
 

 

FULL COMMISSION MEETING 

OF THE 

LAKEWOOD ADVISORY COMMISSION 
 

FEBRUARY 16, 2022 
@ 7:00 p.m. 

VIRTUAL MEETING 
 

To join the Full Commission Meeting: 

By Computer:  https://lakewood.zoom.us/j/89333272969  
Phone Number: 1-720-707-2699 

Webinar ID: 893 3327 2969 
(press # after entering the webinar id then press # once more to join the meeting) 

Press *9 to Request to Speak 
(You will be prompted when to speak) 

Press *6 to Unmute to Speak 
 
 
 
 
 
 
 
 

AGENDA 
 

1. CALL TO ORDER – Interim Chair Karen Gordey 
 

2. ROLL CALL – Secretary Kate McBride 
 

3. PUBLIC COMMENT – Interim Chair Karen Gordey 
 

4. APPROVAL OF MINUTES – January 19, 2022, LAC Full Commission Minutes 
 

5. OLD BUSINESS – Interim Chair Karen Gordey 
None 
 

6. NEW BUSINESS – Interim Chair Karen Gordey 

• Introducing Interim City Clerk Michele Millard 

• LAC Chair position 

• Sub Committee Chairs vacancies  

• Ambassador Committee vacancies 

• Mentor Program 

• LAC Policies and Procedures – Updates or Vote to adopt 

• New Ideas for projects 
 
 
 

Lakewood Advisory Commission meetings are public meetings where members are 

encouraged to attend and participate.  In order to ensure productive meetings, Lakewood 

Advisory Commission members, as well as visiting guests, are respectfully asked to avoid 

grandstanding or repeating a point that has already been made, challenge ideas – not people, 

and to stay on task and topic.   

 

https://lakewood.zoom.us/j/89333272969
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7. OFFICERS   REPORTS 

• Interim Chair Karen Gordey 

• Secretary Kate McBride 
 

8. SUBCOMMITTEE REPORTS – Interim Chair Karen Gordey 

• Sustainability – Chair Andrea Gelfuso-Goetz 

• Neighborhoods – Interim Chair Kate McBride 

• Civic Awareness – No meeting 

• Diversity – No meeting 
 

9. ADJOURN 

 
Agenda Attachments:   

• Full Commission Meeting Minutes January 19, 2022 

• LAC Policies and Procedures document (tracked changes) 

• LAC Policies and Procedures document (changes accepted) 
 

LAC Assignments waiting to be completed: 
• 2020-04: Illegal Use of Fireworks – On hold until 2022 
• 2020-05: Neighborhood Links – In Progress 

 
Next meeting to be held on Wednesday, March 16, 2022, at 7:00 p.m. 

 



 

FULL COMMISSION MEETING 

JANUARY 19, 2022, 7:30 p.m. 

Virtual Meeting 

 

MINUTES 

 

1.CALL TO ORDER 

Chair Peggy Ralph called the virtual meeting to order at 7:31 p.m.  

2. ROLL CALL  

Commissioners Present: Jim Engdahl, Roger Freeman, Emily Gambone, Andrea Gelfuso-Goetz, 

Karen Gordey, Roberto Gurza, Kip Kolkmeier, Kate McBride, Karen Morgan, Marsha Osborn, 

Peggy Ralph, Dave Rein, Diane Rhodes, and Fernando Rocha 

Commissioners Absent: Bernhard Barthel, Heidi Barthel, Rigby Johnson, Joshua Oliver, Naeema 

Oyedele, Joshua Stamps and Carina Weadock. 

A total of 14 members were present and 7 members were absent. A quorum was present.  

Staff Present: Bernie Salazar, Deputy City Clerk and Rosa Tate, B & C Coordinator  

Guest:  Rich Olver and Scott Swanson 

3. PUBLIC COMMENT  

Comments received via telephone:  

None  

 

Comments received via Lakewood Speaks:  

None  

 

4. APPROVAL OF MINUTES  

A motion was made by Commissioner Freeman to approve the November 17, 2021, Full 

Commission Minutes. The motion was seconded.  

Vote: All Ayes, No Nays. The motion passed.  
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5. OLD BUSINESS 

 

None 

 

6. NEW BUSINESS 

• Chair Ralph announced and welcomed the 2022 LAC Officer’s.  Commissioner Ralph will 

continue as Chair, Commissioner Karen Gordey as Vice-Chair and Commissioner 

McBride as Secretary. 

• Chair Ralph stated that we need to elect new Sub Committee Chairs for 2022.  

• Chair Ralph suggested training and or mentors for new commissioners. 

• Commissioner Ralph stated:  What should we keep doing? What should be stop doing? 

What should we start doing? 

 

7. OFFICER’S REPORTS  

• Chair Peggy Ralph – spoke about the Policies and Procedures for the LAC  

• Vice Chair Karen Gordey – Diversity committee did not hold a meeting. 

• Secretary McBride – Update on Neighborhoods committee. 

8. REPORTS  

• Sustainability – Commissioner Gelfuso-Goetz gave update on sustainability projects 

• Neighborhoods - Commission McBride stated that the Neighborhoods will vote later on a 

Chair. 

• Civic Awareness – Canceled – Quorum not met. 

• Diversity – Canceled – Quorum not met. 

