare you for this experience, we’ve developed this manual. Our objective in creating this material is to help you make the transition from citizen to board and commission member.

Before we go any further, let’s be clear about several points. First, it takes time and work to be a good board or commission member. You will be expected to read and study materials in advance of meetings. You will have to listen to hours of discussion and testimony at public meetings from your colleagues and the citizens of Scottsdale. You will make recommendations that impact Scottsdale’s citizens, including your friends and neighbors.

Second, you will participate in a variety of discussions that will help the City Council do its job. Sometimes Council decisions will directly incorporate your recommendations into their decisions, while at other times your input will be only one of many factors that must be weighed by the Council in its final decision. Your job is to support the democratic process by considering the broadest set of perspectives on issues. You will no longer just consider your own perspective, but must consider the perspectives of all the stakeholders involved in any particular issue.

Third, your group has official status and must abide by a number of rules and laws. For instance, the Open Meeting Law requires all official meetings to be conducted in open and advertised forums. Expect that all decisions made by your group will be reviewed and scrutinized by the public, the City Council, media and other interested parties. You will be working very closely with all kinds of City staff, policy makers, citizens, other government representatives, lobbyists and grass-roots organizations. You must understand the rules and regulations under which your board or commission works, and stay focused on your assigned mission.

Finally, you are now part of the City of Scottsdale official family. Your personal behavior, both inside and outside public meetings, will be observed and open to criticism by others. Ethical behavior, good judgment, dignity and respect are expected. If you meet these expectations, you will enhance our citizens’ perception of the City of Scottsdale government. 

Being a board or commission member is not an easy job, but if you do it well, it will be rewarding and you can help shape the future of Scottsdale.


Introduction | Questions to Keep in Mind
___________________________________________________________

Here are some questions that you should keep in mind as you read this tool book. These are some of the more typical questions, that when answered, can help you with the deliberation and evaluation of the issues before your board or commission.

What is my role as a board or commission member?

What authority do I have to act?

What do others (staff, fellow board members, City Council, residents) expect of me?

How do I know if a recommendation is in the best interest of the community?

What effect will my actions have on the City Council, the community and the applicant?
















2.	CITY OF SCOTTSDALE OVERVIEW







City of Scottsdale Overview | The City Council               
_______________________________________________________________

The City Charter, adopted in 1961, establishes a council manager form of government.  All powers of the City are vested in the elected City Council.  All City Council members and the Mayor represent the “community at large”, i.e. there are no district boundaries within Scottsdale.  The City Council, comprised of the Mayor, who serves as chair, and six members enacts local legislation, adopts budgets, determines policies and priority programming based on citizen feedback and appoints key staff.  Council-appointed positions in Scottsdale are the City Attorney, City Auditor, City Clerk, City Judge, City Manager and City Treasurer.1.	City Council and 



The City Council is committed to active citizen involvement in their decision making process:

Through the appointment of 28 ongoing advisory boards, commissions, and task forces;
Through special assignments of citizens to issue-oriented work groups, task forces or idea teams, and
By hosting or attending neighborhood and community meetings and events as possible.

The City Council’s Mission and Goal statements are provided at the end of this section.  

Also attached at the end of this section are the biographies for the Mayor and City Council.


[bookmark: OLE_LINK2][bookmark: OLE_LINK3]City of Scottsdale Overview  |  The Mayor                               
______________________________________________________________

The Mayor serves a four-year term and is elected at-large, meaning that the Mayor is elected by majority vote of all residents voting in the election.  He or she may serve no more than three consecutive terms.  By law and practice, the Mayor has a variety of responsibilities:

Convenes all public meetings of the Scottsdale City Council
Is the chair of City Council meetings, i.e. is the individual through which all Council, staff and citizen communication is channeled through during public meetings
Takes testimony
Votes on all issues presented to the City Council
Viewed as the leader of the Scottsdale City Council
Represents the City at ceremonial functions and in representing the City of Scottsdale throughout the Valley and the United States.
Serves on various regional subcommittees including: MAG Regional Council, League Policy Resolutions Committee, Regional Public Transit Authority Board, American Municipal Water Users Association Board, Greater Phoenix Economic Council Board and the National League of Cities Public Safety and Crime Prevention Steering Committee.

Mayor Lane may be reached at: 
Phone 480-312-2433
Fax 480-312-2738
JLane@ScottsdaleAZ.gov
3939 North Drinkwater Boulevard
Scottsdale, Arizona 85251


City of Scottsdale Overview |The Vice Mayor
______________________________________________________________

The Vice Mayor, also referred to as Mayor Pro Tempore in the Charter, assumes all duties of the Mayor in the event the Mayor is unable to attend or preside over a City Council meeting.  He or she serves at the pleasure of the City Council.  The Vice Mayor also performs the duties of Mayor during his/her absence or disability. In practice, the Vice Mayor is appointed every eight months on a rotational basis, based on length of tenure.  

The Vice Mayor may be reached by calling the City Council Office at 480-312-2550.


City of Scottsdale Overview | The City Council Members                    
_____________________________________________________________

The six City Council members (including the Vice Mayor) also serve the community at large for four-year terms.  Like the Mayor, no Council member may serve more than three consecutive terms.  They are elected on a staggered basis with three Council members elected every two years.  Council members analyze, deliberate, discuss and act on various issues presented to them by their citizenry, staff or by other regional officials.  They provide direction to the City Manager to analyze and report on various issues for their consideration.  They also participate in and represent the City of Scottsdale on a wide variety of local, regional and state subcommittees.  These include:

Current local, regional and state subcommittees
Maricopa Association of Governments (MAG) Coordinating Committees
National League of Cities Committees and Steering Committees
Papago Salado Association
Scottsdale Convention and Visitors Bureau
Scottsdale Sister Cities Association
Current Council Committees and Subcommittees
Audit Committee
Economic Development Subcommittee
Museum of the West Subcommittee
WestWorld Subcommittee
In addition, members serve on the Development Review Board in three-month rotations

All City Council members may be reached at:
Phone 480-312-2550
Fax 480-312-7885 
3939 North Drinkwater Boulevard
Scottsdale, AZ  85251

E-mail addresses are:
CityCouncil@ScottsdaleAZ.gov (sends to the Mayor and all members of the City Council)

Individual addresses are:
SKlapp@ScottsdaleAZ.gov
VKorte@ScottsdaleAZ.gov
RLittlefield@ScottsdaleAZ.gov
LMilhaven@ScottsdaleAZ.gov
GPhillips@ScottsdaleAZ.gov
DRobbins@ScottsdaleAZ.gov



City of Scottsdale Overview | City Administration                  
___________________________________________________________

The City is comprised of numerous departments, all of which implement the City Council’s direction and serve the citizens of Scottsdale.  





City of Scottsdale Overview |The City Manager                                                                                                                                    
___________________________________________________________

The City Manager is appointed by the City Council and is responsible for the implementation of the City Council’s Mission and Goals and the overall administration of all City staff, services and programs.  The Manager also ensures ordinances are enforced, conducts and or delegates the hiring, appointing, or removing of staff, prepares the annual budget, keeps the City Council advised at all times of the affairs and needs of the City and its citizens, and supervises City-related purchases.  By Charter, the Manager must reside within the City of Scottsdale during his/her tenure.   

 
City Manager Fritz Behring may be reached at:
[bookmark: OLE_LINK1]Phone 480-312-2800
Fax 480-312-2738
FBehring@ScottsdaleAZ.gov
3939 North Drinkwater Boulevard
Scottsdale, Arizona 85251


City of Scottsdale Overview | Other Appointed Positions                                        
_____________________________________________________________

In addition to the City Manager, the City Council appoints the City Attorney, City Auditor, City Clerk and City Treasurer.

The City Attorney provides legal advice and support to the City Council and City Manager.  The City Prosecutor reports to the City Attorney to handle prosecution of all violations of City codes, misdemeanor violations within state law in Scottsdale and appeals from City Court to Superior Court.  The City Attorney and his/her office also:

Represent the City and its officers and employees in civil suits
Provides advice to the City Council
Drafts ordinances and resolutions
Reviews contracts
Prepares legal opinions

City Attorney Bruce Washburn may be reached at:
Phone 480-312-2659
Fax 480-312-2548
BWashburn@ScottsdaleAZ.gov
3939 North Drinkwater Boulevard
Scottsdale, Arizona 85251


The City Clerk’s Office is responsible for the City’s records management, conducting municipal elections, preparing and maintaining the official record of the City Council meetings, coordinating the publishing and posting of the City’s public notices and codifying ordinances and resolutions to be included within municipal code.  

City Clerk Carolyn Jagger may be reached at: 
Phone 480-312-2411
Fax 480-312-7797
CJagger@ScottsdaleAZ.gov
3939 North Drinkwater Boulevard
Scottsdale, Arizona 85251



City of Scottsdale Overview | Other Appointed Positions (continued) 
___________________________________________________________

The Scottsdale City Court is the judicial branch of the City.  The City Judge is the presiding officer of the City court, must be a licensed Arizona attorney and serves for two-year terms.  The court adjudicates all criminal misdemeanors, City Code violations and certain juvenile offenses committed in the City of Scottsdale.  In cases of domestic violence and harassment, the court issues restraining orders.  In felony matters, the court has the authority to issue search warrants. 

Judge Joseph Olcavage may be reached at:
480-312-7604
[bookmark: _GoBack]Jolcavage@ScottsdaleAZ.gov 
3700 North 75th Street
Scottsdale, Arizona 85251


The City Council also appoints a City Auditor. He or she serves at the pleasure of the City Council as an internal auditor to examine and verify City affairs as directed by the council.  The City Auditor works directly with a committee of City Council members to identify auditing priorities and needs and then presents his/her auditing plan to the entire City Council each year for review and approval.  

City Auditor Sharron Walker may be reached at: 
480-312-7867
SWalker@ScottsdaleAZ.gov
4021 North 75th Street, Suite 105
Scottsdale, Arizona 85251


The City Treasurer is appointed by the City Council to oversee the City’s money and to dispense funds in accordance with the law and City Council direction. 

City Treasurer Jeff Nichols may be reached at:
480-312-2364
JeNichols@ScottsdaleAZ.gov
7447 E. Indian School Road
Scottsdale, AZ 85251



City of Scottsdale Overview | Mayor and City Council Biographies                   
_____________________________________________________________

[bookmark: OLE_LINK6][bookmark: OLE_LINK7]Mayor W.J. “Jim” Lane
Mayor W.J. “Jim” Lane has been Mayor of Scottsdale since January 2009.  Previously, he served one term as a City Councilman from 2004 to 2008.
Mayor Lane served on the 2002 Scottsdale Fire & EMS Advisory Committee, which was convened to evaluate and make recommendations to the city regarding fire and emergency medical services operations and costs.  

In 2003, he volunteered to co-chair the "Know Enough to Vote NO Committee" to oppose ballot measures to end the city’s contract with Rural/Metro Corp. for fire and emergency medical services.

