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8:30 a.m. Introduction & Review of Purpose and Structure of Workshop

8:40 a.m. Greetings to Planning Group Members

9:10 a.m. Roles & Responsibilities of Community Planning Groups

9:40 a.m. Questions & Answers

10:10 a.m. Break

10:30 a.m. First Breakout Session

11:30 a.m. Second Breakout Session

12:30 p.m. End of Workshop
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Agenda
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Purpose of COW Training
• Review community 

planning group 
operations & procedures

• Meet requirement for 
legal indemnification

• Overview of municipal 
code development 
standards & processes
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Records
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Development Services Department
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Planning Commission
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Planning Group Roles & 
Responsibilities
Council Policy 600-24:
Standard Operating Procedures and 
Responsibilities of Recognized Community 
Planning Groups

Presenter
Presentation Notes
Good Morning, and welcome.  My name is Bernie Turgeon. I am a Senior Planner with the Planning Department.  I have worked as a community planner for much of my planning career at the City.  I will be providing an overview of Council Policy known as 600-24, Standard Operating Procedures and Responsibilities of Recognized Community Planning Groups. 

As has been previously pointed out, your role as a member of a recognized community planning group is important to the functioning of the City and as a community representative in the democratic process.  By serving as an official voice of your respective community, deliberations of government officials can be more considerate of local  values and opinions.  Although there are many community voices and various opportunities to influence official decisions, as a body, the actions of your respective community planning groups receive official recognition in the deliberative process.  In essence, your voice is publicly elevated within this process. 

For this, there is somewhat of a a tradeoff – there are adopted procedures that need to be followed for each of you individually as well as collectively while serving in the capacity of a member of an officially recognized community planning group.   The main purpose of today’s training session is to highlight these procedures and to provide you the resource documents to guide you in your efforts as a community planning group member.

The City’s community planning program has been in place since the 1970’s and these standards have continued to evolve over time.  Having worked with community planning groups for over 20 years at the City of San Diego, I believe that the formality and structure is effective not only in a typical government administrative manner, but more importantly in establishing the credibility of the planning groups.  These rules, if you will, are mainly about transparency and access which typically builds a level of confidence in the deliberative process.  

As I go through the sections of Council Policy 600-24, I would like to Introduce Keely Halsey, Deputy City Attorney.  Keely provides invaluable assistance to planning staff when addressing community planning groups questions and issues.  



Planning Department

Council Policy 600-24

Administrative Guidelines

Community Planning Group Bylaws

Indemnification Ordinance
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CPG Governing Documents

Presenter
Presentation Notes
There are several policies and ordinances that establish the roles, responsibilities and operations of community planning groups. When addressing the operations of your respective community planning group, there is an order concerning which to consult first. 

Community Planning Group bylaws:  are required by the Council Policy and further define a planning group’s operating procedures within the framework of the Council Policy. Planning groups must draft and approve bylaws that conform to the Council Policy which contains a bylaws shell.  Bylaws are approved by a 2/3rds vote and are reviewed for approval by city planning staff and the city attorney’s office.  

Bylaws should always be consulted first as they directly govern the operations of each planning group and may be tailored to meet an individual groups needs. 

Council Policy 600-24 creates the overarching framework for planning group operations and the establishment of a planning group’s bylaws.  The Council Policy also includes content from the Brown Act, the state law governing open meetings. The Council Policy also references Roberts Rules of Order as a guide for standardized parliamentary procedures. 

When you have a chance to review these documents in more detail, note that there is a standard format as well as considerable shared content between the Council Policy, the bylaws shell and the bylaws of your respective group.    

Administrative Guidelines provides more detail to standard operating procedures of CP600-24 and was recently updated last year. 

Indemnification Ordinance provides for legal representation and indemnification of duly elected or appointed planning group members. 
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Background
• Role of community planning groups as advisory 

bodies

• Set standards in exchange for official 
recognition

• Role of Community Planners Committee
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Council Policy 600-24

Presenter
Presentation Notes
The purpose of the Council Policy is to provide a set of uniform standard operating procedures and responsibilities for the City’s planning groups. In exchange for a planning group’s compliance with the Council Policy, it is officially recognized by the City to represent the interests of its community in land use matters and group’s receive indemnification by the City.  The Council Policy applies to both elected and appointed members.

