
Agenda Item 15 
CITY OF YUBA CITY 

BUSINESS FROM THE CITY COUNCIL 

Agenda Item 15 

Date: March 5, 2019 

To: Honorable Mayor and Members of the City Council 

From: Grace Espindola, Councilwoman 
 

 

Summary 
Subject: Boards and Commissions Appointment Process Discussion 
 
Recommendation: Discuss the Selection Procedure of Planning Commission and Economic 

Development Commission Members 
 
Fiscal Impact: None. 
 

Purpose: 
 
To ensure the Council has persons whose particular strengths, backgrounds, experience, 
perspective, and talents are evaluated for appointment to the City’s Planning Commission and 
Economic Development Commission. 
 
Background: 
 
At the City Council meeting on January 15, 2019, Council requested that staff explore how other 
cities appoint their Board and Commission members and report to Council.  Council set the current 
process in 1992, which is to have two Council members assigned as an Ad Hoc Committee to 
interview the Commission applications and bring recommendations to the Council at a regular 
meeting for confirmation.   
 
At the February 5, 2019, Council meeting, staff brought forward the following: 
 

• Twelve results received from a request that was sent to the League of California Cities 
City Clerk’s Department “list-serve” asking for information regarding how other cities 
conduct their Boards and Commissions appointment process. 

• Copies of the Yuba City Municipal Code regarding the appointment process for each 
commission. 

• Copy of Minutes Orders from December 1, and December 15, 1992, discussing the 
Procedures for Selection of City Board and Commission Members. 

 
Council discussed the results and it was approved by Council to bring forward options for 
appointment to the Planning Commission and Economic Development Commission for 
discussion.   
 
Analysis: 
 
Three options are presented below for consideration.  In the case of all three options, it is assumed 
that the applicants will meet minimum requirements and pass a background check.   
 



   

 
Option 1 – City of Walnut Model 
 
The City of Walnut Commission Appointments Policy is enclosed as Attachment 2.  To 
summarize:  

 
1. General – Each City Council Member will appoint one (1) Commission each to the 

Planning Commission and Economic Development Commission.   
 

2. List of Applicants; Distribution of Applicants – The City Clerk’s office shall compile and 
distribute to each City Council member a list of applicants for each Commission and copies 
of all complete and qualified applications. 

 
3. City Council Review/Nomination – City Council Members shall review and evaluate the 

applications during a ten (10) day review period.  By the end of the review period, each 
City Council Member shall return the list of applicants to the City Clerk’s office with his or 
her first choice and second choice nominations for each Commission. 

 
4. List of Nominees – The City Clerk’s office will compile a list of nominees for each 

Commission starting with the Mayor’s nominations, followed by the nominations of the 
Vice Mayor, followed by the nominations of the remaining City Council Members in random 
order.  For each Commission, the City Council Member’s first choice will be nominated 
unless the nominee has already received a nomination by another Council Member in 
which case, the second choice nominee will be listed.  In the event a City Council 
Member’s first and second choice nominees are already nominated, the City Clerk’s office 
will request an additional nomination for such Commission by the City Council Member. 
 

5. Appointment/Confirmation – Commission appointments will be made at an open public 
meeting of the City Council.  The list of nominees for each Commission will be presented 
to the City Council for confirmation and appointment by a majority of the City Council. 
 
 

Option 2 – Palo Alto Model 
 
Palo Alto uses the following process to appoint Commissioners: 
 

1. Applications submitted either electronically or via paper application. 
 

2. Full Council reviews submitted applications and decides which applicants to interview.   
 

3. Full Council conducts interviews. 
 

4. Council makes appointments. 
 
Option 3 – Hybrid Model 
 
Another option is a hybrid model based on the following: 
 

1. All applications provided to the Full Council. 
 

2. Full Council reviews and evaluates the applications during a 10-day review period.   



       

 
 

 
3. Each Council Member recommends two appointments to the Planning Commission and 

Economic Development Commission. 
 

4. Council may waive interview of recommended appointments or request an interview.  If 
interviews are required, full Council will conduct interviews in open session with one 
applicant interviewed at a time while remaining applicants wait in a separate room. 

 
5. The list of nominees for each Commission will be presented to the City Council for 

confirmation and appointment by a majority of the Council. 
 
Other items related to Commission appointment for discussion include: 
 

• Terms reduced to two (2) years. 
 

• Commission appointment shall be limited to three (3) two-year terms for a total of six (6) 
years.   

 
• No person holding any other elected or appointed office can serve on a Commission and 

no person can serve more than one Commission. 
 

• Economic Development Commission – Consider the following: 
o Increasing from five (5) to seven (7) members 
o Increase meeting frequency 
o Have the Planning Commission also serve as the Economic Development 

Commission 
o Disband the Economic Development Commission and re-evaluate the function of 

this Commission and the City’s relationship with the Economic Development 
Corporation. 

