
RESOLUTION NO. 2025-27 
 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY 
OF LOS ALAMITOS, CALIFORNIA, ADOPTING THE 
BOARDS, COMMISSIONS, AND COMMITTEES POLICY 
HANDBOOK 

 
WHEREAS, the City Council of the City of Los Alamitos strives to provide 

consistent policies for its appointed boards, commissions and committees; and, 
 
WHEREAS, Title 2 of the Los Alamitos Municipal Code governs the 

composition and conduct of the City’s boards, commissions, and committees; and, 
 
WHEREAS, the Policy Handbook will be complementary to the Los 

Alamitos Municipal Code and provide an easy-to-understand format for the City’s 
appointed bodies; and, 

 
WHEREAS, the proposed Policy Handbook will provide a quick reference 

for all appointed bodies to help ensure they carry out their duties in a fair and 
consistent manner; and,  

 
WHEREAS, this Policy Handbook was first adopted on April 18, 2016, by 

Resolution No. 2016-11. 
 

NOW, THEREFORE THE CITY COUNCIL OF THE CITY OF LOS ALAMITOS 
DOES RESOLVE AS FOLLOWS: 
 

SECTION 1.  The foregoing recitals are true and correct. 
 
SECTION 2. The City Council hereby adopts and approves the City of Los 

Alamitos Boards, Commissions, and Committees Handbook, which is attached 
hereto as Exhibit “A.” 

 
SECTION 3. The City Council hereby rescinds Resolution No. 2016-11 in 

its entirety.  
 
SECTION 4. The City Clerk shall certify as to the adoption of this 

Resolution. 
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PASSED, APPROVED, AND ADOPTED this 15th day of September, 2025. 
 

 

________________________________ 
               Shelley Hasselbrink, Mayor  

 
 
ATTEST: 
 
 
 
______________________________ 
Windmera Quintanar, MMC, City Clerk 
 
 
APPROVED AS TO FORM: 
 
 
 
_______________________________ 
Michael S. Daudt, City Attorney 
 
 
STATE OF CALIFORNIA ) 
COUNTY OF ORANGE )  ss 
CITY OF LOS ALAMITOS ) 
 
 
I, Windmera Quintanar, MMC, City Clerk of the City of Los Alamitos, do hereby 
certify that the foregoing Resolution was adopted at a regular meeting of the City 
Council held on the 15th day of September, 2025, by the following vote, to wit: 

 
AYES:  COUNCILMEMBERS:  Doby, Nefulda, Hasselbrink, Hibard, Loe  
NOES: COUNCILMEMBERS:  None 
ABSENT: COUNCILMEMBERS:  None 
ABSTAIN: COUNCILMEMBERS:  None 
 
 
            
      Windmera Quintanar, MMC, City Clerk 
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 CITY OF LOS ALAMITOS  
 
 

VISION STATEMENT 
To ensure Los Alamitos small town ambiance, high quality of 
life, and economic vitality are maintained and strengthened 

 
 

 
 

CITY FACTS 
Los Alamitos was incorporated March 1, 1960. 

 
Los Alamitos’ size is 4.3 square miles 

 
 

 
 

This manual has been prepared to assist Commissioners and members of 
Committees and Boards in the performance of their duties. Included are 

standards adopted by City Council that delineate the administrative procedures 
and the rules and regulations that relate to the Boards, Commissions, and 

Committees. 
 

This manual is intended to give Commissioners an orientation of their 
Commission. It includes an overview of the Commission's role and 

responsibilities and the structure and procedures of 
Los Alamitos’ Municipal Government. 

 
Los Alamitos Commissioners are vital to the City's organization and its efforts 

to meet the needs and interests of the Community. This manual will assist 
Commissioners as a member of the team. The City Council and Staff are 

most appreciative of Commissioner’s time and efforts. 
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 GENERAL INFORMATION  
 
History of Los Alamitos 
On March 1, 1960, the township of Los Alamitos became a chartered city. The 4.05 
square mile city of Little Cottonwoods was affectionately described as A Jewel of a City. 
The City’s seal, designed by longtime resident William A. Daniels, captures the ancestry 
of the region. The official flower, the Daisy, reflects the importance of our City’s youth 
since it was nominated by a young boy because it was his mother’s favorite flower. Still 
embracing its small- t o w n  ambience, the City offers excellent recreational and park 
facilities, a stellar police department, and a commitment to maintain the City.  With a 
population estimated at just over 11,600, its outstanding schools, friendly neighborhoods, 
and strategic location as the crossroads of two major freeways, Los Alamitos keeps its 
roots in history and its future vested in those who cherish this special community. 

 
Charter City 
The City of Los Alamitos is a charter city operating under a Council-Manager form of 
government. The City Charter is ordained and established as the organic law of the City 
under the Constitution of the State of California. 
 
In the Council-Manager form of City government, the City Council appoints a City Manager 
to serve as a full-time executive to carry out the established policies. The City Council 
appoints all legal counsel to provide City Attorney services.  All department directors are 
appointed by, and report to, the City Manager. 

 
City Council 
A five-member City Council is elected by district to perform the legislative and policy- 
making functions of local government. Terms are staggered to allow for overlap; 
alternatively, and successively, three members’ terms are filled at one general municipal 
election and two members’ terms at the next such election. Council Members’ terms of 
office are for four years and members are limited to serving a total of 12 consecutive years 
or three terms. Annually, the Council Members select a Mayor and Mayor Pro Tempore. 
The Los Alamitos City Council conducts regularly scheduled meetings once monthly, on 
the third Monday, beginning at 6:00 p.m., in the City Council Chamber, located at 3191 
Katella Avenue. 
 
All Council meetings are public meetings. Agendas and general information relative to the 
meetings are available from the City Clerk’s Office. They can also be viewed on the City’s 
website at www.cityoflosalamitos.org. 
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    LOS ALAMITOS ORGANIZATIONAL STRUCTURE  
The City of Los Alamitos consists of four departments: Administrative Services, 
Development Services, Police, and Recreation and Community Services. 

