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City of Gilroy
STAFF REPORT

Agenda Item Title: Discussion on the Open Government Commission’s 
Recommendations (from the November 6, 2023 
Presentation) Regarding Rules of Conduct for All 
Public Speakers and Virtual Public 
Comment/Participation

Meeting Date: July 29, 2024
From: Jimmy Forbis, City Administrator
Department: Administration
Submitted By: Bryce Atkins, Assistant to the City Administrator
Prepared By: Bryce Atkins, Assistant to the City Administrator

STRATEGIC PLAN GOALS Not Applicable

RECOMMENDATION

Council discussion and direction.

BACKGROUND

At the November 6, 2023 regular City Council meeting, the Open Government 
Commission presented their report on Enabling Hybrid Public Meetings to the City 
Council (PowerPoint from the report is attached). 

The OGC’s presentation included identified findings recommending the establishment 
of:

1. Hybrid (in-person and virtual presence) meetings for the City Council and 
possibly other boards, commissions and committees, and 

2. Rules of Civility and Decorum for members of the public to abide by when 
participating in a public meeting. 
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At the conclusion of the presentation, there was an initial desire for discussion amongst 
the Council to discuss these two items, and ultimately Council direction was issued to 
bring back the matter to a future City Council meeting agenda to have such discussions.

ANALYSIS

Staff has yet to analyze the presentation that the OGC provided, as Council has yet to 
direct any staff time to be spent on the matter. Each of the two components requested 
for discussion may proceed without the other. However, the rules of conduct may be 
helpful regardless of any virtual participation structure being pursued. Virtual meetings, 
if pursued, benefit significantly from the ability to reference and hold speakers 
accountable to a set of conduct rules to be followed when participating in Council 
meetings.

In discussing any possible direction, a few policy questions should be considered:
• Hybrid Meetings

o Does the Council desire to have members of the public participate 
virtually?

o How would the Council desire to address participants wishing to provide 
public comment who live outside of the city, region, and possibly state and 
nation?

o Would Council desire to allow virtual participants to share their screen for 
public comments? What about presenters to the Council on the agenda?

o Would Council desire or allow City consultants and non-staff participants 
to a business item on the agenda to present virtually during the meeting?

o Would multiple people on one login to a virtual meeting be allowed time?
• Rules of Conduct

o How are the rules to be enforced?
o If there is conflict amongst the Council on if a rule is violated, who is the 

final arbiter of violations?
o What is the enforcement mechanism for ongoing or repeat violations?
o How often should the rules of conduct be reviewed for possible 

amendments?
Based on Council’s direction, staff time would then be required to update the research 
conducted by the Open Government Commission, and additional research specific to 
the operations, technology, and financial implications of whatever direction Council 
desires to investigate or pursue. 

ALTERNATIVES

No alternatives have been analyzed yet. Staff will prepare a report, pending Council 
direction regarding the matter, at which point alternatives may be presented if 
appropriate.

FISCAL IMPACT/FUNDING SOURCE
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None for this discussion. Any direction that is received will be analyzed for its financial 
impacts to the organization.

PUBLIC OUTREACH

The matter was presented publicly to the Council on November 6, 2023, and was 
included on the publicly posted agenda for this meeting.

NEXT STEPS    

Should Council provide direction to analyze and/or prepare to implement a particular 
direction, staff will return to Council with a report and recommendations to be 
considered by Council for a formal action.

Attachments:

1. November 6, 2023 Open Government Commission Presentation PowerPoint.
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ENABLING HYBRID 
PUBLIC MEETINGS

Open Government Commission
6 November 2023
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OUTLINE

• Scope & Objectives

• Capabilities Analysis

• Findings & Recommendations

• Commissioner Q & A | Discussion
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SCOPE & OBJECTIVES

Scope: 

1. Analyze the capabilities used by cities in Santa Clara County to enhance public 
participation and access to local government meetings.

2. Bridge the public’s in-person experience and participation with one that includes the 
virtual environment.  

Objectives:

1. Study, analyze and identify technological benchmarks and procedural best practices used 
by other municipalities to increase community participation and access to public meetings.

2. Recommend options to the Open Government Commission for its consideration and 
recommendation to City Council for adoption.
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CAPABILITIES ANALYSIS
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FINDINGS & RECOMMENDATIONS

Meeting Announcement to Archive Cycle

1. Recognize the phases within the cycle and identify the touchpoints created with 
increased access and participation presented with a hybrid public meeting

2. Link Findings and Recommendations to the cycle 

Public Communication 
with Governing Body

Agenda   Meeting       Archive
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FINDINGS 1 - 2

Phase Description Importance
(A, B or C)

Agenda
1 

Outline the ways and means members of the public can 
watch public meetings in person, stream live or view 
them after the fact online.

A

Agenda
2

Explain how members of the public can participate and 
make public comments in person as well as online. 
Summarize the ways members of the public can 
participate in the meeting to provide public comment 
(before and during the meeting).

A
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RECOMMENDATION

Agenda example identifies

1. How members of the 
public can participate 
(view/watch)

2. How members of the 
public can provide public 
comment (written/verbal)
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FINDING 3

Phase Description Importance
(A, B or C)

Communication
3 

Create an email distribution list to allow members 
of the public to send questions or concerns to all 
City Council members. 

N/A

NOTE: The City of Gilroy has established the allcouncilmembers@cityofgilroy.org email address and included it on 
the City Council website for public use. 
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HIGHLIGHT

• When selected, a new draft email is 
started within the user’s default email 
application

• Email distribution:
• 7 x City Council members
• City Manager
• City Clerk 
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FINDING 4

Phase Description Importance
(A, B or C)

Communication
4

Enable “Comment” feature within the City’s Agenda 
& Minutes website application. This feature can 
provide an additional method for members of the 
public to communicate with the City Council 
regarding items on the agenda as well as topics not 
on the agenda.

