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PURPOSE

This Policy is to inform Planning Commission Members of their roles, responsibilities, and
functions, as well as operating procedures for meetings. 

SCOPE

Since 1983, the Town Council has adopted Planning Commission Policies and Procedures. The

Procedures address topics including the agenda format, Commissioner conduct at Planning
Commission meetings, absences, evidence outside of formal hearings, findings, voting, and other

issues. Periodically, the Town Council adopts revisions to the Procedures. 

POLICY AND PROCEDURES

1. ORGANIZATION, OFFICERS, DUTIES

1. 1 Organization. 

The Planning Commission consists of seven voting members and shall be organized as prescribed

by Town Code Section 29. 20. 750 and the Town Council. All Planning Commissioners shall be
appointed by the Town Council. Commissioners serve at the pleasure of the Town Council and
may be removed prior to the end of his or her term by a four -fifths vote of the Town Council. 

1. 2 Officers. 

A Chairperson ( hereinafter Chair) and Vice -Chairperson ( hereinafter Vice Chair) shall be elected

annually from among the Commission' s membership at the first meeting in January, to serve at
the pleasure of the Commission for a term of office of one year. 
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The Chair shall: 

a) Preside at all meetings of the Commission. 

b) Sign documents of the Commission. 

c) Determine meeting schedule and agenda items consistence with state law noticing
requirements. 

During the absence, disability or disqualification of the Chair, the Vice -Chair shall perform all the
duties and be subject to all the responsibilities of the Chair. 

The Vice -Chair shall succeed the Chair if he or she vacates the office before his or her term is

completed and shall serve the unexpired term of the vacated office. (A new Vice -Chair shall be

elected at the next regular meeting.) 

In the absence of the Chair and Vice -Chair, any other Commissioner shall call the Commission to

order whereupon a Chair pro tem shall be elected from the Commissioners present to preside. 

1. 3 Duties. 

The functions, powers and duties of the Planning Commission shall consist of all those functions, 

powers and duties of a Planning Commission as provided in Chapters 3 and 4 of Title 7, 

commencing with Section 65100 of the California Government Code ( Planning and Zoning Law) 

and as the same may be hereafter amended. The Planning Commission shall perform such other

duties and functions as may be designated in Town Code and by the Town Council. 

1. 4 Support. 

The Secretary of the Planning Commission is the Community Development Director or designee. 

The Chair shall set the Agenda in consultation with the Secretary. 

2. LEGAL AND ETHICAL STANDARDS

Planning Commissioners must serve as a model of leadership and civility to the community and
treat all members of the public, each other, and the issues before them with respect to ensure
open and effective government. 
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To ensure the highest standards of respect and integrity during public meetings, Planning

Commissioners shall: 

1. Use formal titles. The Commissioners shall refer to one another formally during
Commission meetings such as Chair, Vice Chair, Commissioner, or Mr., Mrs., or Ms., 

followed by the individual' s last name. 
2. Practice civility and decorum in discussions and debate. Difficult questions, tough

challenges to a particular point of view, and criticism of ideas and information are

legitimate elements of free democracy in action. This does not allow, however, 

Commissioners to make abusive, slanderous, and personal comments, and/ or physical

actions that could be construed as threatening. During public discussions, Commissioners

shall be respectful of others and diverse opinions, practice objectivity, and allow for the
debate of issues. 

3. Honorthe role of the Chair in maintaining order and equity, and respect the Chair' s efforts
to focus discussion on current agenda items. Objections to the Chair' s actions should be

voiced politely and with reason. 

4. Demonstrate effective problem -solving approaches. Commissioners are role models for

residents, business people, and other stakeholders involved in public debate. 

5. Base decisions on the -.written evidence, arguments or testimony and decisions should
be made objectively and based upon the merits and substance of the matter at hand, not

through established coalitions or well-defined voting blocks. Judgment of decisions

should be reserved until all applicable information has been presented. 
6. Be prepared and knowledgeable. To effectively lead and inform the public, 

Commissioners shall be prepared and informed about issues on the agenda. 
7. Be respectful of other people' s time. Commissioners should stay focused, listen

attentively, and act efficiently during public meetings. During public testimony, 

Commissioners should refrain from engaging the speaker in dialogue; however, for

purposes of clarification, Commissioners may ask the speaker questions. Commission
comment and discussion should commence upon the conclusion of all public testimony. 

3. MEETINGS, STUDY SESSIONS, AGENDAS, AND STAFF REPORTS

3. 1 Quorum and Attendance at Meetings. 

A quorum to conduct business shall consist of a majority of the total number of filled seats
consistent with Town Council Resolution 2014-041. For example, if all seven Commissioners are

seated, then a quorum consists of a minimum total of four members of the Commission. A
quorum is not required for workshops. 
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Requests by Commissioners to attend a Commission meeting via telephonic appearance are

actively discouraged. Telephonic attendance shall only be permitted in the event of

extraordinary events such as a medical, family, or similar emergency requiring a Commissioner' s
absence or in the event the Commissioner is out of the area on official Town business. In

addition, at least a quorum of the Commission must participate from a location within the Town. 