• Ambassador’s Reports - Update in February 

9. ADJOURN 

There being no further business to come before the Full Commission, Chair Peggy Ralph 

adjourned the meeting at 8:21 p.m.  

 

Respectfully submitted, 

 

 

_____________________ 

Kate McBride, Secretary 



 

 

 

 

 

 

 

 

 

 

 

Lakewood Advisory 
Commission (LAC)  

Policies and Procedures 
 

Purpose: This document outlines the roles, responsibilities, and expectations for LAC members. 

 

 

 

February 2022
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LAC Member Duties 
RELATIONSHIPS WITH CITY COUNCIL AND CITY STAFF 
LAC members are appointed by, and responsible to City Council. LAC members may advise and make recommendations 

to City Council, but City Council has the final responsibility for all policy decisions.  

Lakewood city staff work for and are responsible to the City Manager. The City Manager may assign staff to work with 

the LAC in a specified capacity for certain assignments.  

Commissioners should direct all LAC-related questions and requests for City Council and city staff to their committee 

chair. In their official capacity, LAC members may not initiate contact with members of City Council and city staff 

regarding LAC issues until given express permission from the Advisor (City Clerk) or the Boards and Commissions 

Coordinator. 

LAC members are active participants in the community and may be involved in multiple other organizations in the 

region. Communication as a private resident is not limited in any capacity. 

RELATIONSHIP WITH THE LAC AND OTHER MEMBERS 

As an individual member of the LAC, you must not represent your own views or recommendations as those of the LAC 

unless most of the body has officially voted to approve such a position or action. LAC members making 

recommendations or expressing views that have not been approved by most of the LAC should indicate they are 

expressing individual opinions and are not speaking on behalf of the LAC or the City. 

Public statements should not contain promises that may be construed to be binding on a LAC, staff, or the City Council. 

When making a public statement, members should remind listeners that LAC actions are recommendations (unless 

otherwise provided by law) and that final action will be taken by the City Council.  

When interacting with other LAC members, keep the following points in mind: 

• Avoid grandstanding or repeating a point that has already been made 

• Challenge ideas—not people 

• Stay on task and topic 

• Be always open and honest 

• Political discussion is discouraged during meetings 

GENERAL INFORMATION 
LAC Officer Job Descriptions 

LAC Chair 
● Preside over LAC Executive Committee and Full Commission meetings 

● Keep the comments of members on track during public meeting 

● Set the agenda with the Boards and Commissions Coordinator 

● Maintain communication between Commission and Advisor (City Clerk) 

● Provide for overall communication among LAC Executive Committee and Committee Chairs 

● Understand Robert’s Rules of Order, agenda management, and public speaking 

● Perform other duties and responsibilities that pertain to such office 

LAC Vice Chair 
● Work hand in hand with Chair to ensure continuity in the Chair’s absence 

● Preside at all LAC Executive Committee and LAC Full Commission meetings in the absence of the Chair 
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● Perform other duties of the Chair in his/her absence 

● Ensure annual election of committee chairs is conducted 

● Work with newly appointed or reappointed members to determine which committee the member wishes to be 

part of and notify Committee, LAC Chair, LAC Advisor (City Clerk), and Boards and Commissions Coordinator 

● Perform such other duties and responsibilities as may arise from time to time 

LAC Secretary 
● Keep LAC records, including membership and attendance 

● Make available to the Chair or Advisor (City Clerk)/Boards and Commissions Coordinator all such records 

● Sign off on all approved minutes from LAC Full Commission and LAC Executive Committee meetings 

● Perform such other duties as requested by the Chair 

Committee Chairs 
● Chairs must submit meeting agendas and any backup materials to the Boards and Commissions Coordinator at 

least 1 week before the meeting 

● Provide monthly committee progress reports 

● Take a vote of the committee for recommendations to proceed to the LAC Full Commission 

● Preside over all meetings of the specific committee 

● Schedule specific committee meetings on a regular basis 

● Create agendas for committee meetings 

● Keep attendance records for committee meetings 

● Attend all meetings of the LAC Full Commission and LAC Executive Committee 

● Provide monthly committee progress reports to LAC Executive Committee 

● Conduct annual review of committee mission/purpose statements 

● Conduct annual election of Committee Chair in November of each year 

Advisor (City Clerk) and Boards and Commissions Coordinator 
● Facilitate discussion between City Council and the LAC 

● Work with the City Council Screening Committee on the interview and selection process 

● Serve as the primary contact for citizen communication with the LAC 

● Provide guidance regarding the scope and mission/charge of the LAC 

● Conduct training to orient new members 

● Handle logistics regarding meeting scheduling, setup, and public notification 

● Upload meeting agendas and distribute agenda packets 

● Attend meetings and capture meeting minutes 

● Advise the City Clerk’s Office of resignations and member name/address/phone number changes 

Orientation and Training 

The Boards and Commissions Coordinator provides new member training about the structure and operation of City 

government and the ethical duties and responsibilities of board members. New members are required to attend the 

training.  

Committee chairs should provide new members with pertinent materials including this manual which will assist new 

members in becoming fully functioning members of the board. Incumbent members are encouraged to share their 

experience and knowledge with new members. 