 
City Manager/Administrative Services Department 
The City Manager oversees this department, which is dedicated to developing policy and 
legislative actions that provide a safe and healthy environment to promote the highest 
quality of life for residents and visitors.  The department is also dedicated to providing 
leadership for the effective and efficient delivery of municipal services. This department is 
responsible for the general management of all City operations in the areas of 
Administration, City Attorney, Finance, Human Resources, Claims, Legislative Matters, 
and the City Clerk’s Office. 

 
Development Services Department 
This department is dedicated to enhancing the appearance of the City through its 
neighborhood and business environment and to improving the economic well-being of its 
community and residents. It consists of Planning, Building and Safety Inspection, 
Neighborhood Preservation Services, Public Works, Economic Development, and 
Engineering. This department is also responsible for fleet services, Internal Technology 
(IT), and risk management.  
 
Police Department 
This department is responsible for protecting the lives and property of Los Alamitos 
residents and for enforcing established laws and City Ordinances. It is dedicated to 
providing the highest degree of professional police services in partnership with the 
community to make Los Alamitos a better place to live, visit, and conduct business. The 
department also provides special programs such as the Community Emergency 
Response Team and Emergency Preparedness. 
 
Recreation and Community Services Department 
This department is responsible for recreation and community services programs and 
community-wide special events designed to benefit residents of all ages and interests. 
Through its aquatics, day camp, park programs, sports, special classes, and senior 
programs, the department creates community and improves the quality of life. 

 
Other City Services 
The Orange County Fire Authority provides fire services. Waste disposal, electrical 
services, sewer services, gas services, water services, and cable communication services 
are provided to residents as established through franchise agreements. The City of Long 
Beach contracts for animal control services, and the County of Orange provides library 
services to the community. The City also contracts for City Attorney services. 
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 BOARDS, COMMISSIONS, AND COMMITTEES  
The City’s Charter allows the City Council to create by ordinance Boards or Commissions 
and may grant to them powers and duties consistent with the provisions of the City’s 
Charter. California Government Code 54950, often referred to as the Ralph M. Brown 
Act, establishes guidelines for open and public meetings of legislative bodies. It defines 
“legislative body” broadly to include just about every type of decision-making body of a 
local agency. 

 
Board, Commission, and Committee members are advisory bodies. They are appointed 
by and serve at the pleasure of the City Council in an advisory capacity to provide citizen 
input and recommendations. They advise and make recommendations to the City 
Council, but the City Council has the final responsibility for all policy decisions. The 
Planning Commission also serves as a decision-making body, per State law. 

 
An appointment to a Board, Commission, or Committee is an honor and a responsibility 
and increases citizen participation in government affairs. As advisors, each member is 
expected to attend meetings regularly, understand the duties and role, and work to 
contribute to the betterment of the community. City staff provides technical and 
administrative assistance to the City Council and appointed advisory groups. 

 
Composition 
The Boards, Commissions and Committees are composed of the following number of 
members. Members are appointed by the City Council as terms expire and/or as 
vacancies occur. 

 
• Parks, Recreation & Cultural Arts Commission (5 members) 
• Personnel Appeals Commission (5 members) 
• Planning Commission (5 members) 
• Traffic Commission (5 members) 

 
Regular Scheduled Meetings 
The Commissions conduct regular scheduled meetings once a month, beginning at 
6:00 p.m., in the Council Chamber, located at 3191 Katella Avenue.   
 
The following are the regularly scheduled meetings per Commission: 
 

• Parks, Recreation, & Cultural Arts Commission – first Wednesday of even months 
• Traffic Commission – second Wednesday of the month 
• Planning Commission – fourth Wednesday of the month 
• Personnel Appeals Commission – as needed 
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 RECRUITMENT AND APPOINTMENT PROCESS  
Only registered voters, residing  in the City of Los Alamitos are eligible for appointments. 
All Board, Commission, and Committee members are appointed by, and serve at the 
pleasure of, the City Council. The City Clerk’s Office oversees the appointment process 
and maintains a roster of all appointees. 

 
Applications 
Those wishing to apply for appointment to a Board, Commission or Committee may do so 
by filling out an application form available from the office of the City Clerk.  Every effort is 
made by the Council to give representation on a Board, Commission or Committee from 
a diverse cross-section of the City’s citizens. A resident may apply concurrently for 
appointment to more than one Board, Commission or Committee, but may be appointed 
to only one of these advisory bodies at a time. 
The process of filling vacancies is as follows: 

 
1. An Availability Notice, detailing the Commission/Board’s purpose, meeting 

location/time and current vacancy is prepared. The Notice specifies a thirty 
(30) day filing period in which applications are accepted. The Notice is 
posted at City Hall and the City’s website, and information is distributed on 
the City’s social media outlets.  

 
2. Only new applications will be considered for current vacancies. Residents 

who are not current appointees and are interested in serving on a 
Commission/Board are invited to complete and submit a new application 
during the thirty (30) day filing period. Each Commission application will be 
specific to that Commission. 
 

3. Once the application deadline is met, a date will be scheduled for City 
Council to interview all applicants for the vacancy under consideration. 
Thereafter, the appointment will be made by the City Council. 

 
Terms 
All members shall be appointed for a term of three years, with the exception of members 
of the Personnel Appeals Commission, who serve four years. 

 
Oath of Office 
Newly appointed member of a Board, Commission or Committee is required to take the 
Oath of Office as administered by the City Clerk or designee. Upon completion of the 
Oath, the member is authorized to attend meetings and vote. 

 
Statements of Economic Interests – Form 700 
All members of established City Boards, Commissions and Committees are required 
under State Law to file a Statement of Economic Interest 700 Form, with the City Clerk, 
upon assuming office. Annual statements must be filed each year thereafter as long as 
you hold office. A Leaving Office form must be completed upon leaving office. 
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Compensation 
Charter: The members of Boards and Commissions shall serve without compensation for 
their services but may receive reimbursement for necessary traveling and other expenses 
incurred on official duty when the City Council authorizes such expenditures. 
 