3. 2 Public Meetings. 

All meetings shall be held in full compliance with the provisions of state law, ordinances of the
Town, and these Policies and Procedures. 

3. 3 Regular Meetings. 

Regular meetings of the Commission shall be held on the second and fourth Wednesdays of each

month in Town Council Chambers at 110 E. Main Street, Los Gatos, unless otherwise determined

by the Commission. All regular meetings of the Commission will be called to order at 7: 00 p. m., 
unless advertised otherwise, canceled, or rescheduled. 

The Commission with the consent of the majority of the Commission, adjourn its meetings on or

before 11: 30 p. m. with any unfinished business being continued to the next regular, adjourned, 

or special meeting, unless the Commission votes to extend the meeting. At approximately 11: 15

p. m., the Chairperson will call for review of any remaining agenda items to consider whether they
will likely be completed by 11: 30 p. m., or whether continuances should be considered. The

Secretary of the Planning Commission, or designee, will post notice of any continued hearing or
other unfinished business, as required by law. 

3.4 Special Meetings. 

A special meeting may be called at any time by the Chairperson of the Commission, or by a
majority of its membership on its own motion, or at the direction of the Town Council. Notice

shall be sent in compliance with the Ralph M. Brown Act, Government Code section 54950, et

seq. (" Brown Act") and the Los Gatos Town Code. 
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3. 5 Adjourned Meetings. 

The Commission may adjourn any regular or special meeting to a time and place specified

pursuant to the procedures set forth in the Brown Act. 

3. 6 Workshops/ Study Sessions. 

The Commission may hold a workshop as part of a regular or special meeting. When a matter is

set for a workshop, public testimony on each item will generally be limited to three (3) minutes

per person, at the discretion of the Chair. A workshop shall be for discussion only and the
Commission will take no action on the workshop item. 

3. 7 Agendas. 

At least seventy-two (72) hours before a regular meeting, copies of the Commission' s agenda

shall be posted in a location that is available for viewing by the public and made available on the
Town website and at the Community Development Department. In accordance with the Brown

Act, the Commission may not take action on any item that did not appear on the posted agenda, 

unless an exception is made as permitted under Government Code section 54954. 2. The Chair

may rearrange the order of presentation of items appearing on the agenda as he or she may
deem necessary or desirable for the conduct of the meeting. No person shall be entitled to rely

upon the order in which public hearing items appear on the posted agenda, and any public

hearing on any agenda may commence immediately upon the time the meeting is called to order. 

3. 8 Staff Reports. 

Staff Reports shall be made public whenever they are distributed to the Commission, except in

the case of attorney/ client privilege memoranda. Staff reports will usually be prepared with
recommendations and shall include the basis for these recommendations and included in the

hearing record on any application. 

If, in reviewing a staff report, a Commissioner sees omissions, has questions, or is looking for
specific information, it is advisable that the Commissioner contact the Community Development

Director or designee prior to the hearing. 
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3. 9 Order of Meetings. 

The Order of Business shall be as follows subject to the Chairperson' s final approval: 

1. Roll Call

2. Pledge of Allegiance

3. Written Communications

4. Requested Continuances

5. Sub -Committee Reports

6. Verbal Communications

7. Consent Calendar

8. Continued Public Hearings

9. New Public Hearings

10. Continued Other Business

11. New Other Business

12. Adjournment

3.10 Chair' s Rules of Order. 

After issuing a warning, the Chair may order from the meeting location any person( s) who commit

the following acts with respect to a regular or special meeting of the Commission: 

1. Disorderly, contemptuous or insolent behaviortoward the Commission, or any member
thereof, which interrupts the due and orderly course of said meeting. 

2. A breach of the peace, boisterous conduct or violent disturbance which interrupts the

due and orderly course of said meeting. 

After a warning by the Chair, if more than one individual at a given meeting continues to engage

in disruptive or unruly behavior to the extent that it is preventing Commissioners from
adequately participating in the meeting, the Chair may order that the meeting location be cleared

of all members of the public ( with the exception of members of the press who are not

participating in the disruption), and/ or (c) adjournment of the meeting to another time or place
so that the meeting may continue uninterrupted. 

Any Commissioner may move to require the Chair at the meeting to enforce the rules, and the
affirmative vote of a majority of the Commissioners present shall require him or her to so act. 
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4. PRESENTATION OF AGENDA ITEMS

4. 1 Minutes and Recording. 

Commission meetings are recorded and the recording is permanently preserved by the Town. 

The recording of the meeting is used by the Secretary of the Commission to prepare minutes of

the hearing which must be approved by the Commission. The minutes of the Commission' s

proceedings shall show the vote of each Commissioner, including if they were absent or failed to
vote on a matter considered. 