The Council Policy strives to ensure that a broad spectrum of the community interests are openly considered and conveyed to the City. The procedures and responsibilities found in the Council Policy are specifically designed to preserve and promote the integrity and credibility of planning groups in their advisory capacity.  

Planning groups are also considered advisory bodies subject to California’s open meeting law, the Ralph M Brown Act which we will talk about later.

As noted, indemnification entitles planning group members to representation by the city in case of legal action.  In exchange for this, individual planning group members are supposed to take this training session and follow their respective bylaws as well as provisions of Council Policy 600-24. 

CPC is comprised of designated members from each cpg that meets monthly to discuss and make recommendations on matters of citywide significance.  

Our review of the Council Policy will not go in into each Article in depth, so please take time to review the Policy on your own.  Please note any questions that you have, and we will answer them at the end of the presentation. 
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• Name
• Boundaries
• Positions
• Opinions
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Article I: Name

Presenter
Presentation Notes
The first article of the Council Policy, Article I, addresses the official name of the CPG and that all activities of the organization shall be done under this official name.

Boundaries of the community planning area are typically that area covered by the community plan. 

This article also specifies that the CPG’s official positions and opinions shall not be determined by any person or organization other than the community planning group.
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• Advisory recommendation
• Project review
• City staff  assistance
• Nonpartisan/nonsectarian
• Political elections & ballot initiatives
• Timely review and response to projects
• Bylaws amendments
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Article II: Purpose

Presenter
Presentation Notes
The next article, Article II, addresses the purpose of the community planning group and general provision for its operations.  

The primary purpose of CPGs is to make land-use recommendations to the City Council, Planning Commission, City staff, and other decision-making bodies. 

The planning group review projects for conformance with the Community Plan & General plan and other adopted land use plans. The group provides a formal written recommendation to city staff as well as the decision making body.

A Community Planner from the Planning Department is assigned to each community group to provide assistance as needed and attend the planning group meetings on a quarterly basis. Development Services Department Project Managers may also provide assistance to the planning committee.

All planning group activities are to be nonpartisan and nonsectarian, and acts of discrimination are not allowed.  Meeting facilities must be accessible to persons with disabilities.  

The group may take a position on a ballot initiative, but no planning group can endorse a political candidate. A planning group member may individually endorse a candidate but cannot identify affiliation with the planning group. 

The planning group shall respond in a timely manner to requests for planning group input on projects, adoption, implementation, or amendment to General plans, community plans, or other official documents. 

Planning Group’s can amend their Bylaws. Amendments are submitted to the City for review and approval prior to their implementation.  Bylaw amendments which potentially conflict with Council Policy 600-24 cannot be approved by City staff and must be forwarded to the City Council for consideration.  
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• Quantity of members
• Recognized members
• Representative of community / eligibility
• Terms
• Retain eligibility
• Compliance / Violations
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Article III: Organization

Presenter
Presentation Notes
Quantity of Members:  Community Planning groups shall consist of no fewer than 12 members and no more than 20 members unless specifically approved by City Council.

Recognized Members:  Are those members elected by eligible individuals of the community or appointed 

Membership Representative of the Community:  Eligible members must be at least 18 years of age and be affiliated with the community as a 
Property owner
Resident in the planning group boundary. Or
Local business owner
Additionally, some planning group bylaws allow for additional member categories and/or for appointed members.

Membership Terms:  Members are elected to serve 2 to 4 year terms with expiration dates in alternative years to provide continuity.
Members are term limited to 8 or 9 year (depending on term)
Members who have a 1 year or greater break in service will be eligible to stand for election.
Term limited members may be re-elected if there are no new candidates running for a vacant seat; if the over-termed member gets 2/3 vote of eligible members; number of over-term members may not exceed 25% of the membership.

Member Eligibility:  Members must retain their eligibility that qualified them for election during the entire course of their term.

Compliance:  Violations of Council Policy 600-24, the Admin Guidelines, community planning group bylaws, or the Brown Act may risk loss of indemnification or removal from the planning board. 
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• Declaring vacancies
• Filling vacancies
• Unable to fill vacancies
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Article IV: Vacancies

Presenter
Presentation Notes
Article IV describes the process for determining when a vacancy occurs, how to fill vacancies, and what to do if your planning group cannot fill vacancies.