 
Fiscal Impact: 
 
None. 
 
Alternatives: 
 
Leave the current process in place. 
 
Recommendation: 
 
Discuss the Selection Procedure of Planning Commission and Economic Development 
Commission Members 

 

Attachments: 
1. February 5, 2019 Staff Report 
2. City of Walnut Commission Appointment Policy 
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Agenda Item 13 
CITY OF YUBA CITY 

STAFF REPORT 

Agenda Item 13 
 

Date: February 5, 2019 
 
To: Honorable Mayor & Members of the City Council 
 
From: Administration 
 
Presentation By: Terrel Locke, Assistant to the City Manager 

 
 
Summary 
 
Subject: Boards and Commissions Appointment Process Discussion 
 
Recommendation: Discussion of the Selection Procedure of City Boards and Commission 

Members 
 
Fiscal Impact: None. 
 

Purpose: 
To ensure the Council has persons whose particular strengths, backgrounds, experience, perspective, 
and talents are evaluated for appointment to the City’s Boards and Commissions.   
 
Background:  
At the City Council meeting on January 15, 2019, Council requested that staff explore how other cities 
appoint their Board and Commission members and report back to Council.  The current process was 
set by Council in 1992, which is to have two Council members assigned as an Ad Hoc Committee to 
interview the Commission applications and bring recommendations to the Council at a regular meeting 
for confirmation.  Background checks are performed on all final candidates prior to appointment (except 
Youth Commission).   
 
Analysis: 
Attachment A: Results from the request sent to the League of California Cities City Clerk’s 

Department “list-serve” asking for information regarding how their city conducts 
their Boards and Commissions appointment process.  I asked for responses 
from agencies who had a different method than Yuba City followed.  Twelve 
responses were received.   

Attachment B:  Copies of the Yuba City Municipal Code regarding the appointment process 
for each commission. 

a) The Planning Commission states: “The Commission shall be 
composed of seven members appointed by the Mayor and 
confirmed by the Council.” 

b) The four other commissions do not specify a selection process, but 
do include the language: “…confirmed by Council.” 

Attachment C: Copy of Minute Orders from December 1, and December 15, 1992 
discussing the Procedure for Selection of City Board and Commission 
Members. 



 

 

Summary of 1992 Council discussion per minutes: 
• December 1, 1992: 

o Current practice as of December 1992 – the interview process 
was done away a couple years ago. All applications came to the 
Council and there was a ranking system where the highest 
scores would be appointed.  Applicants not interviewed.   

o The suggestion was to go back to the sub-committee method of 
two Council members being appointed to interview applicants 
and report back to Council with a recommendation, due to the 
large amount of applicants.   

• December 15, 1992 
o Council approved the proposed process of assigning a sub-

committee of two Council members to interview applicants and 
report back to Council with a recommendation, and all Council 
members having access to the applications.    

o City Attorney Sanborn stated that there is no change to the 
process, as the actual appointments are made by the Mayor, 
subject to confirmation by Council.  

 
Recommendation: 
Discussion of the Selection Procedure of City Boards and Commission Members  
 
 
Prepared By:    Submitted By: 
 
/s/ Terrel Locke    /s/ Steven C. Kroeger 
Terrel Locke    Steven C. Kroeger 
Assistant to the City Manager  City Manager 
 
Review by: 
 

City Attorney      SLC by email 
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CITY OF WALNUT 

 

CITY COUNCIL POLICY 
 
SUBJECT  

COMMISSION APPOINTMENTS POLICY 
 

DATE OF ADOPTION: 
 

REVISED: 
 

 

 

 

PURPOSE 

 
The purpose of this Policy is to define the policies and procedures governing the 
appointment of Commissioners and related matters.   
 
 
DEFINITIONS 

 
For purposes of this Policy, the term “Commission” shall have the meaning set forth 
below: 

A “Commission” shall be a regular, ongoing board or commission consisting of 
members appointed by the City Council.  The City Council shall establish by 
ordinance all Commissions which shall advise the City Council and perform such 
other functions and duties as prescribed by the City Council. 

 

 
BACKGROUND 

 
The City of Walnut currently has four Commissions: the Planning Commission, the Parks 
and Recreation Commission, the Senior Commission and the Youth Commission.  The 
establishment and creation of each Commission, its respective powers and duties, 
composition, qualifications, term, removal and other applicable regulations are set forth 
in the Walnut Municipal Code, Title I, Chapter 2, Article IV.  In accordance with those 
provisions, this City Council Policy establishes the policies and procedures governing the 
appointment of Commissioners and related matters. 
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POLICIES AND PROCEDURES APPLICABLE TO COMMISSIONS 

 
A. Qualifications; Compensation; Elected Office 

 

1. Qualifications.  Walnut Municipal Code Title I, Chapter 2, Article IV 
Section 2-33 establishes the minimum qualifications to serve on each of 
the City Commissions.  In accordance with those provisions, the City 
Council may specify such additional qualifications by City Council Policy 
as it deems necessary and appropriate.  

 
i. Planning Commission.  In addition to the qualifications set forth 

in Section 2-33, experience and qualifications in planning/land use, 
civil engineering, architecture, landscape, design, 
development/construction or related fields are desirable.  Active 
participation or membership in community activities is also 
desirable. 

