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AGENDA
COMMUNICATION COMMITTEE
Wednesday, April 10, 2024 — 4:00 p.m.

Hybrid Meeting
TO VIEW THE COMMUNICATION COMMITTEE MEETING

& OFFER PUBLIC COMMENT:
https://scarboroughmaine.zoom.us/j/83410602004

TO VIEW THE COMMUNICATION MEETING ONLY:
https://www.youtube.com/watch?v=m3gW|S1LLgM

Call to Order.
Roll Call.
Approval Minutes of March 13, 2024.

Discussion of authors and topics for upcoming Council Corner Articles. (10 Min)
Budget Communications — Themes & Messaging (20 Min)
Discussion of Communication Policy. (20 min)

Public Comment.

Future Agenda Items.

Item 9. Adjournment.


https://scarboroughmaine.zoom.us/j/83410602004
https://www.google.com/url?q=https://www.youtube.com/watch?v%3Dm3gWjS1LLqM&source=gmail-imap&ust=1686236451000000&usg=AOvVaw0JoxHi8xwMR8zqwY3WNXWt
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Late March - Budget Prepared

SETTING THE STAGE
— Budget Process Overview

— Introduce budget resources on website

PUBLIC COMMUNICATION
OPPORTUNITIES

o
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FINANCE COMMITTEE, BOE, &
TOWN COUNCIL MEETINGS

April/May - Budget Presented

HIGH LEVEL SUMMARY

— Showcase Budget Document

— Apply Context: Inflationary Period

— Long-Term Planning/Capital Investments

9,

FY24 BUDGET COMMUNICATIONS PLAN | TOWN & SCHOOL

April/May - Budget Adopted
HIGHLIGHT KEY ELEMENTS
— Showcase Budget Document

— Budget Breakdown Stories

— Share Budget & Meeting Updates

April 11
March 15 April 1 E-Newsletter April 15 May 1 May 15
E-Newsletter E-Newsletter Budget Edition E-Newsletter E-Newsletter E-Newsletter
O — O — O O — C) o;
March 31 April 7 April 21 May 5 May 12 May 26
Leader (CC) Leader (ITK) Leader (ITK) Leader (ITK) Leader (CC) Leader (ITK)
}9—9 O, o O OO, o &6 O o>
March 13 & 15 March 29 April 12 ~ April 26 May 3 May 10 May 17
BOE Budget Workshop Town Council / Finance Committee Finance Committee Town Council/School Finance Committee ~ Town Foun:II
School Board Budget Review Review Board Joint Workshop Revi Final Reading of FY24
‘ Presentation 1 Public Hearing eview Budget Adoption
TBD | April 19 - May2 =
. Town Council Finance Committee Mayv 4
BOE 1** Reading April 5 ; Meetin Review Finance Cc)),mmittee TBD : ane 3
Town Council g ; BOE 2" Reading Validation Vote on
15t Reading of FY24 TBD Review School Budget
Proposed Budget BOE Public Hearing

March-June 2023

March 13/15: BOE Budget Workshops

— TBD: BOE -

15t Reading of FY24 Budget

BUDGET MEETINGS & IMPORTANT DATES

— March 29: Town Council / BOE Budget Presentation -
— April 5: Town Council — 15t Reading of FY24 Proposed Budget—
— April 12: Finance Committee — Review
— April 19: Town Council Meeting

— April 26: Finance Committee — Review
— May 2: Finance Committee — Review

May 3: Town Council/BOE Budget Workshop/Public Hearing

May 4: Finance Committee — Review
May 10: Finance Committee — Review

TBD: BOE

— 2nd Reading of FY24 Budget

May 17: Town Council — Final Reading of Budget Adoption

June 3: Validation Vote on School Budget

Throughout 90 Days

KEEP PUBLIC INFORMED & ENGAGED

— Social Media: Meetings as Facebook events, sharing out
updates/content explained, budget breakdown videos

— Town E-Newsletter: Recycle content from other platforms

— Scarborough Leader: In the Know column, collaborative schedule

— Website: Access to budget resources (meeting dates, materials)



Town of Scarborough Communication Policy Outline

This outline is derived from a review of City and Town Communications Policies from the US and
UK. Its intent is to provide structure for the Communication Committee’s discussion as we
develop a communication policy for consideration and adoption by the full council. Its an
elephant. But we can eat it one bite at a time.

Ultimately the goal of creating a communication policy is define how our town government
intends to inform, engage, and involve residents on matters of importance to them, specify
roles and responsibilities and describe methods of measuring the effectiveness of our efforts
against our goals.

I. Principles/ Values - Governing All Town Communications
e.g. Transparency, Accuracy, Informational vs. Persuasive, Tone
Inclusive, fair, plain -spoken, prompt, courteous, respect, accessible, relevant, factual, two-way.

Il. Goals:
Establish communication goals of the Town Council with respect to:
¢ Informing the community about issues coming before the council
e Encouraging and increasing public participation and engagement
e Providing timely and accurate information to residents
e Ensuring transparency
e Promoting a positive image of the town and its initiatives
e Developing/Increasing a sense of community
e Needs of various segments of the community
e Listening and Understanding
e Other ....