Vacancies:  A planning group will find that a vacancy exists if a resignation in writing is received by the secretary or if a member has 3 consecutive absences or 4 absences within a 12 month period between April and March of each year. Please note that there are no “excused” absences. 

Filling Vacancies:  Vacancies should be filled within 120 days after a vacancy is declared and in accordance with the bylaws. The new member’s term will be the balance of the vacated term.

Unable to Fill Vacancies:  If a CPG is unable to fill the vacancy within 120 days and has more than 12 members, the planning group shall either leave the seat vacant until the next election or amend its bylaws to permit a decreased membership to a minimum of 12 members.

If a vacancy remains for more than 60 days and the CPG has less than 12 members, the CPG shall provide a written report to City Planning  describing the advertising, outreach or other efforts it has made to fill the vacancy.  If after an additional 60 days the planning group has not attained 12 members, the group will be deemed inactive and will remain inactive until the group has attained at least 12 members in good standing.
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• Meeting attendance 
requirement

• Publicizing elections
• Voting

 Secret written ballot
 No proxies
 Multiple voting times
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Article V: Elections

Presenter
Presentation Notes
Article V addresses the planning group election process.

Minimum Attendance:  Elections are held in March of every year or every other year. To be eligible, candidates must attend a minimum of one meeting prior to the February meeting of the full planning group. Some planning groups have differing minimum attendance requirement to be eligible as a candidate. Please consult your bylaws.

Publicizing Elections:  The planning group is expected to make a good faith effort at advertising elections community-wide and soliciting candidates.  

Multiple Voting Times, Locations & Dates:  Some planning groups provide for voting at multiple time and/or on multiple dates. Please refer to your Planning groups bylaws for the details. 

Voting:  Voting to elect planning group members is by secret ballot and election ballots must be retained as outlined in your bylaws. Proxy voting is specifically prohibited. 
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Article VI: Duties
• Cooperatively work 

with City staff 

• Refrain from 
detrimental conduct

• Brown Act provisions
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Presenter
Presentation Notes
Article VI describes the general duties of the CPG, including many responsibilities required by the Brown Act. It is the primary responsibility of the CPG to work cooperatively with City staff throughout the planning process and to conduct meetings as civil, public decision-making processes that are open to all members of the public.  
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Brown Act Influences

• Meeting requirements
• Transparent & open deliberations

Avoid collective concurrence
Avoid serial meetings

• Public right to attend & provide comment
Notice requirements
Agenda descriptions
 Items not on agenda

The City of San Diego

Presenter
Presentation Notes
The Brown Act is intended to ensure that deliberations and actions of local agency legislative bodies are open and public and that there is meaningful public access to their decision making.  

The act requires that meetings be open to the public and conducted in accordance with an agenda available in advance of the meeting.  All substantive discussions about agenda items or possible group positions on agenda items must occur at the noticed planning group meetings.  

Accordingly, communications between planning group members outside of public meetings are duly constrained to prevent deliberations outside of the public eye if you will.  Of importance, many issues arise over email communications between planning group members.  Please avoid email communications that provide opinions on matters that can come before the planning board.  

With that said, as a community representative, you are encouraged to provide individual assessments of issues and most importantly to be a gage of community opinion.  How you do this is up to you, but may include researching issues, including contacts with city officials or staff, canvassing neighbor opinions on issues, archive or internet searches etc.  The main point to remember is to bring this information in fact or in opinions rendered on an issue to the noticed public meetings where the relevant item is on the agenda.  Deliberations with other planning board members outside of public meetings run a-fowl of the Brown Act.  
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Article VI: Duties (continued)

Meeting procedures

• Regular meeting agenda 

posting

• Quorum and public 

attendance

• Public comment

• Adjournments & continuances

• Consent agenda
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Presenter
Presentation Notes
Regular Meeting Agenda Posting:  The agenda shall be posted in a place freely accessible to the general public during the entire 72-hour noticing period and shall include information on how a request for accessible accommodation may be made. If your group has a webpage, the agenda must be posted there as well. 

