AGENDA
WORK SESSION
MAYOR AND COMMON COUNCIL
Of the TOWN OF CAMP VERDE
COUNCIL CHAMBERS - 473 S. Main Street, Room #106
WEDNESDAY, January 11, 2017 at 5:30 p.m.

Note: Council member(s) may attend Council Sessions either in person or by telephone, video, or intemet
conferencing.

1. Call to Order
: Roll Call
3 Pledge of Allegiance
4. Update by Town Manager regarding future Management Intemn
5 Discussion and possible direction to staff regarding Manager Evaluation process, to include, but not

limited to the current process, possible changes In process, review of current goals and possible
sefting dates for annual evaluation.

6. Discussion and possible direction to staff regarding the Council Policies, Procedures, Priorities,
Strategic Planning and future agenda items/Meeting Schedule.

7. Update and discussion regarding Business License Survey.

8. Adjournment

Posted by:%h %"‘9 DatefTime; /& HKor 7 F8d a.n
Nole: Pursuant to A.R'S. §38-431.03.A.2 and A.3, the Council may vote fo go info Executive Session for purposes of consulfation for legal advice with the Town

Attomey on any matter listed on the Agenda, or discussion of records exempi by law from public inspection associated with an agenda iem,

The Town of Camp Verde Council Chambars is accessible to the handicapped. Those with special accessibility or accommodation needs, such as large typeface
print, may request these al the Office of the Town Clerk.

38-431.01 Meetings shalf be open to the public
A. All mestings on any public body shail be public meetings and ail persons so desiring shall be permitted to attend and listen 1o the deliberations and

proceedings. All Legal Action of public bodies shall occur during a public meeting




Town of Camp Verde

[Xq-én da Item Submission Form - Section I i ' _']

Meeting Date: 01112008 7
[] Consent Agenda [ Decision Agenda [ Executive Session Requested

[ Presentation Only [ Action/Presentation [ Pre-Session Agenda

Requesting Department: Clerk’s Office

Staff Resource/Contact Person: Virginia Jones

Agenda Title {be exact:

Discussion and possible direction to staff regarding the Council Policies, Procedures, Priorities,
Strategic Planning and Future Agenda items/Meeting Schedule. Staff Resource: Virginia Jones

List Attached Documents: Copy of Resolution 2009-766 establishing Policies, Rules and Procedures for Council
and all Town Boards, Commissions and Committees.

Estimated Presentation Time: 10

Estimated Discussion Time: 15

Reviews Completed by:

[X] Department Head:__Virginia Jones [] Town Attorney Comments: N/A

] Finance Department N/A
Fiscal Impact: None
Budget Code: _ N/A Amount Remaining:
Comments:
Background Information: Council has previously requested to review Council Policies and Procedures, including
but not limited to the Correspondence Policy, Roles and Responsibilities, Council conduct with Town Staff\. Please
review the document and be ready to discuss any concems you may have.

Recommended Action (Motion):

Instructions to the Clerk: Process Qrdinance



RESOLUTION 2009-766

A RESOLUTION OF THE MAYOR AND COMMON COUNCIL OF THE
TOWN OF CAMP VERDE, YAVAPAI COUNTY, ARIZONA,
SUPERSEDING RESOLUTIONS 98-403, 99-426, 99-432, 2000-447, 02-538, 03-568, D8-745, and 08-751
AND ESTABLISHING TOWN COUNCIL POLICIES, RULES, AND PROCEDURES
FOR COUNCIL AND ALL TOWN BOARDS, COMMISSIONS AND COMMITTEES

WHEREAS, the Legislature mads substantial modificalions to the Open Meeting Law (OML), ARS Sections 38-431 through 38-
431.09 effective July 18, 2000; and

WHEREAS, changss In the law conceming exscutive sessions, mestings, open calis to the public, and enforcement has been
adopted by the Councll as a policy and procedural directive to staff: and

WHEREAS, itis in the best Interest of the Town to adopt Rules, Palicles and Procedures, and place thess into one document for
the benefit of all parties; and

WHEREAS, it is in the best interest of the Town to adopt policies and procedures for meelings and conduot applicable not only to
the Councll but also to its boards, commissions, and committees, callectively named "public bodies” herein,

NOW THEREFORE, the Mayor and Common Couneil of the Town of Camp Verde hereby resolve to approve and adopt
the “Town of Camp Verde Town Council Poiicies, Rules, and Procedures” for all elected and appointed officials.

ADOPTED AND APPROVED by a majority vote of the Common Council at the regular meeling of June 17, 2009.

Approved as to form:
Mayor Bob Bumnside
Town Clesk Deborah Barber - Town Attorney >/

Exhibit A attached




EXHIBIT A
Resolution 2009-766

TOWN OF CAMP VERDE
TOWN COUNCIL POLICIES, RULES, AND PROCEDURES

TABLE OF CONTENTS
Section 1 Rules of Procad il

11 Procedares

1.2 Parllamentarian
13 Points of Order
14 Quorum

Section 2 Presidin cer for
21 . Mayor as Presiding Officar
2.2 Chairperson as Presiding Officer

Section 3 Meietings of Town Council and Boards, Conunissions and Committeas
31 Regular Meetings

32  Speclal Meetings

33 Executive Sessions

34  Work Sessions

35  Emergency Meetings

36 Adjourned Meetings

37 Meetings to be Open to the Public
38 Conduct and Decorum

Section 4 Meeting Agendas and |
41 Agenda Item Submittal for Regular and Special Meetings and Work Sessions
4.2 Agenda Item Submittal for Executive Sessions
43  Councll Packets .
44 Praparation of Agenda
4.5 Amended Agendas
46 Preparation and Posting of Meeting Noticas
47 Distribution of Agendas and Notices

Saction 5 Order of Business for Toym Council and Commission Meefings
5.1 Order of Business
52 Regular Meetings
53 Special Meetings
54 Work Session Meetings
5.5 Exscutive Sesslons
58 items Considered in Order
57 Mayor and Councll Members Reports on Currant Events
5.8 Manager/Staff Report on Current Events
59 Presentations
510  Consent Agenda
511 Business -
512  Adjournment
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Section 6

Section 7

Section 8

Sectlon 9

Section 10

Section 11

Section 12

Tume 2000

Procedures for Conducting the Meeting

6.1 Call to Order
6.2 Participation of Presiding Officer

8.3 Introduction/Explanation of Agenda items

64 Maintenance of Order

Motions

71 Motion Procedure

72 Motion to Approve or Adopt

73  Motion to Deny or Disapprove

74 Motion to Postpone

15 Motion to Table

7.6 Motion fo Close, Limit, or to Extend Discussion

1.7 Motion to Amend

7.8 Motion to Continue

79 Division of Qilestion

Voting Procedure

8.1 Casting a Vote

8.2 Abstention and Recusal

8.3 Tie Votes

84 Reconsideration

85 Appointments by the Town Council of Board, Commission and Committse Members
Meeti s; Minutes

9.1 Meeting Records

92 Minutes

Conflict of Interest

10.1  Arizona Conflict of Interest Law - Introduction

10.2  Purpose of Conflict of Interest Laws

10.3  Applicability of Arizona Conflict of Interest Law

104  Disclosure of Interest

10.5  Withdrawal from Participation

106  Rule of impossibility

10.7  improper Use of Office for Personal Galn

10.8  Sanctions for Violations

109  Non-Statutory Conflicts of Interest

Boards, Commissions, and Committaes

111 Boards, Commissions, and Committees

112  Selection of Board, Commission, and Committee Members
113  Qualifications for Appointment

114  Terms, Vicancies, and Removal

1.5 Applicabillty of Arizona’s Open Meeting Law and Conflict of interest Law
Council and Candidate Relations with Town Staff

121  Use of Town Staff

122  Information Provided to All Candidates

123 Staff Communications through Town Manager

124  Staff Communications through Town Clerk

125  Prohibltion against Using Town Resources for Election




Section 13

Section 14

Section 15

—— Section 16
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Correspondence Policies, Use of Personal Computers and Personal Electronic Devices
For Town Business

13.1  Definitions _
132 Public Access and Storage of E-Mall

133  Correspondence Policles

Council Budget
141 Adoption of Town Council Budget

142  Use of Budgeted Funds; Procedures

Council Code of Conduct

151  Summary

152  Overview of Responsibilities

183  Policles & Protocol Related to Conduct

154  Councli Conduct with One Another

155  Council Conduct with Town Staff

156  Council Conduct with the Public

157  Council Conduct with Other Public Commissicns
158  Council Conduct with Boards and Commissions
159  Council Conduct with the Media’

15.10  Enforcement of the Ethics Policy

15.11 Sanctions

1512 Principles of Proper Conduct

15.13  Checklist for Monitoring Conduct

Summary of Good Government Rulgs for Elected and Appointed Officials
161  Summary and Notice of Statutory Authority

16.2  The Public’s Property

163  Public Money

16.4  Public Procurements

16.5  Conflicts of interest

16.6  Compensation

16.7  Favoritism

168  Pubiic Records




Section 1 Rules of Procedure/Authori
11 Procedures

Al meetings of the Town Coungil and its appointed Boards, Commissions, and Committees shall be governed by
these procadures, as applicable. In addition, such mestings shall be governed by the following;

A Applicable provisions of the Arlzona Revised Statutes AR, 8.7}, including, but not limited o, the Arizona
Open Meeting Law (AR.S. §§ 38-431 et saq,, as amended) and the Arizona Conftict of Interest Law (AR.S.

§8 38-501 ef seq., as amended); and
B. The Town of Camp Verde Town Code.

C. Whera not inconsistent with thess rules and procadures, the Arizona Revised Stalutes and the Town of
Camp Verde Town Code, and the cumrent version of Robert's Rules of Orderwill be used asa

supplementary guidsline.

D. As used herein, the term "Member" shall refer to sither a member-of the Town ‘Council or Board,
Commission or Committes, as applicable. The term *Mesting” shall refer fo 2 mesting of the Town Counci,
Board, Commission or Committee, as applicable.

12 Parllamentarian

A The Town Clerk shall serve as Parliamentarian for all Town Councll meetings. The Depuly Clerk shall serve
as Parliamentarian in the absence of the Town Clerk,

B, The Town Glerk shall also serve as Pariamentarian for those Board, Commission, and Committee mestings
that he or she attends,

C. The Chairperson of a Commission or Committee shall serve as Parliamentarian for each respactive Board,
Commission, or Committee meeting. The Vice-Chalrperson shall serve as Parliamentarian in the absence of
the Chairperson. The Chairperson Pro Tem shall serve in the absence of the Chalirperson and the Vice-
Chalrperson. In the event that there is a fack of agreement to a parliamentary procedurs, the Town Clerk
shall serve as the resource for a final procedural determination.

13 Points of Order

The Presiding Officer shall, after consuttation with the Parliamentarian, determine all Points of Order, subject to the
rightof any member to appeal to the enifire Town Councii o any Board, Commission or Comrities, In which event,
following a second, a malority vote shall govern, and conciusively determine such question of order.