I1l. Roles and Responsibilities

A. Define the responsibilities of the Town Council, Town Council Leadership,
Communication and Engagement Committee and Individual Town Council Members with
respect to:

e Setting annual communication objectives for continuous improvement.

e Ensuring that goals are met.

e Communicating decisions, policies, and legislative matters to the public.

e Engaging with residents, attending public meetings, and addressing concerns.

e Interacting with local media outlets and providing official statements.

e Monitoring and managing official social media channels.

e Responding to emails address to all council members

e Ensuring timely communication during emergencies or crises.

e Providing direction and oversight to town management regarding communications

B. Specify the communication responsibilities of Town Management including:



e Communication planning to ensure measurable progress towards achieving
communications goals.

e Operational Communication, disseminating information related to town services,
programs, and events.

e Internal Communication Ensuring effective communication within town departments
and staff.

e  Website and Public Notices Maintaining an updated town website and posting official
notices.

e Public Relations Representing the town in external forums and building positive
relationships.

e Crisis Communication Developing protocols for communication during emergencies.

e Budget and Financial Communication Explaining budgetary decisions and financial
matters to the public.

e Lobbying and Advocacy

IV. Audiences
Examples include.
e Residents
e Area-based groups — neighborhood assoc.
e Clubs and organizations
e Faith-based groups
e Racial, ethnic and cultural groups
e local community and voluntary groups
e web-based or virtual groups.
e statutory partners, other cities and towns, state gov
e businesses
e visitors

V. Communication Channels

Describe the various communication channels used by the town and how they are used to
accomplish communication goals. (Channel Matrix matching the type of coms with the
channels used.

e Community Surveys

e Town Website Content management, news updates, and event calendars.

e Town Smart Phone Application

e Community TV — YouTube

e Official town profiles on platforms like Facebook, Twitter, and Instagram

e Regular Newsletters for residents.

e Email List

e Me mail — showing u

e Text Alerts or updates

e Press Releases Official statements to the media.



e Public Meetings Town Council meetings, workshops, and public forums.
e Emergency Alerts Systems for urgent notifications

e Individual Town Councilors and Officials

e Town Employees

VI. Compliance and Accountability
e Establish criteria for effective communication.
e Establish a review process for continuous improvement.
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SCARBOROUGH TOWN COUNCIL
RULES & PROCEDURES

Section 100: TOWN COUNCIL RULES OF ORDER

100.0: Preface.

The Scarborough Town Council will maintain these Rules & Procedures as an operational guide for
staff, council members and the general public. The manual will be regarded as a continuously
developing and changing document to meet the needs of the changing times and circumstances. This
development and change process, while ultimately the responsibility of the Council, is a task in which
all affected are expected and invited to participate and contribute.

101.0: Definitions.
For the purposes of this manual and each of its sections, the following definitions shall apply:

101.1: Rules of Order

Are general procedural rules and orders adopted by a majority of the Town Council for the
members of the Council to follow. Unless otherwise modified herein, Roberts Rules of Order will
prevail. [amended 10/21/09]

101.2: Policy(ies)
Are a plan or course of action, guiding principle(s) or procedure(s) considered to be expedient,
prudent and advantageous to the Town and/or Town Council.

101.3: Procedures
Avre step-by-step directions that should be performed in order to obtain the intended outcome of an
Order, Resolution, Proclamation, and/or Policy.

101.4: Resolutions
Also referenced as Resolves, are an expression of opinion, principles, facts or purposes adopted by
the Council as direction to the staff and/or general public.

101.5: Proclamations
Are expressions of support, recognition or sentiments on behalf of the Town of Scarborough.

101.6: Orders

And/or Ordinances are a by-law, law or legal requirement adopted by the Council, as authorized
by state statute and town charter to exercise any power or function which the Legislature has power
to confer upon it.

101.7: Petitions

Are formal written requests addressed to a person(s) in authority that asks for some action or
benefit, or the redress of a grievance. A petition may also be a formal application in writing made
to the Council requesting action concerning some matter.

101.8: Majority

The majority of the elected Council shall constitute a quorum for the transaction of business.
Pursuant to Section 210 of the Charter in that every ordinance, order, and resolve shall require on
final passage the affirmative vote of four (4) members of the Town Council, except where a rule
provides otherwise. However, in the event of less than four (4) members of the Town Council are
present, then a majority of those Council members present shall constitute a quorum for the
purpose of calling the meeting to adjourn to a date specific.[adopted 10/21/09]



101.9: Quorum
The number of elected Council members required for final passage on every ordinance, order, and
resolve, except where a rule provides otherwise. [adopted 10/21/09]

101.10: Abstain

It is the duty of every member of the Council that is present must vote. There may be
circumstances whereby a member may be required to abstain in the case of a real or perceived
conflict of interest; however, it is the duty of the members of the Town Council to determine
whether there is a conflict of interest [Section 130.2][adopted 10/21/09]

101.11: Immediate Family

Immediate family is defined to mean spouse, domestic partner (as defined by the Maine Municipal
Employee Health Trust), child parents, brothers, sisters, mother-in-law, father-in-law, grandfather,
grandmother, grandchildren, step-father, step-mother, step-children or other relatives living in the
same household.

102.0: Organization.
The Scarborough Town Council Rules Procedures shall be organized by general sectioning, such that
those sections will be titled: [amended 10/21/09]

a) Section 100: Town Council Rules of Order
b) Section 200: Town Council Meeting(s) Policies and Procedures
c) Section 300: Other Town Council Policies

103.0: Regular Meetings.

The regular meetings of the Town Council shall be held in the room known as the Town Council
Chamber of the Town Hall at 7:00 P.M., Eastern Standard Time, on the first and third Wednesdays of
each calendar month, with the exception of the months of July and August when only one meeting will
be held on the third Wednesday of each of the two months.

103.1: When said days fall on a holiday or on Election Day, the regular meeting shall be held on
the following Monday, at the same time and place.