His community service also includes six years on the YMCA Board of Management. 

He came to Scottsdale from New Jersey in 1973 to take a position with KPMG (Peat Marwick), an international CPA firm. He worked as a CPA for twenty years with five of those years in the Public Accounting and Auditing Division.

Mayor Lane has owned or operated businesses in construction, mining, computer technology, telecommunications and regional aviation. He currently owns a telecommunications and Internet consulting company, Chatham Hill Group LLC, headquartered in the Scottsdale Airpark. 

He holds a bachelor’s degree in accounting from Saint Joseph’s University.

He and his wife Joanne have three children and four grandchildren.

Councilwoman Suzanne Klapp

Councilwoman Suzanne Klapp began her first term on the Scottsdale City Council in January 2009, and was re-elected to a second term which began in January 2013.

She has 37 years of broad management experience in manufacturing, distribution and retail operations.  She began her career with the Whirlpool Corp. where she worked for 14 years in a variety of staff and operations management positions in marketing, internal and external communications, human resources, production and material control.  She was Whirlpool’s company spokesman for its large refrigeration manufacturing facility in Evansville, IN and the company’s headquarters in Benton Harbor, Michigan. 

Councilwoman Klapp owned a custom injection molding plastics plant for five years in Indiana before moving west.  She was general manager of Larson Juhl’s logistics center in Los Angeles for five years, overseeing sales and operations for the framing products distributor throughout southern California and Hawaii.  She joined the FastFrame custom framing franchise stores in 1997 as a retailer in the Los Angeles area.

She moved to Scottsdale in 1998 and since then has owned custom framing retail stores in Scottsdale and Phoenix.   She is also Arizona regional developer for the FastFrame group of stores and has helped grow the franchise locations in the state from two stores to 10.  She personally manages the only store she currently owns, which is located in Scottsdale.

She and her husband Tim continue to pursue several entrepreneurial interests. 

Councilwoman Klapp is active in the Scottsdale Area Chamber of Commerce, Rotary Club of Pinnacle Peak, Women of Scottsdale, and Legislative District 8 Republican Committee.  She is a graduate of Valley Leadership and is on the Advisory Board of Scottsdale Leadership.  Councilwoman Klapp serves on the MAG Domestic Violence Council and the City Council’s Audit Subcommittee.

She grew up in Evansville and attended the University of Evansville where she obtained a Bachelor of Arts degree in English and Journalism and was Campus Editor of the school newspaper.  She earned a Master of Business Administration degree from Southern Methodist University’s Cox School of Business in Dallas, Texas.  



Councilmember Virginia Korte

Councilmember Virginia Korte began her first term on the Scottsdale City Council in January 2013.  Virginia, who had never sought or served in public office before being elected to the council, has extensive experience in business, non-profit management and community service.
 
Virginia has been involved with the Scottsdale McDowell Sonoran Preserve since day one. In 1993, she was appointed by Mayor Herb Drinkwater to chair the first Preserve Task Force that recommended the creation of the McDowell Sonoran Preserve. Virginia has also been involved in successful ballot measures to expand and fund the preserve.
 
In 1996, Virginia was named to the Board of Directors of the Scottsdale Area Chamber of Commerce, and in 2002, she was hired as the organization’s President and CEO.   After serving six years at the Chamber, she took on a new challenge as President and CEO of Scottsdale Training and Rehabilitation Services (STARS), where she works today. STARS is Scottsdale’s premier provider of programs and employment opportunities for people with developmental disabilities.
 
Virginia also has served on a wide variety of volunteer boards and committees focused on serving a cross section of the community – including efforts to make our secondary and higher education systems some of the best in Arizona.  She has helped lead several bond campaigns for the Scottsdale United School District and Public Safety Services. For 10 years she served on the Board of the Maricopa County Community Colleges Foundation, including one term as President. She campaigned for several bond elections that provided the critical public funding needed to strengthen this important community asset.
 
Councilmember Korte graduated from Xavier College Prep in 1971.  She earned bachelor’s and master’s degrees in biology from Northern Arizona University in 1979 and 1983.  After helping manage her family’s car dealership, Ray Korte Chevrolet in Southern Scottsdale, Virginia became a professor of biology at Scottsdale Community College.  While teaching at SCC, she developed and managed the Center for Native and Urban Wildlife, an educational outreach program for elementary students that continues to focus on natural history, desert restoration projects and native plant propagation techniques.  


Councilman Robert Littlefield

Councilman Robert W. Littlefield began his first term on the Scottsdale City Council in June 2002, was reelected to a second term beginning in June 2006, and was reelected again to a third term beginning in January 2011.

He is the founder and president of NetXpert Systems, Inc., a Scottsdale-based computer company. He also is a commercial pilot and flight instructor. 
He first lived in Scottsdale from 1971 to 1975. He returned to stay in 1984.
 
Councilman Littlefield has been involved in a variety of civic, youth and professional organizations.
 
He served 11 years as a board member in the Arcadia Scottsdale United Soccer Club and 20 years working with Scottsdale's kids as a youth soccer and baseball coach and is still an active soccer referee. 

He is a former director of the Arizona Software & Internet Association and is a member of the American Legion. Councilman Littlefield also is an Eagle Scout. 

A Vietnam combat veteran, Councilman Littlefield served in the U.S. Army from 1968 to 1970 and in the Arizona Army National Guard from 1971 to 1974. 

Councilman Littlefield holds a bachelor’s degree in engineering from Arizona State University. 

He and his wife Kathy have been married 41 years and have two grown children.

 Councilwoman Linda Milhaven
Councilwoman Linda Milhaven began her term in January, 2011.

Councilwoman Milhaven has served in numerous volunteer capacities including Chair of the Board of Trustees of the Scottsdale Cultural Council, Chair of the Board of the Scottsdale Area Chamber of Commerce and Chair of the Board of the Better Business Bureau.

She was a member of Class VIII of Scottsdale Leadership and in 2009 earned their Frank B. Hodges Alumni Achievement Award.

She returned to the area to make Scottsdale her home in 1989.  As part of her 30 year banking career, she was a community bank president in Scottsdale from 1993 to 2005.  

She graduated from Paradise Valley High School.  She holds a Bachelor of Arts degree in Psychology from Wellesley College in Wellesley, MA and a Masters in Business Administration from Columbia University in New York.
 


Councilmember Guy Phillips 
Councilmember Guy Phillips begin his first term on the Scottsdale City Council in January 2013.

Councilmember Phillips was raised in Phoenix where he graduated from Camelback High School in 1977.  He moved to Scottsdale in 1994.

He attended Maricopa Community College and subsequently started the air conditioning contracting business that he still owns today.  He is also a general contractor whose business was one of the first to implement Scottsdale’s Green Building Program.  In addition to being a licensed contractor, Councilmember Phillips is a licensed realtor.

He is a member of the Better Business Bureau, the Arizona Small Business Association, the North Scottsdale Chamber of Commerce, the Heritage Foundation, the National Rifle Association, and the Arizona Archeological Society.

Scottsdale is where he first met his wife Cora, and together they have raised a family of five children who all attended Scottsdale public schools.

Councilmember Phillips is an amateur artist and published writer who likes to rebuild muscle-cars in his spare time.  He has created many start-up businesses with a patent pending.  He is a firm believer that small business is the backbone of the country, and has mentored others through the business process.

Quote:
“Evil triumphs when good men do nothing.” – Edmund Burke


 Councilman Dennis E. Robbins
Councilman Dennis Robbins began his second term on the Scottsdale City Council in January 2011. He first served on the council from 1996 to 2000.

He was born and raised in Scottsdale, where his family grew up across the street from former Mayor Herb Drinkwater.   He graduated from Chaparral High School, California Lutheran University and attended Pacific Lutheran Theological Seminary before graduating from Pepperdine School of Law in 1990.

Today, Dennis Robbins is a businessman who owns auto repair franchises in Mesa, Phoenix and Scottsdale.

He has been active in various community organizations including serving as a former commissioner on the Board of Adjustment; past president and Charros life member; graduate of Scottsdale Leadership, Class 7; past president of the Scottsdale Education Foundation; served on the council and building committee of the La Casa de Cristo Lutheran Church; and a member of the National Federation of Business, the Scottsdale Chamber of Commerce and the State Bar of Arizona.

Dennis believes his longevity in Scottsdale, business experience, legal background and previous council experience are an asset to this community.  His goal is to unite the community and work to make Scottsdale’s future as bright as its past.

Councilman Robbins is married to Cheralee and has three children – Madalyn, Carl and Veronica.


 
City of Scottsdale Overview | City Manager Biography
___________________________________________________________



Fritz Behring, City Manager

Fritz Behring became Scottsdale City Manager on July 1, 2013. Mr. Behring has more than 20 years of experience in government administration. He has previously served as city manager of Central City, Nebraska, Fort Meade, Florida and Deltona, Florida and county manager of Clay County, Florida and Pinal County, Arizona. Behring holds bachelor’s and master’s degrees from the University of South Dakota. 















3.	ROLES & RESPONSIBILITIES
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Roles & Responsibilities | Board and Commission Overview
_______________________________________________________________

The City Council relies on citizen-based boards and commissions to research issues, to reach out to the community, and to make recommendations that are in alignment with the Council’s Mission and Goals and that serve the Scottsdale community.  This citizen-based information and perspective serves as a tool for the City Council during their own research and deliberations.

Board and commission members are not elected officials, but rather are appointed officials who serve on recommending and advisory bodies to the City Council.  Most board and commission recommendations are subject to the review and approval of the City Council. The notable exception is the Board of Adjustment, where decisions may be appealed through the Court system.

Board and commission members are appointed by the City Council, typically serving three-year terms. There are currently 25 different boards or commissions; all members are City of Scottsdale residents; and, no member may serve more than six consecutive years on that board or commission.  

Typically, citizens serve on only one board or commission at a time. This allows an opportunity for more citizens to participate.  

More specific information about roles, responsibilities and City of Scottsdale staff representatives for each board or commission follows in this section.


Roles & Responsibilities | Advisory to the City Council
___________________________________________________________

As you might already expect, City Council members are incredibly busy and active individuals in our community.  As hard as they may try, they may not always have time to study every issue as thoroughly as they would prefer.  Thus, they rely on boards and commissions - as representatives of our citizenry - to conduct some of this research and to form recommendations on proposed decisions and/or policies that you believe are in the best interest of the community.

Board and commission members are not elected officials and, as such, are purely advisory bodies.  Board and commission members do not establish, but rather recommend public policy.  You are asked to recommend action based on your own expertise, what you hear from other community members and based on the information and analysis of specific issues.  Although all board and commission actions and recommendations are subject to the approval by the City Council, the Council has nominated you to this position because they trust that you will exercise sound, independent judgment and do your best to form advice for them.  The City Council will consider your recommendations within the parameters of their own deliberations. As a result, the City Council can:

Follow the recommendation of the board(s) or commission(s)
Request further study
Decide to take a different action that has been recommended (usually based on unique circumstances); or
Decide not to act at all.