Authority to Adopt Procedures 
The City Code provides that all boards and commissions shall have the authority to adopt rules of procedure governing 

its proceedings and will conduct all its proceedings in accordance with such rules. Boards and commissions rules of 
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procedure must be consistent with City Council’s established policies and applicable laws. LAC shall provide rules and 

amendments to City Council.  

Committees 
In addition to participating in the LAC full commission meetings and activities, LAC members serve on one of four 

committees. 

• Civic Awareness Committee 

o Purpose: As advisors to City Council and ambassadors to the community, the Civic Awareness 

Committee of the Lakewood Advisory Commission will make recommendations that promote civic 

responsibility and participation through education to create a more connected citizenry 

• Diversity Committee 

o Purpose: As advisors to City Council and ambassadors to the community, the Diversity Committee of the 

Lakewood Advisory Commission will make recommendations that create relationships and encourage 

involvement within diverse populations 

• Neighborhoods Committee 

o Purpose: As advisors to City Council and ambassadors to the community, the Neighborhoods Committee 

of the Lakewood Advisory Commission will make recommendations that create relationships and 

encourage involvement within diverse populations to improve neighborhood pride and quality of life 

• Sustainability Committee 

o Purpose: As advisors to City Council and ambassadors to the community, the Sustainability Committee 

of the Lakewood Advisory Commission will make recommendations that support and encourage a 

balanced vision of conservation and renewal 

Ad Hoc Committees 
The LAC may vote to establish an ad hoc committee to handle an assignment or other business that does not fit within 

another committee.  

MEETING RESPONSIBILITIES 
Conduct of Meetings 
It is important that boards and commissions conduct their meetings in a manner that is procedurally correct. The LAC 

follows the conduct of meetings as established in “Bob’s Rules of Order” (a short version of Robert’s Rules). However, 

the members shall be permitted to participate in the debate of matters presented and are also permitted to vote on all 

motions made by members. These rules of procedure may also be further modified, upon majority vote, if the LAC 

believes that such modification would enable it to better meet its responsibilities and fulfill its functions. Additionally, in 

those instances where Bob’s Rules of Order may be inconsistent with the provisions of the City Charter, the ordinances 

of the City, or this document, city charter, ordinances, and this document take precedence. 

Code of Conduct  
The members of boards and commissions are subject to certain rules established by the Lakewood City Charter and 

Lakewood Municipal Code. Members are expected to adhere to these rules. 

Boards and Commissions are composed of individuals with a wide variety of backgrounds, personalities, values, 

opinions, and goals. Despite this diversity, all have chosen to serve in public office to preserve and protect the present 

and the future of the community. In all cases, this common goal should be acknowledged even as individuals may "agree 

to disagree" on contentious issues. 

● Be respectful of each other, staff, and the public. 

● Practice civility, professionalism and decorum in discussions and debate. 

● Honor the role of the Chair in maintaining order 
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●  It is the responsibility of the Chair to keep the comments of members on track during public 

meetings. 

● Avoid personal comments that could offend others. 

● Demonstrate effective problem-solving approaches. 

● Be punctual.  

● Keep comments relevant to topics discussed. 

Individuals can communicate potential code of conduct violations to any member of the LAC Executive Committee. 
Potential code of conduct violations will be discussed by the LAC Executive Committee. If the LAC Executive Committee 
determines that the code of conduct was violated, the commissioner will be contacted by an LAC Executive Committee 
member with a verbal warning. If a second violation occurs, a recommendation up to and including removal from the 
commission may be sent to the City Council at the discretion of the LAC Executive Committee. 

Harassment (Reference Policy 06.2 Council Policies and Procedures Manual - Amended July 26, 2021) 
The City Council strictly prohibits discriminatory practices, including sexual and other unlawful harassment. Any sexual 

or other unlawful harassment, whether verbal, physical, or environmental, is unacceptable and will not be tolerated in 

the performance of City governance, City operations, at City-sponsored activities, or in Related Interactions. 

Actions, words, jokes, or comments based on an individual's race, color, religion, creed, national origin, religion, 

ancestry, sex, sexual orientation, gender identity, age, military service, veteran status, marital status, disability, or any 

other legally protected characteristic will not be tolerated. Any such harassment may violate the law and is strictly 

prohibited. This prohibition applies not only to the spoken or written word but also to emails, voicemails, text messages, 

social media posts, and other forms of communication that are about or may be seen by City Council members, 

Appointed Officials, or City employees or contractors. 

Sexual harassment is defined as any unwelcome sexual advance, request for sexual favors, or other verbal or physical 

conduct of a sexual nature when: 

1. Submission to the conduct is made either explicitly or implicitly a term or condition of an individual's 

employment; 

2. Submission to or rejection of such conduct by an individual is used as the basis for employment decisions 

affecting the individual; or 

3. The conduct has the purpose or effect of unreasonably interfering with the individual's performance of their 

City-related function or of creating an intimidating, hostile or offensive environment in interactions with 

members of the City Council, Appointed Officials, or City employees or contractors. 

Sexual harassment does not refer to behavior or occasional compliments of a socially acceptable nature. The types of 

behaviors that constitute sexual harassment may include, but are not limited to: 

• Unwelcome sexual flirtations, advances or propositions; 

• Derogatory, vulgar, or graphic written or oral statements regarding one's sexuality, gender or sexual experience; 

• Unnecessary touching, patting, pinching, or attention to an individual's body; 

• Physical assault; 

• Unwanted sexual compliments, innuendoes, suggestions, or jokes; or 

• The display of sexually suggestive pictures or objects. 