103.2: The date of any regular meeting may be changed by an order or resolve passed at the
previous meeting upon the vote of five members of the Council, provided, however, that said
change in date will still provide for two regular meetings in one month, with the exception of the
months of July and August when only one meeting will be held on the third Wednesday of each of
the two months.

103.3: No new business shall be taken up after 10:00 p.m.
[amended 04/19/00; amended 03/21/01; corrected 06/06/01].

104.0: Special Meetings.
Special meetings may be held on the call of the Council Chair or by written signature or voice
confirmation of four Councilors, if unavailable by signature.

104.1: Notice of the meeting will be given in person or left at the place of residence of each
Councillor. If practical, such notice shall be given not less than 24 hours before the meeting. Such
notice will state the time and place of such meeting and business to be transacted, along with the
names of the Councilors calling for the meeting.

104.2: No business shall be transacted at this meeting except as stated in the notice. Notice will
also be posted near the main entrance to the Municipal Building, visible from outside the building.


http://en.wikipedia.org/wiki/Conflict_of_interest

104.3: Members of the media will be notified in person, by telephone or facsimile transmission.
[adopted 02/28/1998]

105.0: Televising Council Meetings/Workshops and/or Related Meetings. [adopted 09/04/02]
All Council meetings, both regular and special, whenever possible shall be televised live and recorded
for rebroadcast at a later date.

105.1: Committee meetings dealing with legislative or financial matters shall also be televised; all
other committee meetings (e.g. Appointments and Negotiations Committee) shall be at the
discretion of the committee chair.

105.2: Council workshops may be televised or taped at the call of the Council Chair.

105.3: All meetings/workshops that are taped shall be broadcast at a later date. [adopted
09/04/2002]

106.0: Quorum: Adjourned Meetings.
A majority of the members of the Town Council shall constitute a quorum for the purpose of calling
the meeting to adjourn to a date specific. [amended 10/21/09]

106.1: At least twenty-four hours notice of the time and place of holding such adjourned meeting
shall be given to all members who are not present at the meeting from which adjournment is taken.

107.0: Agendas.
The Council shall take up items, which appear on its agenda in the following order, unless a majority
of those Councilors present and voting vote to take an item out of order.

Call to Order by the Chair.

Pledge of Allegiance.

Roll Call by the recording secretary.

General Public Comments.

Acceptance of minutes.

Adjustments to the Agenda. [adopted 10/21/09]

Items to be signed; i.e., treasurer’s warrants.

Town Manager’s Report [adopted 10/21/09; amended 10/07/20]

. Public Hearings.

0. Proclamations, Resolutions and Resolves.

1. Old Business: Ordinances, orders or resolves not reached on the agenda of the previous
meeting, including items tabled and second readings.

12. New Business: Ordinances and orders.

13. Non-Action Items. (amended 04/19/00)

14. Standing and Special Committee Reports and Liaison reports. [amended 10/21/09]

15. Council member comments.

16. Adjournment.

17. Executive sessions, which may be scheduled or held anywhere on the agenda.

RBOooo~NoOwNE

108.0: Enactment: Form.

The Town Council shall act only by ordinance, order, resolve or proclamation. However, if a resolve or
proclamation is recognizing an accomplishment, then the Town Manager and Council Chair, at their
discretion, shall be authorized to sign the document on behalf of the Town Council.



108.1: All ordinances, orders, and resolves, except orders and resolves making an appropriation of
money, shall be confined to one subject, which shall be clearly expressed in the title. The
appropriation order or resolve shall be confined to the subject of appropriations only.

108.2: All ordinances, order, resolves and proclamations when presented on the Agenda shall
note the action’s sponsor and committee/board recommendation, if the action item has been
reviewed by a municipal committee.

108.2.a: All committee/board recommendations shall be in the form of “Unanimous — Ought to
Pass”, Unanimous — Ought Not To Pass”, “Ought To Pass”, “Ought Not to Pass”.

109.0: Ordinances: Style.

All by-laws passed by the Town Council shall be termed “ordinances” and the enacting style shall be:
“Be it ordained by the Town Council of the Town of Scarborough,
Maine, in Town Council assembled.”

110.0: Order and Resolve: Style.
In all votes of command, the forms of expression shall be “ordered”; and of opinions, principles, facts,
or purposes, the form shall be “resolved.”

111.0: Reading on Two Separate Days: Waiver [amended 08/01/77]

No ordinance or order authorizing the expenditure of $1,000.00 or more shall be passed until it has
been read on two separate days, except when the requirement of reading on two separate days has been
dispensed with by a vote of five of the members of the Town Council.

111.1: A reading is not an official first or second reading for the purpose of this section unless a
Councillor specifically designates the reading as such in the motion for approval. The motion shall
be in the following form:

“Move approval of the first (second) reading of

When the general budget appropriation resolve shall have been enacted, except for expenditures
and transfers from the Contingent Account and year-end adjustment of balances, no order,
ordinance, or resolve shall be passed adding any new project or expenditure unless by vote of five
of the members of the Council.

112.0: Second Reading: Waiver [amended 02/18/70].

Any other order or resolve may be passed after a first reading (which may be by title only if no
member of the Council objects), unless on motion, a majority of those members present vote in favor
of a second reading on a separate day.

113.0: First Reading: Waiver.
Every ordinance, order or resolve shall have a first reading unless the reading is dispensed with by the
unanimous vote of those present, in which case reading shall be by title only.

114.0: Yeas and Nays Taken: When.