LAMC Chapter 2.30.080: All members of the Parks, Recreation and Cultural Arts 
Commission, Planning Commission, Personnel Appeals, and Traffic Commission of the 
City shall be provided a ten thousand dollar ($10,000.00) group life insurance policy while 
appointed to the Commission or Board, with the premium of the policy to be paid by the 
City during such time. Upon expiration of their term or removal from office, such members 
shall not be entitled to any further compensation, including such policy. 

 
 ATTENDANCE AND REMOVAL 
Council appointments made to a Board, Commission or Committee are held in high regard 
and an appointed advisory member is expected to attend and participate in all of the 
meetings held by the advisory group. 

 
Absence from two consecutive meetings or from one-third (1/3) of the total of the regularly 
scheduled meetings during any calendar year shall be deemed to constitute the 
resignation of such member and the position shall automatically become vacant. The 
Chair or Vice-Chair of the Commission shall thereupon promptly notify the City Clerk. The 
City Clerk will notify the City Council and the former Commissioner of the fact of the 
vacancy. 

 
Members of the Commission shall serve at the will and pleasure of the City Council. 
Therefore, they may, at any time, be removed from office, with or without cause, by a 
majority vote of the City Council whenever, in its discretion, the best interests of the City 
shall be served thereby. 
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RELATIONS OF THE BOARDS, COMMISSIONS, AND 
 COMMITTEES  
 
Relationships with the City Council 
When a member of an advisory body addresses the City Council at a public meeting, it 
shall be made clear whether the member is speaking on behalf of the advisory body or as 
an individual citizen. 
 
Business transacted with the City Council should be in writing from the Board, 
Commission, or Committee, and represent decisions made by a majority of the advisory 
group. The written communication, addressed to the City Council, should be channeled 
through the Chair of the advisory group and submitted to the City Manager’s office. 

 
A Board, Commission or Committee should not represent proposals to the City Council 
through community organizations. The method of advancing proposals carries the political 
influence of the organization as well as the proposal, which puts the Council in a difficult 
position to consider the proposal on its merits alone. 
 
Undue Influence on Commissions/Boards  
Council Members shall not attempt to coerce or influence Commissioners/Board Members 
in making appointments, awarding contracts, selecting consultants, processing 
development applications, or granting City licenses or permits. The City Council shall not 
attempt to change or interfere with the operating policies and practices of any City 
department.  

 
Relationships with City Staff 
The City’s administrative staff works for and is responsible to the City Manager. The City 
Manager or designee may assign Staff to act in a technical advisory capacity and provide 
supportive assistance to a Board, Committee or Commission. 
 
The Commission shall have the authority to utilize the services of the City Staff and such 
professional and other personnel as may be employed by the City from time to time as 
long as services rendered are within the City’s adopted budget. Members shall not ask 
Staff to commit Staff resources for work that has not been budgeted or has not been 
approved by the City Council. 
 
The Commission shall make all requests for discussion items publicly at a Commission 
meeting and require the support of the majority of the members present to have the item 
researched by Staff and added to the agenda. Staff will prioritize requests and bring items 
forward to the Commission in a timely manner. 
 
Complaints Regarding Performance of Staff  
Any concerns by a Commissioner/Board Member over the behavior or work of a City 
employee should be directed to the City Manager privately to ensure the concern is 
resolved and investigated completely and equitably. Commissioner/Board Members shall 
not reprimand employees directly, nor shall they communicate their concerns to anyone 
other than the City Manager. Commissioner/Board Members shall refrain from berating, 
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chastising, or speaking negatively about Staff to or in front of members of the public.  
 

Relationships with Other Board, Commission or Committee Members 
In order to build a consensus around common goals and objectives, each Board, 
Commission and Committee must create a degree of cooperation among members. An 
important way to develop this cooperation is for each member to ensure that meetings 
proceed in an orderly manner. The Chairperson is primarily responsible for seeing that 
consideration of agenda items moves along expeditiously with reasonable time allocated 
to each item. It is important that all members familiarize themselves with the basic rules 
of parliamentary procedure and by adequately preparing for presentations made to the 
Board, Commission or Committee, and thoroughly reviewing all materials provided to 
them before the meeting. 

 
All Boards, Commission and Committees should be aware that members come from 
different backgrounds and represent different perspectives. Members contribute in their 
own way and are an important part of the decision-making process. 

 
Bearing this in mind, the following concepts may serve as guidelines to develop 
cooperation: 

 
• Always respect other individuals’ viewpoints even though they may be the 

opposite of your own. 
• Allow other individuals to articulate their views and then attempt to make an 

objective evaluation of those views. 
• Evaluate fellow Board, Commission or Committee members’ viewpoints based 

on what is best for the total community. 
• Board, Commission and Committee members must be open and honest at all 

times. 
• Each member has a responsibility to recognize new members and to see that 

they are made welcome and become oriented and trained. 
 

Relationships with the Public 
Members are encouraged to seek out and become aware of public opinion relating to their 
field of influence. They should welcome citizen input at meetings and ensure that the rules 
and procedures for these public hearings are clearly understood. 
 
Members should conduct themselves at public meetings in a manner that is fair and best 
represents the City of Los Alamitos. Members should be considerate of all interests, 
attitudes, and differences of opinion. They should also take care to observe the 
appearance, as well as the principle, of impartiality. 
 
The City promotes freedom of expression and open communication. It is expected that all 
Council Members and Appointed Officials will follow the outlined code of Conduct when 
representing the City and will avoid offending, participating in serious disputes, and 
disrupting workplaces.  
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Interactions with each other, City staff and the community, Commissioners will: 
 

• Be respectful, especially when there is disagreement.  
• Be honest and truthful.  
• Treat each other and everyone with courtesy and refrain from behavior that is 

contrary to this Policy or derogatory comments.  
• Refrain from inciting such behavior or derogatory comments.  
• Make our community feel welcome and strive to make people feel heard by listening 

carefully, asking clarifying questions, and seeking to understand.  
• Model good leadership by being professional, demonstrating effective leadership 

for our community, and adhering to this Policy.  
• Recognize and pay deference to the roles and responsibilities of various members 

of the organization.  
• Confront challenging topics directly and resolve conflicts directly.  
• Keep an open mind; be willing to change views with new information, data, etc.  
• Be accountable and responsible for their actions and words, even when it is 

uncomfortable to do so. This includes apologizing when a Council Member’s 
behavior falls short of the Policy’s aspirational standards.  