Inappropriate sexual conduct that could lead to a claim of sexual harassment is expressly prohibited by this policy. This 

policy prohibits opposite-sex and same-sex harassment. 

Sexual harassment may be obvious or subtle. Some behavior that is appropriate in a social setting may not be 

appropriate in the performance of City governance, City operations, at City-sponsored activities, or in Related 

Interactions. 
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Attendance Policy 
Reference: ACIC 2014-02 

1. Missing 3 consecutive meetings without notice is considered an attendance concern. 

2. Members must attend 70% of the meetings (LAC Full Commission and Committee) per year.  

3. Any member who anticipates missing a meeting should contact the committee chair. This includes committee, 

ad hoc committee, and team meetings. 

4. Attendance concerns by the Committee Chair should be in writing or email to the LAC staff after appropriate 

attempts at communication by the member in question. 

5. Any communication by the member, with the Committee chair should be shared with the Boards and 

Commissions Coordinator and the LAC chair. 

6. All LAC members who can no longer fulfill their attendance, communication, and participation obligations may 

resign. They may reapply for membership, if eligible when their circumstances change. 

7. If no communication with the Committee chair is received, the LAC staff will then attempt contact, in writing 

and by email, with the member. 

8. The member is expected to respond to the Boards and Commissions Coordinator and Committee chair in a 

period of 2 weeks’ time from the date of initial email. 

9. If no response is received, the Committee chair, after discussion with that committee, will recommend to the 

LAC Executive Committee that the member be replaced based on non-attendance and no participation. 

10. The above refers to both committee as well as the LAC Full Commission. 

LAC Meetings 
All LAC meetings are open to the public. Meeting information, including date/time, location/dial-in information, and 
agenda packets, is available on Lakewood Speaks (https://lakewoodspeaks.org/). Monthly meetings are listed below: 

● The regular LAC meeting shall be held on the third Wednesday of each month via Zoom link or at Lakewood Civic 
Center, 480 South Allison Parkway, Lakewood, Colorado, unless a meeting is cancelled for cause by a vote of the 
LAC Executive Committee (Lakewood Municipal Code 2.56.070). At the first meeting of the year, an election of 
Officers shall be held, according to Lakewood Municipal code 2.56.040) 

● The committees shall meet as necessary, before the LAC Full Commission, to work on and complete City Council 
requests for research and recommendations (Ord. O-2018-16 § 1, 2018). Meetings shall be held on the third 
Wednesday of each month via Zoom link or at Lakewood Civic Center, 480 South Allison Parkway, Lakewood, 
Colorado: 

o Civic Awareness 

o Diversity (Ord. O-2021-20)  

o Neighborhoods 

o Sustainability 

● LAC Executive Committee meetings shall be held on the first Wednesday of each month via Zoom link or at 

Lakewood Civic Center, 480 South Allison Parkway, Lakewood, Colorado 

Order of Business 

● Call to order  

● Roll call 

● Public comment 

● Correspondence  

● Old business 

● New business 

● Officer’s reports  

● Committee reports  

● Adjourn 

https://lakewoodspeaks.org/
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Notice Requirements 
Full and timely notice to the public must be given prior to the holding of any meeting at which a majority or quorum is in 

attendance or is expected to be in attendance or at which formal action could be taken. Public notice for all meetings 

shall be provided in advance in accordance with established city procedures. The agenda shall be sent one week ahead 

of time to the Boards and Commissions Coordinator for public posting with a minimum of 24 hours’ notice of meeting 

time, in accordance with established city procedures. 

Submissions 
All materials (ie, assignment language, proposals) for review by the LAC Executive Committee, the LAC Full Commission, 

or City Council must be submitted to the Boards and Commissions Coordinator one week in advance of the meeting in 

order to be included in the agenda packet. Any recommendation coming out of a committee shall be formally voted on 

prior to LAC Full Commission meetings. 

Public Input 
Each board shall, at or near the beginning of each of its regular meetings, afford members of the public an opportunity 

to speak to any matter coming within the purview of the board, regardless of whether such matter is scheduled for 

consideration at that meeting. Uniform time limitations of three minutes will be imposed by the Chair of the board as 

necessary to conduct the business of the board in a timely and efficient manner. 

Open Meetings 
The City Code specifically requires that all meetings of a board, and all meetings of any committee of a board, shall 

always be open to the public, except when the board is meeting in a validly convened executive session. 

The term “meeting” is defined as a gathering of a quorum or three or more members, whichever is fewer, of any board, 

or any committee of such a board, at which any public business is discussed or at which any formal action may be taken. 

It is important to remember that the open meeting requirements apply to more than just in-person gatherings. They 

also apply to emails, conference calls, social media, or any other means of communication where conference-like 

communication can occur. However, the term “meeting” does not include a chance meeting or social gathering at which 

the discussion of public business is not the central purpose. 

Quorum Requirements 
For a board to conduct any business or take any formal action, it is necessary that a quorum of the membership be 

present at the meeting. A quorum consists of a majority of the seated regular positions of the board (50%+1). If a quorum 

is not present for a meeting, those present can adjourn the meeting to a later date and time. 