14 Quorum

Four or more Council members shall constitute a guorum for transacting business, but 2 lesser number may adjourn
from time fo time and compel the attendancs of absent membars. n any mesting where a quorum is present, it shal
take a majority vole of the entire Council, or a minimum of four (4) votes, fo enact any measure, resolution,
ordinance, or other business on the agenda.
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Section 2 Presiding Officer for Maefings

21 Mayor as Presiding Officer

The Mayor is the Presiding Officer of all meetings of the Town Council, In the Mayor's abeence, the Vice-Mayor shall
sorve as the Presiding Officer. In the absence or disability of both the Mayor and the Vice-Mayor, the mesting shall
be called to order by the Town Clerk, whereupon the Town Clerk shafl immediately call for the selection of a
Preslding Officer Pro Tem. The Council members prosent shall, by majority vote, select a Presiding Officer Pro Tem

for that meeting.
22 Chairperson as Presiding Officer

The Chaitperson is the Presiding Officer of ali meetings of the Board, Commission or Commities, in the
Chairperson's absence, the Vice-Chair shall serve as the Presiding Officer. In the- absence or disabliity of both the
Chairperson and the Vice-Chair, the mesting shall be calied to order by the Town Clerk or principal Town staff
pressnt, whereupon the Town Clerk or Town statf shall immediately call for the selection of a Presiding Officer Pro
Tem. The Membars present shall, by majorily vote, select a Presiding Officer Pro Tem for that meefing.

Section 3 Mestings of Town Couneil and Boards, Commissions and Committees

31 Regular Meetings

A The Council shall estabiish regular meeting dates, times, mesting place by Resolufion in January of each
year for Town Council and al] Boards, Commissions, and Committee meetings,

B When the day for a Regular Meefing falls on a legal holiday, no meeting shall be held on such holiday. The
meeting shall be cancelled and be convened at the time and the location as designated by the Town Coungll

or Board, Commission, or Commitiee.
32 Special Meetings

A The Mayor, after a public vole of the Council may schedide a special seesion within the jurisdiction of the
Town and shall direct staff fo schedule a special seesion; or the Mayor and Manager may Jointly schedule a
special session to be held in appropriate faclitles within Town limits, to begin st the time and place as
designated in the motion,

B. Special and emergency meetings, as permitted by law, shall be called and posted in the same manner as
regular meetings by the Mayor or the Town Clerk, after confirmation of the avaliability of a quorum.

C. Notices and agendas will be posted for the special sessions as required by law and additionally posted at
the alternate sits if applicable,

D. Speclal sessions herein will not be scheduled away from Town Hall if the agenda involves public hearings
on controversial topios itkely to interest citizens of the Town in general rather than a particular
neighborhood.

E. A Board, Commission, or Commitiee may, upon majority vote and approval of the Town Manager, set a
special meeting or work session,
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33 Executive Sessions

A The Town Council may hold an Execuive Session pursuant to AR.S. §§ 38-431.01. Boards, commissions,
and commitiees may also hold Executive Sessions pursuant fo AR.S. §§ 38-431.01 with prior Council
authorization,

B. Al information distributad and all discussions during an executive session shall remain confidential
indefinttely and are not to be divulged or provided fo or discussed with persons who were not parties fo the
executive session o members of the Councll or Board, Gommission or Committee, except as permitied or
required by A.R.S. § 38-431.03 or a court order.

34 Work Sessions

The Town Councl! or Board, Commission or Committes may schedule work or study sessions for the purpose of
presentations and discussions on such issues that require more in-depth consideration by the Town Councl or
Board, Commission or Commities than may be possible at a Regular Meefing. No formal action may be taken by the
Town Councl! or Board, Commisslon or Committee at such mestings, other than a general consensis or cohveying
direction o Town Siaff for further action.

35 Emergency Meetings

As provided for in ARS § 38-431.02(D) and (E), Special Emergency Meetings, including a Special Emergency
Executive Sessions, may be-called to discuss or take action on an unforessen issue where time is of the assence
and there is not sufficlent ime for pesting of a mesting nofice 24-hotirs or more before the meeting. In such event,
the meeting shall be held upon such notice asis appropriate or praclicable to the ciroumstances, A Notice of an
Emergency Meeting will be posted within 24-hours following the holding of an Emergency Meeting. The Nofice wilt
includs the Agenda and a brief and complete description of the nature of the emergency.

38 Adjourned Meefings

Any mesfing may be adjoumed to a tims, place, and date certain, but not beyond the next Regular Mesting. Once
adjoumned, the mesting may not be reconvened oxcapt at the time, dats, and place provided for in the motion.

37 Meetings to be Open to the Public

A Pursuant fo the Arizona Open Mesting Law, with-the exception of Executive Sessions, all Reguiar Mestings,
Special Meetings, Work Sessions, and Emergency Meefings shall be open to the public.

B. Al public meatings may be recorded or photographed by means of audio, video, or photographic squipment;
provided however, that there Is no intsrference with the orderly canduot of the mesting and the equipment is
placed in non-hazardous locations as designated by Town Staff,

38 Conduct and Decorum
A Members:
1. Any Member desiring fo speak shall address the Preslding Officer and upon recognition by the
Presiding Officer, may speak. The Presiding Officer shall not unreasonably withhold such

recognition. However, the Presiding Officer may call for a vote as to whether to continue a
repstitive discussion or motion,
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2 When two or more Members wish to spoak, the Presiding Officer shall determine the order of
speaking and recagnize the first spaaker.

3. While-a Member is speaking, no other Member-shail interrupt except to make a point of order or
point of personal privilege. A point of order is raised when a Member raises a question of whather
there has been a breach of the procedures. A point of privilege ie raised when a disturbance ocours
or when anything affecting the rights of the Members occurs and & Member states the problem; the
Presiding Officer decides the question.

4, When a motion is made and seconded, the Presiding Officer shall ensure that the debate is
confined to the motion,

6. The Town Councll will not tolerate harassment, personal attacks, or discrimination against each
other or by members of appointed Boards, Commissions, or Committess. Any Town Council
appointee who violates this provision wil be subject to removal by a majority vote, Elected Officials
who violate this-section may be subject fo the provisions of Section 15.11 Sanctlons,

7. If a Member acfs In violation of these rules, the Presiding Officer chall, or any Member may, call
that Member fo order, The Member so called shalj immediately cease speaking, but may apped to
the Town Council or Board, Commission or Committes, as applicable. Any such appeal shall be
decided by & majority vote without debate. See Section 1.3,

Town Staff:

Town Staff and employess of the Town shall observs the same rules of procedure and decorum as the
members of the Town Coungll,

Public;

Members of the public attending meotings shall observe the same rules of order and decorum applicable fo
the Town Counoil. Unauthorized remarks or demonstrations from the audiencs, such as applauss, stamping
of feet, whistles, boos, yells, and/or other demonsirations shall not be permitted. The Presiding Officer, or
the Council or Board, Commission or Commitiee-as applicable, by majority vote may, after issuing a verbal
warming to psrsons causing such disturbances, direct a police officer to remaove such offender{s) from the
meeting.

Section 4 " Meeting Agendas and Notices

41
A

June 2009

Agenda ltem Submittal for Council Regular and Speclal Meetings and Work Sessions

ftems may be placed on a Regular, Special, Emergency Meeting Agenda, or Work Session Agenda for
Town Counoll discussion and possible action by any Cauncil member and Town staff

Contracts, erdinances, resolutions and other documents requiring review by the Town-Atforney shait be
provided fo the Town Attorney prior to placing the item on the Agenda and in sufficient fime for legal review.

Any item placed on an agenda must be accompanied by supporting documents and an Agenda Action Form
that contains, at a minimum, the following information:

1. Background information on the itsm:

2 Financlal impact if approved; and

3 Proposed action,




The documents and Agenda Action Form must be submitted to the Clerk's Office sufficiently in advance to
be included in the coundil packet, but no later than noon on the Wednesday prior fo the regularly scheduled
meatings. If the agenda item is requested by a Council memiber, it will bs noted on the agenda and the
requesting member should sign an Agenda Action Form.

42 Agenda ltem Submittal for Executive Sessions

ltems may be placed on the Agenda for a Town Counoil Executive Session for discussion if in compliance with the
Town Code, these Rules of Procedure, and applicable provisions of the Arizona Revised Statutes, by the following

process:

A Htems may be placed on an Agenda for Executive Session discussion by Councll members, Town Staff, and
the Town Attomey.,

B. The Town Altorney may review itoms submittad for Executive Session discussion prior fo placement on the
Agenda to ensure that the item is legally permissible to be discussed in Executive Session pursuant to
ARS. § 38-431.03.

43 Council Packets

A Town Council packets contain the Agenda, unapproved Minutes of previous Town Council Meetings, Town
Councll communications, and any ordinances, agresments, or resolutions to be acted upon including
Agenda Action Forms, and other documentation that mey be attached to support items contained on a Town
Couneil Agenda for afl noticed meetings of the Town Council.

B. Full packets for all noficad Town Councl Mestings (except Executive Session dbcumentaﬁon) are placed in
the Counil member’s box. Every effort will be mads to distribute full packets by the Friday prior to each
Regular Town Council Meefing and not less than 24 hours prior fo any Special Session.

C. Material that Is not recelved in a timely manner to Inolude in the Council packets will be distributed to
Councit members with a bright green sheet attachad, noting the agenda item number to which the document
applies. These green sheets are used only in connection with agenda items fo aleri Council members that
there'is additional meseting Information.

44 Preparation of Agenda

A An Agenda Is the formal description of items to be considered by the Town Councl! at a noficed mesting of
the Town Councll. Complete agenda items, the Agenda Action Form, and all supporting documentation
must be submitted to the Clerk's Office no later than noon the Wednesday befors the meeting. Incomplete
agenda requests andfor late agenda items will be refurned fo the submitling department.

B. The Town Clerk shall prepare the agendas for all mestings of the Town Council bassd on the Agenda
Action Forms that are submitted to the Cleri's Offics, The Town Clerk may prepare an addendum to the
Agenda for ftems that have emerged after the Agenda has aiready been distributed with the approval of the
Town Manager AND the Mayor.

Addenda will be prepared on brighit-green colored paper to cateh the attrition of Counil members. Bright-
green colored paper is reserved for agenda matiers only and shall not be used by other Town staff,

C. Agenda Meefings are held no later than the Wednesday before the Councit mestings at a time st by the
Mayor and Manager. Agenda Meefings are attonded by the Mayor, Manager, Town Clerk, and no more than
two (2) interested Council members for the purpose of reviewing the agenda for appropriateness,
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comprehensiveness, and order only, The Agenda Maating will not be used for discussion or deliberation of
fhe proposed agenda items. Note: to avoid potential violations of Open Meeting Laws, no more than
two Council members, in addition to the Mayor, may attend Agenda Meetings. To avoid a possible
quoruim in attendance at an Agenda Mesfing, interested members must notify the Town Clerk prior fo an
Agenda Mesting that he or she pians to attend.

Incomplete or inaccurate items andfor the timeliness of iteme ghall cause them be removed from the agenda
and relumned to the appropriate depariment with a request to resubmit the item(s) upon resolution of the
igsue,

Special Sesslon agendas are usually reviewed by the Manager and the Mayor only.

D. The final Agenda must be posted by Friday at naon prior to the Town Councils regular mestings. To mest
this requirement, the packets are prepared no later than 10:00 a.m. on Friday momings. Spedial, Exeoutive,
and Wark Session agendas must be posted no later than 24-hours prior to the meeting.