 

ii. Parks and Recreation Commission.  In addition to the 
qualifications set forth in Section 2-33, experience and 
qualifications in parks and recreation, education or related fields 
are desirable.  Active participation or membership in community 
activities is also desirable. 

 

iii. Senior Commission.  In addition to the qualifications set forth in 
Section 2-33, active participation in the City’s Senior Center and 
participation or membership in other community activities is 
desirable. 

 

iv. Youth Commission.  In addition to the qualifications set forth in 
Section 2-33, members must demonstrate a minimum 3.0 grade 
point average.  In addition, Youth Commission applicants must 
provide (1) at least one letter of reference from a teacher, counselor 
or grade level coordinator regarding the applicant’s interest in 
serving on the Commission, (2) a 250 word essay regarding their 
community service, reason for interest in the Commission and how 
they plan to serve the community, and (3) parent or guardian 
permission and acknowledgement of the application. 

 
2. Compensation.  Walnut Municipal Code Title I, Chapter 2, Article IV 

Section 2-38 provides that any compensation for attendance at 
commission meetings shall be established by resolution of the City 
Council.  Commission compensation may be set forth in the City’s 
Operating Budget adopted by the Resolution of the City Council annually.   
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3. Elective Office.  Commission members may retain membership while 
seeking any elective office.  However, members shall not use the 
meetings, functions or activities of the Commission for purposes of 
campaigning for elective office.  Commission members who are running 
or who have run for elective office shall comply with the provisions of 
California Government Code Section 84308 concerning the prohibition 
against solicitation and acceptance of certain campaign contributions, the 
disclosure of certain campaign contributions and the disqualification from 
participating in decisions in which the person making the campaign 
contribution has a financial interest. 

 

B. Appointment Process.   
 

1. General.  In accordance with Walnut Municipal Code Title I, Chapter 2, 
Article IV Section 2-35, the appointment process will be established by 
City Council Policy.   
 

2. Annual List.  In accordance with Walnut Municipal Code Title I, Chapter 
2, Article IV Section 2-35.1 and applicable state law, the City of Walnut 
shall maintain and shall post a Local Appointments List of all 
Commissions whose members serve at the pleasure of the City Council.  
The list shall contain the following information:  a) a list of all appointive 
terms which will expire during the next calendar year, b) the name of the 
incumbent appointee, c) the date of appointment, d) the date the term 
expires, and e) the necessary qualifications for the position. 

 
3. Notice of Vacancy.  Notices of commission vacancies shall be posted in 

accordance with Section 2-35.2.   
 
C. Applications 

 
1. Application Period.  The application period will normally run for a 

period of thirty (30) from the date of the first publication on the City of 
Walnut website unless otherwise extended in accordance with this Policy. 

 
2. Separate Applications.  Applicants are required to complete and return a 

separate application form for each Commission they desire to serve on by 
the established deadline. 

 
3. Incumbents.  Incumbents seeking a reappointment are required to 

complete and file an updated application with the City Clerk by the 
application deadline. 

 
 
 

Graciela
Highlight



SUBJECT: Commission Appointments Policy  Page No. 4 of 7 

 

 
4. Incomplete and Unqualified Applications.  After the application 

deadline, the City Clerk shall review the applications for completeness and 
qualifications.  Incomplete applications and any application submitted by a 
person who does not meet the minimum qualifications established by the 
City Council will be rejected.  Such applicants shall be notified by the City 
Clerk of the rejected status of their application.  The City Clerk shall 
extend the application process in the event insufficient applications are 
received.   

 
D. Selection Process. 

 

1. General.  Each City Council Member will appoint one (1) Commissioner 
each to the Planning Commission, Parks and Recreation Commission, and 
Senior Commission.  Each City Council Member will appoint two (2) 
members to the Youth Commission. 

 
2. List of Applicants; Distribution of Applications.  The City Clerk shall 

compile and distribute to each City Council member a List of Applicants 
for each Commission and copies of all complete and qualified 
applications.   

 
3. City Council Review/Nomination.  City Council Members shall review 

and evaluate the applications during a ten (10) day review period.  By the 
end of the review period, each City Council Member shall return the List 
of Applicants to the City Clerk with his or her first choice and second 
choice nominations for each Commission.   