Roles & Responsibilities | Board & Commission Service
_______________________________________________________________


“Pros” and “Cons” other members have expressed about service.

Although becoming a Board or Commission member can be very rewarding, serving community within our “perfectly messy” system of democracy is not always easy.  Listed below are some of the pros and cons that existing and/or former board and commission members have shared about their personal experiences.


Pros
Make a substantive difference in Scottsdale, potentially the region
Learning about municipal government, Scottsdale’s government in particular and the processes and procedures used to make decisions and deliver service
Making recommendations that preserve and enhance our community for future generations
Meeting new, interesting and dynamic community members
Having the opportunity to have some “face time” with the City Council members
Improving your public speaking skills and confidence

Cons
Sometimes difficult to find enough time to do the job well
Receiving telephone calls at work and home during inconvenient hours
Making tough decisions on complex and/or emotional issues
City Council members are busy and not easily reached or accessible



Roles & Responsibilities | Characteristics for Success
___________________________________________________________

While every Scottsdale board or commission tends to have its own “personality” and methods for working together to form recommendations, some of the characteristics that successful boards and commission members have in common seem to include:

Interest in City issues and a true willingness to learn about them
Time enough to prepare for meetings and hearings
Attendance is steady, consistent and members show up on time for the meetings
A sense of open-mindedness, patience and fairness
An ability to envision and consider the long-term effects of a proposed project/issue and to balance those effects with short-term considerations
The ability to come to conclusion, making an informed recommendation 
Good “people” skills, i.e., respect one another and/or differing opinions, communicate questions or reasoning in a concise and clear manner and work well with staff and community members.


[image: string]
Roles & Responsibilities | Representing the City
_______________________________________________________________

As a volunteer board or commission member, you represent the City of Scottsdale.  You may be the only contact individuals may have with the City.  Therefore, board or commission members should conduct themselves in an appropriate manner at all times, not just when serving in an official capacity for the City.

Serve your fellow citizens with respect

You often only get one chance to make a good impression and that is especially true for public officials and representatives.  When interacting in a public setting, perceptions many times become a reality.  Your actions before and after a meeting, your body language, the tone of your voice and many other behaviors will affect how the public views your decisions as a board or commission member.

If citizens perceive that you have listened to them and considered their issues, then they may feel they have received a fair hearing.  As a public representative, members should strive to:

Be honest and straightforward
Keep your perspective and do not take the discussion or decisions personally
Avoid unacceptable activities prior to a meeting, which may impair your judgment
Avoid swearing or comments of a racial, religious, sexual or ethnic nature
Dress appropriately
Avoid the appearance of favoritism for friends, applicants or others in the audience who may be associated with an agenda item by not mingling or conversing with them prior to or after a meeting, as possible.


[image: pliers]
Roles & Responsibilities | Frequently Asked Questions
_______________________________________________________________

Who appoints board members? Are board members paid for their service?   Scottsdale Revised Code states that all members are appointed by and serve without compensation at the pleasure of the City Council. 

What is my term of office?  According to Scottsdale Revised Code, appointment to a board or commission is for a term of three years or until a successor is appointed by the City Council. Notable exceptions are terms on the Personnel Board, the Public Safety Personnel Retirement System Board and the Industrial Development Authority.  Terms begin on the date of appointment when the appointment is to fill an expired term, or when there is a vacancy due to resignation or removal from office.  The City Clerk’s Office maintains a listing of all City boards and their terms of office.

How long may I serve?  The City Charter limits service to no more than six consecutive years on a particular board or commission.

Can I be removed from office?  Yes, all board members serve at the pleasure of the City Council. Under Scottsdale Revised Code, a member of a board or commission may be removed by the City Council at any time with or without cause. 

What if I move from the City?   Under Scottsdale Revised Code, loss of residence shall be deemed resignation from office.  The City Charter requires that all members of appointive boards and commission be residents of the City and maintain this residency for the duration of their term in office.

Do I have to resign to seek public office?  According to Scottsdale Revised Code, appointed members must resign as a member of the board or commission prior to offering himself or herself for nomination or election to any salaried public office, including city, state or federal offices. Offering yourself means that you have either made a public declaration or candidacy or filed a nomination paper pursuant to A.R.S. 16-311.  Resignations are to be made in writing and filed with the City Clerk.  The resignation will become effective upon filing with the City Clerk’s Office.

Do I have to take any oaths for this appointment?  Following appointment, board members are required by State law to sign an oath of office.  This law requires you to sign and file your oath of office at least 24 hours prior to the time you participate in a meeting or otherwise exercise the powers of the office you were appointed to hold.  Typically, the City Clerk’s Office has appointees sign the oath immediately following the interview/appointment process.  If you are not present for the interview/appointment process, you may come to the City Clerk’s Office at City Hall, 3939 N. Drinkwater Blvd., Scottsdale, AZ 85251 to sign the oath before a notary public. City Hall is open Monday through Friday from 8 a.m. to 5 p.m.

If I miss a regularly scheduled meeting, what should I do?  Always try to notify the board or commission chair and staff representative ahead of time about any meetings you will not be able to attend.  Make sure and review minutes and/or recordings to stay on top of issues and topics. 

[image: pliers]
Roles & Responsibilities | Frequently Asked Questions (continued)
_____________________________________________________________

Who do I represent?  You represent the City of Scottsdale and its citizens when conducting official business and it is best to restrain any personal opinions you might have on a particular issue.  Try to avoid making public statements about the board or commission, without the approval of the board or commission, unless you qualify it by stating that it is your personal opinion.  If you must state your personal opinion, it is important to differentiate it from the official position of the board or commission.

What should I do if I disagree with the other board or commission members?   Occasionally, you will find yourself in disagreement with the vote or direction of your fellow board and commission members.  If you find yourself in such a predicament, avoid being negative. Simply state that you disagree with the approach or result and avoid confrontation.  Remember that the final decision on what your board or commission recommends will be made by the City Council. 

How are officers selected for boards?   Scottsdale Revised Code states that members of each board and commission shall elect a chairman and vice chairman at their first meeting in January.  Such officers serve for a term of one year or until their successors are elected. 

What is the role of the chairperson?  In general, the chair ensures that meetings are run in an orderly fashion, that a quorum exists and that all open meeting laws are followed.  All questions, whether from the floor or from a board or commission member should be addressed directly to the chair.  The chair should work with the staff representative to prepare the agenda.  The chair should make sure board or commission members are contacted when there is been a change in the meeting location, date or time.   Please check your board or commission by-laws for additional chair duties.

Do Council members serve on boards and commissions?   Scottsdale Revised Code says that the Mayor and City Manager are ex officio members without voting privileges of all boards and commission.  Unless specifically provided, for example on the Development Review Board, no council member serves as a member, ex officio or otherwise, of any appointive board or commission.

What if I need to resign from my position?   Please submit a resignation letter in writing to the Mayor, and copy your board chair, your staff representative and the City Clerk.

Do I need to go through the Council interview process again to be reappointed?   Yes.  The Council’s practice is to have applicants for all vacancies, including those eligible for reappointment, go through the nomination, interview and appointment process.  You will be notified by your staff representative when your term is about to expire so that you may submit an application to be considered for reappointment for a second term. 

Can a board or commission have non-members on a committee or subcommittee?   According to Scottsdale Revised Code, committees appointed by any board or commission may include only members of the appointing board or commission unless the City Council approves the appointment of a nonmember.
























4.	DIVERSITY AWARENESS
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Diversity Awareness | What is diversity?
_______________________________________________________________

Diversity encompasses all of the ways that human beings are both similar and different.   It involves variations in factors we control as well as those over which we have no choice.  These factors give us areas of commonality through which we can connect with others and aspects of difference from which we can learn.

“A mosaic of people who bring a variety of backgrounds, styles, perspectives, values and beliefs as assets to the groups and organizations with which they interact.”
Tina Rasmussen, 1996

The Four Layers of Diversity.

Diversity can be seen as four concentric circles, at the center of which is personality, the innately unique aspect that gives us each our own particular style.  This core aspect permeates all other layers.

Moving out from that center are the internal factors which Marilyn Loden and Judy Rosener label primary dimensions of diversity.  These are aspects over which we have little or no control, such as gender, age, sexual orientation and race.  

The next layer of factors, most of which Loden and Rosener refer to as secondary dimensions, is made up of external influences brought to bear by society and one’s experiences in the world.  Where you grew up or live now, whether you are married or have children, how your religious affiliation guides you and the amount and type of education you have are examples of these kinds of external differences.

Finally, the fourth layer encompasses organizational influences related to factors such as seniority, the kind of work you do, your level within the company and your work location.  

These four layers together form your own diversity filter.

The City of Scottsdale has a policy on Anti-Discrimination and Non-Harassment that applies to City board and commission members.  Please review the policy prior to beginning service on your board of commission.  The policy, Administrative Regulation #333, is provided in the appendix. 
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Diversity Awareness | Four Layers of Diversity
_______________________________________________________________
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Administrative Regulation
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	AR 333

	
	RESPONSIBLE DEPARTMENT:  
HUMAN RESOURCES, MAIN EXT. 22491

	SUBJECT: 
ANTI-DISCRIMINATION AND NON-HARASSMENT POLICY 
	EFFECTIVE DATE: 7/17/03


	RELATIONSHIPS TO ADOPTED POLICIES, ORDINANCES
AR 127 Date Adopted: 10-21-02, AR 165 Date Adopted: 02-13-03
	CYCLE OF REVIEW:
ANNUALLY, AT THE MINIMUM 

	APPROVALS:   
|X|        JAN DOLAN, CITY MANAGER	DATE APPROVED: 07/17/03

|X|       NEAL SHEARER, GM, HUMAN RESOURCES	DATE APPROVED:  07/17/03




Sec. 1	Purpose 

The purposes of this policy are:

To provide employees with a work environment free from unlawful discrimination, as provided by Title VII of the Civil Rights Act of 1964 and other state and federal laws;
To inform employees of prohibited acts and inappropriate conduct, which constitute or contribute to unlawful discrimination or harassment, or otherwise conflict with Employee Values; and 
To provide employees with a complaint procedure that will allow the city: (1) to promptly and thoroughly investigate alleged acts of discrimination and/or harassment, or inappropriate conduct or behavior; (2) to take any appropriate disciplinary action, based on the investigation;  (3) to engage in preventative or corrective measures; and  (4) to protect employees from retaliation for bringing the complaint or participating in the process.

Employee as used in this administrative regulation includes all city employees, contract workers, and volunteers, including members of city boards and commissions. 

Sec. 2	Policy

Part I

This part of the city’s Anti-discrimination and Non-harassment Policy is intended to comply with federal statutes prohibiting discrimination in employment, as interpreted by federal courts, and to inform employees of legally enforceable rights and requirements.