4.2 Order of Presentation. 

The order of the presentation shall be as follows: 

1. The Chair shall announce the subject of the agenda item. 

2. Presentation of staff report, including any environmental analysis or recommendation. 

3. Questions of staff by Commissioners. 

4. Public hearing opened. 

5. Presentation of the applicant( s) or appellant( s). 

6. Public comment. 

7. Rebuttal comments by the applicant( s) or appellant(s). 

8. Public hearing closed. 

9. Commission discussion and action. 

4.3 Public Participation. 

The Commission welcomes participation and comment on any matter within its subject matter

jurisdiction. It is the Commission' s intent to create and maintain an environment where people

feel comfortable participating in the public process and an atmosphere of respect for all who

participate in the Town' s public meetings. To maintain civility and respect and to allow the
Commission to complete its work in a timely manner, the Commission requests that all attendees

and participants show respect for every speaker regardless of his or her viewpoint, and to refrain

from conduct that may inhibit others from addressing the Commission. Disrespectful conduct, 

such as hissing, booing, whistling, cheering, chanting, and judgmental hand gestures, are all

inappropriate. The Commission also discourages profane remarks or personal attacks or insults

to any member of the Commission, staff, other attendees or speakers, or the general public. 
Accordingly, the Commission requests the cooperation of all in maintaining a meeting
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environment where persons can feel comfortable participating in the public process and

expressing their views and opinions, and an atmosphere of respect for all. 

4.4 Rules of Evidence. 

Hearings and meetings before the Commission need not be conducted according to formal rules

of evidence. Any relevant evidence may be considered if it is the sort of evidence upon which

reasonable persons are accustomed to rely on in the conduct of serious affairs. 

4.5 Written Evidence. 

Written evidence that members of the public wish to submit to the Commission in advance of a

Commission agenda item should be submitted by 11: 00 a. m. on the Wednesday one week prior

to the Commission meeting in order for such evidence to be provided to the Commission with its

agenda packet in advance of the meeting. Any written evidence submitted afterthis day and time

but prior to 11: 00 a. m. on the day of the hearing will be distributed to the Commission in an
Addendum or Desk Item. 

Written or pictorial evidence distributed to the Commission at the meeting may not be effective, 

as the Commission may not have enough time to absorb its content. Although late

correspondence is highly discouraged for this reason, any participant may submit written and

pictorial evidence to the Commission during the public hearing on an item. 

4.6 Oral Evidence, Time Limits, and Number of Speakers. 

A speaker' s card to speak on an item should be submitted to the Secretary of the Commission or
designee. 

The Chair' s instructions to the audience will generally follow these guidelines: 

1. Any person desiring to speak must first be recognized by the Chair. 
2. All participants must speak from the podium. 
3. All speakers are requested to first state their full name and full address, and to speak into

the microphone as all meetings are recorded. To ensure correct spelling of names and

addresses, all speakers are encouraged to submit a speaker' s card to the Secretary of the
Commission or designee. 
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4. All comments shall be directed to the Commission as a body, and not to any particular

Commissioner, staff person or audience. No person, otherthan Commissioners, staff, and

the person having the floor shall be permitted to enter into the discussion. 
Commissioners shall only ask questions of the speakers through the Chair. Each applicant
and appellant shall be limited to a five ( 5) minute presentation at the start of the public

hearing and a three ( 3) minute rebuttal after all other speakers have been heard. All
members of the applicant' s or appellant' s team shall be heard as a group within these

time limits. Questions by the members of the Commission do not count against the time. 
Members of the public who wish to speak on any items will be limited to up to 3 minutes
each. No person shall be allowed to speak a second time per item. In order to assure the

opportunity for all those desiring to speak before the Commission, there is no yielding of
time to another speaker. The Chair, at his or her discretion, may allocate more or less

time for speakers due to the complexity of the issues and/ or due to a large number of
speakers on a particular item. Except for the applicant or appellant, all speakers shall be
limited to the same amount of time to speak. 

4. 7 Evidence Received Outside a Hearing. 

Applications before the Planning Commission involve quasi- judicial matters, legislative matters

and matters that have attributes of each. On quasi- judicial matters California law requires

decisions to be based on findings, and findings to be based on evidence presented at the hearing. 

Accordingly, the actual decision of the Commission on a quasi- judicial matter must be supported
by evidence presented at the hearing, i. e. the staff report, testimony given during the hearing
and comments from other Commissioners. A Commissioner may not state or predetermine his

or her decisions on an application prior to the hearing. 

In order to avoid the appearance of bias or impropriety, individual Commissioners are prohibited

from discussing, outside of the public hearing process, the substance of any project with project

proponents, opponents and member of the public. This prohibition shall apply to all projects, 
whether conceptual or proposed, that can be considered by the Commission in reviewing an
application, on appeal or on remand. Study sessions may be used as a means of facilitating

informal communication. Individual Commissioners who have engaged in prohibited discussions

shall recuse themselves from consideration of the project. 

Incidental contacts that do not address the substance of any project are not prohibited. Incidental

contacts are those that are not reasonably understood to influence a Commissioner' s decision
and include speaking with an interested party to obtain approval to enter a property and to
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obtain information intended to orient the Commissioner about the physical aspects of the

property or a project. 