The yeas and nays shall be taken upon the passage of all ordinances and orders authorizing the
expenditure of money in the amount of $1,000.00 or more and entered upon the record of the
proceedings of the Town Council by the clerk. The yeas and nays shall be taken on the passage of an
order or resolve when called for by any member of the Town Council.



115.0: Ordinances: Effective When. [amended 08/01/77]

After receiving final passage by the Town Council, an ordinance shall take effect at 12:00 A.M. on the
day following enactment or at a later date specified within the ordinance, except that emergency
ordinances shall take effective as specified in Section 117.

116.0: Order, Resolve: Effective When.
All orders or resolves shall take effect after passage.

117.0: Emergency Ordinances.

The Town Council may, by vote of five of its members, pass emergency ordinances to take effect at
the time indicated therein, but such emergency ordinance shall contain a section in which the
emergency is set forth and defined, provided however, that the declaration of such emergency by the
Town Council shall be conclusive.

118.0: Item for Meetings: Filed When.

No ordinance, order, or resolve shall be in order for action at any meeting of the Town Council unless
such ordinance, order, or resolve shall be filed in the office of the Town Clerk on or before 2:00 p.m.
in the afternoon on the Wednesday prior to the regular meeting held on the following Wednesday and
before 2:00 p.m. in the afternoon of the business day next to the day of any other special meeting.
[amended 12/01/04]

118.1: In the event that the Town Clerk’s Office is not open on Wednesday, then the deadline for
filing will fall at 2:00 p.m. on Tuesday the day before the original filing deadline. Members of the
public wishing to place an item on the agenda shall do so with the support of a Councillor. Agenda
items shall not be removed from the agenda after the agenda has been published. [adopted
04/19/00; amended 12/01/04]

119.0: Chair to be Presiding Officer.

The Chair shall take the chair at the time appointed for the meeting, call the members to order, cause
the roll to be called, and, a quorum being present, cause the minutes of the preceding meeting to be
read and proceed to business.

120.0: Role of Vice Chair.

The Town Council shall elect a Councillor to serve as Vice Chair by a majority vote. The Vice Chair
will serve in the absence or disability of the Chair and perform any duties as designated by the Chair.
The term of Vice Chair will be concurrent with the Chair. [amended 04/04/01].

121.0: Preserve Order: Decide All Questions of Order.

The Chair shall preserve decorum and order, may speak to points of order in preference to other
members, and shall decide all questions of order and subject to an appeal to the Council by motion
regularly seconded, and no other business shall be in order until the question on appeal is decided.

122.0: Declare Votes: Cause Return of VVotes.
The Chair shall declare all votes, but if any member doubts a vote, the Chair shall cause a return of the
members voting in the affirmative and in the negative without debate.

123.0: Debate: Rules of.

When a question is under debate, the Chair shall receive no motion but to adjourn, or for the previous
question, or to lay on the table, or to postpone to a day certain or to refer to a committee or some
administrative official, or to amend, or to postpone indefinitely; which several motions shall have
precedence in the order in which they stand arranged. The Town Manager shall have the right to take
part in the discussion, but may not vote.



124.0: Motion to Adjourn: Lay on Table.

The Chair shall consider a motion to adjourn as always in order except on immediate repetition; and
that motion and the motion to lay on the table, or to take from the table, shall be decided without
debate.

125.0: Reconsideration.

When a vote is passed, it shall be in order that only those Council members who voted in the majority
can sponsor an item for reconsideration, or in the negative on a tie vote, to move a reconsideration
thereof at the same, or the next stated meeting, but not afterwards; and when a motion of
reconsideration is decided, that vote shall not be reconsidered.

125.1: No motion to reconsider a vote passed at a previous meeting shall be in order for
consideration at the next meeting unless an item to that effect is contained on the agenda for such
next meeting, or unless five of the members consent to such reconsideration. Only a Council
member who voted in the majority can make the motion to reconsider. [amended 10/21/09]

125.2: A petition once presented to and finally acted upon by the Town Council shall not again be
received by the Town Clerk for presentation to the Council in the same or substantially the same
form for a period of one year next succeeding the Council's final actions on the original petition.

125.3: A member of the Town Council, voting with the majority on the original petition, shall be
privileged to reintroduce such a petition.

126.0: Motion for Previous Question.
Upon the motion for the previous question being made and seconded, the Chair shall put the question
in the following form:

“Shall the main question be put?”

126.1: And all debates upon the main question shall be suspended until the motion for the previous
question shall be decided. After the adoption of said motion for the previous question by a majority
vote, the sense of the Council shall be forthwith taken upon all pending amendments, and then
upon the main question.

127.0: Not to be Debated or Amended.
No debate shall be allowed on a motion for the previous question. Neither is it susceptible of
amendment.

127.1: All questions of order arising incidentally thereon must be decided without discussion
whether appeal be had from the chair or not.

128.0: Manner of Speaking.
When a member is about to speak, said member shall respectfully address the Chair, confine comments
to the question under debate, and avoid personalities.

129.0: Not to Interrupt.
No member speaking shall be interrupted by another, but by a call to order or to correct a mistake.

130.0: Breach of Rules and Orders.
Please refer to Section 200 — Town Council Procedures — Page 8.



131.0: Member Excused from Voting: When.
All members present when a question is put shall give their vote, unless the Council, for special
reasons, shall excuse any member.

131.1: Application to be so excused must be made before the Council is divided, or before the
calling of the yeas and nays, and decided without debate.

132.0: Motion to be Reduced to Writing: When.
Every motion shall be reduced to writing, if the Chair shall so direct.