Minutes 
Minutes of any meeting of a local public body at which the adoption of any proposed policy, position, resolution, rule, 

regulation, or formal action occurs or could occur shall be taken and promptly recorded by the Boards and Commissions 

Coordinator, and such records shall be open to inspection. Minutes are not taken at Study Sessions as no formal action can be 

taken. 

The minutes of a meeting during which an executive session is held shall reflect the topic of the discussion at the 

executive session. 

Approval of Minutes 

Any additions, deletions, or corrections to the minutes should be presented by board and staff members. 

A motion should be made and seconded to approve the minutes of the last meeting as amended. 

The approved minutes should be signed by the secretary of the LAC. Minutes are permanent records and should be kept 

by the staff liaison of the board. 
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Procedures  
It is important that the LAC conduct their meetings in a manner that is procedurally correct. Meetings should be 

conducted as established in “Bob’s Rules of Order” (a short version of Robert’s Rules). These rules of procedure may also 

be further modified by the LAC, upon majority vote, if the LAC believes that such modification would enable it to better 

meet its responsibilities and fulfill its functions.  

Any action of the LAC shall require the affirmative vote of a majority of the voting quorum. 

ASSIGNMENTS AND PROPOSALS  
Committees complete requests for research and recommendations from City Council; these are called “assignments.” 

There are 2 types of assignments: 

1. Assignments that are crafted by the City Council  

2. Assignments that originate within the LAC, called “grassroot assignments,” which are reviewed and considered 

by City Council  

Committee work (ie, research and proposal development) cannot commence on an assignment until: 

1. An assignment crafted by City Council is assigned to a committee by the LAC Executive Committee, or 

2. A grassroots assignment is approved by City Council and assigned to a committee by the LAC Executive 

Committee. 

Grassroots Assignments 
The process for obtaining approval for a grassroots assignment is outlined below. 

1. The committee crafts grassroots assignment language. 

2. The grassroots assignment language is reviewed by the LAC Executive Committee. 

3. If needed, the grassroots assignment language is revised and reviewed by the LAC Executive Committee again. 

4. Upon LAC Executive Committee approval, the grassroots assignment language is submitted to the Boards and 

Commissions Coordinator. 

5. The Board and Commissions Coordination and/or the Advisor (City Clerk) submit the grassroots assignment with 

the Mayor or City Council. 

6. The Mayor or City Council complete the written portion of the grassroots assignment template and return to the 

Board and Commissions Coordination and/or the Advisor (City Clerk). 

7. The Board and Commissions Coordination and/or the Advisor (City Clerk) share the response with the LAC 

Executive Committee. 

8. If approved, the LAC Executive Committee assigns the work to a committee and the committee proceeds to the 

research and proposal development step.  

If declined, the Committee Chair shares the feedback with all committee members. 

If revisions are requested, the previous steps are repeated until approval is received. 

The following graphic outlines the process for assignments and proposals.  
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LAC Member Duties 
RELATIONSHIPS WITH CITY COUNCIL AND CITY STAFF 
LAC members are appointed by, and responsible to City Council. LAC members may advise and make recommendations 

to City Council, but City Council has the final responsibility for all policy decisions.  

Lakewood city staff work for and are responsible to the City Manager. The City Manager may assign staff to work with 

the LAC in a specified capacity for certain assignments.  

Commissioners should direct all LAC-related questions and requests for City Council and city staff to their committee 

chair. In their official capacity, LAC members may not initiate contact with members of City Council and city staff 

regarding LAC issues until given express permission from the Advisor (City Clerk) or the Boards and Commissions 

Coordinator. 

LAC members are active participants in the community and may be involved in multiple other organizations in the 

region. Communication as a private resident is not limited in any capacity. 

RELATIONSHIP WITH THE LAC AND OTHER MEMBERS 

As an individual member of the LAC, you must not represent your own views or recommendations as those of the LAC 

unless most of the body has officially voted to approve such a position or action. LAC members making 

recommendations or expressing views that have not been approved by most of the LAC should indicate they are 

expressing individual opinions and are not speaking on behalf of the LAC or the City. 

Public statements should not contain promises that may be construed to be binding on a LAC, staff, or the City Council. 

When making a public statement, members should remind listeners that LAC actions are recommendations (unless 

otherwise provided by law) and that final action will be taken by the City Council.  

When interacting with other LAC members, keep the following points in mind: 

• Avoid grandstanding or repeating a point that has already been made 

• Challenge ideas—not people 

• Stay on task and topic 

• Be always open and honest 

• Political discussion is discouraged during meetings 

GENERAL INFORMATION 
LAC Officer Job Descriptions 

LAC Chair 
● Preside over LAC Executive Committee and Full Commission meetings 

● Keep the comments of members on track during public meeting 

● Set the agenda with the Boards and Commissions Coordinator 

● Maintain communication between Commission and Advisor (City Clerk) 

● Provide for overall communication among LAC Executive Committee and Committee Chairs 

● Understand Robert’s Rules of Order, agenda management, and public speaking 

● Perform other duties and responsibilities that pertain to such office 

LAC Vice Chair 
● Work hand in hand with Chair to ensure continuity in the Chair’s absence 

● Preside at all LAC Executive Committee and LAC Full Commission meetings in the absence of the Chair 
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● Perform other duties of the Chair in his/her absence 