5. MOTIONS

Action upon an order, resolution, ordinance, or any other action of the Commission may be

proposed by any Commissioner by a motion. Before a motion can be considered or debated it

must be seconded, at which time it shall be on the floor and must be considered. If not seconded, 

the motion dies for lack of a second and shall be so declared by the Chair. Substitute motions and

other parliamentary procedures shall follow Robert' s Rules of Order. 

Pursuant to Planning Commission Resolution No. 78-4, adopted May 10, 1978, the Planning
Commission will not accept requests for continuances from applicants after 12: 00 noon of the

Friday preceding any Commission meeting, provided, however, that the Commission retains the

right to make exceptions when it finds that a genuine emergency exists which was not known to
the applicant. 

A motion to adopt or approve staff recommendations or simply to approve the action under

consideration shall, unless otherwise particularly specified be deemed to include adoption of all

proposed findings and execution of all actions recommended in both the written staff report on

file on the matter, any verbal staff report, and other evidence presented during the hearing. 

6. VOTING AND ABSENTEES

Voting of not less than three (3) votes shall be required to carry a motion, unless a larger number

of votes is required by applicable ordinance or other law. 

If a Commissioner is not eligible to participate in the consideration of an item due to a conflict of

interest, the Commissioner shall be disqualified and shall recuse him or herself from the voting, 
in which case the Commissioner cannot be included in the quorum. Prior to consideration of the

matter, the conflicted Commissioner shall recuse on the record, stating the basis for the recusal, 

and shall then leave the room, unless legally entitled to remain under applicable law. 

If a majority of the Commission shall be disqualified to vote on a matter by reason of actual or
apparent conflict of interest, the Commission shall select by lot, or other means of random
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selection, that number of disqualified Commissioners which, when added to the Commissioners

eligible to vote, shall constitute a quorum. 

A Commissioner who expects to be absent should notify the Chair and the Community

Development Department prior to the meeting. 

Pursuant to Resolution 2011-012, any Commissioner who is absent from eight ( 8) regular

meetings held in a twelve ( 12) consecutive month period, shall, as a result, surrender his or her

office on the Planning Commission and the office shall be considered vacant. 

A Commissioner who is absent from any portion of a hearing conducted by the Commission may

vote on the matter at the time it is acted upon, provided that he or she viewed the video

recording of the entire portion of the hearing from which he or she was absent, and he or she
has examined all of the staff reports and minutes presented during the portion of the hearing
from which he or she was absent; and he or she states for the record before voting that the

Commissioner deems himself or herself to be as familiar with the record and with the evidence

presented at the hearing as he or she would have been had he or she personally attended the
entire hearing. 

7. LEGAL REQUIREMENTS

The Planning Commission operates under a series of laws that regulate its operations as well as
the conduct of its members. The Town Attorney serves as the Town' s legal officer and is available

to advise the Commission on these matters. 

The Ralph M. Brown Act requires that meetings of the Planning Commission be open and public. 

Meetings" occur whenever four ( 4) or more members of the Commission hear, discuss, or

deliberate on any matter that is relevant to the Town. This includes discussions that occur face
to face, serially, through third parties, or through written, telephonic, or e- mail communications. 

The Political Reform Act controls conflicts of interests through disclosure of financial interests

and prohibition in participating in decision making. Commissioners are prohibited from making, 
participating in or in any way attempting to use their official position to influence a governmental
decision in which they know or have reason to know they have a financial interest. Financial
interests can arise out of property ownership, business investment, leadership in a business

entity, and receipt of money or gifts. 
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8. CONSTRUCTION AND EFFECT

These Policies and Procedures shall be construed and applied so as to ensure a full and fair

hearing of relevant evidence which is offered on a land use matter and to facilitate an orderly
analysis of evidence and issues by the Commission. Failure to comply with the strict provisions of

these Policies and Procedures shall not necessarily invalidate any action taken by the
Commission. 

9. RULES OF ORDER. 

Except as otherwise provided in these Policies and Procedures, Roberts Rules of Order shall be

used as a guide for the conduct of the meetings of the Planning Commission. No omission to

conform to said rules of order shall in any instance be deemed to invalidate any action taken by
the Commission. 

10. AMENDMENT. 

These Policies and Procedures may only be amended by the Town Council. 

APPROVED AS TO FORM: 

Robert Schult1, To Attorney
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ADMINISTRATIVE MANUAL 
TOWNOF LOS GATOS 

Subject: Town Council and Board 
Member Expense 
Reimbursement Policy 

Page: Section Number: 

Revised Date: 

1. Los Gatos takes its stewardship over the use of its limited public resources seriously and 
is committed to the ethic that public resources should only be used when there is an 
identifiable benefit to the Town and the community. 

2. This policy documents the parameters pursuant to which the Town will reimburse 
specified Town officials for actual and necessary expenses incurred in the performance of 
official Town duties. 

3. This policy recognizes that legislative and other regional, state, and federal agency 
business is frequently conducted over meals and that sharing a meal with regional, state 
and federal officials is frequently the best opportunity for a more extensive, focused, and 
uninterrupted communication about the community's policy concerns. 

4. This policy satisfies the requirements of Govermnent Code sections 53232.2 and 53233.3 
and supplements the definition of actual and necessary expenses for purposes of state 
laws relating to permissible uses of public resources. 