Quorum and Public Attendance:  As required by the Brown Act, there must be a quorum of members present at a meeting in order to conduct business as a CPG including voting on action items. A quorum is defined as the presence of a majority of the filled seats of the planning group. The business of the group cannot continue if a quorum is lost. 
To encourage public attendance at meetings, no member of the public can be required, as a condition of attendance at any meeting of a planning group, to register or provide any other information or to pay a fee for admittance. Any attendance list or request for information shall clearly state that completion of such information is voluntary.

Public Comment:  All meetings must allow for public comment on issues not on the agenda as well as an opportunity for the public to comment on the individual agenda items.  Time limits may be placed by the chair when managing the meeting agenda.  Non-agenda public comment is not debatable.  

Meetings are adjourned when agenda items are procedurally dispensed with or due to lack of a quorum.  A new agenda must be prepared unless items are continued to a special meeting within 5 days.  

Consent Agenda:  CPG meeting agendas may contain a “Consent Agenda” section containing items that will be quickly dealt with near the beginning of the meeting by a vote of the board provided that a request is made for public comment on any consent agenda item. 
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Meeting Procedures 
• Development project  

review
• Action on agenda items
• Special meetings 
• Emergency meetings
• Right to record
• Disorderly conduct
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Article VI: Duties

Presenter
Presentation Notes
Development Project Review:  Allow participation of affected individuals, business, and organizations within the vicinity of the proposed project. 
Inform the project applicant each time the group will discuss the project and provide the applicant with an opportunity to present the project. 
Planning groups may not require applicants to submit additional information and materials beyond those required as part of the City’s project review. 

Action on Agenda Items:  Under the Council Policy and the Brown Act, an item not noticed on the agenda may be added if either 2/3 of the entire elected membership, or every member if less than 2/3 are present, determine by a vote that there is a need to take an immediate action. 
Additionally, Planning groups shall not use secret, proxy, or absentee voting such as by phone or e-mail. 
Minutes should reflect the prevailing opinion and dissenting opinions on action item votes.

Collective Concurrence:  Collective Concurrence is where members of the planning group discuss a project outside of the public meeting, either through private meetings, telephone calls or e-mails to individual members or the complete committee. These actions are not allowed. All discussion on the planning groups agenda item must happen at publically noticed meetings. 

Special Meetings: Though it is rare, the planning group may hold Special Meetings if called by the Chair or a majority of planning group members. Please refer to Council Policy 600-24 and the Brown Act for the detailed agenda and noticing steps necessary to have a Special Meeting.

Emergency Meetings:  The Brown Act describes emergency meetings that can be held for matters related to public health and safety. However, these matters are outside of the purview of a planning group and are prohibited under the Council Policy.

Right to Record: Any person attending a planning group meeting must be allowed to record or photograph the proceedings so long as doing so does not disrupt the meeting. 

Disorderly Conduct: In the event that any planning group meeting is willfully interrupted by a person or group making the orderly conduct of the meeting infeasible, the planning group may 
Remove the individual or individuals. 
If unsuccessful, the chairperson may order the meeting room cleared and continue in session on scheduled agenda items without an audience. Representatives of the media may stay. 
The planning group may readmit individuals who were not responsible for the disruption.
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Subcommittees
• Standing Subcommittees
• Ad Hoc Subcommittees
• Subcommittee composition
• Recommendations

Meeting Documents & Records
• Agenda by mail
• Agenda at meeting
• Minutes
• Records Retention

Abstentions and Recusals
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Article VI: Duties

Presenter
Presentation Notes
Subcommittees: Recognized community planning groups are encouraged to establish standing and ad hoc subcommittees when their operation contributes to more effective discussions at regular planning group meetings.

Standing Subcommittees: Standing subcommittees are on-going subcommittees tasked with reviewing specific issue areas, such as development review. All standing subcommittees are subject to the Brown Act’s public noticing and meeting requirements.

Ad Hoc Subcommittees:  Ad hoc subcommittees are established for a defined task or period of time to work on a specific issue and are disbanded at the conclusion of the project. Ad Hoc committees are not subject to the Brown Act when made up entirely of members of the planning group that constitute less than a quorum of members. All ad hoc subcommittee meetings must be noticed on a regular meeting agenda, by electronic notice, or by announcement at a regular planning group meeting. All meetings must be open and accessible to the public.