45 Amended Agendas

The Town Clerk may amend a publishod Agenda, but not less than twenty-four (24) hours prior to the designated
Meeting and only upon approval from the Mayor and the Town Manager. The Town Clerk may amend the agenda to
correct minor errors upon notification to the Manager andior Mayor. Subssquent amended Agendas will indicate the
sequential number of the amendment and the date amended.

48 Preparation and Posting of Meeting Notices
Council Agendas are posted at each of the following locations at least 24 hours before each meefing:
1. The bulletin board on the wall outside Town Hall
3. The bullefin board at Basha's
3, The bulletin board at the Post Office, and
4, on the Town's Websis.
Commission agendas are posted at the Town Hall Bulletin Board and on the Town’s webpage.
4.7 Distribution of Agendas and Notices

A The Town Clerk shall ensure that the Mayor and Town Council members receive copies of all Town Counci
Meeting Notices and Agendas, and any documentation provided for said Meseting, not iess than twenty-four
(24) hours prior to the Mesting.

B. The Town Clerk shall ensure that the Town Council Mesting Notices, Agendas, and documentation, as
deemed necessary, are distributed to the Town Manager and the Town Attomey and necessary Town Staff,

Section 5 Order of Business for Town Councll Meetings

51 Order of Business

The Order of Business of each mesting of the Town Council shall be as contained in the Agenda as-prepared by the
Town Clerk and approved by the Mayor and Manager. The Agenda shall be sequentially numbered by lopic and list
each item included under each agenda category followed by a brief description, including a doliar amount where

appropriate.
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52 Regular Meetings

The general form of the Agenda shall be as follows and may be changed as necessary:

-AGENDA
Members of the Camp Verde Town Council may attend either In person or by {elephone conferencs call,
L Call to Order
. Pledge of Allegiance
. Roll Call
iv. Consent Agenda
V. Call to the Public
VL Council Informational Reports
ViL Business
VIIL. Call to the Public
X Manager/Staff Report
X Adjournment

Presentations to the Town Council will be limited to 10 minutes, uniess otherwise designated by a majorify vote,
Responses fromi thié audience shall be limited fo 3 ilnutes per speaker, Public irput on lteme other than the Call to
the Public for items not on the agenda is et the discration of the Council; however, public input is usually encouraged
on non-administrative matters.

— All Agendas shall have the following statsment placed at the botlom of the Agenda: Persons with speclal accessibility
feeds should contact the Town Hall, 328-567.-6631, at least 24-hours prior fo the meeting.

53 Speclal Meetings
A For Special Mesings, the Agenda will generally be prepared in the following order:
AGENDA

I Call to Order
n. Roll Call
M. Pledge of Allegiance
Iv. Business
V. Executive Sezsion (optional)
vi. Adjournment

54 Work Session Meetings

Questions may be directed by the Town Councll o a member of the public or another intsrested party, or in
appropriate circumstances, a brisf presentation may be permitted by a-member of the public-or another interested
party on an Agenda itam or a parficular question related to an Agenda item. Presentations to the Town Counail will
be limited to 10 minutes for the presentation and discussion period, unless otherwise designated by a majority vote.
Cltizefis may attend work-study sesslons, but can speak only after an open Call for Public input. Speakers will be
limited fo 3 minutes per speaker.
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The Agenda generally will be prepared in the following order:

AGENDA
L “Call to Order

It Pledge of Allegiance

iy, Rofl Call

. Agenda ltems for Discussion (ems numbered for order). Normally, work session
items lsted are for discussion only. No Action will be taken unless the item(s) Is
properly agendized for action.

V. Adjournment

55 Executive Sessions
The Agenda for an exedltive seesion generally will be prepared in the following order:

L Call to Order
il. Agenda ltems for Discussion
M. Adjournment

56 ftems Consldered in Order

A The Presiding Officer, or the Town Councll by a majority vote, may consider itoms out of sequence from the
printed Agenda for the meeling.

B. Action may be taken on all items listed for action on the Agenda. In the event of an emergency, action may
be taken on ftems not listed on the Agenda. However, the action must subsequently be noficed In
accordance with A.R.S. §38-431.02, as amended,

5.7  Mayor and Council Members Reporton Current Events

This is the fime that Counclt members may presant a brisf summary on current events. Atfendance at meelings and
other important information shall be listed on the agenda or shall not be otherwise statsd. Opsn Mesting Laws
prohibit the Town Council from proposing, discussing, deliberating, or taking any legel action on the information
presented unlegs the specific item is listed on the Agenda,

58  Manager/Staff Report on Current Events
The purpose of this section of the Agenda is to afford the Town Manager andlor staff an opportunily to provide the
Town Council and the public with status reports or updates on Town projects and to alert them to upcoming Town

events or regional events of potential interest. The topic of these reports shall be listed on the agenda. No discussion
or action may be taken unless the specific item is fisted on the Agenda,

59 Cali to the Public

A Presantation of pefitions or public comments on Non-Agenda items are heard under “Call to the Public.” Al
citizens and interested parties will be limited to a maximum of three {3) minutes o address the Town
Council on a non-agenda item. However, the time limit may be waived by vole of the Town Council,

B. At the conclusion of all citizen comments, the Mayor or any Councilmember may take any or all of the
following actions:
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510

1, Ask Town Staff fo review the matter.
2, Ask that the matter be put on a future Agenda.
3 Thank the cltizens for their comments,

if a citizen has crificized one or more members of the Councll, the Councll may respond to such criticism,
but only at the conclusion of the Call to the Public.

Presentations

This section of the Agenda is for allowing the Mayor, Councll members, Town Staff, and invited interested parlies to
make informational presentations to'the Town Council and the public. Pressntations are fimited to nio more than fen
minutes for the presentation and discussion. Such Informational ttems may only be discussed if specifically listed on
the Agenda. No action may be taken on Presentation items unless properly agendized. The Mayor or the Chair will

monitor this.

511  Consent Agenda

A The Consent Agenda includes Htéme that (7 are of sich a nature that discussion may not be nesded-or
required or (if) have been previously studied by the Town Councll, These itsms may be adopted by a single
mofion, second, and affirmative vote of a majorily (4) Councll members. Al routine, administrative-type
items; such as contract awards and approvals, eto. shall be placed on the-Consant Agenda,

B. Consent Agenda items will NOT be read aloud, except for resolution and ordinanoe titles and proclamations.

C. There ie no disoussion on ffems listed under the Consent Agenda beyond asking questions for simple
clarification, unless a Council member requests that an item be removed for discussion,

D. If an item is pulled from the Consenit Agenda for discussion, public input may be allowsd on that item.

512 Business

A The Presiding Officer will introduce each Business item by reading its title or description from the Agenda,
Consent Agenda items will NOT be read aloud.

B. I a public hearing is required for a business item, the following sequence of avents will generally be
followed: Appropriate Town Staff will prosent its report and recommendation (if any). Councll members will
then have an opportunlly to question Town Staff. The Presiding Officer will then opan the public hearing.
The first speaker will be the applicant (if any), who will- have an opportunity {o present comments, tesfimony,
or arguments 1o the Town Councll. The Presiding Officer will then ask for public comment. The applicant will
then be afforded an opportunity for rebuttal and concluding comments. The public hearing will then close
and ne further public comments will be taken. The Town Council will then deliberate and take astion,

C. Those speaking before the Town Councl, other than the applicant, will be allowed three (3) minutes to
address the Town Council, but time imits may be walved upon consensus of the Town Councll,

513  Adjoumment

The open public meeting of the Town Council may be adjourned by a motion, a second, and an affirmative majority

vole.
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Section 6 Procedures for Conducting the Meeting

Where practicable, executive sessions will be held prior to the regular business meetings, as opposed to during a
meeting and/or following a meeting. Mestings will conclude at 16:00 P.m. unless a majority of Coungil votes fo
continue the meating o a later fime. Council member discussion may be limited by a majority vote if the agenda is
large and the meeting is expectad to last past 10:00 p.m. A break will be scheduled asclose to 8:00 p.m. as possible,

6.1 Call to Order
All meetings shall be called to order by the Presiding Officer.
6.2 Partjcipation of Presiding Officer

The Presiding Officer shail conduct the meeting. The Présiding Officer may debate and vote, subject only fo such
limitations of debate as are imposed on all Members.

6.3 Introduction/Explanation of Agenda ltems

Excspt for Consent Agenda lterris, the Presiding Officér shail infroduce each Agenda ltem by reading its full title and
description, If any, and may provide whatever additional information he or she deems necessary or reasonable,

6.4 Maintenance of Order

The Presiding Officer s responsible for the maintenance of order and decorum at all times, All guestions and remarks
shall be addressed lo the Presiding Officer,

Section 7 Motions
71 Motion Procedure
A When a motion is made and secondad, it shall be stated by the Prasiding Officer before debato.

B. The maker of the motion has the right to modify his or her motion or to withdraw it entirely. If the motion ie
modified, the Member who has seconded it has the right to withdraw or affirm hig or her second.

C. If a modification to a motion made by another Member i aooepted by the maker of the motion, the Member
who seconded the unmodified motion shall be requested to reaffirm his or her second after modification, if
the Member refused to reafiirm the second, the second is presumed made by the Member suggesting the
modificafien.

D. In the case of a fie in vofes on any motion, the motion shall be considered defeated.

7.2 Motion to Approve or Adopt

A motion fo approve or to adopt shall be to approve the Agenda item as proposed or as praposed with an
amendmenf(s) or stipulation(s). After the motion is made and seconded, it shall require an affirmative majortty vots (4

votos) o pass, unless the matter is subject to a super majority vole {two-thirds or three-quarters majority). If the
motion fails, the Agenda item shall be desmed detealed, unless a new motion is introduced and seconded,
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73 Motlon to Deny or Disapprove

A motion to deny or to disapprove shall be fo reject the Agenda item as proposed. After the motion is made and
seconded, it shall require an affirmative majority vote (4 votes) fo defeat the item, If the motion falls, the Agendaitem
wilt not be deemed approved, unless a separate motion to approve or adopt is made and seconded and passes by

the requisite majority vote.
74 Motion to Postpone

A motion “to postpone” is used fo postpone an itemn on the Agenda untf a definite time or indefinitely. This motion is
debiatable, and becaues it can be applied only to the main question, it can, therefore, only be made while the main
quesfion is immadiately pending (a motion and second is on the fioor). This motion is commonly used to postpone an
item until a more appropriate time.

7.5 Motion to Table

Motions to table or more properly, fo *lay on the table" Is a proposal to suspend consideraton of the pending motion.
Under Robert's Rules of Order, a'motion to table Is properly used only when f Is necessary to-suspend consideration
of a main motion in order {o deal with another matter that has unexpectedly arisen and which must be dealt with
before the pending motion can be properly addressed. Tabling a motion can be very ussful to an assembly when 1) a
presenter has been delayed or 2) imely information.is not available, and staff needs to leave to refriove or copy the
Iinformation, Ueing the Motion o Lay on the Table enables Council to move on, When the defayed person arrives or
the information Is avallable, Councll can then *take the ltem from the table" and resume discussion.