5. This policy also applies to any charges made to a Town credit card, cash advances or 
other line of credit and supplements the definition of necessary and reasonable expenses 
for purposes of federal and state income tax laws. 

B. SCOPE 

This policy applies to the Mayor and members of the Town Council and members of the Town's 
boards and commissions. It covers the expenditure of Town funds and reimbursement of 
expenses for authorized Town business. Expenses incurred in connection with the following 
types of activities generally constitute authorized expenses, as long as the other requirements of 
this policy are met: 

1. Communicating with representatives of regional, state and national government on Town 
adopted policy positions; 

2. Attending educational seminars designed to improve officials' skill and information 
levels; 
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3. Participating in special events held by local, regional, state and national organizations 
whose activities affect the Town's interests. These organizations include, but are 
not limited to, professional organizations for government ( e.g., League of California 
Cities; National League of Cities; U.S. Conference of Mayors); service clubs/non-profits 
(e.g., Kiwanis, Rotary, Friends of the Library, Los Gatos Community Foundation); 
Business-related ( e.g., Los Gatos Chamber of Commerce; Joint Venture Silicon Valley); 
and other events of other organizations which provide service to Town residents, the 
region or otherwise further the stated goals of the Town Council; 

4. Attending Town, county, regional and interagency events; 

5. Implementing a Town-approved strategy for attracting or retaining businesses to the 
Town through activities that will typically involve at least one staff member. 

C. APPLICATION 

This policy applies to the members of the Town Council and members of all the Town's boards 
and commissions. 

D. AUTHORIZED EXPENSES 

1. Transportation 

The most economical mode and class of transportation reasonably consistent with 
scheduling needs and cargo space requirements must be used, using the most direct and 
time-efficient route. Government and group rates must be used when available. 

(a) Airfare. Airfares that are equal or less than those available through the Enhanced 
Local Government Airfare Program offered through the League of California Cities, the 
California State Association of Counties and the State of California are presumed to be 
the most economical and reasonable for purposes of reimbursement under this policy. 
The charge for the first piece of personal baggage may be reimbursed under this policy. 

(b) Automobile. Town Council receives a nominal auto allowance of$50 per month, 
which generally covers local mileage costs. Council members may receive 
reimbursement for authorized travel in a personal vehicle beyond a one-way fifty (50) 
mile radius of Los Gatos, or beginning destination, whichever is closer to the ending 
destination. Reimbursement is for miles in excess of the fifty-mile radius, and therefore 
does not include the first fifty miles each way. Automobile mileage is reimbursed at 
Internal Revenue Service rates presently in effect (see www.irs.gov). For 2010, the rate 
is 49.5 cents per mile. These rates are designed to compensate the driver for gasoline, 
insurance, maintenance, and other expenses associated with operating the vehicle. This 
amount does not include bridge and road tolls, which are also reimbursable. 
Reimbursement for mileage will be limited to the lesser of the value of mileage costs or 
the least expensive cost of air transp01iation available at least 30 days prior to travel. 

( c) Car Rental. Rental rates that are equal or less than those available through the 
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State of California's website (http://www.catravelsmart.com/default.htm) shall be 
considered the most economical and reasonable for purposes of reimbursement under this 
policy. 

(d) Taxis/Shuttles. Taxis or shuttles fares maybe reimbursed, including a 15 percent 
gratuity per fare, when the cost of such fares is equal or less than the cost of car rentals, 
gasoline and parking combined, or when such transportation is necessary for time 
efficiency. Receipts are required. 

2. Lodging 

Lodging expenses will be reimbursed or paid for when travel on official Town business 
reasonably requires an overnight stay. 

(a) Conferences/Meetings. If such lodging is in connection with a conference, lodging 
expenses must not exceed the group rate published by the conference sponsor for the 
meeting in question if such rates are available at the time of booking. If the group rate is 
not available, see (b) Other Lodging. 

(b) Other Lodging. Travelers must request government rates, when available. A listing 
of hotels offering government rates in different areas is available at 
http://www.catravelsmart.com/lodguideframes.htm. Lodging rates that are equal or less to 
government rates are presumed to be reasonable and hence reimbursable for purposes of 
this policy. 

3. Meals 

The Town will pay the actual amount of meals and tips or per diem allowance according 
to IRS Publication 1542 per meal for out of town meetings, workshops, and conferences. 
Food/beverage purchases that are not part of a breakfast, lunch, or dinner meal (i.e. 
snacks, coffee) are not authorized for reimbursement and will be at the cost of the 
official. 

Travelers are expected to consume any meals provided at the conference or meetings. 
The per diem allowance will typically be reduced accordingly for any meals provided and 
included in the registration fees. 

The Town will not pay for alcohol/personal bar expenses. For group meal events 
organized by others such as conferences and other types of activities that fall within the 
list of "authorized expenditures" above, the Town recognizes that the per-person cost 
may exceed these maximums. In this event, these costs would be reimbursed. 