Title VII of the Civil Rights Act of 1964, as amended, and other state and federal laws prohibit discrimination in employment because of race, color, religion, sex (including gender and sexual harassment), age, national origin, and/or disability.  All employees are responsible for ensuring that the workplace is free from conduct or activities that constitute or contribute to such discrimination or harassment.  

Discrimination means any act or acts by a city employee or employees, which negatively affects the terms and conditions of employment of another employee, when motivated by the affected employee’s membership in a protected class.  Protected classes are groups that lawmakers specifically protect from discrimination.   Protected classes include anyone who is discriminated against because of their race, color, religion, sex (including gender and sexual harassment), age, national origin or disability.    Discrimination may occur in work assignments, working conditions, job classification, disciplinary actions, promotions, salaries, performance reviews, interpretation or application of city rules.  Discrimination does not include employment or workplace concerns that do not involve conduct prohibited by Title VII and state and federal laws.  

Prohibited conduct includes, but is not limited to the following, because it either constitutes harassment or contributes to it:  

Verbal or physical conduct that threatens or insinuates, either explicitly or implicitly, that the employee’s submission to or rejection of sexual advances will in any way influence any decision, evaluation, duties, or any other condition regarding the employee’s employment.

Unwelcome sexual advances, gestures, touches, asking for a date after repeated rejections, or requests for sexual favors. 

Offering employment benefits in exchange for sexual favors, retaliating, or threatening retaliation after having sexual advances rejected.  

Unwelcome comments, remarks, or threats, including but not limited to comments about an individual’s body, personal or private life, use of sexual words to describe an individual, offensive jokes, comments or compliments of a sexually suggestive nature, innuendoes, inappropriate terms of endearment such as “doll,” “honey,” “babe,” “hunk,” etc.  

Insulting, demeaning, derogatory remarks, communications and materials, including but not limited to posters, cartoons, magazines, directed at a member of a protected class, or relating to a person’s status as a member of a protected class.

Comments about ethnic, racial or religious stereotypes.  

Inappropriate body language, touching or verbal responses, including shoulder massaging, hugging, winking, throwing kisses, leering, or blocking exits.

Display of sexually suggestive objects, books, magazines, photos, pictures or cartoons.

Any act of harassment that may be construed as inappropriate to a reasonable person.

In addition, the city has a no tolerance policy regarding pornography in the workplace.  This includes accessing sexually explicit Internet x-rated sites, sexually oriented discs, or display of sexually suggestive objects, books, magazines, photos, pictures or cartoons.  An employee who accesses or depicts any sexually explicit item, or material in the workplace at any time will be separated from employment (See also AR 127 and AR 165).


The legal standard used to determine if the conduct is inappropriate or objectionable is whether a reasonable person, as a member of the protected class, would view it in that way.   For example, whether a comment of a sexual nature is offensive to a woman would be determined from the perspective of a reasonable woman (i.e., would the comment be offensive to a reasonable woman).  The same standard applies to acts directed at members of any protective class.  

Retaliation against employees for reporting acts believed to constitute unlawful discrimination, as described in Part I, above, or for assisting the city in the investigation of a complaint of unlawful discrimination, is against the law and will not be permitted.  Retaliation includes, but is not limited to, unlawful discrimination or harassment as set forth above, refusing to recommend an employee for an opportunity for which he or she qualifies, spreading rumors about the employee, encouraging hostility from co-workers, or any other negative, tangible employment action done intentionally.

Violations of this section may result in disciplinary action, up to and including dismissal.   Violations of these policies may also result in potential legal liability to the employee who has engaged in the prohibited acts, as well as the city.

Part II

This part of the city’s Anti-discrimination and Non-harassment Policy is intended to address the general conduct and behavior of employees.  It addresses behaviors that while not unlawful are inappropriate in the workplace, because they violate Employee Values and otherwise have potential negative effects on employees and the work environment, and may result in disciplinary action. [footnoteRef:1] [1:  This section of the policy does not create any independent legally enforceable rights, such as the ability to proceed before the EEOC, nor is it intended to form the basis of a civil or criminal action, or to create any contractual rights.] 


The City of Scottsdale is a values-based organization, which considers its employees its most important resource.   It is the policy of the city to treat its employees fairly, respectfully, equitably and professionally, with the same respect and dignity that they are expected to demonstrate toward every citizen, customer and co-worker.  

This section of the policy reflects a commitment to the city’s values, particularly “Respect the Individual.”  Inappropriate behavior includes, but is not limited to, the following conduct:

Gossiping about, using profanity toward, demeaning or defaming another employee, or otherwise acting in a manner that could negatively impact the workplace morale, service or productivity.

Engaging in humor or bantering in the workplace that may intimidate, offend, embarrass, or demean another person.

Using profanity in the workplace.

 Participating in a business decision, if the employee’s judgment on the decision might be unduly affected by a personal relationship.

Personal relationships between supervisors and subordinates are not permitted.    For example, a manager is prohibited from dating a subordinate within his/her chain of command.


Supervisors and subordinates should not participate in a business relationship outside of the workplace, including operating a business, or engaging in a business of any kind for personal gain or profit.

Violations of this section may result in disciplinary action, up to and including dismissal.  
 
Additionally, retaliation against any person who reports, otherwise complains and/or participates in the investigation of violations of Part II above, is in violation of City Values.  Any such retaliation is subject to disciplinary action, up to and including dismissal.

Sec. 3	Responsibilities

It is the responsibility of all City of Scottsdale employees to act to prevent discrimination, harassment and retaliation in the workplace.   Employees are permitted to and should speak up and confront an individual when they are exposed to or observe conduct in violation of this policy.  Employees are required to report what they perceive to be violations of Part I of Section 2 (unlawful discrimination) to their manager, supervisor or Human Resources.   Any manager or supervisor who becomes aware of a violation or perceived violation of this policy has a duty to act and should contact Human Resources immediately to address the situation.  

The City of Scottsdale has a complaint procedure and controls in place to ensure that the city exercises reasonable care in handling allegations of discrimination and/or sexual harassment.  

Sec. 4	Procedures

Complaints relating to alleged incidents of unlawful discrimination or harassment, or other inappropriate behaviors as described in this policy, either personally experienced or observed by an employee, or reasonably believed to have been experienced by another employee, should be reported to the employee’s supervisor.  Complaints involving the employee’s supervisor, or someone in the employee’s direct line of supervision, or complaints that for any other reason the employee may feel uncomfortable bringing to his or her immediate supervisor, or someone in the employee’s direct line of supervision, should be brought to Human Resources and/or Diversity and Dialogue.  Complaints may be made orally or the employee may use the Human Resources Investigation Intake Form.
   
Any supervisor receiving a complaint must inform Human Resources and/or Diversity and Dialogue as soon as possible, in order to allow the city to investigate all complaints thoroughly, expeditiously and professionally.  Appropriate corrective actions, including any appropriate discipline, will be taken.  Information acquired in the course of an investigation, including the initial complaint, will be accorded the highest degree of confidentiality permitted by the circumstances and by law.

Any employee may be compelled to participate in an investigation.  Knowingly or intentionally providing false information or refusing to provide information in respect to a complaint is prohibited and may subject an employee to disciplinary action.  

Any violation of this policy may result in disciplinary action, up to and including dismissal.  Retaliation against any person who reports, or complains about conduct which is the subject of this administrative regulation, or who participates in the investigation of such conduct, may result in disciplinary action, up to and including dismissal.  City of Scottsdale employees are encouraged to speak up and confront an individual when offended.    
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Diversity Awareness | Americans with Disabilities Act (ADA) 7/26/90
_______________________________________________________________

SUMMARY:   This rule implements subtitle A of title II of the Americans with Disabilities Act, Pub. L. 101-336, which prohibits discrimination on the basis of disability by public entities. Subtitle A protects qualified individuals with disabilities from discrimination on the basis of disability in services, programs, or activities of all state and local governments.   It extends the prohibition of discrimination in federally assisted programs established by section 504 of the Rehabilitation Act of 1973 to all activities of state and local governments, including those that do not receive Federal financial assistance, and incorporates specific prohibitions of discrimination on the basis of disability from titles I, III, and V of the Americans with Disabilities Act.  This rule, therefore, adopts the general prohibitions of discrimination established under section 504, as well as the requirements for making programs accessible to individuals with disabilities and for providing equally effective communications.  It also sets forth standards for what constitutes discrimination on the basis of mental or physical disability, provides a definition of disability and qualified individual with a disability, and establishes a complaint mechanism for resolving allegations of discrimination.

General Rule: “…making reasonable accommodations to the known physical or mental limitations of an otherwise qualified individual with a disability who is an applicant or employee, unless such covered entity can demonstrate that the accommodation would impose an undue hardship on the operation of the business of such covered entity…”

Public accommodations must – 
Provide goods and services in an integrated setting, unless separate or different measures are necessary to ensure equal opportunity.
Eliminate unnecessary eligibility standards or rules that deny individuals with disabilities an equal opportunity to enjoy the goods and services of a place of public accommodation.
Make reasonable modifications in policies, practices, and procedures that deny equal access to individuals with disabilities, unless a fundamental alteration would result in the nature of the goods and services provided.
Furnish auxiliary aids when necessary to ensure effective communication, unless an undue burden or fundamental alteration would result.
Remove architectural and structural communication barriers in existing facilities where readily achievable.
Provide readily achievable alternative measures when removal of barriers is not readily achievable.
Provide equivalent transportation services and purchase accessible vehicles in certain circumstances.
Maintain accessible features of facilities and equipment.
For more information refer to Title II Technical Assistance Manual, Covering State and Local Government Programs and Services: http://www.usdoj.gov/crt/ada/taman2.html
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Diversity Awareness | “Reasonable Sense”
_______________________________________________________________

In many ways, both directly and indirectly, Board and Commission members represent the eyes, ears and voice of Scottsdale’s community.  Therefore, making certain that meetings are accessible to the public is critical.  The law requires providing “reasonable accommodations” for people with disabilities.  Always keep the Americans with Disabilities Act (ADA) guidelines in mind when planning and selecting meeting venues.

To help you consider basic ADA issues/needs, here’s a “reasonable sense” checklist you may use in your meeting planning:

Are these areas wheel chair accessible?
Door ways
Restrooms
Walkways
Exits
Ramps to get to seating areas

Vision-related issues to consider
Are there printed materials or PowerPoint presentations being used that must be seen in order to understand meeting format or content?
Are there structural barriers that would make it difficult for a visually impaired person to maneuver within the space?

Communication issues to address
Is sign language needed? (Note: need 48-hour notice)
Are there bi-lingual issues?  (Note: need 48-hour notice)

Age-related issues to consider
Will this location be difficult for people with poor vision?
Is the space comfortable, stable and easy to get to?
Having meetings at night may keep elderly people from attending
Are there Dial-a-Ride services at night?
Are printed materials easy to read?
Is the sound system adequate in all areas of the room?