• Be open to constructive feedback.  
• Present problems in a way that promotes discussion and resolution.  
• Credit others’ contributions to moving our community’s interests forward.  
• Treat City staff professionally and refrain from publicly criticizing employees.  
• Assume good intentions and do not pre-judge others.  
• Acknowledge mistakes and move on from them.  
• Debate the facts of the situation and avoid personalities and personal attacks.  
• Endeavor to resolve interpersonal issues between Council Members outside of a 

City Council meeting and not permit interpersonal issues to impact the governance 
team. 

• Explain disagreement in a way that focuses on the merits of an issue and 
recognizes that reasonable people of differing interests/good intentions can 
disagree on what is best for our community.  

• Act in a manner that reflects the belief that Council Members, City staff, and others 
who serve the City are on the same team in service to our community, even though 
we have different roles.  

• Fact-check information with colleagues, the City Manager, the City Attorney, and 
City Staff prior to making statements.  

• Exercise self-control and avoid threats and personal attacks against anyone 
including Council Members, City Staff, Vendors, or the public.  

• Focus on the issue at hand and avoid personalizing debates.  
• Avoid engaging in disorderly or boisterous conduct that disturbs, disrupts, or 

otherwise impedes the orderly conduct of the meeting.  
• Obey any lawful order of the Mayor or Presiding Officer to enforce this Policy.  
• Focus discussion on current agenda items. 
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ROLE OF CITY COUNCIL, ADVISORY MEMBERS, AND 
 STAFF  
Board, Commission and Committee members are appointed to serve in an advisory 
capacity to provide citizen input and recommendation of policy relative to its specific area 
of assignment. The Planning Commission is advisory and a decision-making body, per 
State law. Board, Commission and Committee members serve at the City Council’s 
pleasure. 

 
City Staff provides technical and administrative assistance to the City Council, Boards, 
Commissions and Committees, and serve at the direction of the City Manager, who in turn 
answers to the City Council. 

 
City Council’s role is to: 

 
• Adhere to the Municipal Code 
• Establish policy and direct the City Manager to carry out policy 

 
• Solicit input from Boards, Commissions and Committees on issues in their various 

functional areas unless there are legal or time constraints 
 

All Boards and Commissions shall review and make recommendations to the City Council 
on all matters pertaining to specific areas of designation. The general duties applicable to 
all Los Alamitos Boards, Commissions and Committees shall be: 

 
• Review and recommend policy to the City Council. The appointed members do not 

establish City policy or administer City programs. Appointed members are 
encouraged to provide alternate solutions or recommendations for action or policy. 
 

• To act in an advisory capacity to City Council and to cooperate with all 
governmental agencies and civic groups 

 
• Listen to and reflect community interests, needs, and values to the City Council 

 
• Represent the overall public good and not that of an exclusive group or interest 

 
• Be informed of the scope of responsibility and operating procedures of the advisory 

groups 
 

• Serve as a sounding board for the community and City administrators The 
Commission’s specific roles and duties can be found at the end of this policy. 
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Staff’s role is to: 

 
• Research and investigate issues, prepare alternatives and recommendations for 

Boards, Commissions, Committees, and City Council review 
 

• Implement City Council policy decisions 
 

• Provide Staff liaison and clerical support to the Board, Commission, or Committee 
under the guidance of the Department Director and City Manager 

 
Designated Staff shall serve as liaisons and/or Secretaries to each Commission. 
Representatives from other departments may attend when appropriate as well. 

 
The following departments shall serve as Staff liaisons and/or Secretaries to each Board, 
Commission, and Committee: 

 
Board, Commission, and Committee Department 
Parks, Recreation & Cultural Arts Commission Recreation & Community Services 
Personnel Appeals Board City Manager/Administrative Services  
Planning Commission Development Services 
Traffic Commission Development Services 

 
Boards, Commissions, and Committee Recommendations 
Board, Commission, and Committee recommendations are forwarded to the City Council 
by Staff. The timeframe for City Council or Commission consideration may vary depending 
upon issue and urgency. The Planning Commission has certain legal timeframes in which 
to hear certain subject matter. City Council may reject recommendations, not for the lack 
of confidence in the suggestion, but due to other issues and considerations the Council 
must weigh in order to reach the decision that meets the legal responsibility and general 
welfare of the community. 
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 ROLE OF OFFICERS  
 
Election of Officers 
The officers of City Boards, Commissions, and Committees shall consist of a Chairman 
and a Vice Chairman. The Chairman and Vice Chairman are elected annually at the first 
regular meeting of each calendar year. These positions hold office for a term of one year. 
Election shall be by a majority vote cast of the members present at the meeting the election 
is held. Officers shall assume office immediately upon election. 
 
The Secretary shall be the Staff liaison who oversees the Commission appointed by the 
City Manager or their designee. 

 
Duties 
 
It shall be the duty of the Chairman to: 

 
• Preside at all meetings of the Commission 
• Call, and preside at, special meetings 
• Sign all necessary and appropriate resolutions and other documents in the name 

of the Commission 
• Name and appoint all necessary and appropriate committees of the Commission 
• Represent the Commission or designate a representative of the Commission at all 

meetings and functions required by law or otherwise 
 

It shall be the duty of the Vice Chairman to: 
 

• Perform all duties of the Chairman in the absence or temporary illness of the 
Chairman 

 
It shall be the duty of the Secretary to: 

 
• Prepare, post, and distribute an agenda for all meetings of the Commission 
• Make and maintain minutes of the proceedings of the Commission 
• Sign, as Secretary, in the name of the Commission, all necessary and appropriate 

resolutions, notices and other documents authorized and directed by the 
Commission 

• Receive and process all applications and all matters relating to the Commission 
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 MEETINGS AND PREPARATION  
 
Agendas 
The Staff liaison is responsible for preparation and distribution of an agenda and 
supporting documents prior to each meeting. All reports to be submitted at a scheduled 
meeting must be delivered to the Secretary prior to the deadline established by 
administrative policy. The Secretary will prepare the agenda under the direction of the 
Department Director. Staff will add necessary items to the agenda as needed for 
Commission consideration. 
 