The use of a motion “to table” in order to kill' a motion is improper. A Member that seeks to avoid a direct vots on a
maln motion while cutfing off debate should make a motion that requires a 2/3 vole, such as an "objection fo
consideralion of the question” which is in order before debate has begun or a motion to *postpone indefinitely” (in
order at any fime with a simple majority), followed by an immediate motion for the “previous question” (2/3 vote

required).

Although the motion Is undebatable, the Chalr can ask the maker of the motien fo state his or her reason in order to
establieh the urgency and legltimate intsnt of the motion or the maker oan state it on his or her own initiative.

16 Motion to Close, Limit; or to Extend Discussion
Commonly referred to as “Calling the Question,” this motion is used fo limit or close debate on, or further amend, the

main motion. Thie motion cuts off debate. The Presiding Officer shall immediately ask the Members to vote on
whether fo call for a vote on the main motion. The next vote will be on the main motion, which the Chair must state.

7.7 Motlon to Amend

A A motion to amend shall be debatable only as to the amendment. A motion to amend an amendment shal
be in order, but-a motion to amend an amendment fo the amendment shall not be in order,

B, Amendments shall be voted on first, then the main motion as amended,

7.8 Motion to Continue

Motions to continue shall be io a definite time. Such motions shall be amendable end debatable only as to the
propriety of pasiponement and the time set.
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79 Division of Question

If the question or motion contains two or more proposftione that could be divided, the Presiding Officer may, upon his
or her own inifiative or upon the request of a Member, divide the question or motion into multiple questions or
motions for separate consideration and action.

Section & Voting Procedure-
8.1 Casting a Vote

A In acting upon every motion, the vote shall be taken by casling an affirmative (‘yes’ or *aye") or negaive
('no” or “nay®) voice, roll call, or other vote method as detormined by the Presiding Officer from which the
vote of @ach Member can be clearly ascertained,

B. The vote on each motion shall be entered into the Record by number of and the names of Members casting
votes for and against, if called for by voice, roll call, or other method.

C. Ifa Membar has declared a Confllot of Infereist anid is absent during the roll call vote, the Town Clerk shall
include “Absent for the vote due to declared conflict of interest® in the Official Minutes as part of the results

of the vots,

82  Abstention and Recusal

A If a Member hae a conflict of interest on a mattsr before the Counoil or Board, Commission or Commitiee,
he or she shall declare a conflict of interest pursuant to Section 10 and recuse him or her from voting on a
particular Agenda flem on grounds of a declared confiict of interest.

B, Sometimes a Member may have a reason other than a statutory or non-statutory conflict of interest that he

or she balieves hinders, compromisas, or Impalrs his or her ability to cast a vote for or against a parfioular
Agenda item. In such event, the Member may abstain from voting.

8.3 Te Votes

When there is a tie vote on a motion requiring a majority vote (4 votes) for adoption or approval, the motion shall be
desmed defeated,

84 Reconsideration
Any Member who voted with the mijority may, at the same maeting, move for reconsideration-of any action taken at
that meeting. A request may be made at a subsequent meeting o have the item be placed on the next available

Agenda for reconsideration and action. Thus, reconsideration provides ample opportunity for staff and Councll o
further research the matter.

After a motion for reconsideration has been acted upon, o other motion for reconsideration thereof shall be made
witfiout the unanimous consent of the Fown Councll or Board, Commission-or Committse.

8.5 Appointments by the Town Council of Board, Commission and Committee Members

A nomination that doses not receive a second fails. Four votes are required for appointment of Board and Commission
members,
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Section 9 Mesting Records; Minutes
8.1 Meeting Records

The official record of each Town Cotncil Meeting shall consist of any legal actions formally adopted or approved by
the Town Counil during the Mesfing, including any attachments or exhibits thereto, and the final approved Minutes
ofthe Meeting. The record shall also include any documents or other tangible matter submitied o the Town Council,
Board, Commission or Committse or the Town Clerk for inclusion in the resord by persons addressing the Council or
Board, Commission or Commities In conneotion with agenda items during the Meeting. These records shall be
maintained and preserved by the Town Clerk as the official custodian of records for the Town.

9.2 Minutes

A, The Town Clerk's office shall provide staff support at all Council mestings to include Regular, Special, and
Emergency Mestings and Work and Executive Sessions for the purposs of taking notes and/or audio

recordation of the Meeting or Session, as appropriats,

B. ForRegular, Special, and Emergency Mestings, writters action Minutes Instead of verbatim Minutes shall be
taken so that a brief accounting of the issues discussed and acfions taken Is compiled and entsred into the
permanant Mintie Book of the Town and kept on file and of record in the Offics of the Town Clerk. The
Minutes shall reflect Member attendance for the entire mesting {including notations indicating when a
Member arrives late or leaves early). Audio or video recordings of mestings will be retained 80 days affer
being franscribed or In accordance with the current State of Arizona approved Records Retention and

Disposition Schedules.

C Executive Sesslon Minutes shall be confidential. Executive Session Minutes shall be taken in summary form
and shall be restricted to indicating the topic discussed, the speakers, and a brisf summary of what was said
by each speaker. Executive Session Minutes shall be keptin a separate seoure corfidential file in the Office
of the Town Clerk. Execuive Session Minutes may be accessed only as provided by the Arizona Revised
Statules or court order.

D. Al Minutes of Meetings are Public Records under the Arizona Public Records Law (AR.S. §§ 35-121 ef
seq., as amended), with the exception of Executive Session Minutes. Audiotapes and videotapes of public
Meetinge are algo Public Records.

Section 10 Conflict of Inferest

10.1  Arlzona Conflict of Interest Law — introduction

Sometimes & member of the Town Council or Board, Commission o Commitiee may face a situation which requires
that Member not to participate in a discussion and voting on an agenda ftsm. This sifuation exists when the member
hag a pecuniary or proprictary interest in the ouicom of the vots, (This results in a “conflict of inferest” as defined by
the Arizona confiict of inferest law, AR.S. §§ 38-501, of seq.) This law establishes minimum standards for the
conduct of public officers and employees who, in their official capacily, are, or may become involved with, a deislon
that may unduly affect their personal interests or thoss of their dlose relafves,

102  Purpose of Conflict of Interast Laws

The purpose of Arizona's conflict of interest law s to provent self-dealing by public officials and to remove or limit any
improper influence, direct or indirect, that may bear on an offlciafs decision, as well as o discourage deliberate

dishonesty.
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10.3  Applicability of Arizona Conflict of Interest Law

The Arizona conflict of interest law, as now in effect and as it may be amended in the future, applies to all matters
considered by and all actions taken by the Town Counci! or Boards, Commissions and Committees.

104  Disclosure of intorest

Any Member who believes he may have a conflict of interest should seek the opinion of the Town Attorney as to
whether a conflict exists under the Arizona confiict of interest law. Any Member who has & conflict of interest in any
agenda ifem or other matter discussed by the Council or Board, Commission or Commities must disclose that
interest The Member must file-a signed written disclosure statement fully disclosing the interest, and declare the
existence of the conflict and the reasons therefore at a Town Councll or Board, Commission or Commitiee meefing.
The Disclosure of the confiict shall include & statement that the Member withdrawe from further participation
regarding the matter. The Town Clerk shall maintain for public inspaction all documents necassary fo memorialize all
disclosures of a confiict of interest by a Member.

105  Withdrawal from Participation

Having disclosed the conflict of interest and withdrawn from the matter, the Member must not participate in the
decision-making process of the Council or Board, Commission or Commities, Further, the Councllimember should
remove himseltherself from the room while the matter is being considered and decided.

10.6  Rule of Impossibility

In the uniikely sifuation that a majority (4) of the Members have a conflict of interast on a matter such that the Town
Council or Board, Commigsion or Committee is unabie to acl in its official capacity, less than a quorum may act on
the matter upon approval of the Town Afiorney.

10.7  Improper Use of Office for Personal Galn
Public officers and employees are prohibited from using or aftempling fo use their official postiions to secure vajuable
things or benefits for themsslves, unlees such benefits aro part of the compensation they would normally be entitled

to for pstforming their duties.

108  Sanctions for Violations i
Violations-of the confiictof interest provisions sef forth hereln shall be punished as provided for by state law.

102 Non-Statutory Conflicts of interest

The Gounail is committed fo an open and transparent government and as such, endeavors to avoid all appearances
of impropriety. As such, if a Member feels ethically constrained from participating in the discussion and voting on an
agenda item, even though the circumstances may not technically amount to a conflict of interest undsr the Arizona
conflict of inferest law. Such conflicts may not violats the state law, but may create an ‘appearance of impropriety.
Under such circumstances, the Member should consider disclosing the conflict on the record, formally rectsing
himself, and stepping down from the dais until the Town Coungil or Board, Commission or Committee has concluded
the public hearing and its discussion and vofing upon the item.

Section 11 Boards, Commissions. and Committees

The Town Gouncil may create such Boards, Commissions, and Commifises, as it deems necessary fo assistin the
conduct of the operation of Town government.
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1.1

11.2
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Boards, Commission, and Commiftees

All Boards, Commissions, and Committses of the Town shall bs classified as a regularly scheduled or
unscheduled Board, Commission, or-Commiftee. Regularly scheduled ‘Boards, Commissions, and
Commitless are those that meet on a regularly scheduled bass or may be quasi-judicial in nature,
Unscheduled Boards, Commissions, and Commitieses meet on an ag called basis. All Boards, Commissions
and Committees serve at the pleasure of the Counoil,

The Town's current regularly scheduled Boards, Commissions, and Commitiees are;
1. Planning and Zoning Commission

2. Parks & Recreation Commission

3 Library Advisory Commission

4, Tralls & Pathways Commission

5 Housing Commission (meets on a quarterly basis)

The Town's curent unscheduled Boards, Commissions, and Committees are:

1. Board of Adjustment
2. Design Review Board

Any Board, Commisslon, or Comimitiee the Town creates shal ceass to exist upon the accomplishment of
the special purposs for which it was created, or-when -abollshed by the Town Councl,

Selection of Board, Commission, and Committes Members

The Town Councl generally makes appointments to the Town's Boards, Commissions, and Committess in
January of each year and on an as-needed bagis. The Town oontinually acospte applications from Camp
Verde residents interested in serving on a Board, Commission, or Commiittee, The application form is
avallable from the Town Clerk or on the Town's web site, Completed applications are kept on file for

consideration when vacancies ocour,

A call for applications to fill vacant seats shall be published via media public service announcements,
advertising where budget permits, posfing, web sits, and other means avallable to the Town.

Persons applying for the vacant seats must fill out and submit the Town application form to the Town Clerk.
Aiter reviewing the completed applicafions, the Town Clerk shall place selection of the new Board,
Commission; or Commiftes members on the next avaliable Reguiar Meeting Agenda. The Council Packet
for the meeting shall include copies of all applications recelved for the vacant soals.

Al appiicants shall be nofified of the timé and date-of the public mesting for selection of the new-Board,
Commissicn, or Committee members and shall be invited o attend so that they may answer questions by
the Town Coungil. The public will not be able fo ask questions of the applicants.

At the conclusion of the question and answer session; the Council members shall vote to filt each vacancy
by casting a vota in favor of one of the applicants,

The applicant receiving the lowest number of votes will be dropped, and the Counci! will confinue to vots
until one applicant receives a majority of four {4) votes.