133.0: Division of Question.

Any member may require the division of a question when the sense will admit it. When a single
motion contains a number of parts, each of which is capable of standing alone, the parts can be
separated and voted on as if they were distinct questions. Division of the question takes precedence
over the main motion and must be dealt with before moving on the main motion. [amended 10/21/09]

134.0: Motion for Referral.
A motion for referral to a committee or administrative official, until it is decided, shall preclude all
amendments to the main question.

135.0: Priority of Business.
All questions relating to priority of business to be acted upon shall be decided without debate.

136.0: Suspension of Rules: Amendment or Repeal.
The rules shall not be dispensed with or suspended unless five of the members of the Council consent
thereto.

136.1: No rule or order shall be amended or repealed without notice, in writing, being given at the
preceding meeting.

Section 200: TOWN COUNCIL PROCEDURES

200.0: Breach of Rules and Orders [amended 10/21/09].

The proper operation of democratic government requires that Town Councilors be fair, impartial and
responsive to the needs of the people and each other in the performance of the respective functions and
duties; that decisions and policy be made in proper channels of the Town's governmental structure; that
public office not be used for personal gain; and that such Councilors maintain a standard of conduct that
will inspire public confidence in the integrity of the Town’s government. In recognition of these goals, a
Code of Ethics is hereby established for all Town Councilors which is not intended to deny Council
members their constitutional rights nor violate their civil rights.

200.1: Standards of Conduct. The purpose of this Code is to establish ethical standards of
conduct for all Town Councilors by setting forth those acts or actions deemed to be in conflict or
incompatible, or to create the appearance of conflict or incompatibility, with the best interest of
the Town of Scarborough.

200.2: Conflicts of Interest. No Councilor shall participate directly by means of deliberation,
approval or disapproval, or recommendation, in the purchase of goods and services for the Town,
and the award of any contracts with the Town, except that he/she may be allowed to submit bids
for same in accordance with the Town ordinances; and under the laws of the State of Maine,
where to his/her knowledge there is a financial interest, or special interest other than that
possessed by the public generally, in such purchase or award, held by:




200.2.a: himself/herself or a member of his/her immediate family;

200.2.b: a business in which he/she or a member of his/her immediate family serves as an
officer, director, trustee, partner or employee in a supervisory or management position; or

200.2.c: any other person or business with whom he/she or a member of his/her
immediate family are in business, or are negotiating or have an arrangement concerning
future employment.

200.3: Disclosure of Confidential Information. No Town Councilor shall, without proper legal
authorization, disclose confidential information concerning the property, government or affairs of
the Town, nor shall he/her use such information to advance the financial or private interest of
himself/herself or others. For purposes of this subsection, the term "confidential information™
shall mean any information, oral or written, which comes to the attention of, or is available to,
such Town Councilor only because of his/her position with the Town, and is not a matter of
public record. Information received and discussed during an executive session of the Scarborough
Town Councilor any Town agency shall be considered within the constraints of this section, and
shall not be disclosed to any third part unless permitted by affirmative vote of such body.

200.4: Gifts and Favors. No Town Councilor shall accept any gift in excess of $50, whether in
the form of service, loan, thing or promise, from any person and/or business which to his/her
knowledge is interested directly or indirectly in any manner whatsoever in business dealings with
the Town; nor shall any Town Councilor: (1) accept any gift, favor or thing that tends to
influence him/her in the discharge of his/her official duties; or (2) grant in the discharge of his/her
official duties any improper favor, service or thing.

200.5: Use of Town Property. Nothing herein shall prohibit the use of Town buildings and
equipment at rates and/or on terms as may be established.

200.6: Disclosure of Interest in Agenda Items. Any Town Councilor who believes he/she or a
member of his/her immediate family, has a financial or special interest, other than an interest held
by the public generally in any proposed order, ordinance or resolve on the agenda of the
Scarborough Town Council, shall disclose the nature and extent of such interest, and have it
recorded by the Clerk on the Town records of such item.

200.6a: Once such disclosure has been made, such Town Councilor shall refrain and shall
be relieved, in the discretion of the other members of the Council, from voting or
otherwise participating in the deliberations and decision making process on such item.

200.6.b: Nothing herein shall be construed to prohibit any Town Councilor from
representing his/her own personal interest in any such item.

200.7: Disclosure Statement by Town Councilors. Every Town Councilor shall file with the
Town Clerk within thirty (30) days after the effective date of this Section, and during the month
of April during each calendar year thereafter, a written statement under oath containing the
following information, to the best of his/her knowledge and belief:




200.7.a: The name of each person or business doing business with the Town in an amount
in excess of one thousand dollars ($1,000.00) during the preceding calendar year from
which such Councilor, or a member of his/her immediate family, has received money or
other thing of value in an amount in excess of one thousand dollars ($1,000.00) during the
preceding calendar year, including campaign contributions.

200.7.b: For purposes of this Code, a list prepared by the Finance Officer of those
persons or businesses doing business with the Town in amount in excess of one thousand
dollars ($1,000.00) for the preceding calendar year shall be determinative for purposes of
reporting under this section.

200.7.c: Income from, and financial investments in, policies of insurance, and deposits
and accounts from commercial or savings banks, savings and loan associations, or credit
unions shall not be considered to be a financial interest within the meaning of this section.

200.8: Penalties. In addition to any other penalties or remedies as may be provided by law,
violation of this Code shall constitute cause for censure, after notice and hearing conducted in
private by the Town Council or if otherwise requested in writing by the Councillor to conduct the
hearing in public session. A majority of the Scarborough Town Council shall conduct such
proceedings.