The Commission shall make all requests for discussion items to be placed on an agenda 
publicly at a Commission meeting and require the support of the majority of the members 
present to have the item researched by Staff and added to the agenda. Staff will prioritize 
requests and bring items forward to the Commission in a timely manner. Documentation 
and information on the item shall be provided to Staff by the requesting Commission 
member prior to the agenda deadline. 

 
The agenda shall be made available to the members at least 72 hours preceding the 
regular meeting to which it pertains and 24 hours preceding a special meeting. 

 
The Chairperson or the majority of the members of the advisory group may call special 
meetings. 

 
Adjourned Meetings 
If, for any reason, the business to be considered at a regular meeting cannot be 
completed, less than a quorum of the members may designate a time and date for an 
adjourned meeting. Any matter to be considered at a regular meeting may be processed 
at an adjourned meeting. But, in order to so adjourn, it is necessary that this be announced 
to the public present at the time of adjournment and so recorded in the minutes. 
 
The original 72-hour posting requirement is valid for taking action at an adjourned meeting. 
A notice of adjournment must be posted within 24 hours of adjournment 

 
Quorum 
A quorum consists of a majority of the members of the Commission. A quorum is required 
to conduct the business of any meeting, whether it is regular, adjourned, or special. A 
majority vote of the members present and voting, where a quorum is present at any 
regular/special meeting, is required to carry a motion, proposal or resolution. Although a 
Commissioner is expected to be present at all meetings, should he/she know in advance 
that this will be impossible; he/she should so notify the Commission Secretary or 
Chairperson, or a Staff member. 
 
In the event that a majority of Commissioners will not be present to conduct a meeting, 
the Staff liaison shall be notified in order to publicly post the meeting cancellation. 
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 REGULATIONS TO HOLD A MEETING  
All Boards, Commissions, and Committees shall meet regularly, as needed (provided 
there are business items to agendize for consideration), in a location within the City of Los 
Alamitos, and shall meet the notice and meeting provisions of the Brown Act. 

 
All meetings shall be open to the public except as otherwise authorized by the laws of the 
State of California. Regular minutes of such meetings shall be maintained by these 
advisory groups and available for public inspection at all times. 

 
A meeting includes any gathering of a majority of the members of the advisory group to 
hear, discuss, or deliberate upon any item that is within its subject matter jurisdiction. A 
meeting also includes any use of direct communication, personal intermediaries, or 
technological devices, which are employed by a majority of the members of the 
Commission to develop a collective concurrence on any action to be taken on at any time 
by members of the legislative body. 

 
Parliamentary Procedures 
The procedure of the body shall be governed by majority vote of the body except as 
provided by the Los Alamitos Municipal Code, the City Charter, other rules adopted by the 
City Council, or applicable provisions of State Law. Rosenberg’s Rules of Order may be 
used as a guide but shall not be conclusive authority on any question of order or 
procedure. 

 
 THE BROWN ACT  
The Brown Act is a State Law requiring open meetings. It requires, among other things, 
that Commission meetings be open to the public (e.g., adequate meeting notification). 

 
The law requires that the meeting agenda be posted 72 hours in advance, and that no 
changes can be made after that time. The notice must contain the time and place for such 
a meeting and the agenda subject to be considered. The law states that no action may 
be introduced or taken on items not on the agenda. 

 
The law requires that meetings, at which a quorum of the members is in attendance, must 
be open to the public. For this reason, less than 50% of the members may be assigned to 
sub-Committees; otherwise it would create a quorum.  A guide to the Ralph M. Brown Act 
is available online and listed in the Quick Links to Useful Resources at the end of this 
Handbook. 

 
Open and Public Meetings 
All advisory group meetings are required to be non-discriminatory to the public, handicap 
accessible, and shall not require an admission fee or sign-in. In addition, the public shall 
have the right to record/broadcast meetings, inspect tapes of meetings, and meetings may 
be video teleconferenced. 
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Public Hearings 
A Board, Commission, and/or Committee may determine a public hearing be held by a 
two-thirds majority of those members present. An exception exists for the Planning 
Commission, which is governed by laws regarding public hearing requirements for land 
use issues. A public hearing is warranted if the Board, Commission, and/or Committee 
determines that its deliberations concerning a matter within its designation would be 
substantially aided by the presentation of testimony from the citizens of the City, or a 
certain area of the City. Notice of such a hearing may be provided by publication in a 
newspaper of general circulation published in the City of Los Alamitos, by posting the 
same in at least three (3) public places, and mailing of a public hearing notice. Such 
hearings shall be conducted in accordance with the rules established for the conduct of 
hearings before the City Council unless the Council, by resolution, shall provide otherwise. 
The Planning Commission has varying notice dates due to the subject matter. 

 
Face to Face Meetings 
City Council and City-appointed advisory group meetings are considered to be face-to- 
face meetings. These meetings are unlawful if a quorum of the appointed members 
discuss City business face-to-face, in private or without proper public notification specified 
in the Brown Act. 

 
Serial Meetings 
A serial meeting is a meeting where a quorum of the members uses any direct 
communication, personal intermediaries, or technological devices to develop collective 
concurrence on action to be taken. Serial meetings are unlawful because there is no way 
to properly notice and agendize them, or to provide for any means of communication 
(electronic or otherwise) used for the purpose of developing collective concurrence on 
action to be taken. 

 
Meeting Exceptions 
 
1. Out-of-town meetings are not allowed except if there is not a meeting facility in the 

City; for compliance with law or Court Order; real or personal property inspection; 
meetings of multi-agency significance; meetings with state or federal officials; 
meetings in, and regarding, City facilities and pending litigation closed sessions, at 
legal counsel’s office if more economical. 

 
2. In addition, members are not restricted by the Brown Act from attending 

conferences, attending community meetings organized by others, attending public 
meetings of another body or agency and attending social or commercial occasions. 