● Ensure annual election of committee chairs is conducted 

● Work with newly appointed or reappointed members to determine which committee the member wishes to be 

part of and notify Committee, LAC Chair, LAC Advisor (City Clerk), and Boards and Commissions Coordinator 

● Perform such other duties and responsibilities as may arise from time to time 

LAC Secretary 
● Keep LAC records, including membership and attendance 

● Make available to the Chair or Advisor (City Clerk)/Boards and Commissions Coordinator all such records 

● Sign off on all approved minutes from LAC Full Commission and LAC Executive Committee meetings 

● Perform such other duties as requested by the Chair 

Committee Chairs 
● Chairs must submit meeting agendas and any backup materials to the Boards and Commissions Coordinator at 

least 1 week before the meeting 

● Provide monthly committee progress reports 

● Take a vote of the committee for recommendations to proceed to the LAC Full Commission 

● Preside over all meetings of the specific committee 

● Schedule specific committee meetings on a regular basis 

● Create agendas for committee meetings 

● Keep attendance records for committee meetings 

● Attend all meetings of the LAC Full Commission and LAC Executive Committee 

● Provide monthly committee progress reports to LAC Executive Committee 

● Conduct annual review of committee mission/purpose statements 

● Conduct annual election of Committee Chair in November of each year 

Advisor (City Clerk) and Boards and Commissions Coordinator 
● Facilitate discussion between City Council and the LAC 

● Work with the City Council Screening Committee on the interview and selection process 

● Serve as the primary contact for citizen communication with the LAC 

● Provide guidance regarding the scope and mission/charge of the LAC 

● Conduct training to orient new members 

● Handle logistics regarding meeting scheduling, setup, and public notification 

● Upload meeting agendas and distribute agenda packets 

● Attend meetings and capture meeting minutes 

● Advise the City Clerk’s Office of resignations and member name/address/phone number changes 

Orientation and Training 

The Boards and Commissions Coordinator provides new member training about the structure and operation of City 

government and the ethical duties and responsibilities of board members. New members are required to attend the 

training.  

Committee chairs should provide new members with pertinent materials including this manual which will assist new 

members in becoming fully functioning members of the board. Incumbent members are encouraged to share their 

experience and knowledge with new members. 

Authority to Adopt Procedures 
The City Code provides that all boards and commissions shall have the authority to adopt rules of procedure governing 

its proceedings and will conduct all its proceedings in accordance with such rules. Boards and commissions rules of 
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procedure must be consistent with City Council’s established policies and applicable laws. LAC shall provide rules and 

amendments to City Council.  

Committees 
In addition to participating in the LAC full commission meetings and activities, LAC members serve on one of four 

committees. 

• Civic Awareness Committee 

o Purpose: As advisors to City Council and ambassadors to the community, the Civic Awareness 

Committee of the Lakewood Advisory Commission will make recommendations that promote civic 

responsibility and participation through education to create a more connected citizenry 

• Diversity Committee 

o Purpose: As advisors to City Council and ambassadors to the community, the Diversity Committee of the 

Lakewood Advisory Commission will make recommendations that create relationships and encourage 

involvement within diverse populations 

• Neighborhoods Committee 

o Purpose: As advisors to City Council and ambassadors to the community, the Neighborhoods Committee 

of the Lakewood Advisory Commission will make recommendations that create relationships and 

encourage involvement within diverse populations to improve neighborhood pride and quality of life 

• Sustainability Committee 

o Purpose: As advisors to City Council and ambassadors to the community, the Sustainability Committee 

of the Lakewood Advisory Commission will make recommendations that support and encourage a 

balanced vision of conservation and renewal 

Ad Hoc Committees 
The LAC may vote to establish an ad hoc committee to handle an assignment or other business that does not fit within 

another committee.  

MEETING RESPONSIBILITIES 
Conduct of Meetings 
It is important that boards and commissions conduct their meetings in a manner that is procedurally correct. The LAC 

follows the conduct of meetings as established in “Bob’s Rules of Order” (a short version of Robert’s Rules). However, 

the members shall be permitted to participate in the debate of matters presented and are also permitted to vote on all 

motions made by members. These rules of procedure may also be further modified, upon majority vote, if the LAC 

believes that such modification would enable it to better meet its responsibilities and fulfill its functions. Additionally, in 

those instances where Bob’s Rules of Order may be inconsistent with the provisions of the City Charter, the ordinances 

of the City, or this document, city charter, ordinances, and this document take precedence. 

Code of Conduct  
The members of boards and commissions are subject to certain rules established by the Lakewood City Charter and 

Lakewood Municipal Code. Members are expected to adhere to these rules. 

Boards and Commissions are composed of individuals with a wide variety of backgrounds, personalities, values, 

opinions, and goals. Despite this diversity, all have chosen to serve in public office to preserve and protect the present 

and the future of the community. In all cases, this common goal should be acknowledged even as individuals may "agree 

to disagree" on contentious issues. 

● Be respectful of each other, staff, and the public. 

● Practice civility, professionalism and decorum in discussions and debate. 

● Honor the role of the Chair in maintaining order 
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●  It is the responsibility of the Chair to keep the comments of members on track during public 

meetings. 

● Avoid personal comments that could offend others. 