Each vacancy will be voted on separafely.
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113 Qualifications for Appointment

A Alt members of Boards, Commissions, and Commitiees shall meet the following minimum qualifications
upon their appointment, unless the Town Councll by a majority vote waives or alters the requirement:

1. Atleast eightesn years of age.

2 Afull-timie résiderit of the Town of Camp Verde for 4t least one year. Residericy wil be determined
in the same manner as residency is determined for purposes of voting in Town eleclions.

B, Town employees or appointed officers shall nof be eligible for appoinfment to any Board, Commission, or
Committee, but may be requested to provide support therefo. Council members may serve on Committees
or a& a liaison to a Board or Commission, unless provided otherwise.

114  Term, Vacancies, and Removal

A All members of the Town's Boards, Commissions, and Committees shall serve at the pleasure of the
Council-and any Board, Commission, or Committee member may be removed by the Town Counoi,

B. A vacancy on a Board, Commission, or Committee shall be deemed to have occurred upon the following:

Death of resignation of a member of a Board, Commission, or Commities.

A member ceasing fo be a Town of Camp Verde resident

Three consecufive unexoused absenoes by a member from Board, Commission, or Committes
meelings.

Fallure to attend mandatory meetings as set by Councii (te. work sessions, Quarterly Report
meefings, or the Annual Training meeting for all Boards and Commissions).

ol R

11.5  Appiicability of Arizona's Open Meeting Law and Conflict of Interest Law

Al Boards, Commissions, and Committees are Subject to the Arizona Open Meeting Law and Conflict of Interest
Law.

Section 12 Council and Candidate Relations with Town Staff

124 Use of Town Staff
No Counclimember shall request any staff project without first seeking approval of the Town Manager.

Section 3-2-1.€ of the Town Code: Council to At through Manager: Except for the purpose of inquiry, the council
and its members shall deal with the administrative branch solely through the manager, and neither the councli nor
any member thereof shall give orders or insfructions fo any subordinate of the manager elther publicly o privalely.
The Town Manager shall take hig orders and instructions from the Counol] only when sitiing in a duly convened
meeting of the Coundil and ne individual Council member shall give orders or insfructions fo the Town Manager.

122  information Provided to Al Candidates
A For purposes of these Rules of Procedure, Town Coundil “candidates® shall be those who qualify as

candidates when the nominating period closss, For purposes of these Rules of Procedurs, the time period
between when nominations close and the final election shall be known as the "Campaign Period.”
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B. Onoe the candidates, including Incumbents running for re-election, have been identified, all candidatec ghall
receive Council Packets for each Town Coundll Mesting that is scheduled during the Campaign Period.

C. During the Campaign Perlod, when one candidate submlts a publicinformation request to the Town, all of
the other candidates shall be notified that the request has baen made and, if the Information is provided fo
the requestor, shall be afforded the opportunity to request and obizin the same information,

123  Staff Communications through Town Manager

At all times, all formal communications by Town Councll members to Town Staff shell be made through the Town
Manager or the appropriate department head.

124  Staff Communications through Town Clerk

During the Campalgn Period, all communications to Town staff regarding the pending election by Town Councli
members running for re-election and candidates to Town Staff shall be made through the Town Clerk, and the Clerk
shall notify all other candidates of each communication. Thig provision shall not preciude a Councilmember speaking
directly to the Town Manager regarding any matter related fo Tewn business.

125  Prohibition against Using Town Resources for Election

Pursuant o AR.S, § 9-500.14, no Town Council member or other representative of the Town may use Town
personnel, equipment, materials, buildings or other resources for the purpose of infiuencing the outcome of an

election. In addition, copies of candidate filings will not be provided free of charge. This rule applies to all candidates,
including incumbents,

Section 13 Correspondence Policies and Use of Personal Computers and Personal Electronic Devices
for Town Busin

131  Definltions
A Personal Computers (PCs) means: homs, business, and ap top computers not owned by the Town.

B. Personal Electronic Devices or (PEDs) means oelf phones, palm pilots, and any other equipment capabls of
sending or recelving electronic messages,

C. E-Mail means messages and communications sent fo or received by others through any iype of
technological device conceming Town business and/or matters that are or-could be a future agendaitem,

Legal Opinion means a writien opinion given by the Atforney.
Incidental Correspondence means routine items that do not set policy.
Policy Correspondence means that which purports to sst or explain official Town policy.

® m om o

Implementation Correspondence means that which implements a policy or a position that is already
established by Counoil,

H. Citizen Complaint Correspondence means a written complaint form that has been filed by a citizen,

l. Mail Distribution means incoming mail that is distributed by Clerk's Office staff to the appropriale parly.
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Public Access and Storage of E-Mail

The Town cannot guarantee that PCs and PEDs ussd by Town Council members in conducting Town
business will be protected from public access. All publictecords are subject to public records requests. In
addition, e-mails, and other documents related fo Town business not otherwise classified as public records
may be subject to discovery orders in Htigation. Thus, all e-malls or other correspondence pertaining to
Town business that is recsived or sent by a Councll member shouid be copied o the Town Clerk for the
public record.

Town Counafl members who send or receive e-malls related to Town business from PCs or PEDs shall-copy

the e-mail to the Town Clerk at the townolerk@cvaz,orq e-mall address each time an e-nail is sent or
received, The copies will be distributad either electronically or hard copied to all Council members.

The Town shall maintain a repository for all e-malls that are recsived or sent by Town Councll members for
the time presoribed by law. The repository will be subject o public records, discovery, and other lewful

‘Tequests. The Town doss not have resources to-delete personal comments fiom e-mails. Town Council

members shall have no sxpectation of privacy with respect to the contents of e-mails copied o or forwarded
to the repository.

E-malls and documents related to Town business shali be retained on PCs and PEDs only for such time as
needed and may be deleted from PCs and PEDs after they have besn copled fo or forwarded to the Camp
Verde e-mall address,

Correspondence
Incidental Correspondencae are routine items that do not set policy for the Town, such as

acknowledging receipt of doouments, public relations responses, letters of appreciation, and
congratulations for special activities a2nd events. Incidental correspondence may be answered by the
Mayor or other Councii members. Note cards with the Town logo are available for Council uss.
Individual Council members may review the correspondence and comment to the Mayor or a Council
member on-a particular response or request a review by the full Council,

Policy Correspondence is that which purports to set or explain official policy of the Town, such as
lstisrs of support, expressions of position or opinion, or assertions of intent, It must first recsive:
approval of a majority (4) of the Council at public meeting and will then be signed by the Mayor or other
suich member authorized by Council on behalf of the Counail,

At the first mesting in January-of each year, Council shall-adopt a Policy Statement that authorizes the
Mayor, as the Town's Chief Elacted Officlal, to support or oppose bills introduced during Legislative
Sessions when they adversely affect the Town's interests and require an immediate response.

Implementation Correspondence is that which implements a policy or position already established by
the Council, such as continuing letters of support on legislation, positions en actions by other
governmental agenies, responding to public information requests, and other administrative steps
identified in the initial represenitation of the issue and approved by the Council. It will be signed by the
Mayor and/or other such members authorized by Council,

Public Inspection each type of correspondence will be kept chronologically in a saparate binder
avallable for public inspection,

Citizen Complalnts is that correspondence that is addressed to the Towm, the Mayor, and/or any other
Councll member and that is signed or otherwise verified and identified to be a ciizen complaint
concerning any issue(s) relating fo official Town business or responsibliity as authorized by stafute or




other legal authority shall be directed to the Town Manager upon recsipt to assign appropriately for
resolution. Appropriate tracking measures shall be established in order for resolution to be reported
back to the Town Manager, complainant, and the Town Counall. :

F. iail Distribution takes plce upon recefpt of mail addressed o the Town of Camp Verds, the Council
as a whole, or fo a particular staff member or department. Mail addressed io the Mayor and/or Council
will be opened, date stamped, and copied fo the entire Council, Documents will only be maintained as
confidential if permitted under the Arizona Public Records Act, Thus, all mail marked *Personaf and
confidential” or *Confidential® will be opened and placed in the appropriate Council member's box.
Should the Mayor or individual Council member determine that a citizen is making a complaint or
-citizens, the correspondence shall be-immediately referred to the Town Manager in order-for the
appropriaie assignments fo be made and allowing for the resolution process fo be startad. Note: alf
personnel matfers MUST be kept confidential unless the aftorney advises otherwiss.

Staff and depariment mall will not be opened; howsver, the envelopes will be dats-stamped and placed
in the appropriate box,

Section 14 Council Bud
141  Adoption of Town Council Budget

The annual budget for the Town adopted by the Council will contain a fine itsm designated for Council members'
expenditures. This line item shall be the maximum amount that fnay be reimbursed fo or expended by individual
Council members pursuant to this section. This line item is a part of the approved Town Council Budget,

142  Use of Budgeted Funds; Procedures

A The Council budget may be used only for expenses incurred by individual Council members for participation
In business acfivities and events at which a Council member is representing the Town in the
Councilmember’s official capaoity.

B. in order to receive reimburssment for amounts expendad for participation in activities or events describad in
Paragraph A, a Counclimember shall submit a receipi(s) o the Finance Direclor showing the amount
expended and the purpose of the expendtture. f no recelpt was received for the expendifure,
relmbursement may be given if satisfactory evidence of the expenditure is sabmitied to the Finance Director.
If there is uncertainty regarding whether the expendture is an expenss for which the Councll member may
be reimbureed pursuant fo this section, the Finance Director shall obtain approval from the Town Manager
prior to providing refmbursement to the Councllmember.

Section 15 Code of Conduct for Elected and Appointed Officials

151  Summary
The Three Rs of Camp Verde Government Leadership: Roles, Responsibilities and Respsct

The Town Code provides information on the roles and responsibilities of Council Members, the Vice Mayor and the
Mayor. This is a Code of Conduot for the Town of Camp Verde's elocied officlals.

This Code of Conduct is designed to describe the manner in which Councii Members and appointed officials of the

Town (collectively, "Public Officials”) should treat one another, Town staff, constituents, and others they come Into
contact with In representing the Town of Camp Verde. it reflects the work of defining more clearly the behavior,
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manners and courlesies that are suitable for various occasions. Thisis designed to make the public meetings and the
process of governance run more smoothly.

The content of this Code of Conduct includes:

Overview of Roles and Responsibiliies
Policies and Protocol Related to Conduct
Council Conduct with One Another

Council Conduict with Town Staff

Council Conduct with the Public

Council Conduct with Other Public Agencles
Council Conduct with Boards and Commissions
Council Conduct with the Media

Sanclions

Principles of Proper Conduct

Checkiist for Monitoring Conduct

® 2 ¢ 5 9 8 8 & 2 @

"

The constant and consistent theme through all of the conduct guidelines is “respect.” Public Officlals experience
significant workloads and tremendous stress in making deisions that could impact thousands of lives. Desplte these
pressures, Public Officials are called upon to exhibit appropriate behavior at all times, Demonstrating respeot for
each indlvidual through words and acfions is the fouchstone that can help guide Public Officials to do the right thing
in even the most difficult situations.