200.9: Separability. If any section, subsection, sentence, clause or phrase of this Code is for any
reason held to be invalid or unconstitutional, such invalidity or unconstitutionality shall not affect
the validity or constitutionality of the remaining portions of this Code.

201.0: Appointments To Town Committees/Boards.

Appointments to town committee/boards must go through a two-meeting process. Name(s) of
individual(s) will be posted at one Council meeting and approved at the next Council meeting. Current
members will serve until a replacement is named by the Appointments and Negotiations Committee
and certified by the Council. The term for new appointees will be for one year unless otherwise
determined by the Town Council. [amended 09/04/02; amended 04/01/15; amended 05/17/17]

202.0: Procedures For Addressing The Council.
Any person wishing to address the Town Council will be given an opportunity to do so in accordance
with the following procedures:

202.1: Procedure.

A Public Comment Period shall be conducted prior to the start of any Council business at each
regular Town Council meeting, at which time citizens shall be given the opportunity to be heard on
matters concerning Town business in general. Additional public comment shall be allowed during
public hearings and on agenda items. Such public forums and/or public comment periods may be
waived if no member of the public wishes to speak. Persons wishing to speak will preface their
comments by giving their name and address. [amended 10/21/09]

202.2: Time Limit.
All such public forums, public comment periods and public hearings shall be conducted under the
following guidelines:



202.2a: General Public Comment: Persons addressing the Town Council during the public
comment period at the beginning of the meeting shall limit their comments to (3) three minutes.
Individuals may be permitted to speak more than once at the discretion of the Chair of the
Council. The first (30) thirty minutes of the Council meeting will be allocated for general
public comment. If it appears that the public comment period will exceed 30 minutes, public
comment may be suspended by the Chair, so the Town Council may conduct its business, in
any case to occur prior to adjournment. [amended 10/21/09]

202.2.b.: Public Hearing Comment: Persons addressing the Town Council during a public
hearing shall limit their comments to the particular agenda item and shall limit their comments
to (3) three minutes. Individuals may be permitted to speak more than once at the discretion of
the Chair of the Council. [amended 04/18/01][amended 10/21/09].

202.2.c: Public Comment on Agenda Items: Following the reading of each agenda item, the
Chair shall ask if any member of the public wishes to speak on that item. Persons who have
previously addressed the Town Council during the public comment portion and wishes to speak
on an agenda item may do so only if there is new and pertinent information to be added and
limit their comments to (3) three minutes. [amended 10/21/09]

202.2.d: Council Member Comments: Each Council Meeting Agenda schedules an
opportunity for Council Member to share personal comments that may be of community
interest, at the close of each meeting. Town Council members shall limit their comments to
(10) ten minutes. Individual Councilors may be permitted to speak more than once at the
discretion of the Chair of the Council.

202.3: Decorum.
Persons present at Council meetings, including Elected Officials, are requested not to applaud or
otherwise express approval or disapproval of any statements made or action taken at such meeting.

202.3.a: Persons addressing the Council shall direct their remarks exclusively to the Council
Chair unless the Chair allows otherwise. Persons will strive to be accurate in their statements
and avoid making personal, rude or provocative remarks. All statements should respect the
dignity and seriousness of the proceeding. Persons conduct themselves in a manner expected of
all meeting participants. [amended 04/18/01; amended 04/01/15]

202.3.b.: It shall be at the discretion of the Council Chair to ask any persons making
in-appropriate statements, and/or conducting themselves in a disrespectful manner to cease
such action or risk being asked to be seated or removed. [adopted 10/21/09]

203.0: Council Standing Committees [amended 01/07/98][amend 10/21/09][amended 09/07/16].
At the commencement of the municipal year, or soon thereafter as possible, there shall be chosen the
following Standing Committees, each Standing Committee to consist of such members of the Council
as the Town Council may designate:

203.0.a: 3 Members to the Finance Committee:

The Finance Committee shall review appropriation requests and revenue estimates for all
offices, agencies and departments of the Town. The Finance Committee shall meet regularly
with its designated counterpart from the Town Department of Education to discuss the
appropriation requests and revenue estimates from that department in accordance with Article
IV and V of the Town Charter. The Finance Committee shall prepare recommended line
item appropriation amendments, with the exception of the Town Department of Education
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Budget, to the proposed budget to the Town Council prior to the public hearing and final
reading. The Finance Committee shall recommend, only, a total appropriation for the Town
Department of Education. Pursuant to Article V of the Town Charter, the Town Council
retains the ultimate responsibility of reviewing and approving the total budget with or
without amendments.

In consultation with the Town Manager and staff, the Finance Committee may prepare and
recommend for approval by the Town Council, policies and/or procedures relating to the
financial affairs of the Town.

203.0.b: 3 Members to the Appointments and Negotiations Committee:

The Appointments and Negotiations Committee shall meet from time to time and review
applications for vacancies on the various Town committees/boards and make their
recommendations in accordance with Section 201.0 of the Rules and Policies Manual. The
Committee will provide analysis and recommendations about the Town’s collective bargaining
strategy and compensation planning. [amended 05/17/17]

203.0.c.: 3 Members to the Ordinance Committee:
The members of the Ordinance Committee shall review proposed ordinances or amendments
and make recommendations thereon to the Council for final action.

Minor amendments are amendments that do not alter the substance to ordinances generated
from other standing committees may be recommended administratively to the Council without
review by the Ordinance Committee. From time to time the Town Council may appoint a
committee that may not require its recommendations to be reviewed by the Ordinance
Committee.