● Demonstrate effective problem-solving approaches. 

● Be punctual.  

● Keep comments relevant to topics discussed. 

Individuals can communicate potential code of conduct violations to any member of the LAC Executive Committee. 
Potential code of conduct violations will be discussed by the LAC Executive Committee. If the LAC Executive Committee 
determines that the code of conduct was violated, the commissioner will be contacted by an LAC Executive Committee 
member with a verbal warning. If a second violation occurs, a recommendation up to and including removal from the 
commission may be sent to the City Council at the discretion of the LAC Executive Committee. 

Harassment (Reference Policy 06.2 Council Policies and Procedures Manual - Amended July 26, 2021) 
The City Council strictly prohibits discriminatory practices, including sexual and other unlawful harassment. Any sexual 

or other unlawful harassment, whether verbal, physical, or environmental, is unacceptable and will not be tolerated in 

the performance of City governance, City operations, at City-sponsored activities, or in Related Interactions. 

Actions, words, jokes, or comments based on an individual's race, color, religion, creed, national origin, religion, 

ancestry, sex, sexual orientation, gender identity, age, military service, veteran status, marital status, disability, or any 

other legally protected characteristic will not be tolerated. Any such harassment may violate the law and is strictly 

prohibited. This prohibition applies not only to the spoken or written word but also to emails, voicemails, text messages, 

social media posts, and other forms of communication that are about or may be seen by City Council members, 

Appointed Officials, or City employees or contractors. 

Sexual harassment is defined as any unwelcome sexual advance, request for sexual favors, or other verbal or physical 

conduct of a sexual nature when: 

1. Submission to the conduct is made either explicitly or implicitly a term or condition of an individual's 

employment; 

2. Submission to or rejection of such conduct by an individual is used as the basis for employment decisions 

affecting the individual; or 

3. The conduct has the purpose or effect of unreasonably interfering with the individual's performance of their 

City-related function or of creating an intimidating, hostile or offensive environment in interactions with 

members of the City Council, Appointed Officials, or City employees or contractors. 

Sexual harassment does not refer to behavior or occasional compliments of a socially acceptable nature. The types of 

behaviors that constitute sexual harassment may include, but are not limited to: 

• Unwelcome sexual flirtations, advances or propositions; 

• Derogatory, vulgar, or graphic written or oral statements regarding one's sexuality, gender or sexual experience; 

• Unnecessary touching, patting, pinching, or attention to an individual's body; 

• Physical assault; 

• Unwanted sexual compliments, innuendoes, suggestions, or jokes; or 

• The display of sexually suggestive pictures or objects. 

Inappropriate sexual conduct that could lead to a claim of sexual harassment is expressly prohibited by this policy. This 

policy prohibits opposite-sex and same-sex harassment. 

Sexual harassment may be obvious or subtle. Some behavior that is appropriate in a social setting may not be 

appropriate in the performance of City governance, City operations, at City-sponsored activities, or in Related 

Interactions. 
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Attendance Policy 
Reference: ACIC 2014-02 

1. Missing 3 consecutive meetings without notice is considered an attendance concern. 

2. Members must attend 70% of the meetings (LAC Full Commission and Committee) per year.  

3. Any member who anticipates missing a meeting should contact the committee chair. This includes committee, 

ad hoc committee, and team meetings. 

4. Attendance concerns by the Committee Chair should be in writing or email to the LAC staff after appropriate 

attempts at communication by the member in question. 

5. Any communication by the member, with the Committee chair should be shared with the Boards and 

Commissions Coordinator and the LAC chair. 

6. All LAC members who can no longer fulfill their attendance, communication, and participation obligations may 

resign. They may reapply for membership, if eligible when their circumstances change. 

7. If no communication with the Committee chair is received, the LAC staff will then attempt contact, in writing 

and by email, with the member. 

8. The member is expected to respond to the Boards and Commissions Coordinator and Committee chair in a 

period of 2 weeks’ time from the date of initial email. 

9. If no response is received, the Committee chair, after discussion with that committee, will recommend to the 

LAC Executive Committee that the member be replaced based on non-attendance and no participation. 

10. The above refers to both committee as well as the LAC Full Commission. 

LAC Meetings 
All LAC meetings are open to the public. Meeting information, including date/time, location/dial-in information, and 
agenda packets, is available on Lakewood Speaks (https://lakewoodspeaks.org/). Monthly meetings are listed below: 

● The regular LAC meeting shall be held on the third Wednesday of each month via Zoom link or at Lakewood Civic 
Center, 480 South Allison Parkway, Lakewood, Colorado, unless a meeting is cancelled for cause by a vote of the 
LAC Executive Committee (Lakewood Municipal Code 2.56.070). At the first meeting of the year, an election of 
Officers shall be held, according to Lakewood Municipal code 2.56.040) 

● The committees shall meet as necessary, before the LAC Full Commission, to work on and complete City Council 
requests for research and recommendations (Ord. O-2018-16 § 1, 2018). Meetings shall be held on the third 
Wednesday of each month via Zoom link or at Lakewood Civic Center, 480 South Allison Parkway, Lakewood, 
Colorado: 

o Civic Awareness 

o Diversity (Ord. O-2021-20)  

o Neighborhoods 

o Sustainability 

● LAC Executive Committee meetings shall be held on the first Wednesday of each month via Zoom link or at 

Lakewood Civic Center, 480 South Allison Parkway, Lakewood, Colorado 

Order of Business 

● Call to order  

● Roll call 

● Public comment 

● Correspondence  

● Old business 

● New business 

● Officer’s reports  

● Committee reports  

● Adjourn 

https://lakewoodspeaks.org/
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Notice Requirements 
Full and timely notice to the public must be given prior to the holding of any meeting at which a majority or quorum is in 

attendance or is expected to be in attendance or at which formal action could be taken. Public notice for all meetings 

shall be provided in advance in accordance with established city procedures. The agenda shall be sent one week ahead 

of time to the Boards and Commissions Coordinator for public posting with a minimum of 24 hours’ notice of meeting 

time, in accordance with established city procedures. 