152  Overview of Roles and Responsibilities

Other resources that are helpful in defining the roles and responsibifities of Public Officials can be found in the Town
of Camp Verde Code -and in the Elected Officials Guide published by the League of Arizona Cities & Towns,

Mayor

Is directly elacted by the people pursuant fo ARS §9-232.03. (Town Code, Section 2-2-1)
Acts as the official head of the Town for all ceremonial purposes

Chairs Council meetings (Town Code, Saction 2-2-4)

Calls for special meetings (Town Code, Section 2-3-2)

Retognized as spokesperson for the Town of Canmp Verde

Makes judgment calls on proclamations, agendas, eto.

Recommends subcommitises as appropriate for Counci approval

Leads the Council into an effective, cohesive working team

Sign documents on behalf of the Town of Camp Verde

.G.l%liga

Vice Mayor

Serves at the pleasure of the Council (Town Code, Section 2-2-2)

Performs the duties of the Mayor if the Mayor Is absent (Town Code, Section 2-2-2)
Chalrs Council mestings in the absance of the Mayor

Represents the Town at ceremonial functions at the request of the Mayor

® D & =

All Council Members

All members of the Town Councll, including thoss seiving as Mayor and Vice Mayor, have equal votes, No Council
Member has more authority than any other Council Member, and all shouid be treated with equal respect.
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Alt Council Members should:

e Fully pariicipate In Town Councll meefings and other public forums whils demonstrating kindness,
consideration, and courlesy to others,

Prepare in advance of Councll meefings and be familiar with issuss on the agenda,

Represant the Town at ceremonial functions at the request of the Mayor or at the request of the
Council,

B respectful of other people’s time, Stay focused and act efficiently during public meetings.
Serve as a model of leadership and civilily to the commnity

Inspire public confidence in Camp Verde government

Provide contact information with the Town Clerk in case of an emergency or urgent situation arisss
while the Council Member is out of Town

Demonstrate honesty and integrity in every action and stafement

Participate in scheduled activifies fo increass team effectiveness and review Councl procedures,
such as this Code of Conduct

s 8 @ & ® 8

Meeting Chair.
The Mayor will chair official meetings of the Town Councll, unless the Vice Mayor or another Councll Member is
designated as Chair of a specific meeting.

Maintains order, decorum, and the fair and equitable freatment of all speakers

» Keeps disoussion and questions focused on specific agenda items under consideration

*  Makes parliamentary rulings, Chair rulings may be overtumed if a Council Member makes & motion
as an individual and the majority of the Council voles te overrule the Chair,

Former Council Members
Former members of the Town Counci who spezk to the current Town Council about a pending issue should discloss

for whom they are speaking.
163  Policies and Protocol Related to Conduct

A Coeremonial Events
Requests for a Town repressntative at ceremonial events will be handied by Town staff, The Mayor will
serve as the designated Town representative, If the Mayor Is unavallable, then Town staff will determine if
event organizers would fike another representative from the Council. If yes, then the Mayor will recormend
which Council Member should be asked to serve as a subsiitute. Invitations received at Town Hall are
presumed to be for official Town representation. Invitations addressed to Council members at thelr homes
are presumed o be for unofficlal, personal consideration,

B. Correspondence Signatures
Council Membere do not need to acknowledge the receipt of cofrespondence, of copies of correspondence,

during Councll meetings. The Town Clerk will prepare official Istiers in response to public inquiries and
conceme. These letters will carry the signature of the Mayor unless the Mayor requests that they be signed
by another Council Member or the Town Clerk.

If corresponderice is addressed only to orie Council Member, then tHat Councit Member fhay check with
staff on the best way fo respond to the sender.
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C. Endorsement of Candidates
Council Members have the right to endorse candidates for alt Council seats or other elacted offices. It is

inappropriate to mention endorsements during Council meetings or other official Town meefings.

D. Public Announcements In Council Meetings
Councll Members who want fo speak during the Call to the Public or Councll Members Report portion of the
Council meeting should notify the Chalr In advance. Councli Members, iike members of the public who use
thie portion of the agenda to recognize achievements or promote an event, will be limited fo three minutes
each, and should keep the focuis on matters of community-wide interest. Matters that may require Council
acfion or direction should not be discussed and those items on the agenda should not be used for any form

of campalgning.

E. Public Hearing Protocol
The applicant shall have the right to speak first, The Chair will determine the iength of ime allowed for this
presentation. Speakers representing sither pro or con points of view will be aflowsd 1o follow. All speakers
should be heard. All statements should be made to and through the Chair. The applicant will be allowsd to
make dlosing comments. The Chair has the responsibility fo run an efficient public mesting and has the
discretion fo modify the public hearing process In order to make the meseting run smoothly.

Council Members should not express opinions during the public hearing portion of the mesting, except fo
ask pertinent questions of the speaker or staff, All Councll Member commeants orquestions should be
directed to the Chair. *t think* and “I feel” comments by Council Members are not appropriate until aftsr the
close of the public hearing. Council Members should refrain from arguing or debafing with the public during
a public hearing and shall always show respect for different points of view.

Main motions may be followed by amendments, followed by substitute motions. Any Council Member can
‘call for the-question or a polnt of order, Only Gouncii Members, who-voted on the provalling side; may make
motions to reconsider. Motions fo reconsider must be made prior to adjourning the mesting.

F. Travel Expenses
The policies and procedures related to the reimbursement of travel expenses for official Town business by
Councll Members is according to the Town of Camp Verde Financial ‘Operations Guide, as may be
amended. All Councll travel in excass of the allowed budget, in which the Coungi Member expects to
officlally represent the Town and/or be reimbursed by the Town for travel costs, must be approved in
advance by the Councll. In addition, all out of state travel for which the Council Member expects to officially
represent the Town and/or be reimbursed by the Town for related travel costs, must be approved by the
entire Councll PRIOR to taking the trip. The trave] policy and budget for Councll should be reviewed st each
annual budget cydle.

164  Council Conduct with One Another

Counclls are composed of indlviduals with a wids varlety of backgrounds, personalifies, values, opinions, and gosls.
Despite this diversity, ail have chosen to setve in public office in order fo preserve and protect the pressnt and the
future of the community. In all cases, this common goal should be acknowledged even as Councll may "agres to
disagree” on contentious Issues.

A IN PUBLIC MEETINGS

1. Practice civility and decorum in discussions and debate
Difficult questions, tough challenges to a particular point of view, and criticiem of ideas and information are
legitimate elements of a free democracy in action. This doss not allow, howaver, Council Members to make
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belligerent, personal, impertinent, slanderous, threatening, abusive, or disparaging comments. No shouting
of physical aotions that could be construed as threatening will be tolerated.

2. Honor the role of the Chair in maintaining order

it is the responsibility of the Chair to keep the comments of Council Members on track during public
meelings. Council Members shoutd honor efforis by the Chair to foous discussion on current agenda items.
If there is disagreement about the agenda or the Chalr's actions, those objections should be volced politely
and with reason, following procedures outlines in parliementary procadure,

3. Avoid personal comments that could offend other Counci Members

If a Councll Member is personally offended by the remarks of another Council Member, the offended
Council Member shouid make notes of the aotual words used and call for a *point of personal privilege” that
challenges the other Council Member to justify or apologizs for the language used. The Chair will maintain
control of thig discussion,

4. -Demonstrate effective-problem-solving approaches
Council Members have a public stage to show how individuals with disparate points of view can find
common ground and seek a compromise that benefits the community as a whole.

B. IN PRIVATE ENCOUNTERS
1. Continue respectful behavior in private
The same-level of respect and consideration of differing points of view that is desmed ‘appropriate for public
discussions should be maintained in private conversations.

2. Be aware of the lack of security of written notes, voicemall messages, and e-mail

Technology allows words written or said without much forethought to be distributed wide and far, Would you
feel comfortable to have this note faxed to others? How would you fee! if this volosmail message were
piayed on a-speakerphone in a full office? What would happen if this e-mail message were forwarded to
others? Written notes, volcemail messages and e-mall should be treated as potentially “public”
communication,

3. Even private conversations can have a public presence

Elected officials are always on display - their actions, mannerisms, and ianguage are monitored by people
around them that they may not know. Lunch table conversations will be eavesdropped upon, parking lot
debates will be watched, and casual comments between individuals before and after public mestings noted.
Remember the open meeting law prohibits conversations of four or more council members or the “linking”
together through a common sotrce of four or more individual conversations,

4. Other Town Public Officials
The foregoing guidefines concerning “Conduct with One Another® shall be followed not only by Coundil

Members but also by other Town Public Officials.

155  Council Conduct with Town Staff

Governance of a Town relies on the cooperative efforts of elected officials, who set policy, and Town staff, who
implements and administers the Council’s policles. Thersfore, every effort should be made to be cooperative and
show mutual respect for the contributions made by each individual for the good of the community,

A Treat all staff as professionals
Clear, honest communication that respects the abifities, experience, and dignity of each individual Is

expected. Inappropriate behavior towards staff is not acceptable.
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Limit contact to specific Town staff

Consequently, remember Town staff is accountable fo their supervisors. Tasks performed by staff that
comes from outside the normal chain of supervision could cause staff confusion, inadequate work product
and inefficient performance, Questions of Town staff and/or requests for additional background fnformation
should be directed onfy to the Town Manager, Town Clerk or Depariment Heads, or the Department Head's
designes. The Office of the Town Manager should be copied on any request. in accordance with Town
Code Section 3-2-1-E, no Council Member shall give orders or instructions fo any subordinate of the Town
Manager other than instructions for the purposs of inquiry withaut the consent of the Town Manager.

Requests for follow-up questions fo staff should be mads only through or with the consent of the Town
Manager. When in doubt about what staff contact is appropriate, Council Members should ask the Town
Manager for direction, Materials suppfied to a Council Member In response to a request will be made
avallable to all members of the Coundll so that all have equal access to information:.

Do not disrupt Town staff from their jobs _
Council Members should not disrupt Town staff while they are in meetings, on the phone, or engrossed in
performing thelr job functions in order o have their individual nesds met,

Never publicly criticize an Individual employee

Council should never express concerns about the performance of a Town employes in public, to the
employee direofly, or to the employes's manager. Misdirected comments could vioiate the Town's personnel
tules and limit the Town's ability to deal fairly and efficiently with personnel matters, Comments about staff
performance shouid only be made to the Town Manager through private correspondencs or conversation,

Do not get involved in administrative functions
Council Members must not attempt fo infiuence Town staff on the making of appointments, awarding of
oontraots, selesting of consultants, processing of davelopment applications, or granting of Town licenses

-and permiis.

Check with Town staff on correspondence before taking action
Before sending correspondence, Countcil Members should check with the Town Manager to see if an official

Town response has already been sent or is In progress.

‘Do not attend meetings with Town staff unless requested by staff.

Even If the Council Member does not say anything, the Councll Member's presence implies support, shows
partiality, intimidates staff, and hampers staffs ability to do their job objectively.

Limit request for staff support

Routine secrstarial support wilt be provided to all Council Members by Clerk's Office staff. Routine
seoretarial support consists of simple requests that consume minimum staff time, such as an occasional
letter or note, travel arrangements for Council-approved events, or providing copies of requested material,
Secretarial support does not include making phone calls or other support for non-Council-sanctioned events

andfor maintaining an appointment calendar.