203.0.d: 3 Members to the Rules and Policies Committee:

The Rules and Policies Committee shall review existing and proposed Town Council Adopted
Policies (Chapter 101), Rules & Procedures - (Chapter 302) and Committee and Board Rules &
Procedures (Chapter 302a) for consistency, relevance and clarity and ensure all are in
compliance with State Law and the local Town Charter. All recommendations will be brought
forward for approval by the Town Council. [amended 02/17/2021]

203.0.e.: Members to the Communications and Community Engagement Committee:

The members of the Communications and Community Engagement Committee will provide
direction, policy oversight and business decision support for all communication efforts of the
Town Council. The Committee will from time to time review and offer feedback and
engagement on the Town’s current mechanisms for promoting Town Council and community
engagement. The Committee may identify new strategies and resources that will foster and
promote a positive and productive dialogue with community members; help facilitate
improvements to existing and new communications mediums; and they will provide the
Council with an annual report summarizing the committee’s activities from the previous year
and recommendation for the year to come. [adopted 05/17/17; amended 04/06/22]

203.1:The Council Chair shall select committee members after seeking input from Councilors on
committee preference. Committee appointments are subject to confirmation by a majority of the
Council. The Council Chair Shall serves as an ex-officio member of all Council Standing
Committees and may vote only in the absence of any regular meeting member.

203.2: The Councilor first named shall serve as Committee Chair. In the case of a member’s
resignation or inability to serve, the Council Chair shall designate a new committee member.
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Committee members shall be chosen at the first regular meeting of the Town Council following the
meeting in which the Council Chair is elected.

203.3: Members of the Town Council may attend and participate at the Council Committee
meetings, but shall only vote at meetings for the committee of which they are a member. Citizens
will be allowed to give input at the discretion of the Committee Chair.
203.2.a: A quorum of a Town Council Committee shall consist of two members of that
Committee.

204.0: Other Committees/Boards

204.1: Special Committees/Boards — Committees/Boards that are created by the Town Council
and for which serve a specific purpose for an indefinite period of time and those
Committee/Boards that are required by State Statute. [e.g. Conservation Commission; Planning
Board; Shellfish Conservation Commission].

204.2: Ad-Hoc Committees/Boards — Those Committees/Boards that are appointed by the
Town Council for a specific purpose and/or for a specified duration [e.g. Payne Road Study
Committee, Energy Study Committee].

204.3: Review of Committees/Boards — The Town council shall conduct an annual review of all
committees/boards and other than standing committees of the Council, to ensure that there is still
a valid need for such committees/boards. The workshop shall be held within the first quarter of
the year. [Adopted 09-18-2013]

SECTION 300.0: OTHER TOWN COUNCIL PROCEDURES

301.0: Individual Opinion Disclaimers.

If a Councillor uses town letterhead to express an opinion that is not the official position of the Town
Council, then the letter shall include a disclaimer stating the opinions presented are those of the
individual Councilor.

302.0: Council Correspondence Policy [adopted 08/18/99].
Councilors will be reasonable in making personal statements insofar that they will not project a
personal opinion as the official position of the Town Council.

303.0: Town Council Reimbursement for Professional Development.

303.1: Conference/Workshop Expenditures [adopted 04/19/00].

The Town of Scarborough recognizes the constructive value of professional conferences, seminars,
meeting, and training individual Town Councilors may actively participate in that support their
elected role. The Finance Committee shall recommend annual funding for Council professional
development. The Town Manager shall administer the use of those funds in accordance with the
standard operating procedures that are consistent with Scarborough municipal employee rules and
policies.

303.2 - Repeal of Prior Town Council Travel Policy. This section repeals the Town Council
Travel Policy adopted by the Town Council on February 18, 1998 and as amended on April 19,
2000 and replaces it with Chapter 302 — the Scarborough Town Council Rules and Procedures
Manual Section 303.0 Reimbursement for Professional Development, adopted by the Town
Council on September 7, 2016.
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304.0 Town Council Policy on Publicly Speaking as a Representative of the Town Council as a
Body. Councilors wishing to speak on behalf of the Town Council or as a representative of the Town
Council as a body shall present a resolution expressing the content of any public statement to the
Council for adoption by a vote of five of its members. [Adopted 07-18-19]
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APPENDIX A: POLICY MATRIX

Type Intended Audience Process to Enact Votes to Pass | Council Rules Charter Statutory
Council Rules & Order Council Members 2 Council Mtg. Simple Section 100: Sub.102 Section. 212 No
Majority
Defined As: General procedural rules and orders adopted by the Council Members for the members of the Council to follow.
Resolutions/Resolves Staff and/or General Public 1 Council Mtg. Simple Section 100: Sub. 102.4 No No
Majority
Defined As: An expression of opinion, principles, facts or purposes adopted by the Council as direction to the staff and/or general public.

Orders Section 109-117 No No
General or if authorizing | Staff and/or General Public 1 Council Mtg. Simple Section 111, 115 No No.
expenditure under $1,000 Majority
$1,000 or more Staff 2 Council Mtg. Simple Section 111, 115 No No

Majority*

Ordinances General Public — enforcement | 1 Council  Mtg., | Simple Section 109-117. Section. 213 Title 30A, Part 2

by staff Public Hearing & 2™ | Majority®

Meeting?