4. Airport Parking 
If the official takes a personal car to the airport, long-term parking must be used for travel 
exceeding 24 hours. 
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5. Other 

• Baggage handling fees ofup to $1 per bag and gratuities ofup to 15 percent will be 
reimbursed. 

• The expense of daily Internet access will be reimbursed. 
• Any questions regarding the propriety of a particular expense should be resolved by 

the approving authority before the expense is incuffed. 

6. Credit Card Use Policy 

Town does not issue credit cards to individual office holders but does have an agency 
credit card for selected Town expenses. Town office holders may use the Town's credit 
card for such purposes as airline tickets and hotel reservations. Receipts documenting 
expenses incun-ed on the Town credit card and compliance with this policy must be 
submitted within five business days of use, unless otherwise included in the expense 
report discussed below. Town credit cards may not be used for personal expenses, even 
if the official subsequently reimburses the Town. 

7. Expense Report Content and Submission Deadline 

All cash advance expenditures, credit card expenses and expense reimbursement requests 
must be submitted on an expense repmt form provided by the Town. This form shall 
include the following advisory: 

All expenses reported on this form must comply with the Town's policies 
relating to expenses and use of public resources. The information submitted 
on this form is a public record. Penalties for misusing public resources and 
violating the Town's policies include loss of reimbursement privileges, 
restitution, civil and criminal penalties as well as additional income tax 
liability. 

Expense reports must document that the expense in question met the requirements of this 
policy. Officials must submit their expense reports within thirty (30) days of an expense 
being incuned, accompanied by receipts documenting each expense. Restaurant receipts, 
in addition to any credit card receipts, are also patt of the necessary documentation. 
Inability to provide such documentation in a timely fashion may result in the expense 
being borne by the official. 

E. LIMITATIONS ON REIMBURSEMENTS 

1. All other expenditures not expressly authorized by this policy require prior approval by 
the Town Council. All reimbursements shall be consistent with those allowed under state 
and federal law which shall prevail over interpretation of this policy, express or implied. 

2. The following expenses also require prior governing body approval: 
(i) International travel; 
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(ii) Expenses which exceed the annual limits which may be established from time to 
time for individual categories ofreimbursement through the Town's annual 
budget process. 

3. Reimbursement is expressly conditioned upon sufficient funds being budgeted as part of 
the annual Town budget. 

4. Excluded from Reimbursement. Examples of personal expenses that the Town will not 
reimburse include, but are not limited to: 

(i) The personal portion of any trip; 
(ii) The charitable contribution portion of the price of admission to an event; 
(iii) Political events and/or fundraisers; 
(iv) Events benefitting religious organizations; 
(v) Family expenses, including partner's expenses when accompanying official on 

agency-related business, as well as children or pet-related expenses; 
(vi) Entertainment expenses, including theater, movies (either in-room or at the 

theater), sporting events (including gym, massage and/or golfrelated expenses), 
or other cultural events; 

(vii) Non-mileage personal automobile expenses, including repairs, traffic citations, 
insurance or gasoline; and 

(viii) Personal losses incurred while on Town business. 
(ix) Monthly service club luncheons or meetings. 
(x) Expenses for which Town officials receive reimbursement from another agency 

are not reimbursable. 

5. The Town may promulgate administrative directives providing further interpretations or 
guidelines consistent with this policy. 

F. AUDITS OF EXPENSE REPORTS 

All expenses are subject to verification that they comply with this policy. 

G. REPORTS TO GOVERNING BOARDS 

At the next public governing body meeting following the travel and/or expenditure, each official 
shall briefly report on meetings, conferences or seminars, attended at Town expense. If multiple 
officials attended, a joint report may be made. The report may be made orally or in writing. 

H. COMPLIANCE WITH LAWS 

Town officials should keep in mind that some expenditure may be subject to reporting under the 
Political Reform Act and other laws. All agency expenditures are public records subject to 
disclosure under the Public Records Act and other laws. 
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I. VIOLATIONS OF THIS POLICY 

Under state law, use of public resources or falsifying expense reports in violation of this policy 
may result in any or all of the following: 1) loss of reimbursement privileges, 2) a demand for 
restitution to the Town, 3) the agency's reporting the expenses as income to the elected official 
to state and federal tax authorities, 4) civil penalties ofup to $1,000 per day and three times the 
value of the resources used, and 5) prosecution for misuse of public resources. 

APPROVED AS TO FORM: 
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 Resolutions 
 

• Resolution 1999-167 Delegation to the Mayor the Authority to Counsel Members 
of Subordinate Boards 

• Resolution 2017-024 – Reaffirming the Town’s Commitment to a Diverse, 
Supportive, Inclusive Community and to Protecting the Constitutional and 
Human Rights of its Residents, Workers, and Visitors 

• Board, Commission, and Committee, Time and Place Resolutions 

 



RESOLUTION 1999 - 167

RESOLUTION OF THE TOWN COUNCIL OF THE TOWN OF LOS GATOS DELEGATING

TO THE MAYOR OR DESIGNEE THE AUTHORITY TO COUNSEL MEMBERS OF

SUBORDINATE BOARDS AND COMMISSIONS REGARDING PROPER CONDUCT IN

PUBLIC MEETINGS

WHEREAS:

A. The Town of Los Gatos Commissioner Handbook sets forth the functions and

activities, including the rules of conduct in public meetings, of the various Town boards and

commissions.