The Clerk's Office staff will prepare and/or process all correspondence and documents that have been
approved in a duly convened Council meeting by a majority of the members. All requests for secratarial
support must be made through the Town Clerk.
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Requests for additional staff support ~ even in high priority or emergency situations - shouid be made
through the Town Manager who is responsible for allooating Town resources in ordsr to maintain a
professional, wellrun Town govemment.

The Clerk's Office opens all mail for Councll Members and distributes per the Correspondesnce policy. Mall
delivered to Town Hall and marked ‘confidential’ will not bs treated as confidential unless permitted under
the Arizona Public Records Act, but will be distributed according to the Correspondence policy.

Do not soliclt political support from staff

Council Members should not solicit any type of poiitical support {finenclal contribufions, display of posters or
lawn signs, name on support list, etc.) from Town staff: to do so could violate the law. Town staff may, as
private cifizens with constitutional rights, support political candidates for other government entities but all
such aclivities must be done away from the workplace.

Other Town Public Officials
The foregoing guidelines conceming “Conduct with Town Staf® shall bs followed not only by Council

Members but also by ofher Town Public Officials,
Counicil Conduct with the Public

IN PUBLIC MEETINGS

1. Making the Public Feel Welcome is an Important part of the democratic-process: No-signs of
partiality, prejudice or disrespect should be evident on the part of Individual council Members toward
an individual participating in a public forum. Every effort should be made fo be fair and impartial in
listoning to public testimony.

Be welcoming lo speakers and freat them with respect
Be fair and equitable in allocating public hearing fime to individual speakers

Generally, each speaker will be aflocated three minutes, If many speakers are anficipated, the Mayor
may shorten the time limit andlor ask speakers to limit themselves to new information and points of
view not already covered by previous speakers.

No speaker will be tumed away unless hefshe exhibite inappropriate behavior. After the close of the
public hearing, no more public testimony will be accepled.

2. Give the appearance of active listening
it is disconcerting to speakers to have Council Members not look at them when they are speaking, It
is fine o look down at documents or fo make notes, but reading for a long period of time or gazing
afound the room gives the appearance of disinterest, Be awars of facial expressions, especially
those that could be interpreted as *smirking," disbelief, anger or boredom,

3. Askforclarification, but avoid debate and argument with the-public
Only the Mayor, no individual Council Members, can interrupt a speaker during a presantation.
However, a Council Member can ask the Mayor for a point of order if ihe speaker is off the topic or
exhibiting behavior or language the Councit Member finds disturbing.

If speakers become flustered or defensive by Coungil questions, it is the responsibility of the Mayor to
calm and focus the speaker and to malntain the order and-decorum of the meeting. Questions by
Council Members to members of the public testifying should seek to clarify or expand information, it
is never appropriate fo belligerenty chalienge or belittle the speaker. Council members' personal
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opinions or inclinations about upcoming votes should not be revealsd until after the public hearing is
closed,

4. No personal attacks of any kind, under any circumstances
Councit Members should be aware that their body language and tone of voics, as well as the words
they use, can appear fo be intimidating or aggressive.

IN UNOFFICIAL SETTINGS

1. ‘Mike no promises on bekialf of the Cotmncil

Council Members will frequently be asked to explain a Council action or to give their opinion about an issue
as they meet and talk with constifuents in the community. It is appropriate to give 2 brief overview of Town
polioy and to refer to Town staff for further information. It Is inappropriate fo overtly or implicitly promise
Council action, or to promise Town staff will do something specific {fix a pothole: remove 2 library book:

plant new trees, elc.)

2. Make no personal comments about other Council Members
It is accepable to publicly disagree about an issue, but it is unacceptable to make derogatory comments
about other Council Members, their opinions and actions.

3. Remember Camp Verde Is a Small Town

Counclt Members are constantly being obssrved by the community every day that they serve in office. Their
behaviors and comments serve as models for proper deportment in the Town of Camp Verde, Honesty and
respect for the dignity of each individual should be reflected in every word and action taken by Counoll
Mombers, 24 hours a day, seven days a woek. It is a ssrious and continuous responsibiiity.

Other Town Public Officlals
The foregoing guidelines concerning ‘Conduct with the Public® shall be followed not only by Counil

Members but also by other Town Public Officials,
Council-Conduct with Other Public Agencies

Be clear about representing the Town or parsonal interests
If 2 Gouncil Member appears before another govemmental agency or organization to glve a statement on an
issue, the Council Member must clearly state: 1) if his or her statement reflects personal opinion or Is the

official stance of the Town; 2) whether this is the majority or minority opinion of the Gouncil.

Council Members should be clear about which organizations they represent and inform the Mayor and
Caunai! of their involvement in order to assure their independence and impartiality on behalf of the common
good, Public Officlals should not use their official positions to influence govemment decisions in which they
have a substantial financial interest or a relationship that may give the appeararice of a conflict of Interest,
Public Officials should abstain from participating In deliberations and decigion-making where conflicts of
interest may exist as defined under Arizona law. Public Officials should discuss issues of conflict of interest
with the Town Attorney.

Correspondence also should be equally ciear about representation

Town létterhead may be used when the Council Member is representing the Town and the Town's official
position. A capy of official correspondence should be given to the Town Clerk to be filed as part of the
permanent public record,

Town letterhead should not be used for comespondence of Councl Members representing a personal point
of view, and is best not used to express a dissenting point of view from an official Council position. However,
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shouid Councll Members use Town letterhead o express a dissenting point of view, the official Town
position must be stated clearly, so the reader understands the difference betwoon the official Town position
and the viewpoint of the Coundcil Member.

C. Other Town Public Officlals
The foregoing guidelines concerning *Conduct with Other Public Agencies” shall be followsd not only by
Council Members but also by other Town Public Officlals,

158  Council Conduct with Boards and Commissions

The Town has established several Boards and Commissions as ameans of gathering more communtty input.
Citizens who serve on Boards and Commissions bacome more involved in government and serve as advisors fo the
Councll. They are a valuable resource {o the Town's leadership and should be treated with apprectation and respect.

A If attending a Board or Commission meeting, be careful to only express personal opinions
Council Members may attend any Board or Commission meeting, which are always open to any member of
the public. Howaver, they should be sensifive to the way their participation - especially if it is on behalf of an
individual, business or developer — could be viewed as unfalrly affecting the process. Any public-cormiments
by a Council Member at a Board of Commission meefing should be clearly made as individual opinion and
not a representation of the feefings of the entire Town Councll.

B. Limit contact with Board and Commission members to questions of clarification
It is inappropriate for a Counolt member to contact a Board or Commission member fo lobby on behalf of an
indvidual, business, or developér. Itis accsptable for Council Members to contact Board or Commission
members in order to clarify a posiiion taken by the Board of Commission.

C. Remember that Boards and Commissions serve the community, not individual Council Members
The Town Counci! appoints individuals to serve on Boards and Commissions, and it is the responsibllity of
Boards and Commissions to follow policy established by the Council. But Board and Commission members
do not report to individual Council Members, nor should Council Members fee} they have the power or right
to threaten Board and Commission members with remoyal if they disagree about an issue. Appointment and
re-appointment to a Board or Commisgion should be based on such criteria as expertise, ability to work with
staff and the public, and commitment to fulfiling official duties. A Board o Commission appointment should
not be used as a political *reward.”

D. Be respectful of diverse oplnions
A primary role of Boards and Commisslons s to represent many points of view in the community and to
provide the Council with advice based on a fisll spectrum of concerns and perspactives. Councll Members
mayy have a closer working relationship with some individuals serving on Boards and Commissions, but
must be fair and respectful of all ciizens serving on Boards and Commissions,

E. Keep olitical support away from public forums
Board and Commission members may offer politioal support to a Council member, but not in a public forum
while conducting official duties. Converssly, Council Members may support Board and Commission
membere who are running for offics, but not in an official forum in their capaclly as a Town Council Member.

F: Inappropriate behavior can lead to removal
Inappropriate behavior by a Board or Commission member should be noted fo the Mayor, and the Mayor
should counsel the offending member, if inappropriate behavior continues, the Mayor should bring the
sltuafion to the attention of the Council.
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Councll Conduct with the Media

Council Members are frequently contacted-by the media for background and quotes.
A

15.10

A
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The best advice for dealing with the media Is to never go “off the record”
Most members of the media represent the highost levels of joumalistic integrity and ethics, and can be
trusted o keep their word. But one bad expérience can be catastrophic. Words that are not sald cannot be

quoted.

The Mayor is the official spokesperson for the Town.
The Mayor is the designated representative of the Council to present and speak on the official Town
position. If an individual Councif Member is contacted by the media, the Council Member should be clear

about whether their comments repressnt the official Town pasition or a personal viewpoint.

Choose words carefully and cautiously
Comments taken out of context can cause problems. Be especially cautious about humor, sardonic asides,
sarcasm, or word play. It Is never appropriate to use personal slurs or swear words when talking with the

media,

Other Town Public Officials
The foregoing guidelines concsrning *Conduct with the Media® shall be followad not only by Council
Members but also by other Town Public Officials.

Enforcement of the Ethics Poficy

Comiplaints

1. Public Officlals themselves have the primary responsibility fo assure compliance with this Code of
Conduct.

2. The Chairs of commisslons, boards, and committees and the Mayor have the additional
responsibility to intsrvene when actions of the Public Officials appear to be in violation of this Code

of Condugct,

3. if the Mayor or the chair of the applicable board, commission or committes fails to Intervene, two
members of the Councl, board, commission may request the Mayor or the chalr of the applicable
public body to intervene. If the complaint arises out of actions or inactions of the Mayor or the chair,
the matter shall be directed to the vics-mayor or vice-chair. If the Mayor, chair, vice-mayor or vice-
chalr fails {o infervens, then the matter shall be referred fo the Town Attorney,

4. The Town Attorney shall review the complaint and shall simuttaneously notify in writing the Town
official subject to the comptaint of stich review.

5. Within 30 days, the Town Attorney shall submit the resuits-of his or her review to the complainant,
to the official who is the subject of the complaint, and fo the Mayor or chair of the public body on
which the official who Is the subject of the complaint sits. If the matter cannot be resolved within ten
days, the matter shall be referred to the Town Council. The Town Coundl| shall consider the Town
Altomey’s report at a public meeting. If tho Town Council finds an ethical violation by a person
sefving on a commission, board or commitiee, then the Town Council may remove the member
from the Town board, commission, or commitise. In resolving a complaint, the totality of the
circumstances shall be taken into consideration, including the intent of the person accused of the

wrongdoing.




6. In addition, the Town Council may impose sanctions on Public Officlals whose conduct does not
comply with thie Code of Canduct, stich as reprimand, censure, loss of seniority or committes
assignment, or official frave! restriclions.

B. Resolving Complaints against the Mayor and/or other Members of the Town Council,

1. When complaints are levied against the Mayor or members of the Town Council, the Town
Attorney shall have the authority fo dacide either fo () act directly on any complaint filed against
the Mayor and/or other members of the Town Council pursuant to subparagraph A above, or (b}
refer a complaint to an independent reviewing authority such as a city or town attomey from
another jurisdiction or an attornsy from the office of this ‘county atiorney.