And, please remember to include the ADA “reasonable accommodations” statement on every public meeting announcement or notice:  “To request reasonable disability accommodations, or language translation; please call (identify department, office or individual) at least 48 hours in advance at (provide phone number).














5.	TIPS, TOOLS & TECHNIQUES
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Tips, Tools & Techniques | Getting Ready for a Meeting
_______________________________________________________________

Be Prepared

Review and read your agenda packet and staff reports.
Know the facts of the case or issue and what you are talking about.
Consider whether or not you may have a conflict of interest on any of the agenda items.
For high-profile and/or complex and multi-dimensional issues, you may want to contact City staff for a personal briefing or to set up a time to personally inspect the case file.  Staff is always willing to help you, as needed.
If you have questions, call your staff representative as early as possible.  This will give him/her an opportunity to thoroughly research your questions and provide information back to you.
Sometimes site visits may be necessary to completely understand a proposal.
It is okay to ask neighbors, council members, residents and other board and commission members for their opinions.   Note:   Be careful not to misuse the email system, for example, inadvertently initiating an online meeting with several fellow commission members or Council members.   The open meeting laws apply to these kinds of communications (covered during Ethics Training).
Make arrangements so that you can be at the meeting on time.
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Tips, Tools & Techniques |The Staff Representative
_______________________________________________________________

Each board or commission created by the City Council will have City staff member(s) assigned to serve as the staff representative and coordinator.  If a board or commission member needs to contact City personnel for information concerning official business, he or she should always make the request through the staff representative.

It is not the responsibility of board and commission members to decide or direct the priority of work for the department or the individual staff representative that has been assigned to the board or commission.

The board or commission sets priorities for their own agendas.   City staff then uses its time to gather the information necessary for the board or commission to make a recommendation or decision in regards to agenda items.

In general, the staff representative will:

Establish and maintain a positive working relationship with the board or commission members
Assist with the establishment of basic board or commission bylaws, structure and operating procedures
Work with the chair to provide information and logistical support to board or commission members
Provide board or commission members with the information necessary for making an informed decision
Offer advice and counsel to board or commission members, as appropriate and when requested
Report the board’s or commission’s concerns and progress to the City Manager
Provide advice regarding the most effective way of presenting board and commission recommendations to the City Council
Facilitate interaction between boards and commissions if necessary
Make meeting arrangements and prepare and distribute agenda packets to board and commission members
Prepare and ensure that legal postings and public notices are completed as requested via the revised Arizona Open Meeting Law and statutes
Take notes during the meeting and prepare meeting minutes for approval by the board or commission
Provide access to orientation and training for new members 



Tips, Tools & Techniques | Successful Meetings
_______________________________________________________________

The business of the board or commission is conducted during a public meeting or hearing.  Therefore, it is important that the meeting is conducted in a professional and efficient manner.  Meetings, whether one-on-one, in small groups or in public events are the dominant methods used to engage citizens in discussions about the issues they face.  Therefore, people charged with engaging communities in problem solving and planning for the future need to have good meeting planning skills, good facilitation skills and a knowledge about action planning.

Tips for Success
1. Keep the meeting under control
It is the chair’s responsibility to ensure that the meeting is conducted in an orderly manner.
Have a set meeting procedure to follow.   Explain it to the public at the beginning of the meeting.

2. Act promptly
Schedule topics on the agenda in order to avoid inconvenience or delays to applicants, special interests and interested citizens.
Follow a published agenda.
Ensure that the applicant and/or other interested parties receive due process by rendering a decision in a timely manner.

3. Bring issues to vote
Avoid becoming bogged down in details or endless requests for additional information. 
Meet with staff prior to regular meetings to review complex cases, technical reports and to analyze issues.

4. Ask Yourself
Were the issues clearly defined and fully addressed?
Do I have sufficient factual information to reach a decision? 
Were there meaningful ways for citizens to be involved in this issue/project?
Is the request or proposed project consistent with the goals and objective of the community?

5. Make informed decisions
Keep an open mind.
Listen carefully to citizen and fellow commission member comments prior to making or announcing your decision.
Don’t discuss the pros and cons of an agenda item before all testimony and information has been presented.
Focus your discussion and comments around the facts of a particular case, issue, proposal rather than making the issue personal about staff members, other officials, the applicant or citizens.  
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Tips, Tools & Techniques | Successful Meetings (continued)
_______________________________________________________________

6. State the board or commission’s findings
Vote on specific actions in the form of a motion and include pertinent findings.

Review The Riggins Rules for additional information to consider ideas on member conduct while doing the business of the board and commission later in this section. Also, review the small booklets with additional information located in the back pocket of this notebook.


Tips, Tools & Techniques | Effective Conflict Management
_______________________________________________________________

Public hearings or citizen input meetings can be challenging.  However, a public meeting is an important part of the democratic process, especially at the local level, and it should be the goal of all boards and commissions to make their meetings as effective as possible.

Participants can be highly motivated and often nervous creating the possibility of conflict or contentious exchanges.  A board or commission member’s role is to guide conflict to positive results, not to eliminate it.  When this is done effectively, all participants tend to feel that they have been heard and their issues were considered before decisions were made.

The following are some suggestions that should help in managing conflict and confrontation effectively:
Do your homework so you can concentrate on the dynamics of the meeting rather than learning about the topic at hand.  Be prepared to ask pertinent questions.
Carefully explain the purpose of the public hearing and what action is expected at the conclusion of the hearing.  Insistence on playing by the rules is your best tool for conflict management in public hearings.
Treat all sides fairly.  Set the rules of the hearing early and make sure everyone abides by them.
As often as possible, as a sign of respect, address the speaker by Mr./Ms. and their last name.
Impassioned comments most often do not require answers.  Try to diffuse the situation by asking specific, neutral questions.
Repetitious debates should be avoided with speakers and other commissioners.
Board and commission members should refrain from expressing their views on a proposal until testimony has been completed.  Comments and questions should be neutral.
Following testimony, the chairperson should invite but not force board and commission members to discuss their views on the proposal.
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Tips, Tools & Techniques | Other Types of Meetings
_______________________________________________________________

Some boards and commissions may have workshops, retreats, subcommittees or other types of meetings in addition to the regular public meetings.  Check with the staff representative to determine if your board or commission has any additional meetings and the protocols for those meetings.  If your board or commission holds executive sessions, be sure to read how the open meeting law applies to executive sessions.



Tips, Tools & Techniques | Basic Parliamentary Procedure
_______________________________________________________________

Parliamentary procedure is a set of rules for conducting business at public meetings.  Parliamentary procedure is important because it allows everyone an opportunity to be heard and assists in making decisions without confusion.  Because implementation of the Robert’s Rules of Order can be cumbersome, the rules are often adapted to fit the needs of the organization.  The following is the adaptation of the rules that should be used:

The Meeting Notice/Agenda
Each board or commission will publish a meeting notice and agenda for posting and distribution at least ten days prior to each meeting.  The agenda may include the following:

Call to Order
Minutes
Staff Reports
Specific Business Items (with general description)
Announcements
Adjournment

The method of preparing the agenda varies by group.  Typically, the staff representative works with the Chair of the commission to create the agenda.  When it is finalized, the representative will work with the City Clerk’s Office to make sure your final agendas are posted at least 24-hours in advance of the meeting.
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Tips, Tools & Techniques | Basic Parliamentary Procedure (continued)
_______________________________________________________________

Making Motions
A board or commission member uses a motion to propose a resolution or action on an item on the meeting agenda.  The process for making motions follows.

a.	A member makes a motion – “I move that...”  Speak clearly.  State your motion affirmatively – “I move we do...” - do not say “I move we do not...”

b.	The chair asks for a second to the motion – “Second”

c. 	The chair states the motion on the floor – “It has been moved and seconded that we...”

d. 	After the motion is seconded, the member making the motion may speak to their motion first.

e. 	After discussion, the chair asks for a vote on the motion – “All those in favor; all those oppose.”

f. 	Votes may be taken by show of hands, by roll call - however your Board and Commission is comfortable taking a vote.

g. 	The chair announces the results of the vote.


Other Types of Motions
1. Motion to lay on the table
	This motion is used to temporarily postpone discussion on an issue so that a more urgent matter can be discussed.  Tabling an issue should not be used to prevent discussion or action.

2. Motion to postpone indefinitely
	This motion is sometimes used to kill a motion without having to discuss or vote on the issue.  It is useful when either a yes or no vote on the original motion will have undesirable consequences.

3. Adjournment and intermission
	Motions should be made, seconded and voted on to take a break and to adjourn a meeting.
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Tips, Tools & Techniques | Frequently Asked Questions
_______________________________________________________________

When is a motion “in order?”   The motion must be relevant to the current agenda item.

Do all motions need a second?   Yes, if a motion is not seconded, it dies and the chair asks for another motion or moves on to the next agenda item.

May you debate the motion?   Yes, however, the debate must be relevant to the motion.  The chair may limit the debate to keep the meeting moving.

Can a motion be amended?   Yes.  All amendments must be relevant to the original motion.  Amendments must have a second and are debated and voted on before the original motion is voted on.

Can a motion be reconsidered?   Yes.  A member of the majority vote may ask to have a motion reconsidered.  The board or commission would vote on the motion to reconsider a previous motion.  The motion would be reconsidered if a majority agrees.

What is a “call for a vote” or “move to the previous question?”   A member may ask for debate to end on a motion by calling for a vote or move the previous question.  A second to the motion is not required.  The chair may then immediately ask members to vote on the motion on the floor.

What are some of the common vocabulary used in parliamentary procedure?  

Chair - The Chairperson in charge of the convention.
House - A group of people meeting to conduct business.
Floor - The right to speak without interruption.
Table - To set aside a motion and suspend further discussion.
Business  -The issue under discussion.
Quorum - The designated number necessary to do business.  For a seven-member Board or Commission, a quorum would be four members.
Agenda - Order of business			Motion - Proposal for action
Second - Back up for proposal or motion	Discussion - Debate on the motion
Amendment - Change in the motion		Vote - Final decision on the motion
Question - Declaration of your desire to vote	Previous question - Motion to end debate
Majority vote - One more than half of 50%	2/3’s vote - 66%
Unanimous -All must agree



Tips, Tools & Techniques |The Riggins Rules
_______________________________________________________________

Fred Riggins, a former chairman of the Phoenix Planning Commission, wrote the Riggins Rules in 1967.  Although written nearly 40 years ago, many of these rules still hold true today.  Some of the rules may seem harsh, may be redundant of the other materials provided in this tool book, and may not apply to your board or commission.  These rules are reflection of how one gentleman viewed his position as a board and commission member and have been included for your review and reflection.

Don’t accept an appointment or nomination to a board or commission unless you expect to attend 99 percent of the regular and special meetings.... including inspection trips, briefings and public functions where your presence is expected.  If your participation falls below 85 percent during any six-month period, you should tender your resignation.  You aren’t keeping well enough informed to make sound decisions, and you’re making other people do your work for you.  Your effectiveness and regard given to your opinions by other members will be in direct relation to your attendance.

