
 
 

Item No. 2 
Town of Atherton 

 

 
 
CITY COUNCIL STAFF REPORT – STUDY SESSION 
 
TO:   HONORABLE MAYOR AND CITY COUNCIL 
   
FROM:  GEORGE RODERICKS, CITY MANAGER 
   
DATE:  APRIL 4, 2018 
  
SUBJECT:  REVIEW AND DISCUSS COMMISSION/COMMITTEE 

RESOLUTION AND FEEDBACK MECHANISM AND PROVIDE 
STAFF WITH DIRECTION REGARDING ANY PROPOSED 
CHANGES OR PROCESS 

  
RECOMMENDATION 
 
Review and discuss the Commission/Committee Resolution and Feedback Mechanism and 
provide staff with direction regarding any proposed changes or process.  
 
BACKGROUND 
 
At the February 21 City Council Meeting, the Council requested an opportunity to have a 
discussion of the Commission/Committee Resolution and discuss ways to more proactively engage 
committees in the Town’s public engagement and feedback processes.  
 
Staff advised that perhaps there was a way to incorporate a feedback mechanism into all staff 
reports such that it would be noted in the Report whether a committee or the Commission has 
reviewed a particular issue; and/or if the Council wished to refer the item to a particular committee 
or the Commission a mechanism was included to do so.  
 
ANALYSIS 
 
Attached is the most recent Commission/Committee Resolution. The Resolution includes the 
charter of each of the Town’s Committee’s. The Resolution does not specifically address the 
Planning Commission as the duties of the Commission are covered by ordinance.  
 
The Resolution addresses major issues, which include, but are not limited to: 
 

• Agenda Preparation Processes 
• Committee Action for recommendations before the City Council 
• Advocacy 
• Educational Materials 
• Meetings & Minutes 
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• Technology 
• Appointment 
• Funding 
• Specific Duties and Charter 

 
All of the committees have particular areas of focus. With the exception of the Transportation 
Committee, all have specific topics upon which they provide recommendations to the Council 
within their focus area. The Transportation Committee charter is solely to “…make 
recommendations to the City Council upon request in all matters pertaining to transportation within 
the Town…” For all committees, the “upon request” review is strictly interpreted.  
 
However, issues may be added to a committee agenda so long as it is within the committee’s 
purview in one of four ways: 
 

1) Council: A majority vote of the Council may direct staff to add an item to a Committee 
agenda. 

2) City Manager: The City Manager may receive requests for agenda items from the public, 
staff, a committee member or Council Member. The City Manager will review the request 
with the Committee Chair (usually done via the staff liaison). The City Manager shall have 
the sole discretion to refer the request to the City Council at the next available meeting or 
schedule the item for the Committee agenda.  

3) Staff/Committees: There may be a need for routine agenda items which may arise out of 
committee meeting discussions; and are requested and agreed on by a majority of the 
Committee; or items created from staff follow up of previous Committee and/or staff 
meetings. These items may be added to the agenda following an agenda preparation 
meeting between the Committee Chair, Council Member liaison and staff liaison.  

4) Colleague’s Memo: If at least two committee members prepare a colleagues’ memo, the 
staff liaison shall place the item on the Committee’s agenda under a Future Agenda Items 
Section. A colleague’s memo is a written request, no more than two pages in length, 
presenting an item to be added to the following Agenda. The item shall be added to the next 
Agenda or a specific designated Agenda by a majority vote of the Committee.  

 
It is important to note that none of the committees have the authority to independently expend staff 
time or resources unless specifically authorized by the City Council either by specific task or 
charter. This includes staff time or resources to create staff reports, analyze specific topics or 
issues, prepare public materials, and/or direct consultants to complete specific study or analysis. 
Staff provides support to committees to prepare agendas, minutes, serve as conduits for 
information and, when authorized by the City Council, prepare reports, analysis, and presentations 
to the committees for potential recommendations to the City Council. All committees have an 
assigned staff and Council liaison.  
 
Of the four methods for placing items on a committee agenda, the most straight forward is #1 – 
direction by the City Council. For this method, the Council would simply direct that an issue be 
reviewed by a particular committee and staff would provide any reports and/or analysis needed for 
the committee to prepare its recommendation to the City Council. If additional resources such as 
consultant study or analysis is required that would result in an expenditure of resources beyond 
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basic staff time, this would come to the City Council first before proceeding as the committee does 
not have the authority to approve the expenditure.  
 
Method #2 is also fairly straight forward and is an oft use method for putting things on a committee 
agenda in advance of their review by the City Council. However, the City Manager retains the sole 
discretion to refer the issue to the City Council first or place it on the committee agenda. In making 
this decision, the City Manager will often decide if the issue will require extended resources and/or 
requires policy framing of the issue prior to committee review. If so, the City Manager will place 
the issue before the City Council first before moving it to a committee. The Council may, at that 
time, choose to refer the issue to a committee or retain the issue for their review.  
 
Method #3 is used routinely in Agenda preparation meetings with the Chair of a particular 
committee but usually involves issues that have already been reviewed by the committee and/or 
issues that are standard review fare for the committee.  
 
Method #4 is rarely used at the committee level and would likely significantly elongate the review 
of any issue.  
 
Feedback Mechanism 
 
The Council asked for a potential mechanism to assist the Council with reviewing issues and 
referring them to a particular committee. Staff suggests the following be added to every agenda 
item that comes before the Council: 
 
Committee/Commission Review and/or Referral Options 
 
Refer To (enter date if Committee/Commission has already reviewed issue): 
 
____ Audit/Finance Committee (meets every other month) 
____ Bicycle/Pedestrian Committee (meets as needed) 
____ Civic Center Advisory Committee (meets as needed) 
____ Environmental Programs Committee (meets every other month) 
____ Park and Recreation Committee (meets each month) 
____ Planning Commission (meets each month) 
____ Rail Committee (meets every other month) 
____ Transportation Committee (meets every other month) 
____ Tree Committee (meets each month) 
 
If an issue has already been reviewed by a committee, staff would provide a date of review. The 
Council would review the list as they review the issue and the list would serve as a reminder to 
consider referral to a committee if so desired by the Council. Staff could also suggest review, 
where appropriate.  
 
It would be appropriate for the City Council to review the attached Commission/Committee 
Resolution, provide feedback for potential revision to the Resolution; and provide direction and 
feedback on the potential feedback mechanism for Agenda items.   
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POLICY FOCUS 
 
Commissions and Committees are a vital part of the Town’s public engagement and review 
process. These groups have the ability to gather public input on an issue and provide feedback and 
recommendations to the City Council for consideration.  
 
When providing a framework for the operation of committees, the City Council should consider 
the role of each committee, the amount of oversight needed, cost effectiveness, efficiency in 
decision-making, and the desire of the City Council for direct policy involvement on particular 
issues. 
 
FISCAL IMPACT 
 
None at this time.  
 
PUBLIC NOTICE 
 
Public notification was achieved by posting the agenda, with this agenda item being listed, at least 
72 hours prior to the meeting in print and electronically. Information about the project is also 
disseminated via the Town’s electronic News Flash and Atherton Online. There are approximately 
1,200 subscribers to the Town’s electronic News Flash publications. Subscribers include residents 
as well as stakeholders – to include, but be not limited to, media outlets, school districts, Menlo 
Park Fire District, service provides (water, power, and sewer), and regional elected officials. 
 
ATTACHMENT 
 
Commission/Committee Resolution  
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