 
3. Emergency meetings may be called if prompt action is necessary due to disruption 

or threatened disruption of public facilities. This includes work stoppage or other 
activity or crippling disaster which severely impairs health, safety or both. In case 
of an emergency meeting, the 24-hour notice is not required, but the meeting is still 
required to be open to the public. 
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 PROCEDURES DURING THE MEETING  
 
Public Testimony at Meetings 
Public testimony must be allowed at meetings as long as the testimony applies only to 
meetings and items for which action is proposed to be taken, except during oral 
communications. The opportunity to give public testimony must appear on meeting 
notices (agenda). The Commission can regulate the length of testimony. 

 
Rules of Debate 
 

A. Getting the Floor. Every member desiring to speak shall first address the Chair, 
gain recognition and shall confine him or herself to the question under debate, avoiding 
personalities and indecorous language. 

 
B. Questions to Staff. Every member desiring to question the City Staff shall, after 

recognition by the presiding officer, address his or her questions to the presiding Staff 
Liaison or  the City Attorney (if applicable), who shall be entitled either to answer the 
inquiry or designate a member of the Staff for that purpose. 

 
C. Interruptions. A member, once recognized, shall not be interrupted when 

speaking unless called to order by the presiding officer unless a point of order of business 
or personal privilege is raised by another member. If a member, while speaking, is called 
to order, he or she shall cease speaking until the question of order is determined and, if 
determined to be in order, he or she may proceed. Members of the City Staff after 
recognition by the presiding officer shall hold the floor until completion of their remarks or 
until recognition is withdrawn by the presiding officer. 

 
D. Points of Order. The presiding officer shall determine all points of order subject 

to the right of any member to appeal to the Commission, Board, or Committee. If an 
appeal is taken, the question shall be: “Shall the decision of the Presiding Officer be 
sustained?” A majority vote shall conclusively determine such question of order. 

 
E. Point of Personal Privilege. The right of a member to address the body on a 

question of personal privilege shall be limited to cases in which his or her integrity, 
character or motives are questioned or where the welfare of the body is concerned. A 
member raising a point of personal privilege may interrupt another member who has the 
floor only if the presiding officer recognizes the privilege. 

 
F. Limitation of Debate. No member shall be allowed to speak more than once upon 

any particular subject until every other member desiring to do so shall have spoken. 
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Remarks of Members and Synopsis of Debate 
A member may request through the presiding officer the privilege of having an abstract 
of his or her statement on any subject under consideration by the body entered in the 
minutes. If the body consents, such statement shall be entered in the minutes. 

 
Protest Against Action 
Any member has the right to have the reasons for his or her dissent from, or his or her 
protest against any action of the body entered in the minutes. Such dissent or protest to 
be entered in the minutes shall be made in the following manner: “I would like the minutes 
to show that I am opposed to this action for the following reasons. . .” 

 
Addressing the Boards, Commission, and Committees 
 

A. Manner of Addressing the Boards, Commissions, and Committees. Each person 
desiring to address the body shall step up to the microphone in the front of the Council 
Chamber, state his or her name for the record, state the subject he or she wishes to 
discuss, state whom he or she is representing if he or she represents an organization or 
other persons, and, unless further time is granted by majority vote of the Body, shall limit 
his or her remarks to three minutes at the time an agenda item is called and five minutes 
during oral communications. All remarks shall be addressed to the body as a whole and 
not to a specific member. No question shall be asked of a member or a member of the 
City Staff without the permission of the presiding officer. 

 
B. Spokesperson for Group of Persons. In order to expedite matters and to avoid 

repetitious presentations, whenever any group of persons wishes to address the body on 
the same subject matter, it shall be proper for the presiding officer to request that a 
spokesperson be chosen by the group to address the body and, in case additional matters 
are to be presented by any other member of the group, to limit the number of such persons 
addressing the body. 

 
C. After Motion. After motion has been made or a public hearing has been closed, 

no member of the public shall address the body from the audience on the matter under 
consideration without first securing permission to do so by a majority vote of the body. 

 
Rules of Decorum 
 

A. Members. While the body is in session, the members must preserve order and 
decorum, and a member shall neither by conversation or otherwise delay or interrupt the 
proceedings or the peace of the body or disturb any member while speaking or refuse to 
obey the orders of the presiding officer. Members of the body shall not leave their seats 
during a meeting without first obtaining the permission of the presiding officer. 

 
B. Employees. Members of the City Staff and employees shall observe the same 

rules of order and decorum as are applicable to the body, with the exception that 
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members of the City Staff may leave their seats during a meeting without first obtaining 
the permission of the presiding officer. 

 
C. Persons Addressing the Body and Members of the Audience. Members of the 

audience shall not engage in disorderly or boisterous conduct, including the utterance of loud, 
threatening, or abusive language, clapping, whistling, yelling, stamping of feet, or other acts which 
actually disturb, disrupt, impede, or otherwise render the orderly conduct of the public meeting 
infeasible.  A member of the audience engaging in any such disorderly conduct shall, at the 
discretion of the presiding officer or a majority of the body, be subject to ejection from that meeting. 

 
D. Violation of the California Penal Code.  Any person or persons who willfully 

disrupts, disturbs, or otherwise impedes the orderly conduct of a public meeting may be 
prosecuted pursuant to Penal Code Section 403 (Disturbance of Public Assembly or 
Meeting).  Every person who violates Penal Code Section 403 is guilty of a misdemeanor. 
 

E. Persons Authorized at Dais. During a meeting no person, except members of the 
body and the City staff, shall be permitted on, at or within five feet of the council dais 
without the prior consent of the presiding officer. 

 
Motions 
A motion by any member of the body, including the presiding officer, may not be 

considered by the body without receiving a second. 
 

Any vote of the body including a roll call vote, may be registered by the members by 
answering “yes” or “aye” for an affirmative vote or “no” or “nay” for a negative vote upon 
his or her name being called by the Secretary. 

 
Any member who is disqualified from voting on a particular matter by reason of a conflict 
of interest shall publicly state or have the presiding officer state the nature of such 
disqualification in open meeting. Where no clearly disqualifying conflict of interest 
appears, the matter of disqualification may, at the request of the member affected, be 
decided by the other members. A member who is disqualified by reason of a conflict of 
interest in any manner shall not remain seated during the debate and vote on such matter, 
but shall request and be given the permission of the presiding officer to step down from 
the dais and leave the Council Chamber. A member stating such disqualification shall not 
be counted as a part of a quorum and shall be considered absent for the purpose of 
determining the outcome of any vote on such matter. 