C
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RECOMMENDATION

Information Technology Feature

• Enable an electronic commenting feature, which 
would allow members of the public to provide 
written comments
• Associated with the City of Gilroy Agenda Portal
• Commenting enabled at the time the agenda is 

posted 
• Feature activated for each specific public 

meeting
• Include items on and not on the agenda

• Depending on the feature’s configuration, comments 
could be visible to the public and council as soon as 
they are submitted by members of the public

Conceptual & Predecisional – Not for Implementation
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RECOMMENDATION

City of Gilroy

Meeting: City Council Special Meeting

Meeting Time: July 10, 2023 at 6:00 PM

Disclaimer: Tell the City Council what is on your mind. Your 
comments will become part of the official public record. If you do 
not want your personal information included in the official record, 
do not Sign In.

AGENDA ITEM

9.1. Introduction and First Reading of an Ordinance Adding 
Chapter 16B, Sidewalk Vending, to the Gilroy City Code

Select a Position:         Oppose            Neutral           Support

Comment 

500 of 500 characters remaining

Conceptual & Predecisional – Not for Implementation
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FINDING 5

Phase Description Importance
(A, B or C)

Communication
Meeting

5

Include public meeting viewing options on a 
title/intro slide of public meetings.

Examples: In Person, City website, YouTube, 
Zoom/Dial In

B
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RECOMMENDATION

ZOOM
https://us.02web.zoom.us/#

Web ID: 123 4567 8901

CALL IN
Dial: 1-408-638-0968 or 1-669-900-6833

Web ID: 123 4567 8901

CITY WEBSITE
www.cityofgilroy/watch

CITY YOUTUBE CHANNEL
www.youtube.com/channel/UPO_88updEJP9

gZOdQJ54Pw
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FINDING 6

Phase Description Importance
(A, B or C)

Meeting
6

Establish Rules of Civility and Decorum for members 
of the public to abide by when participating in a 
public meeting. This incorporates in-person, audio 
and written correspondence/comments sent to or 
presented in front of the council, boards, 
committees, and commissions. Provides 
administration and staff with a baseline of norms to 
hold the public to as well as to justify and cite when 
ending (cut off) specific comments or 
correspondence.

B

10.2

p. 729 of 750



RECOMMENDATION

• Rules of Civility and Decorum 
provide the public with 
guidelines for participating in a 
public meeting. 

• Outlines acceptable and 
unacceptable behavior when 
interacting with local 
government.

• Identifies the protocols in place 
when addressing officials at 
public meetings.

• Outlines actions the presiding 
officer can take to enforce the 
rules if they are not adhered to.
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FINDING 7

Phase Description Importance
(A, B or C)

Meeting
7

Members of the public speaking on items not on the 
agenda as well as on agenda items:
• Email to publiccomments@cityofgilroy.org 
• If Comment feature is incorporated include these 

comments to the agenda
• Fill out a speaker card to address the council in 

person
• Raise hand feature (Zoom) to address the council 

virtually
• Press * 9 (Zoom) to address the council 

telephonically

A
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RECOMMENDATION

Conceptual & Predecisional – Not for Implementation

• Linked to Findings 1, 2 and 4.
• Illustrates the stages for public comment and opportunities where public 

comment is received during a public meeting. 
• Serves as a tool to reconcile existing processes with recommended or  

implemented solutions.
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FINDING 8

Phase Description Importance
(A, B or C)

Archive
8

Provide a “Captions File” to include a transcription of 
the recorded audio/video. Having the file posted as a 
file option next to the recorded video link on the 
City’s Agenda and Minutes webpage gives members 
of the public the ability to download the transcript. 
The transcript (html) can then be translated to 
another language using the Google Translate feature.

C
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RECOMMENDATION

Transcript

Transcript

Conceptual & Predecisional – Not for Implementation
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FINDING 9

Phase Description Importance
(A, B or C)

Archive
9

Create a Recorded Media Smart Sheet. Outline how 
transcripts of recorded meetings can be obtained 
(YouTube). This can include specific features such as 
autogenerate translated transcripts in other 
languages (Subtitles/Closed Caption & Transcripts).

NOTE: Establish a template or standard when 
rendering meetings to YouTube. Ensures 
Subtitles/Closed Caption capability is enabled prior 
to rendering.

B
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RECOMMENDATION

Smartsheet Reference | Access

• When requests arise during public meetings regarding 
where members of the public can access and download 
recordings of the proceedings, the Recorded Public Meeting 
Smart Sheet can be used as a reference and guide.

• Acquaints the public with an easy, responsive, and 
accountable process (even educates the public)

• Incorporates how to enable closed caption, auto 
translate, transcription and more.

• Includes a QR Code reference at the 
information desk in the Council
Chambers to give members of the
public the resource at their fingertips
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CONSIDERATION & RISK MANAGEMENT
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CONSIDERATION & RISK MANAGEMENT

Mitigating Zoom Bombs & Hate Speech

ü Standards of Conduct  Rules of Civility and Decorum (Recommendation)

ü Zoom Participant Registration (Unique Meeting ID & Password)

ü Public Comment Front Row | Virtual Waiting Room

ü Request speakers provide full name and location prior to speaking

ü Remove Disrupters (Legal Standard)

ü City Council Statement of Values

ü Resolution condemning hate speech

ü Chair calls recess

ü End option to provide virtual public comment
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CONCLUSION

Commissioner Questions & Answers
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