Subcommittee Composition: Subcommittees shall contain a majority of members who are members of the planning group. Non planning group members may be included in a subcommittee. 

Recommendations:  All subcommittee recommendations must be brought forth to the full planning group for formal vote at a noticed public meeting. Subcommittee recommendations can be placed on a Consent Agenda, but cannot be forwarded directly to the City as the formal recommendation of the planning group.

Meeting Documents and Records: 
The public or CPG members may request distribution of the agenda and materials in hard copy form by mail. The Planning group may charge a cost-recovery fee for the service.
 
Any meeting materials distributed at the meeting may be requested for public inspection, and should be provided without delay. A cost-recovery fee may be charged for the cost of reproducing requested materials.

Meeting minutes must be prepared for all meeting and be available for inspection by the public. 
Minutes should include motion/seconder, recusals and notation of yes, no, and abstaining votes. 
Minutes should reflect the prevailing opinion and dissenting opinions on action item
Minutes should reflect project applicant name and if not present at the meeting include the dates and manner in which the applicant was notified of the meeting.
Minutes should be submitted to the City for posting within 14 days after approval by the planning committee. 
Meetings may be recorded by audio or video. These recordings are subject to the Brown Act and may be requested by the public. A cost-recovery fee may be charged for the cost of reproduction.

Records Retention:  Planning group records must be retained for public review. City planning will post and keep archives of the agenda and minutes provided by the planning group. 

Abstentions and Recusals:  We will talk about abstentions and recusals in the next slide.
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Recusal vs. Abstention
Recusal

Direct Economic Interest in the 
project

Member must state that 
they are recusing

Member must not 
participate in discussions as 
a planning group member

Recused member does not 
count towards quorum

Recused member may not 
vote (not calculated in 

majority vote)

Abstention
State up-front 

(Preferred) 

Knowing you will 
not be voting on the 

action item

Counts as a quorum

Vote counted as 
abstention (not 

calculated in 
majority vote)

Not known up-
front 

Declare abstention 
at the end of the 

discussion

Counts as a quorum

Vote counted as 
abstention (not 

calculated in majority 
vote)
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Presenter
Presentation Notes
Recusal:
Members must recuse if they or their immediate family has a known direct financial interest in the outcome.  This is different than a broader community interest affecting other members.  
Members must state the reason for the recusal
The recused member does not count towards the quorum
Recused members do not participate in the discussion and it is customary that the member leaves the planning member seating area.

Abstentions: Members may declare their intent to abstain from the vote at the onset of the discussion or after the presentation. 
State up front: You may abstain prior to the presentation if you have a possibility of conflict of interest that could be construed as posing an advantage or  bias. 

Abstention at the conclusion of the presentation – 
You do not feel you have been given enough information over the course of project discussions. 

Abstentions should not be used to avoid from voting or taking a position.  There is an obligation to participate in voting.  
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• Community outreach

• Planning group documents  

Roster
Annual Report

• Financial contributions
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Article VI Duties 

Presenter
Presentation Notes
The Planning Group is the City recognized representatives of the community, and should conduct public outreach to seek opinion, viewpoints, and community interests.

The planning group shall provide and maintain public and confidential rosters and provide copies to the City. Additionally, the group shall provide a written Annual Report summarizing the group’s accomplishments and anticipated objectives of the coming year. 

Planning groups may also develop a policy for financial contributions from the public.
No membership dues can be charged
No fee may be charged to attend a meeting
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• Chairperson

• Vice Chairperson

• Secretary

• Other officers
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Article VII Officers

Presenter
Presentation Notes
CPG Officers are typically elected in April after the March elections and consist of a Chair, Vice-Chair, and Secretary.  However, planning groups bylaws may specify other officers as the planning group find necessary for it operations. 

The Chair is the principal officer of the Planning Group and sets the agenda and presides over meetings.  The Chairperson is also the primary point of contact between the group and the City.  

The Vice-Chair performs the duties and responsibilities of the Chairperson in their absence.

The Secretary is responsible for the group’s roll call, recording minutes, maintain attendance records.  