 
Every member should vote unless disqualified by reason of conflict of interest or 
bias/prejudice. A member who abstains from voting without a disqualifying conflict of 
interest or bias/prejudice thereby consents that a majority of the quorum may decide the 
question voted upon. 

 
Tie votes shall be lost motions and may be reconsidered. 
 
A member may change his or her vote prior to adjournment of meeting but not thereafter. A 
member who publicly announces that he or she is abstaining from voting on a particular 
matter shall not subsequently be allowed to withdraw the abstention. 
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A motion to reconsider any action taken by the body may be made only on the day such 
action was taken. It may be made either immediately during the same session, or at a 
recessed or adjourned session thereof. Such motion may be made only by one of the 
members who voted with the prevailing side. Nothing herein shall be construed to prevent 
any member from making or remaking the same or any other motion at a subsequent 
meeting of the body. 

 
Limited Printing Policy 
In support of environmental sustainability, cost reduction, and operational efficiency, the 
City of Los Alamitos emphasizes a Limited Printing Policy. This policy restricts printing to 
essential documents only and encourages the use of digital alternatives wherever 
possible.  
 
Objectives  
 

1. Environmental Responsibility: Reduce paper consumption and waste to support 
environmental sustainability initiatives.  

2. Cost Reduction: Decrease expenses related to paper, ink, printers, and 
maintenance through limiting the publication, printing, and storage of hard copy 
documents when permitted by law and when consistent with applicable records 
retention requirements.  

3. Efficiency and Productivity: Streamline operations through the use of digital tools, 
reducing time spent on printing, filing, and retrieving paper documents. Identify and 
use alternatives to printing with collaborative software and other cloud computing 
tools to distribute, store and edit documents.  

4. Data Security: Enhance the security of sensitive information by minimizing the risk 
of document loss or unauthorized access associated with physical paper.  

 
Policy Jurisdiction  
This policy applies to Board, Commission, and Committee Members and applies to the 
use of City of Los Alamitos internal printers. It covers all types of documents, including but 
not limited to:  

• Internal and external correspondence (e.g., emails, memos)  
• Reports and presentations  
• Meeting agendas and minutes  
• Forms and applications  
• Marketing and promotional materials  

 
Digital Tools and Resources  
To support the reduction of printing, the City of Los Alamitos provides access to the 
following digital tools and resources:  
 

1. Electronic Signatures: Platforms like DocuSign, Adobe Sign, or other signature 
programs should be used for securely signing documents without printing. 
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Printing Restrictions Printing is limited to the following essential circumstances:  
 

1. Legal or Regulatory Compliance: Documents required by law or regulation to be in 
physical form.  

2. Public Records Requests: Documents specifically requested through the formal 
public records request may be provided to the requestor in hard copy with 
applicable charges associated to the printing of the materials.  

3. Critical Operational Needs: Documents necessary for critical operational functions 
that cannot be effectively handled electronically. A hard copy may be provided with 
applicable charges associated to the printing of the materials.  

 
Printing Best Practices When printing is deemed necessary, the following best practices 
must be followed:  
 

1. Double-Sided Printing: Utilize double-sided printing to reduce paper usage.  
2. Print Preview: Use the print preview function to avoid printing errors and 

unnecessary pages.  
3. Draft Mode: Print in draft mode for non-final documents to save ink.  
4. Page Limits: Limit the number of pages printed to the minimum required, which is 

less than two pages.  If the number of pages exceeds two, then a digital copy will 
be provided. 

 
Communications with Staff  
Board, Commission, and Committee members are encouraged to contact their liaison directly 
to ask questions for clarification or to request information. A Board, Commission, or 
Committee Member shall not direct Staff to initiate any action, change a course of action, or 
prepare any report that is significant in nature, nor shall a Member initiate any project or study 
without the approval of a majority of a quorum of Board, Commission, or Committee at a 
properly agendized meeting.  
 
Request for Information for additional information on subject matters of interest 
All requests should be made to the City liaison. The liaison will coordinate requests with the 
appropriate departments. The department head will take into consideration the amount of 
time and resources required to compile the requested information and advise the Member 
within 12 working days of an anticipated delivery date. Delivery dates are estimations based 
on current workloads, the number of information requests being received, available staff, etc.  
 
Some information requested may take longer to retrieve. Anticipated delivery dates are 
subject to change at the department head’s discretion. If the department head estimates 
compiling the requested information will require more than two hours of Staff time or 
otherwise necessitate a significant amount of Staff time to complete, then the department 
head will place the request on the next Board, Commission, Committee Agenda for approval 
and authorization by a majority vote of a quorum of the Board, Commission or Committee. 
 
Information requests made by a Member and the resulting production of information, and 
records will be shared with the entire Board, Commission, or Committee to ensure equity in 
the distribution of information.  
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Responses will be provided in the most efficiently accessible way, including links to 
websites and electronic documents.  
 
Undue Influence on Staff 
Board, Commission, and Committee Members shall not attempt to coerce or influence Staff 
in making appointments, awarding contracts, selecting consultants, processing development 
applications, granting City licenses or permits, or assigning tasks and/or moving up tasks’ 
timeline. The Board, Commission, and Committee shall not attempt to change or interfere 
with the operating policies and practices of any City department. 
 
Complaints Regarding the Performance of Staff  
Any concerns by a member of a Board, Commission, or Committee over the behavior or work 
of a City employee should be directed to the City Manager privately to ensure the concern is 
resolved and investigated completely and equitably. Members shall not reprimand 
employees directly, nor shall they communicate their concerns to anyone other than the City 
Manager. Board, Commission, or Committee members shall refrain from berating, chastising, 
or speaking negatively about Staff to or in front of members of the public.
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PARKS, RECREATION AND CULTURAL ARTS COMMISSION 
The Commission shall have such power, authority and duties as may be assigned by 
resolution of the City Council, as such may be adopted or amended by the City Council 
from time to time. 