Do Create a Good Impression of City Government.  Remember that this is the first contact that many people have with their local government.  For some, this is the most important matter in which they have ever been involved.  Many will never be back again and many will never have another such contact or experience.  Your performance will create, in their minds, the picture that they will always carry with them of “the way the city is run.”  Make it as pleasant and comforting a picture as possible.

Do Be on Time.  If the hearing is scheduled at 5:00 p.m., the hearing should begin at that exact hour.  If you have to wait 10 minutes for a quorum and there are 100 people in the room, the straggler has wasted two full workings days of someone’s time - besides creating a poor beginning for what is an important occasion for most of those present.

Dress Professionally.  Many people in the audience think that you’re an important person.  Don’t disappoint them by your appearance, conduct or attitude.

Don’t Mingle with Friends, Acquaintances, Applicants or Objectors in the Audience before the meeting or during a recess period, if it can be politely avoided.  You will invariably create the impression that there is something crooked going on, especially when you vote favorably on the case of the applicant with whom you were seen conversing.  Save your socializing and fraternizing for some other time and place.




Tips, Tools & Techniques | The Riggins Rules (continued)
_______________________________________________________________

Don’t Discuss a Case privately and as a single member of a body with an applicant or objector prior to filing or prior to the hearing.  In the event that such contact is unavoidable, be very noncommittal.  Don’t be too free with advice, and explain that you’re only one member of the body, that you’ve not had an opportunity to study the matter thoroughly, that you have not seen the staff information, and that you have no way of knowing what opposition may develop or what will occur at the public hearing.  If you’ve been unable to avoid these “ex parte” contacts, you should put them on record at the hearing.

Do Your Homework.  Spend any amount of time necessary to become thoroughly familiar with each matter, which is to come before you.  It is unfair to the applicant and to the City for you to act on a matter with which you have no previous knowledge or with which you are only vaguely familiar.  Additionally, as a result, you’ll make some poor decisions.

Don’t Indicate by Word or Action How You Intend to Vote during the portion of the hearing devoted to presentations by the applicant, presentations by any persons appearing in objection and comments by members of the staff.  During this period your body is the judge and jury.  It’s no more appropriate for you to express an opinion as to the proper decision prior to hearing all of the testimony than it would be for a judge or jury member to announce their firm conviction in the middle of a court trial regarding the guilt or innocence of a defendant.  This is not clearly understood by a majority of persons sitting on public panels.

Don’t Fail to Disqualify Yourself if either directly or indirectly you have any financial interest in the outcome of the hearing. And let your conscience be your guide where it could be said that moral, ethical, political, or other considerations, such as personal animosity, would not permit you to make a fair and impartial decision.  In disqualifying yourself, do not state your reasons inasmuch as the mere stating of your reasons can be construed as exerting undue influence on your fellow members.  To avoid all accusations of undue influence, it’s generally wise to leave the room and ask that the records show that you did so and that you did not indicate by word or action whether you were in favor of, or opposed to the matter under discussion.

Do Rotate the Seating in some regular manner each successive meeting.  This will prevent the forming of little cliques.

Do be Polite and Impartial.  Be as helpful as possible to the nervous, the frightened and the uneducated.  Be patient with the confused.

Do be Attentive.  Those appearing before you have probably spent hours preparing and rehearsing their arguments.  The least you can do is listen and make them think that you are as interested as you should be.  Refrain from talking to other members, passing notes and studying unrelated papers.


Tips, Tools & Techniques | The Riggins Rules (continued)
_______________________________________________________________


Don’t Interrupt a Presentation until the question period, except for very short and necessary clarifying remarks or queries.  Most applicants have arranged their remarks in logical sequence and the item about which you’re concerned will probably be covered if you can force yourself to be quiet for a few minutes.

Don’t Permit a Person to Directly Question or interrogate other persons in the audience.  All questions should be addressed to the Chair and to the hearing body.  Do not permit anyone to demand answers to all questions especially if it is obviously done for the purposes of harassment.

Don’t Use First Names in addressing anyone during the course of the hearing.  This includes audience, applicant, members of your particular body, even if the person concerned is your brother or your best friend.  Nothing, repeat nothing, creates a more unfavorable impression than this practice.  It is poor hearing manners that destroys the formality of an occasion and causes people to think that some sort of “buddy-buddy” deal is about to be consummated.

Do show Great Respect for the Chair, and always wait to be recognized.  This will set an example for applicants and others wishing to be heard.  It will contribute a great deal toward the orderliness of the proceedings.

Don’t Indulge in Personal Attacks, and don’t permit anyone else to do so.

Don’t Try to Make the Applicant or Any Other Person appearing before you look like a fool by the nature of your questions or remarks.  This is often a temptation, especially when it is apparent that someone is being slightly devious and less than forthright in this testimony. But don’t do it.  If you must “expose” someone, do it as gently and kindly as possible.

Don’t Become Involved in Altercations.  Some persons come to hearings with the express purpose of causing trouble.  If you answer their irrelevant ranting, you’re immediately involved in a fight.  Don’t answer or try to defend yourself.  You’re there to hear testimony and make decisions based thereon, not to head up a debating society.

Do Invite Interested Persons to Come Forward where they can see when an applicant is discussing or talking from a diagram, site plan, or exhibit which is not visible to the audience.

Do Not Permit People to speak from the audience.  If it’s important enough for them to speak at all, it’s important enough for them to be recognized, come forward, give their name and address and say what they care to, if their remarks are pertinent.



Tips, Tools & Techniques | The Riggins Rules (continued)
_______________________________________________________________

Do Not Permit People to leave the podium and microphone and approach closer to the hearing body except in unusual circumstances, usually to show a small exhibit or to explain some detail.  This ordinarily breaks down into a small mumbling session at one end of the dais with one or two members or the hearing body; the others are uncertain about what is going on.  The conversation usually does not get recorded, cannot be heard by the audience, and is almost impossible to control from the Chair.

Don’t Become Involved in Neighborhood Quarrels or you’ll wind up as a referee.  Stick to the merits of the case and rule out-of-order testimony which is irrelevant, personal, hearsay and not pertinent to the matter being heard.

Don’t be Vindictive and “punish” the applicant, staff or community member for some real or imagined affront to you or your panel on some previous occasion, perhaps bearing no relation to the present hearing.  It must be assumed that he/she is there legally, he/she has a right to be heard, and he/she has a right to fair and impartial hearing on the merits of a case without reference to something that he/she might or might not have done in the past or will perhaps do in the future.

Don’t try to be a Hero.  Be sympathetic, but objective.  Don’t get carried away with such a strong desire to help that you throw the rulebook out the window.  Ninety-nine times out of a hundred you will do them some questionable service at the expense of their neighbors or the City and your kind-hearted action will come back to haunt you much sooner than anyone could have imagined.  Stick to the rules.

Do Not Fail to Give a Reason when making a motion for approval, or denial of an applicant’s request.  If you fail to do this, the applicant, any objectors, a reviewing body of higher authority or the courts may well assume that your decision was an arbitrary one not supported by the facts and should be reversed.  Always mention the staff information.

Do Not Take Staff Information Lightly.  These options, information, and recommendations are made after study by professionals, and are based on pertinent laws, ordinances, regulations, policies and practices developed by the local decision-making body.  Your job is to temper this recommendation with information developed during the hearing, which may not have been available to the staff.  

Don’t Forget that the Staff is There to Help.  Staff is composed of capable professional people with technical experience.  Remember that their usual practice is to remain silent unless they’re specifically asked to comment.  Most consider it presumptuous and unprofessional to inject any unsolicited comments into the hearing.  Always ask staff to comment prior to a final vote.



Tips, Tools & Techniques | The Riggins Rules (continued)
_______________________________________________________________

Don’t Try to Answer Technical Questions even if you’re sure that you know the answer.  You probably don’t and will wind up looking like a fool.  Refer these matters to the staff.  That is one of the things they are there for.  They have intimate day-by-day working experience with all pertinent ordinances and can nearly always give a timely, up-to-the-minute professional dissertation on any subject in their field. 

Don’t Show Any Displeasure or Elation, by words or action, over the outcome of a vote.  This is very bad hearing manners and won’t lead to the maintenance of a friendly cooperative spirit among members of a panel.  

Do Discourage any Post-Mortem Remarks by the applicant, objectors, or members after the final vote and decision is announced.

Do Not Hesitate to Continue a Case or Take it Under Advisement if more information or greater deliberation is necessary.  Don’t use administrative actions to avoid or delay making a decision before a hostile applicant or audience.

Don’t Select a Chairman on a Seniority Basis Alone and don’t pass the office along from member to member as a reward and honor.  The nicest guy in the world, the hardest working, the most interested and your most valuable member can be indescribably horrible in the Chair.  This is just one of those facts of life which is hard to explain, but unfortunately, is all too true.  As an occasion presents itself, give a prospective chairperson the chance to head up a sub-committee, report on special projects, and otherwise prepare himself or herself and to demonstrate their abilities and leadership under pressure.




Tips, Tools & Techniques | On-camera tips for meetings in the Kiva
_______________________________________________________________

Using the microphones (“mic” is the shorthand term)
Although the Kiva is a beautiful and striking meeting place, it is a concrete-walled chamber where sound waves bounce like ping-pong balls. Consequently, it is very important that board and commission members meeting in the Kiva pay particular attention to the use of their microphones. The three main requests from CityCable:

Turn your mic on
Speak up
Turn your mic off

A few more details:

On the dais, remember to turn your mic on to speak and off after you are finished. Leaving too many mics on at one time creates feedback.  And, the public may hear “side” comments you make to a fellow commissioner.

Speak directly into your microphone.  Keep it three to four inches from your mouth.  Try to avoid leaning back or moving your head from side to side as you speak.

Speak clearly, project and avoid mumbling.  A microphone will not compensate for speaking too softly or mumbling.

If you are closer to the microphone than recommended, your “p’s” and other consonants will “pop.”

Please don’t blow or shout into the microphone; this may cause damage.

Don’t worry if your voice sounds loud, as long as you are following the points listed above.   It’s difficult to judge volumes in the Kiva from the dais, and the CityCable crew will adjust the volume if there is a problem.  The city staff rarely receives complaints that volume levels in the Kiva are too high during meetings.

Do worry if it is apparent that the audience cannot hear you.  Make sure you are speaking into the microphone and that you are projecting as much as possible.  The most common audio problems in the Kiva occur when speakers talk too softly, fail to project or fail to speak into their mics.

If you suspect technical problems with your microphone, please alert City staff immediately, so that they can inform the CityCable crew.  It is important that members of the audience and citizens watching at home are able to hear your comments and those of your fellow board or commission members.