In addition, some groups may have additional officers that perform some of the administrative duties.  These would be specified in the bylaws.  
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Operating procedures

• Community participation

• Planning group 
composition 

• Conduct of meetings

• Member and group 
responsibilities 

• Elections
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Article VIII: Policies & Procedures

Presenter
Presentation Notes
Article 8 allows for a community planning group to include procedures tailored to specific aspects of their operations.  This also allows for more detail than the standard bylaws shell.  Topics may be addressed briefly in other parts of their bylaws,  but in more detail here.  Some of the typical categories are described on the slide.  

When developing content for Article VIII, consider whether the group will be able to consistently administer any procedures added.  The level of detail should address known or foreseeable problems.  Remember, it is more important to be bylaws compliant than to have additional content.  




Planning Department

Indemnification & representation
• Indemnification Ordinance 

(2009)
• Defense and Indemnity for 

Community Planning Groups & 
members

• Must meet all required 
circumstances

Page 24

Article IX: Rights & Liabilities

Presenter
Presentation Notes
Article IX:  Addresses the rights and liabilities of recognized community planning groups.

Indemnification & Representation:  Planning groups are afforded protections for activities conducted under the scope of their responsibility and in compliance with Council Policy 600-24 and the Brown Act. A copy of the indemnification ordinance is provided beginning on page C-85 of the COW Handbook. 

The City will provide for the defense and indemnity of the individual member, the group, former members, or their duly appointed persons against any claim or action provided that the act or omission fall within the circumstances outlined in the ordinance.  Please refer to the workbook and familiarize yourself with the ordinance. 
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Brown Act remedies & penalties

• Bylaws
• Civil penalties
• City Attorney assistance

CP 600-24 Violations  & remedies

• Members violations
• Group violations

2014 COW 25

Article IX: Rights & Liabilities (cont.)

Presenter
Presentation Notes
Brown Act Remedies & Penalties:  By adopting and following bylaws that comply with Council Policy, planning groups will be considered to be in substantial conformance with the Brown Act. The Brown Act and the Council Policy do provide remedies and possible penalties for violations of Brown Act requirements. 

Council Policy 600-24 Violations and Remedies:  Alleged violations of the Council Policy by an individual member of a planning group will be investigated by the group, following specific procedures included in the group’s bylaws.  The planning group is encouraged to seek remedies that allow the member to remain on the group.  If that’s not possible however, there is a provision that the member may be removed by a 2/3 vote of the group. 

Alleged violations by multiple members or the planning group as a whole should be referred to City staff for review and investigation. The City will attempt to resolve the issue or dispute with the planning group.  If the violation is proven and the planning group does not take corrective action, it may forfeit its rights as a City Council-recognized planning group. 

In these cases, the City will engage in dialogue with the group and work to seek resolution and move the planning group back to it’s function of representing the interests of it’s respective community.  
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Resource Links
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• Community Planning Group Web Page
www.sandiego.gov/planning/community/cpg/

• Community Planning Group Email
SDPlanningGroups@sandiego.gov

• Brown Act Resources
California Attorney General
http://oag.ca.gov/open-meetings
League of Cities
http://www.cacities.org/Resources/Open-
Government
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Questions & Answers
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Nancy 
Bragado

General Plan and Climate Action Plan

Kerry 
Santoro & 
Morris Dye

Development Review Process, 
Discretionary Permits, CEQA & Open 
DSD 

Tim 
Anderson 
& Leslie 
Sennett

Code Enforcement
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Breakout Sessions

Presenter
Presentation Notes






	Planning Department
	Agenda
	Purpose of COW Training
	Slide Number 4
	Development Services Department
	Planning Commission
	Planning Group Roles & Responsibilities
	CPG Governing Documents
	Council Policy 600-24
	Article I: Name
	Article II: Purpose
	Article III: Organization
	Article IV: Vacancies
	Article V: Elections
	Article VI: Duties
	Brown Act Influences
	Article VI: Duties (continued)
	Article VI: Duties
	Article VI: Duties
	Recusal vs. Abstention
	Article VI Duties 
	Article VII Officers
	Article VIII: Policies & Procedures
	Article IX: Rights & Liabilities
	Article IX: Rights & Liabilities (cont.)
	Resource Links
	Questions & Answers
	Breakout Sessions