B. While any individual, including members of the Town Council, may discuss proper

conduct in public meetings, Council hasnot delegated to any person the authority to do so on behalf

of the entire Council.

C. Council believes that the rules set forth in the Commissioner Handbook, both express

and reasonably implied therefrom, are critical to the conduct of Town business and necessary to

ensure that the public interest is fully represented and respected by all members ofTown boards and

commissions.

D. Delegating. authority to the Mayor or, in the .Mayor's absence or by delegation, the

Vice-Mayor,. will ensure that individual members ofboards and commissions can, when necessary,

be counseled regarding the rules and their importance to Council and the Town.

RES®LVED:

1. That the Mayor or, in the Mayor's absence or by delegation, the Vice-Mayor, is

hereby delegated the authority to counsel members ofsubordinate boards and commissions regarding
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the rules, both express and reasonably implied therefrom, as set .forth in the Town of Los Gatos

Commissioner Handbook.

2. That this delegation is limited to instances where one or more members of

subordinate boards or commissions have in a public meeting acted in a manner that is contrary to

the rules, both express and reasonably implied therefrom, as set forth in the Commissioner

Handbook.

3. The authority may be exercised by the Mayor or, as appropriate, the Vice-Mayor,

holding a meeting with the subject member of a board or commission at which the Mayor or Vice-

Mayor would give notice of the :relevant rule(s), the specific violation, and Council's concern for

compliance with the rules, both .express .and reasonably implied therefrom.

4. Exercising the authority would .not require further action by Council.

PASSED AND ADOPTED at a regular meeting ofthe Town Council ofthe Town

ofLos Gatos, California held on the 1st day ofNovember,1999, by the following vote:

COUNCIL MEMBERS:

AYES: Randy Attaway, Steven Blanton, Linda Lubeclc, Joe Przynsl~i,
Mayor Jan Hutchins.

NAYS: None

ABSENT: - None

ABSTAIN: None

SIGNED:

OFT_I~E~O`WN OF LOS GATOS

TOS, CALIFORNIA

ATTEST:

G C~
CLERK QF I'FIE TOWN OS GATOS

LOS GATOS, CALIFORNIA
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RESOLUTION 2017 -024

RESOLUTION OF THE TOWN COUNCIL OF THE TOWN OF LOS GATOS
REAFFIRMING THE TOWN' S COMMITMENT TO A DIVERSE, SUPPORTIVE, INCLUSIVE
COMMUNITY AND TO PROTECTING THE CONSTITUTIONAL AND HUMAN RIGHTS OF

ITS RESIDENTS, WORKERS, AND VISITORS

WHEREAS, the Town of Los Gatos values a community characterized by diversity, 
multiculturalism, and unity and acknowledges that the dignity, health, rights and privacy of all
our residents, workers, and visitors must be respected; and

WHEREAS, the Town is committed to protecting the constitutional and human rights of
all of our residents, workers, and visitors; and

WHEREAS, each person is naturally and legally entitled to live a life without harassment, 
discrimination, persecution or assault, whether perpetrated by individuals, groups, businesses
or governments; and

WHEREAS, there exists concern among our residents, workers, and visitors based upon
recent national and regional incidents of hate crimes, intolerance of religious beliefs, 

discrimination, sexual harassment and assault, and the fear of a trend - toward more of these
crimes in the future; and

WHEREAS, there also exists concern in our Town about the potential risks for

discrimination, harassment, persecution, assault, and deportation; and

WHEREAS, the Town and its residents, workers, and visitors continually reject bigotry
and affirm their commitment to a diverse, supportive, inclusive community; and

WHEREAS, all members of the Town are valued regardless of religion, immigration

status, ethnicity, disability, gender, sexual orientation, or gender identity. 

NOW THEREFORE, BE IT RESOLVED, that the Town Council of the Town of Los Gatos

hereby reaffirms its commitment to a diverse, supportive, equitable, and inclusive community
and resolves as follows: 

The Town of Los Gatos will promote safety, a sense of security, and equal protection of
constitutional and human rights, leading by example through equitable treatment of all
by Town Officials and Departments. 

The Town of Los Gatos rejects bigotry in all its forms, including, but not limited to, 
Islamophobia, anti - Semitism, racism, nativism, misogyny and homophobia; and

loft
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The Town of Los Gatos does not tolerate discrimination based on race, national origin, 

ethnicity, religion, age, gender, sexual orientation, color or disability; and

The Town of Los Gatos does not tolerate hate crimes, harassment, or assault; and

The Town of Los Gatos will oppose any attempts to undermine the safety, security, and

rights of members of our community and will work proactively to ensure the rights and

privileges of everyone in the Town, regardless of religion, country of birth, immigration
status, disability, gender, sexual orientation, or gender identity; and

PASSED AND ADOPTED at a regular meeting of the Town Council of the Town of Los

Gatos, California, held on the 2nd day of May 2017 by the following vote: 

K•DLI9I PI 13.` 

AYES: Marcia Jensen, Rob Rennie, Barbara Spector, Mayor Marico Sayoc

NAYS: None. 