			



Tips, Tools & Techniques | On-camera tips for meetings (continued)
_______________________________________________________________

If you are chairing the committee or board, please do not hesitate to ask speakers at the podium to adjust the microphone, speak into the microphone or speak louder.  Speakers at public meetings may be inexperienced or nervous (but even experienced speakers sometimes forget to use the mic).  You may need to interrupt speakers, but remind them that it is important for everyone to hear them.
Dressing for TV
Avoid rich and primary colors. Mid-range colors work best.  Examples are medium blue, green, rose, lavender, brown, pink, purple, peach and rust.  Other good options: light to medium gray, medium to dark yellow, soft red and dark cream.

Avoid small patterns, stripes and plaids.  They can “vibrate” on TV!

Avoid very light or very dark clothes, and do not wear white suits or white shirts or blouses without a coat.  Pure white tends to wash out your face on TV.

If possible, choose jackets, blouses, shirts and sweaters with strong shoulder lines.

Avoid wearing jewelry that might reflect light into the camera or bump into the microphone, and try not to wear anything that would be overly distracting.
Makeup
It may be advisable to use some powder to keep your face from shining.

The most effective eye shadow colors for camera are gray taupe, bronze and apricot.  Use an ivory colored shadow for highlighting.  White is too harsh.  Avoid iridescent shadows.

Lipstick colors should be clear.  Frosted lipsticks have a tendency to make the mouth look “muddy” and the teeth look yellow.  The best choices are clear, rust, rose or soft red.  These colors will give the mouth the best definition on TV.
General
Remember that “on camera” means “ON CAMERA.”   You never know when the lens may be on you.  Always be aware of your facial expressions.

Control your movements and keep gestures and motions natural.  Be aware of your posture, but be relaxed.

If your coat tends to bunch up on your shoulders, tuck it under before you sit down
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Appendix | Scottsdale Quick Facts
_______________________________________________________________

(From Scottsdale’s Economic Vitality Department, August 2011.)

Incorporation:   Scottsdale was incorporated June 25, 1951. 
Charter:   The City Charter was adopted Nov. 16, 1961.

Population (2010):  217,385 estimated.
Size:  184.2 square miles, stretching 31 miles from North to South; 51 percent is undeveloped. 
Size Rank:  Fourth in total area and sixth in population within Arizona.
Elevation:  Average 1,260 feet above sea level.
Longitude & Latitude:  111.93 degrees W, 33.50 degrees N
Climate:  Average minimum and maximum temperatures ranges from 55.7 ºF to 84.6 ºF; average precipitation is 7.74 inches per year; and the average is 314 sunny days per year. 

Median Age:  45.4 years.
Median Household Income:  $70,040 estimated.
Education Level:  The population is composed of 50.5 percent with bachelor degrees or higher, 28.5 percent with an associate degree/some college, and 16.1 percent high school diploma.
 
City Budget: The maximum legal expenditure limit for Fiscal Year 2011/12 is $1.2369 million.
Financial Rating: Since April 2002, Scottsdale continues to maintain the highest possible rating (AAA) for its general obligation bonds from the three ratings’ agencies, Fitch’s, Moody’s and Standard & Poor's.
Tax Rates: 
Property Tax - The City's FY 2011/12 primary property tax rate is approximately 44 cents per $100 of assessed valuation. The City's FY 2011/12 secondary (bonds) property tax rate is slightly more than 65 cents per $100 of assessed valuation.  Real property is valued annually by the County Assessor for assessment of property taxes. Primary taxes are for the maintenance and operations of taxing districts. Secondary taxes are for voter-approved improvement projects, redemptive charges on bond indebtedness, and special district assessments.
Retail Sales Tax - 1.65% city, 0.70% county, 6.60% state = 8.95 percent combined
Transient Occupancy Tax (Bed Tax) - 5.0 percent of the room rate
 
Slogan: "The West's Most Western Town" 
Number of Art Galleries: More than 120
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Appendix | City Council Mission and Goals                                        
________________________________________________________________

City Council Mission

The mission of the City of Scottsdale is to cultivate citizen trust by fostering and practicing open, accountable and responsive government; providing quality core services; promoting long-term prosperity; planning and managing growth in harmony with the city’s unique heritage and desert surroundings; strengthening the city’s standing as a preeminent destination for tourism; and promoting livability by enhancing and protecting neighborhoods.  Quality of life shall be the City’s paramount consideration.



City Council Goals

Neighborhoods:
Enhance and protect a diverse, family-oriented community where neighborhoods are sate, protected from adverse impacts, well maintained and actively revitalized.

Environmental Sustainability & Preservation:
Preserve Scottsdale’s desert environment and natural resources, and honor the city’s heritage and character.

Transportation:
Strengthen the transportation system for the safe, efficient and affordable movement of people and goods.

Economy:
Position Scottsdale for short- and long-term economic prosperity by strengthening, expanding and diversifying our economic resources.

Public Safety:
Protect Scottsdale residents and visitors by providing quality public safety and homeland security services.

Fiscal and Resource Management:
Provide the means to reach other goals by ensuring Scottsdale is fiscally responsible and fair in its management of taxpayer money and city assets, and coordinates land use and infrastructure planning within the context of financial demands and available resources.

Open and Responsive Government:
Make government accessible, responsive and accountable so that decisions reflect community input and expectations.


Appendix | Board and Commission Meeting Times, Dates and Key Contacts
______________________________________________________________



Airport Advisory Commission
2nd Wednesday, 6 p.m.
Gary Mascaro, (480) 312-7735

Board of Adjustment
As needed, 1st Wednesday, 6 p.m.
Brad Carr, (480) 312-7713

Building Advisory Board of Appeals
3rd Thursday, 5:15 p.m.
Michael Clack, (480) 312-7629

Development Review Board
Thursday, following 1st and 3rd Tuesday, 1 p.m.
Steve Venker, (480) 312-2831

Environmental Quality Advisory Board
3rd Wednesday, 5:30 p.m.
Tim Conner, (480) 312-7883

Historic Preservation Commission
2nd Thursday, 5 p.m. No meetings July/August.
Steve Venker, (480) 312-2831

Human Relations Commission
2nd Monday, 5 p.m.
Mark Wilson, (480) 312-2727

Human Services Commission
2nd & 4th Thursdays, 5 p.m.
Jan Cameron, (480) 312-1011

Industrial Development Authority
2nd Wednesday, 4 p.m.
Rob Millar, (480) 312-2533

Judicial Appointments Advisory Board
As Needed.
Valerie Wegner, (480) 312-7679



Library Board
3rd Wednesday, 3:30 p.m. No meetings July/August.
Carol Damaso, (480) 312-7039

Loss Trust Fund Board
Twice per year.
Suzanne Welch, (480) 312-7841

McDowell Sonoran Preserve Commission
1st Thursday, 5 p.m., No meetings July/August      
Kroy Ekblaw, (480) 312-7064

Neighborhood Advisory Commission
4th  Wednesday, 6:00 p.m.
Greg Bestgen, (480) 312-4304

Parks and Recreation Commission
1st and 3rd Wednesdays, 5 p.m.                             
Jan Cameron, (480) 312-1011

Personnel Board
As needed
Bernadette LaMazza, (480) 312-7237

Planning Commission
2nd and 4th Wednesdays, 5 p.m.
Tim Curtis, (480) 312-4210

Public Safety Personnel Retirement Board
As needed
Ken Nemec, (480) 312-7803

Tourism Development Commission
3rd Tuesday, 8 a.m.
Steve Geiogamah, (480) 312-4013

Transportation Commission
3rd Thursday, 6 p.m.
Paul Basha, (480) 312-7651





Appendix | Board and Commission Descriptions
______________________________________________________________

	Name
	Description

	Airport Advisory Commission
	The Airport Advisory Commission assists staff and advises the City Council on the following aviation related issues: 1) maintenance and operations of the airport, 2) rules, regulations, and minimum operating standards, 3) the effects of airport operations and projects on the environment, 4) proposed development, 5) aviation related fees, 6) leases, 7) land use policies, 8) the future role of the airport, and 9) safety matters.

	Board of Adjustment
	The Board of Adjustment is a quasi-judicial body that hears variance requests, appeals of the Zoning Administrator’s interpretation / decisions, and decides on administrative decisions or zoning requirements, which create unnecessary hardships in the development of property because of exceptional or extraordinary conditions. Unlike other boards or commissions, the Board makes the final decision on items that come before it, and variances are not passed on to City Council for final approval.

	Building Advisory Board of Appeals
	The Building Advisory Board of Appeals has the jurisdiction to recommend that minor variances in the electrical, plumbing and mechanical application of the Building Code be granted and that alternative construction methods or materials be allowed. The Board also recommends amendments to the Code.

	Development Review Board
	The Development Review Board reviews and approves architectural design and layout of proposed development plans.  This includes site planning and the relationship of the development to the surrounding environment and the community.






	Name
	Description

	Environmental Quality Advisory Board
	The Environmental Quality Advisory Board advises the City Council on issues related to environmental quality as well as the prioritization of future environmental activities and programs. The Board can also make nominations for recipients of the Environmental Achievement Awards, and assist staff in developing contacts in the community that could result in public/private partnerships to deal with environmental problems. The Board also has two standing committees to which citizens may apply.

	Historic Preservation Commission
	The Historic Preservation Commission coordinates local efforts to identify and protect significant historic and archeological resources. The Commission advises the Planning Commission and the City Council in all matters concerning historic and archaeological preservation. The Commission can initiate zoning cases to place properties on the Scottsdale Historic Register and also considers and makes recommendations to the Planning Commission and the City Council about applications to designate and rezone property as HP (Historical Property) district, and exercise the powers the City Council has delegated to the Commission. The Commission’s focus is to implement the ordinance process for identifying Scottsdale’s historical, archaeological and cultural resources, promote an awareness of them for future generations and to recommend programs to achieve community goals for their preservation and conservation. The Commission also reviews changes or alterations to the exterior of properties on the Scottsdale Historic Register in accordance with approved guidelines for each property.

	Human Relations Commission
	The Human Relations Commission advocates and promotes all dimensions of diversity. The Commission acts as an advisory body to the Mayor, City Council and staff to make recommendations on ways to encourage mutual respect and understanding among people, to discourage prejudice and discrimination, and to work towards cultural awareness and unity. The Commission may also make recommendations as to special events that will further its purpose as well as collaborate with the City's Diversity Advisory Committee in carrying out citywide diversity initiatives. This will include developing educational programs, and training for celebrating cultural programs and assisting with community outreach.











	Name
	Description

	Human Services Commission
	The Human Services Commission provides advisory recommendations to staff and the City Council on human services priorities and programs; and funding allocations for Scottsdale Cares, Community Development Block Grants, HOME, Human Services Emergency and General Funds. 

	Industrial Development Authority
	The Industrial Development Authority (IDA) was incorporated by the State in 1984, and is legally an independent political jurisdiction of the State. Its primary purpose is to issue tax-exempt bonds for certain types of private development (primarily smaller manufacturing facilities, and non-profit facilities) for the purpose of attracting new economic activity to the community. The IDA contracts for legal, financial, and City administrative advisors to assist it in evaluating projects. The IDA also charges bond recipients a small administrative fee to cover all these costs, and receives no City financial support. Although the IDA is a separate political entity, the Scottsdale City Council does appoint the Board members, and reviews all final bonding recommendations brought forth by the IDA Board.