 
4. List of Nominees.  The City Clerk will compile a list of nominees for 

each Commission starting with the Mayor’s nominations, followed by the 
nominations by the Mayor Pro Tem, followed by the nominations of the 
remaining City Council Members in random order.  For each Commission, 
the City Council Member’s first choice will be nominated unless that 
nominee has already received a nomination by another Council Member in 
which case, the second choice nominee will be listed.  In the event a City 
Council Member’s first and second choice nominees are already 
nominated, the City Clerk will request an additional nomination for such 
Commission by the City Council Member. 

 
5. Appointment/Confirmation.  Commission appointments will be made at 

an open public meeting of the City Council.  The List of Nominees for 
each Commission will be presented to the City Council for confirmation 
and appointment by a majority of the City Council.  
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6. Following a Council appointment, the City Clerk shall notify successful 
and unsuccessful applicants, as applicable, in writing.   

 
E. Appointments/Oaths 

 
1. Prior to taking office, all members must complete an Oath of Allegiance 

required by the Article XX, ¶3, of the Constitution of the State of 
California.  All oaths are administered by the City Clerk or designee. 

 
2. Appointments made during the middle of a term are for the unexpired 

portion of that term. 
 
F. Meetings and Officers 

 
1. Agendas/Notices/Minutes 
 

i. All meetings shall be open and public and shall conduct business 
through published agendas, public notices and minutes and follow 
all of the Brown Act provisions governing public meetings.  
Special, cancelled and adjourned meetings may be called when 
needed, subject to the Brown Act provisions. 

 
ii. Support staff for each Commission shall be responsible for 

properly noticing and posting all regular, special, cancelled and 
adjourned meetings.  Copies of all meeting agendas, notices and 
minutes shall be provided to the City Council, City Manager, City 
Attorney, City Clerk and other appropriate staff, as requested. 

 
2. Meeting Locations and Dates 

 
i. All Commissions shall conduct regular meetings at least once a 

month.  Special meetings may also be scheduled as required by the 
Commission.   

 
ii. Monthly regular meetings shall have a fixed date and time as 

established by the City Council.  Changes to the established 
regular dates and times are subject to the approval of the City 
Council.  An exception to this rule would include any changes 
necessitated to fill a temporary need in order for the Commission 
to conduct its meeting in a most efficient and effective way as long 
as proper and adequate notification is provided to the Council and 
made available to the public. 
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3. Other Rules and Procedures 
 

Each Commission may adopt other rules and procedures as it deems 
necessary to effectively and efficiently accomplish its duties.   

 
G. Relationship to City Council, Staff and Media 

 
1. Upon referral by the City Council, the Commission shall study referred 

matters and return their recommendations to the Council.  With each such 
referral, the Council may authorize the City staff to provide certain 
designated services to aid in the study. 

 
2. Commissions shall not become involved in the administrative or 

operational matters of City departments unless specifically provided in 
their prescribed powers and duties.  Members may not direct staff to 
initiate major programs, conduct large studies, or establish department 
policy without approval of the City Council.  City staff assigned to furnish 
staff services shall be available to provide general staff assistance, such as 
preparation of agenda/notice materials and minutes, general review of 
department programs and activities, and to perform limited studies, 
program reviews, and other services of a general staff nature.  
Commissions may not establish department work programs or determine 
department program priorities unless specifically authorized.  The 
responsibility for setting policy and allocating scarce City resources rests 
with the City’s duly elected representatives, the City Council. 

 
3. Additional or other staff support may be provided upon a formal request to 

the City Council. 
 
4. No Commission Chairperson or member shall prepare or distribute an 

official press release to the media.  Commission members may express 
personal opinions and comments so long as the member clarifies that his 
or her statements do not represent the position of the Commission and/or 
the City Council. 

 

H. Removal 

 

Appointed officials hold office at the pleasure of the City Council.  The City 
Council may remove a Commission member without notice or a hearing upon a 
vote of the majority of the City Council as provided in Section 2-37 of Walnut 
Municipal Code Title I, Chapter 2, Article IV.  Automatic termination and 
removal of Commissioners will result from absence without cause from three 
successive regular Commission meetings in accordance with the provisions of 
Section 2-37(b). 
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I. Resignations 

 
Resignations must be submitted in writing to the City Clerk, who will distribute 
copies to City Council and appropriate staff. 
 

J. Disbanding of Commission 
 

Unless otherwise required by law, a Commission may be disbanded due to lack of 
business or other cause upon majority vote of the City Council following a 
recommendation of the City Council, Commission Chair or appropriate staff.  In 
the event a Commission is disbanded, the City Attorney shall prepare necessary 
and appropriate Ordinance amending the Walnut Municipal Code for 
consideration by the City Council.  
 

HISTORY 

Adopted:   
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