Defined As: By-law, law

Legislature has power to confer upon it.

or legal requirement adopted by the Council, as authorized by state statute and town charter to exerc

ise any power or function which the

Petitions No
General or if requesting a | Council Members, Staff | See Town Charter Council vote Acrticle IX: | No
reversal of a Council decision. and/or General Public not required. Section 903

If not requesting a reversal of a | Council ~ Members,  Staff Section 100: Sub. 102.7 No.

Council decision.

and/or General Public

Defined As: Formal written requests addressed to a person(s) in authority that asks for some action or benefit, or the redress of a grievance. A petition may also be a
formal application in writing made to the Council requestin

action concerning some matter.

Proclamations Staff and/or Gen. Public Staff — if authority Section 100: Sub. 102.5 | No No
delegated
Defined As: Recognition, expression of support or sentiment on behalf of the Town of Scarborough.
Policies Council 1 Council Mtg. Simple Section 100: Sub. 102.2 | No No
Majority

Defined As: A plan or course of action, guiding principle, or procedure considered being expedient, prudent or advantageous.

! There are exceptions to a simple majority vote, such as to suspend the rules and wave the second reading or to add a new project or expenditure once the budget
has been adopted. These exceptions require a minimum affirmative vote of five members of the Council.
2 A second reading can be held on the same night as the public hearing.
3 There are exceptions to a simple majority vote such as the approval of a Contract Zoning Request (which requires a minimum affirmative vote of two thirds of
the Council Members but not less than four) or the enactment of an Emergency Ordinance (which requires a minimum affirmative vote of five members of the

Council to adopt it).
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CouNcIL CORRESPONDENCE PoLIcYy
APPROVED ON AUGUST 18, 1999

Correspondence received in the Clerk's office for individual Councillors is opened
by the Town Clerk or the Clerk's designee. The Town Clerk will notify individual
Councillors as soon as is practical when correspondence is received. Thereafter, copies
of all such correspondence will be included in each Councillor's packet and provided to
the Town Manager. Each Councillor will provide the clerk with their preference
regarding where such notification will be made. (When the originator has copied all
Councillors, the Clerk will simply note this information on the correspondence unless the
originator has done so.)

When material is marked Confidential, the Councillor addressed will be notified
personally and will have an opportunity to review the material prior to general
distribution to the Council. This would not preclude the Town Clerk and Town Manager
to determine what, if any, further distribution should be made of the correspondence.

Correspondence received or produced by individual Councillors will be provided
to the Town Clerk as soon as practical by the individual Councillor. The material will be
distributed to the full Council by inserting in their individual mail folders. The Town
Manager will be provided copies by the Clerk. Any mail not personally picked up by
individual Councillors will be included in the Councillor's packet for distribution.

This procedure does not apply to commercial mail, such as solicitations,
brochures, etc.



MaNkaT()

allg -

ﬁeﬂéy the wAY...

STRATEGIC COMMUNICATIONS
& ENGAGEMENT PLAN

Iy J-f

-14Hﬁlll%§£:§i

{ I
MimmmE .

mankatomn.gov



[&M@y e WAY...

VISION

Leading the way as a vibrant, diverse regional community.

PUBLIC SERVICE PRINCIPLES

Responsive—Prompt to respond and serve.

Efficient—Highest performance at greatest economy.

Greater good—Serve for the good of the community and region.
Innovation—Embracing new ideas and methods to improve service
delivery.

Open—Spirit of accessibility in policy making and operation.
Neighborly—Concern and compassion for others.

CORE VALUES

Respect—We treat others with courtesy and dignity and value their
perspectives, embracing our differences.

Integrity—We lead by example by being honest, doing the right
thing and by having actions that reflect our words.

Positive attitude—We use a positive approach, take initiative, are
motivated to perform a good job and take pride in the work we do.
Teamwork—Together, we collaborate on ideas and share
information, resources and responsibility for the best possible
outcomes.

Accountability—We take responsibility for our actions and the
completion of our work.

LEADERSHIP PHILOSOPHY

We belong to an organization that cares about making a positive
difference in the lives of others. Our work is challenging and has
purpose. We listen and engage with each other and our community.
We are empowered and trusted to make good decisions that align
with our Public Service Principles and Core Values. Our
organization is committed to investing in and developing each
other. We will recognize and celebrate our collective achievements
and individual accomplishments.
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BACKGROUND

A high priority for City government is to effectively communicate
with taxpayers, be transparent, accountable and to build trust.
Community members want staff responsive to their needs and
two-way communication is the core to knowing what community
members want. Well-planned communications and engagement
are the heart of a successful communications effort.

The City of Mankato’s Strategic Communications and Engagement
Plan highlights priorities. The plan takes a proactive approach to
plan and execute communications and engagement for the City.
Largely based on the City's Strategic Plan, communication
themes are approved by the City Council, which is often likely to
be perceived as a body, not individuals. Communications and
engagement efforts are key in communicating the City Council's
collective message. A communication program built on strong
themes is generally most effective. Current themes are:
Affordability, Community Building and Stewardship.

Key messages and themes come from Mankato's Strategic Plan:

e Continue to have a viable, stable financial foundation.

e Remain committed to diversifying the economy and vitality of
Greater Mankato.

e Strive to improve capital planning and access to information.

e Balance investment and reinvestment.

e Strive for livability that includes a healthy, safe and livable
community.

e Build environmentally responsible and sustainable
infrastructure.

e Be a stakeholder in regional collaboration.

e Practice and emphasize a customer-centered culture.

Successful communications and engagement strategies require
the involvement and support of elected leaders, administrative
leadership, department directors and employees. Using a team
approach helps support communications and engagement efforts
to include organizational key messages and branding and ensure

information is timely, accurate and accessible.