15.11 Sanctions

A Pubiie Disruption
iembers of the public who do not follow proper conduct after a warning in a public hearing may be barred
from further testimony at that meeting or removed from the Council Chambers,

B. Inappropriate Staff Behavior
Council Members shouid refer to the Town Manager any Town staff that does not follow proper conduct in
their dealings with Council Members, other Town staff, or the public. Thess employees may be disciplined In
accordance with standard Town procedures for such actions.

C. Council Members Behavior and Conduct
In addition to-sanctions imposed pursuant to paragraph A.6 above, Town Council Members who
intentionally and repeatedly do not follow proper conduct may be reprimanded or formally censured by the
Counct, lose seniority or committee assignments (both within the Town of Camp Verde or with Intar-
government agencles) or have official travel restricted.

1512  Principles of Proper Conduct

Proper conduct {S...

Keeping promises

Being dependable

Building a solid reputation

Participating and bsing available
Demonstrating patience

Showing empathy

Holding onto ethical principles under stress
Listening attenfively

Studying thoroughly

Keeping integrity intact

Overcoming discouragement

Golng above dnd beyond, tirhe 2nd tims again
Modeling a professional manner

90&0"....'.'

Proper conduct IS NOT . . .

o Showing antagonism or hostility
Deliberately lying or misleading
Speaking recklessly
Spreading rumors
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=  Stirring up bed feelings, divisiveness
»  Acfing in a selfrightsous manner

i all comes down fo respect

Respect for one another as individuals . . . respect for the validity of different opinions . . . respect for the
democratic process ... . respect for the cormmunity that we serve.

15.13

Checkdist for Monitoring Conduct

Will my decision/statement/action violate the frust, rights or good will of ofhers?

What are my interior motives and the spirit behind my actions?

If{ have fo justify my conduct in public tomorrow, will I do so with pride or shame?

How would my conduct be evaluated by people whose integrity and character | respect?

Even if my conduct is not illegal or unethical, is it done at someons elss’s painful expense? Wil it
destroy their trust In me’? Will it harm their reputation?

ls my conduct fair? Just? Moraily right?

If | were on the recsiving end of my conduct, would | approve and agree, or would | take offense?
Does my conduct give others reason to frust or distrust me?

Am | willing to take an ethical stand when it is called for? Am | willing to make my ethical beliefs
public in a way that makes it clear what | stand for?

Do | exhibit the sarne conduct in my private Iife as ! do in my public [ife?

Can| take legitimate pride in the way | conduct myself and the example | set?

Do listen and understand the views of others?

Do | question and confront different points of view in a oohstructive manner?

Do | work to resolve differences and coms to mutual agresment?

Do | support others and show respect for their ideag?

Will my conduct causa public embarrassment io someone slse?
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Section 16 Summaty of Good Government Rules for Elected and Appointed Officlais

16.1

182
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Summary and Notice of Statutory Authority. The foliowing I a brief summary of many of the items
addressed In this documsnt, along with the statutory authorily. If you have a question or concemn about any
situation, it is best to speak o your Department Lzison, the Town Clerk, or the Town Manager before taking

action.

The Public’s Property. Public property belongs to the people in general, and shouid not be used fo benefit
specific public officers. Examples of misuse of public property are requiring employess to do tasks for
superiors that are not work-related; using public computsrs or personnel for a personal side business;
claiming false travel expenses; destroying public records; using public vehicles for personal errands; and
using pubilc employees, equipment, supplies, or faclities for political campaigns.
*  Personal use of public resources is #hef (ARS §13-1802)
e Making falss representations to obtain a benefit is punishable fraud (ARS §13-2310)
o Computer fraud ocours when & person exceeds authortzation of uss of any computer (ARS
§13-2316)
»  Destroying, altering, or falsifying a public record is tampering with a public record (ARS §13-
24071§38-421)
e Using public personnel or equipment to influence the outeome of an election Is prohibited
political activify (ARS §500.14.A)
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Publlc Money. Arizona law strictly regulates the recelpt, custody, control, and expenditure of public money
lo proteot taxpayers (ARS §35-196/301). Arizona Constifution, Article X, Section 7, prohibits governmental
bodies from expending public menies to give advantage to special interests or engage in non-public
enlorprises, Use-of public money must always be for a public purpose.

Public Procurements. Laws regulate the expenditure of public money for procurement or any materials,
servioss, consiruction, or property in order fo promote compefition, obtain the best product or service at the
lowest price, and freat vendors equally. Examples of violations of this policy are sharing confidential bid
information with vendors or third parties; purchasing an item outslde of the required process simply because

the product-or prics seems superior; obligating public funds without authorization; contracting for services

without a purchass order (PO) and without quotss; bid-rigging to eliminate competition; and misuss of
change orders to excead budget or authorization. Intentional violations of the State code are class 4
felonies, with lesser penallies for violations of local ordinances. Personal civll liabifity even for inadverient
violations may also attach, Indluding a 20% penalty, Interest, costs, and damages. (ARS §41-2616.A).
Contracts may be canceled and all amounts paid recovered by the public body. (ARS §38-506.A/51 1). State

and federat antifrustiaws apply, regardiess of which procurement code Is being followed, and procurement

personnel risk being implicated in an ant-competiive combination if a vendor seeks direct influence by
wrifing the specifications, seeks removal of 2 competitor from a vendor list, seeks inside information about
compstitors’ bids before a bid award, asks about competitors’ prices, or seeks modification of the contract
after the bid Is awarded. There are freble civil damages and criminal penalfies for violations.

Conflicts of Interests. Public-policy requires that personal inferests not exist as a possible factor
influencing a public officlal In the performance of his duties. Any pesuniary or proprietary interest, direct or
indirect, of public officers or employees (or their relatives), is deemed a “substantial inferest” which friggers
a confliot, unless it falls within ane of the 11 statutory exceptions set out in ARS §36-502.10. A conflict must
be daclared on the public record and by filing a paper signed by the public officer or employes which fully
discloses the substanfial interest (ARS §38-502.3), The filing shall be in a special file established pursuant
to ARS §38-500. If a-conflict is made known, 1t is not enough to simply refrain from voting. The public-officer
or employee may not participate in the disoussion or decision of the matter on which there is a conflict with
other members of the public body before, during, or after the meafing. Thess steps must be faken even if
thers is little or no likelihood that the public servant would participate in the matter, and even if the person is
confident that nefther his nor her objectivity nor the public interest would be harmed by parficipation. The
conflict of interest statutes are mandatory. Criminal penalies apply for knowing violations of the statutes,
and public servants may be subject fo prosecution sven if they were unaware of a conflict when they took
officlal action (ARS §38-510.A.2). In addition to civil and criminal penalties, assessment of damages,
aftorneys fees and costs, removal from offics, and other equitable relief, a contract made on behalf of the
public agency In viofafion of the conflict of interest laws is voidable at the discretion of the agenoy (ARS §38-

506.A/511).

Compensation. Arizona law prohibits all public officers and employees from receiving any money, tangible
thing of value, or financial benefit, whether directly or indirectly, for any service rendered In connection with
their duties (ARS §38-506)(Class 4 felony under ARS §38-444), The acceplance of a gift, even if given in
the best intentions (without attempting to influence the public servant though rarely will gifts be brought by
persons other than those who are dealing with the Townl), can stilf viotate the law. State code section R2-5-
501.C.4 prohibits employees from recelving anything of economic value as a gift, gratulty, favor,
entortainment, or loan, which may even appear to be designed fo influence the employes's official conduct,

Favoritlsm. Federal and state laws are numerous which prohibit discrimination, and the reverse conduct of
favoritiem. Related to this are requests by constituents for assistancs In dealing with other agencies or
branchies of government. Pubifc officials should not use their positions to improperly influence the outcome
of procsedings in which they play no official role, such as mattors in other agencies or branches of
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government. Responses fo requests by constituents should be imited to inquiry about the status of a matter,
and {o help the consfituent understand the procedures that may be involved, and not direcfly or indirectly

interfore,

Public Records. Public records and other matters in the-office-of any officer-at all tmes during office hours
shall be open fo inspection by any person (ARS §38-121). The public records includs records reasonably
necessary or appropriate to maintain an accurate knowledge of the public officer's o public body’s official
activities. "Other matters" means documents which are not required by law to be filed as public records, and
are held by the public officer In his or her official capacity, and in which the pubilc’s interest in disclosure
outweighs the governmental interest in confidentiality, These may include informal communioations such as
notes, memoe, calendars, and-e-mall that Is related to-or could be rslated to some future Town business.
Examples of problems areas are refusing to produce public records; purposefully delaying the releass;
refusing fo release records based on speculation that they may oontain information that does not need to be
produced; refusing lo disclose records because they are *only drafts® o are incomplete; refusing to disclose
becauee of a promise of confidentiaiity when thers is no statutory basis of confidentiality. One example of
confidentiality of Interest Is that during and for 2 years following a publlc servant's position, that person may
not-disclose or uss for personal profit confidential information acquired in the couirse of official duties {ARS
§38-504.B), Portions of personnel files containing a peace officer's home address, home telephone niumber
and personal oefl phone, and photograph if serving or scheduled to serve as an Undercover agent, are

confidential.




Town of Camp Verde

irAgenda Item Submission Form - Section I

|

Meeting Date 01-11-2017

[L] Consent Agenda [ Decision Agenda [ Executive Session Requested
(] Presentation Only ~ [] Action/Presentation  [_] Pre-Session Agenda
Requesting Department: MANAGER

Staff Resource/Contact Person:

Agenda Title (be exact): Update and discussion regarding Business License Survey.

List Attached Documents:

Sample of survey

Estimated Presentation Time:

Estimated Discussion Time:
Reviews Completed by:

(1 Department Head: [ ] Town Attorney Comments: N/A

O Finance Department N/A
Fiscal Impact: None
Budget Code: _ N/A Amount Remaining:

Comments:

Background Information:

Recommended Action (Motion):

Instructions to the Clerk: None



TOWN OF CAMP VERDE
473 South Main Street
Camp Verde, AZ 86322

Business Services Customer Satisfaction
GENERAL INFO
1. | have owned a business previously. Y N

2. | created a business pian prior to applying for a business license. Y N
3. | understand what permits | need from the Town for my business. Y N

Rating Scale: 1 - Disagree 2 - Somewhat Disagree 3 — Neutral 4 —-Agree 5 — Sirongly Agree
OVERALL EXPERIENCE
The Town Staff provided great customer service. 1 2 3 4 5

BUSINESS LICENSE

—

. Staff was professional and helpful. 1 2 3 4 5§

Received business license in a timely manner (7-10 business days). 1 2 3 4 5

N

3. Forms were easy to understand. 12 3 45

4. Http://imww.campverde.az.gov is helpful resource for opening a businessin Town. 1 2 3 4 5

PERMITS
1. Staff was professional and helpful during the permit / inspection process. 1 2 3 4 5
2. Permit and inspection process was easy to understand and reasonable. 1 2 3 4 5

3. Completed permit / inspections in atimelymanner. 1 2 3 4 5

Please Share your Comments:

Contact Info (optional):

This allows Staff the opportunity to address your comments.

Thank You for Doing Business in Camp Verde!
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