Submissions 
All materials (ie, assignment language, proposals) for review by the LAC Executive Committee, the LAC Full Commission, 

or City Council must be submitted to the Boards and Commissions Coordinator one week in advance of the meeting in 

order to be included in the agenda packet. Any recommendation coming out of a committee shall be formally voted on 

prior to LAC Full Commission meetings. 

Public Input 
Each board shall, at or near the beginning of each of its regular meetings, afford members of the public an opportunity 

to speak to any matter coming within the purview of the board, regardless of whether such matter is scheduled for 

consideration at that meeting. Uniform time limitations of three minutes will be imposed by the Chair of the board as 

necessary to conduct the business of the board in a timely and efficient manner. 

Open Meetings 
The City Code specifically requires that all meetings of a board, and all meetings of any committee of a board, shall 

always be open to the public, except when the board is meeting in a validly convened executive session. 

The term “meeting” is defined as a gathering of a quorum or three or more members, whichever is fewer, of any board, 

or any committee of such a board, at which any public business is discussed or at which any formal action may be taken. 

It is important to remember that the open meeting requirements apply to more than just in-person gatherings. They 

also apply to emails, conference calls, social media, or any other means of communication where conference-like 

communication can occur. However, the term “meeting” does not include a chance meeting or social gathering at which 

the discussion of public business is not the central purpose. 

Quorum Requirements 
For a board to conduct any business or take any formal action, it is necessary that a quorum of the membership be 

present at the meeting. A quorum consists of a majority of the seated regular positions of the board (50%+1). If a quorum 

is not present for a meeting, those present can adjourn the meeting to a later date and time. 

Minutes 
Minutes of any meeting of a local public body at which the adoption of any proposed policy, position, resolution, rule, 

regulation, or formal action occurs or could occur shall be taken and promptly recorded by the Boards and Commissions 

Coordinator, and such records shall be open to inspection. Minutes are not taken at Study Sessions as no formal action can be 

taken. 

The minutes of a meeting during which an executive session is held shall reflect the topic of the discussion at the 

executive session. 

Approval of Minutes 

Any additions, deletions, or corrections to the minutes should be presented by board and staff members. 

A motion should be made and seconded to approve the minutes of the last meeting as amended. 

The approved minutes should be signed by the secretary of the LAC. Minutes are permanent records and should be kept 

by the staff liaison of the board. 
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Procedures  
It is important that the LAC conduct their meetings in a manner that is procedurally correct. Meetings should be 

conducted as established in “Bob’s Rules of Order” (a short version of Robert’s Rules). These rules of procedure may also 

be further modified by the LAC, upon majority vote, if the LAC believes that such modification would enable it to better 

meet its responsibilities and fulfill its functions.  

Any action of the LAC shall require the affirmative vote of a majority of the voting quorum. 

ASSIGNMENTS AND PROPOSALS  
Committees complete requests for research and recommendations from City Council; these are called “assignments.” 

There are 2 types of assignments: 

1. Assignments that are crafted by the City Council  

2. Assignments that originate within the LAC, called “grassroot assignments,” which are reviewed and considered 

by City Council  

Committee work (ie, research and proposal development) cannot commence on an assignment until: 

1. An assignment crafted by City Council is assigned to a committee by the LAC Executive Committee, or 

2. A grassroots assignment is approved by City Council and assigned to a committee by the LAC Executive 

Committee. 

Grassroots Assignments 
The process for obtaining approval for a grassroots assignment is outlined below. 

1. The committee crafts grassroots assignment language. 

2. The grassroots assignment language is reviewed by the LAC Executive Committee. 

3. If needed, the grassroots assignment language is revised and reviewed by the LAC Executive Committee again. 

4. Upon LAC Executive Committee approval, the grassroots assignment language is submitted to the Boards and 

Commissions Coordinator. 

5. The Board and Commissions Coordination and/or the Advisor (City Clerk) submit the grassroots assignment with 

the Mayor or City Council. 

6. The Mayor or City Council complete the written portion of the grassroots assignment template and return to the 

Board and Commissions Coordination and/or the Advisor (City Clerk). 

7. The Board and Commissions Coordination and/or the Advisor (City Clerk) share the response with the LAC 

Executive Committee. 

8. If approved, the LAC Executive Committee assigns the work to a committee and the committee proceeds to the 

research and proposal development step.  

If declined, the Committee Chair shares the feedback with all committee members. 

If revisions are requested, the previous steps are repeated until approval is received. 

The following graphic outlines the process for assignments and proposals.  
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