 
The City Council may, from time to time, empower the Commission: 

 
1. To act in an advisory capacity to the City Council in all matters pertaining to public 

recreation, parks and community services, and to cooperate with other governmental 
agencies and civil groups in the advancement of sound recreation and parks planning 
and programming; 

 
2. To act in an advisory capacity to the City Council in all matters pertaining to fine arts 

and cultural affairs, including proposing programs that will develop fine arts and 
cultural affairs activities in the City, such as improving the local library services, 
sponsoring art exhibits, musical and dramatic productions and working closely with all 
community organizations, agencies, schools and interested individuals in developing 
programs and activities for the cultural enrichment of City residents; 

 
3. To formulate policies on recreational services and cultural enrichment for approval by 

the City Council; 
 

4. To advise the City Council on problems of development of recreation and fine arts 
areas, facilities, programs and services; 

 
5. To assist the City Council, when necessary, in the coordination of community-wide 

services sponsored by other governmental agencies and voluntary organizations; 
 

6. To make periodic appraisals of the total recreation and parks operations in the City, to 
make periodic appraisals of the total fine arts and cultural affairs activities in the City, 
and to interpret the needs of the public in this regard to the City Council. 
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 PERSONNEL APPEALS COMMISSION  
The powers and duties of the Commission shall consist of: 

 
1. To determine the order of business for the conduct of its meetings and hearings, 

and to hold such meetings as may be required by the rules or on call of the 
Chairperson or a majority of the members of the Commission. A majority of the 
members of the Commission shall constitute a quorum for the transaction of 
business; 

 
2. As provided by the personnel rules, to receive and hear appeals submitted by any 

person in the competitive service relative to any dismissal, demotion, reduction in 
pay or suspension without pay for forty (40) hours or more and to certify the 
findings and recommendations as provided in this article; 

 
3. In any hearing conducted by the Commission, it shall have the power to examine 

witnesses under oath and compel their attendance or production of evidence by 
subpoenas issued in the name of the City and attested by the City Clerk. It shall 
be the duty of the Police Chief to cause all such subpoenas to be served and 
refusal of a person to attend or to testify in answer to such subpoena shall subject 
the person to prosecution in the same manner set forth below for failure to appear 
before the City Council in response to a subpoena issued by the City Council. Each 
member of the Personnel Appeals Commission shall have the power to administer 
oaths to witnesses; 

 
4. Within ten days after concluding the hearing, the Personnel Appeals Commission 

shall affirm, revoke or modify the action taken and certify its findings and decision 
to the City Council, City Manager and to the affected employee. The decision of 
the Personnel Appeals Commission shall be final and binding upon the City and 
its officials; 

 
5. Prepare rules of procedure for the conduct of appeal hearings including, but not 

limited to, requiring attendance of witnesses, swearing of witnesses, order and 
burden of proof, examination of witnesses by the parties and Commission, 
deliberation by the Commission and preparation of findings and conclusions. 
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 PLANNING COMMISSION  
The Planning Commission shall have the powers and duties provided by the statutes of 
the state of California and local ordinances. 

 
 

TRAFFIC COMMISSION                                                                     
The Commission shall have such power, authority and duties as may be assigned by 
resolution of the City Council, as such may be adopted or amended by the City Council 
from time to time. 
 
The City Council may, from time to time, empower the Commission: 
 
1. Review requests for traffic safety regulatory signs and markings and make 

determinations pertaining thereto; 
 

2. Initiate special studies on any unsafe or malfunctioning traffic condition and 
determine solutions to such conditions; 

 
3. Review complaints, requests or suggestions concerning traffic safety conditions; 

 
4. Perform such other functions as the City Council may request from time to time; 

 
5. Review speed limits, one-way street designations, speed humps/bumps, traffic 

signals and any other device for traffic control and make recommendations to the 
City Council pertaining thereto. 

 
6. Except as specified above, the Traffic Commission is an advisory body to the City 

Council. 

Docusign Envelope ID: D95C402D-8EAB-449A-9D43-7F868C238AA5


	Resolution No. 2025-27 - Boards, Commissions, and Committees Policy Handbook
	Exhibit A - Boards, Commissions, and Committees Policy Handbook
	CITY OF LOS ALAMITOS
	GENERAL INFORMATION
	History of Los Alamitos
	Charter City
	City Council

	LOS ALAMITOS ORGANIZATIONAL STRUCTURE
	City Manager/Administrative Services Department
	Development Services Department
	Police Department
	Recreation and Community Services Department
	Other City Services

	BOARDS, COMMISSIONS, AND COMMITTEES
	Composition

	RECRUITMENT AND APPOINTMENT PROCESS
	Applications
	Terms
	Oath of Office
	Statements of Economic Interests – Form 700
	Compensation
	ATTENDANCE AND REMOVAL

	RELATIONS OF THE BOARDS, COMMISSIONS, AND
	Relationships with the City Council
	Relationships with City Staff
	Relationships with Other Board, Commission or Committee Members
	Relationships with the Public

	ROLE OF CITY COUNCIL, ADVISORY MEMBERS, AND
	Boards, Commissions, and Committee Recommendations

	ROLE OF OFFICERS
	Election of Officers
	Duties

	MEETINGS AND PREPARATION
	Agendas
	Adjourned Meetings
	Quorum

	REGULATIONS TO HOLD A MEETING
	Parliamentary Procedures

	THE BROWN ACT
	Open and Public Meetings
	Public Hearings
	Face to Face Meetings
	Serial Meetings
	Meeting Exceptions

	PROCEDURES DURING THE MEETING
	Public Testimony at Meetings
	Rules of Debate
	Remarks of Members and Synopsis of Debate
	Protest Against Action
	Addressing the Boards, Commission, and Committees
	Rules of Decorum
	Motions

	PARKS, RECREATION AND CULTURAL ARTS COMMISSION
	PERSONNEL APPEALS COMMISSION
	PLANNING COMMISSION
	TRAFFIC COMMISSION


		2025-09-16T13:40:30-0700
	Digitally verifiable PDF exported from www.docusign.com