	Judicial Appointments Advisory Board
	The Judicial Appointments Advisory Board (JAAB) makes advisory recommendations to the City Council regarding the appointment and reappointment of full-time city judges. The Board will use merit-based criteria to recommend the best-qualified persons to become city judges and to advise the City Council about retaining city judges.

	Library Board
	The Library Board advises the City Council on general policy relating to the programs, services and future development of the Scottsdale Public Libraries. The Board oversees the Library special revenue fund, which is generated through the sale of used books and magazines.

	Loss Trust Fund Board
	The Loss Trust Fund Board is responsible for recommendations to the City Council regarding the administration of the loss trust fund. The trustees shall meet twice a year and submit a report to the City Council as to the status of the trust fund. Such report shall include recommendations the trustees deem necessary. As specified in the Scottsdale City Code, the City Council shall appoint five joint trustees, of whom no more than one shall be a member of the City Council. No more than one trustee may be a city employee.







	Name
	Description

	McDowell Sonoran Preserve Commission
	The McDowell Sonoran Preserve Commission provides citizen oversight for acquisition, preservation, management, and stewardship of the McDowell Mountains and related Sonoran Desert for the benefit of this and future generations.  The purpose of the Preserve effort is to establish in perpetuity a preserve of Sonoran Desert and mountains to maintain scenic views, as a habitat for wildlife and desert plants; to protect archaeological and historical resources and sites; while providing appropriate public access for educational purposes; and to provide passive outdoor recreational opportunities for residents and visitors. 

	Neighborhood Advisory Commission
	The Neighborhood Advisory Commission advises and makes recommendations to the City Council on policies, plans, strategies and programs for the preservation, improvement and revitalization of Scottsdale’s housing and neighborhoods.

	Parks and Recreation Commission
	The Parks and Recreation Commission advises the City Council on the acquisitions of lands and facilities for use as parks or recreation centers; and on the operation, use, care and maintenance of these parks and recreation areas.

	Personnel Board
	The Personnel Board hears appeals submitted by City employees relating to dismissal, demotion or suspensions; and submits its recommendations to the City Manager.

	Planning Commission
	The Planning Commission holds public meetings and makes recommendations to the City Council on all matters relating to the creation of zoning districts, the enforcement of zoning regulations, amendments to all zoning ordinances and any other planning and zoning issue.

	Public Safety Personnel Retirement Board
	Required by State statute, the Public Safety Personnel Retirement System Board is responsible for deciding all questions of eligibility and service credits, and determines the amount, manner and time of payment of any benefits under the Public Safety Personnel Retirement System.

	Tourism Development Commission
	The Tourism Development Commission advises the City Council on matters concerning the expenditure of revenues from the Transaction Privilege Tax on transient lodging (bed tax) designated for tourism development.

	Transportation Commission
	The Transportation Commission advises the City Council on matters relating to the safe and efficient movement of vehicles, transit, pedestrians and bicycles. The Commission provides a public forum to hear citizen complaints and requests regarding transportation  matters.




Appendix | Board & Commission Web site                                                                                                                               
_______________________________________________________________

Links to every board and commission, as well as information on current vacancies, application forms, current applications, the Ethics Code and updated orientation material are available online at http://www.ScottsdaleAZ.gov/boards.
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Sec. 1	Purpose 
To establish guidelines and procedures for the positive identification of City of Scottsdale employees, contract workers, volunteers, board and commission members, and others authorized to work or who are present on city property.  This will increase the safety of employees and citizens, protect city property, improve security of city facilities, and enhance customer service.

Sec. 2	Policy
Each employee of the City of Scottsdale will be issued an identification badge (ID Badge).  The ID Badge serves as positive identification and authorization to enter most* city properties under normal conditions.  This ID Badge serves as the official identification for all city employees.  

* The Police Department, Courts, Fire, and other sensitive city facilities, may use distinctive access control devices, methods, or procedures for increased levels of security, which require specific authorization for access to be granted.
In most instances, the front of the ID Badge will consist of the City logo, a picture of the employee, and the employee’s first name,  or preferred name, if another name is commonly used.  The back of the ID Badge will include, at a minimum, the full legal name of the employee and the date the badge was issued.  
The standard employee ID Badge will be marked by the color blue on the front.
Due to increased identification requirements of public safety personnel, Police and Fire Department employee badges are slightly different, but have the same general appearance as general employee ID badges.  The front of ID badges for public safety employees contain the City logo, the respective department logo, (i.e. Police, Fire), the department name, a picture of the employee, the employee’s first initial and last name, and the employee’s rank for sworn personnel.   The back of the ID Badge will include, at a minimum, the full legal name of the employee and the date the badge was issued.

ID Badges will also be issued to contract workers, temporary workers, volunteers, board and commission members, and others authorized to work on city properties, or perform services for the City of Scottsdale, if the work will cover a period of time in excess of 90 days.
ID Badges for contract workers and temporary workers will have the same general appearance and information as employee ID badges, but will have the color green on the front. 
ID Badges for volunteers will have the same general appearance and information as employee ID badges but will have the color red on the front. 
ID Badges for board and commission members will have the same general appearance as employee ID badges but will have the color orange on the front as well as specify which board or commission the individual is a member of.    
Individuals who have been issued an ID Badge must wear it at all times in a conspicuous location with their picture and name visible when they are at work and on city property, or performing city business, unless the wearing creates a safety issue.  (See Safety Review Process under Section 4)  Uniformed public safety personnel are not required to wear the ID Badge while in uniform. 
An ID Badge shall remain in the exclusive possession and/or control of the individual to whom it has been issued.  It shall not be given or lent to any other individual for any purpose.
Unauthorized stickers, emblems, tapes, pins, or other items are not to be affixed to the ID Badge in any manner.  The ID Badge will be worn attached to either the official City of Scottsdale breakaway lanyard or clip provided.  
As necessary to insure a secure work environment and/or provide quality customer service, individual divisions may utilize generic, non-picture badges for identifying visitors, vendors, guests, or employees who have forgotten their employee ID badge.  Any such generic badges will be issued and/or approved by the Municipal Security Division.      
The ID Badge is the property of the City of Scottsdale and must be surrendered as requested or upon completion of employment or service to the city.

Sec. 3	Responsibilities
The Municipal Security Division of the Police Department is responsible for management of the identification badge program.  This includes the creation and distribution of pictured identification badges to defined individuals and generic non-pictured identification badges to individual divisions. Human Resources will support this program through the issuance of new hire ID Badges to employees at New Hire Orientation.  Municipal Security will be responsible for issuing all other new ID Badges, changes and replacements through their office.  
With the consent of an employee, or as otherwise required by law, an identification badge photo may be released in response to a public records request made pursuant to state law.  

Individual divisions are responsible for the management and control of generic, visitor, volunteer and temporary badges, as well as ensuring that employees are aware of and in compliance with this policy. Municipal Security is responsible for the overall administration and enforcement of this policy citywide.

Sec. 4    Program/Process Controls
Sanctions.  Failure to comply with the provisions of this guideline, or any abuse or misuse of a City of Scottsdale ID Badge, may result in revocation of authorized admittance, or in the case of employees, disciplinary action up to and including termination.
Safety Review Process.  If the wearing of, or identifying information displayed on,  an ID Badge creates a situation in which compliance with the provisions of this Administrative Regulation interfere with an individual’s ability to perform their work safely, securely,  and/or effectively, an individual may ask their supervisor to request a safety review.  The supervisor will submit a written request to the Municipal Security Division manager who will convene the City’s Threat Assessment Team for a formal review.  The results of that review along with any decision as to whether or not that employee or division may modify ID Badge display requirements will be forwarded to the employee’s Executive Director for implementation.

Sec. 5	Procedures
Human Resources will issue new employee ID Badges.  Human Resources will process and provide ID Badges to new employees at the New Employee Orientation.
Employees not going through orientation are required to come to  the Municipal Security office, during regular business hours, to have their ID photo taken and ID Badge generated.  Requesting divisions must submit an ID Badge Request form to  Municipal Security in order to obtain an ID Badge for a new non-benefited part time or temporary employee,  or  contract worker.  The employee’s supervisor and divisional SP3 must sign the ID Badge Request form.  The ID Badge Request Form is available through the Human Resources Intranet website, under Forms.  The exceptions to the above-defined procedure are as follows:
Recreation specialists, contract instructors, and/or seasonal staff for Community Services will be photographed by Parks, Recreation, and Facilities.  Parks, Recreation, and Facilities will forward electronic copies of photos to the Municipal Security office and a badge will be produced.  The employee or the employee’s supervisor will then pick-up the completed badge from the Municipal Security office.  
Volunteers with less than 100 hours of volunteer service, or less than one year of service, will receive a non-pictured, generic “Volunteer” badge from the division that they are volunteering in during their assignment.  Once they have met one of the above criteria, requesting divisions must submit an ID Badge Request form to  Municipal Security in order to obtain a picture ID Badge.  The volunteer will come to the Municipal Security office during regular business hours to have their ID photo taken and ID Badge generated.
Employees, contract workers, etc. are permitted to possess only one city ID Badge at a time.  The Police Department employee identification “Commission” card will still be issued.  
If an individual loses their ID Badge, they must report the loss to their supervisor immediately.  The employee or supervisor will then report the loss to the Municipal Security Division to insure that electronic access is disabled.  The supervisor will request a replacement using the ID Badge Request form.  A replacement ID will be issued by Municipal Security within 4 business days.  If the lost ID Badge is subsequently found, it must be surrendered to Municipal Security immediately.
If an employee, contract worker or volunteer transfers to a different division/service within the city, the out-processing supervisor is to notify Municipal Security of the change.  Notice is to  be made by way of an Email and is to include the affected employee’s name, the exit division/service name, the date and time of separation, and the new division/service name.  Municipal Security will adjust electronic access privileges tied to the ID Badge based on the information provided.
Individuals that have a legal name change as a result of a court order (marriage, divorce, etc.) must report it to their supervisor within three (3) working days.  The employee’s supervisor will then request a replacement ID Badge in the employee’s new name.  Name changes will not be processed without legal documentation of the name change.
When an individual terminates employment, service, or otherwise ends their assignment with the city, it is the responsibility of the supervisor, staff contact, or contract administrator to collect the individual’s ID Badge and return it to Municipal Security.  In cases where an individual is put on administrative leave or suspension, it is the responsibility of the supervisor to collect and hold the individual’s ID Badge until the disposition of the leave or suspension is determined.

Sec. 6	Definitions/Glossary

City property is defined as: city owned, leased or controlled property such as office buildings, parks, mall areas, preserve areas, well sites, pump stations, citizen service centers and other areas in which the employee may be required to conduct work.  
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