ABSENT: Steve Leonardis

ABSTAIN: None. 

SIGNED: 

Li1iG L

MAYOR OF THE O LOS GATOS

LOS GATOS, CALIFORNIA

DATE: 5. 3 • 1- 7

ATTEST: 

1 9 - Q '' i 9•' n

CLERK ADMINISTRATOR OF THE TOWN OF LOS GATOS

LOS GATOS, CALIFORNIA

DATE: 
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RESOLUTION 2017 -001

RESOLUTION OF THE PARKS COMMISSION

OF THE TOWN OF LOS GATOS

ESTABLISHING A TIME AND PLACE FOR REGULAR MEETINGS

AND RESCINDING RESOLUTION 2008 -001

RESOLVED, by the Parks Commission of the Town of Los Gatos, that pursuant to

Government Code Section 54954, the time and place for the regular meetings of the Parks

Commission shall be as follows: 

Day: First Monday
Time: 6: 00 p. m. 

Frequency: Bi- Monthly (February, April, June, August, October, December) 
Place: RJ Bryant Service Center

41 Miles Avenue

Los Gatos, CA 95030

June and August: Meetings will be held at a Town of Los

Gatos Park, which will be determined in February each year. 

PASSED AND ADOPTED at a regular meeting of the Parks Commission of the Town of Los

Gatos, California, held on the 6`" day of February, 2017, by the following vote: 

COMMISSIONERS: 

AYES: Chair Scott, Vice Chair Tavana, Commissioners Buncic, Clemm, Corenson, Deloumi, 

Gordon, Zepecki

NAYS: 

ABSENT: 

ABSTAIN: 

U f

SIGNED: -- 

Ed Scott, Chair

Parks Commission

ATTEST: , u _ ., U. i   ;' 

Shelley Neis, Clerk Administrator
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RESOLUTION 2017 -001

RESOLUTION OF THE PERSONNEL BOARD

OF THE TOWN OF LOS GATOS

ESTABLISHING A TIME AND PLACE FOR REGULAR MEETINGS

RESOLVED, by the Personnel Board of the Town of Los Gatos, that pursuant to

Government Code Section 54954, the time and place for the regular meetings of the Board shall
be as follows: 

Day: First Wednesday of March
Time: 4:00 PM

Frequency: Annually

Place: Town Council Chambers

PASSED AND ADOPTED at a regular meeting of the Personnel Board of the Town of Los

Gatos, California, held on the 1st day of March 2017, by the following vote: 

COMMISSIONERS: J(,)1Y1lk' k- L&I"'nS, Lary -q
mAoyiv, RICA T 4Y5 ty1

AYES: 5 LiSa, Rgv ar, Edwahal- ha cha 

NAYS: V

ABSENT: 0

ABSTAIN: D

SIGNED: 

Edward Matchak, Chair

Personnel Board

ATTEST: Vy > \: > 

Shelley Neis, Cle k Administrator
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RESOLUTION 2021- 001

RESOLUTION OF THE YOUTHCOMMISSION
OF THE TOWN OF LOS GATOS AMENDING RESOLUTION 2004- 1

ESTABLISHING DATES, TIME, AND LOCATION FOR REGULAR MEETINGS

WHEREAS, 

GovernmentCode Section 54954 allows the Town ofLos GatosYouth Commission to establish a time and place forregularmeetings; and
NOW, THEREFORE, THE TOWN OF LOS GATOS YOUTH COMMISSION

DOES HEREBY RESOLVE: 

1. Pursuantto GovernmentCode Section 54954, the time and place for the regularYouthCommissionmeetings shall be as follows:
Day: 
Frequency: 
Time: 
Place: 

Second Tuesday
Once a Month
7:00 p.m. 
Los Gatos- Monte Sereno Police Operations Building
15900 Los Gatos Blvd., Los Gatos, California 95030

PASSED AND ADOPTED

at a special meeting of the Youth Commission of the TownofLosGatos, California, held on the 26th day ofOctober 2021 by the following vote: 
COMMISSIONERS: 

AYES: Emmanuella Arbitaylo, Esha Bagora, Sasha Balasingam, Maia Bernholz, TajChunawala, Kamron Emami, Anjali Kalia, Luke Lennox, Najman Mahbouba, Megan McCurrie, Brady Morgensen, Jack Noymer, Lucas Raspe, Quincy Scott, Owen Thompson, and OliviaVinckierNAYS: NoneABSENT: Kaelen Dougan, Colette Dougher, Arshia Mathur, and IshaniSood ABSTAIN: NoneSIGNED: ATTEST: 
f- 

Sasha Balasingam/ ChairCHAIR OF THE YOUTH COMMISSIONTOWN OF LOS GATOS, CALIFORNIA  Jackie Rose/StaffLiaisonDEPUTY CLERK FOR THE YOUTH COMMISSIONTOWN OF LOS GATOS, CALIFORNIA
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