
Planning Board

City of Littleton

Meeting Agenda

Littleton Center

2255 West Berry Avenue

Littleton, CO 80120

Council Chamber6:30 PMMonday, April 11, 2016

Regular Meeting and Election of Officers

1.  Roll Call

2.  Approval of Agenda

3.  Introduction of New Board Members and Election of Officers

a.  Planning Board Chair

b.  Planning Board Chair Pro Tem

4.  Certification of Meeting Minutes

Certification of the March 28, 2016 regular meeting minutesID# 16-52a)

5.  Public Comment

Public Comment on General Business Items and Non-Agenda Items

6.  General Business

Resolution approving the Jamison Village Preliminary Plat  - CONTINUE 

TO APRIL 25, 2016

PB Reso 

01-2016

a)

Jamison Village Aerial

JV Letter of Intent

Planning Board Resolution No. 16-01

Attachments:

7.  Public Hearing
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April 11, 2016Planning Board Meeting Agenda

A resolution recommending approval of an ordinance amending section 

9 of chapter 4 of title 10 of the city code concerning parking space 

dimensions, drive aisle widths, and accessibility references

PB Reso 

04-2016

a)

Adjacent Jurisdiction Parking Regulations

Letters of Support

Planning Board Resolution 04-2016

Draft Ordinance Parking Space and Driveway Width

Attachments:

8.  Comments/Updates

a.  Community Development Director/Staff

Council Legislative Rules and Protocols for 2016ID# 16-65a)

Council Legislative Rules 2016

Council Protocols 2016

Attachments:

b.  Chair/Board Members

9.  Adjourn

The public is invited to attend all regular meetings or study sessions of the City Council or any City 

Board or Commission. Please call 303-795-3780 at least forty-eight (48) hours prior to the meeting if 

you believe you will need special assistance or any reasonable accommodation in order to be in 

attendance at or participate in any such meeting. For any additional information concerning City 

meetings, please call the above referenced number.
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City of Littleton

Staff Communication

Littleton Center
2255 West Berry Avenue

Littleton, CO 80120

File #: ID# 16-52, Version: 1

Agenda Date: 4/11/2016

Subject:
Certification of the March 28, 2016 regular meeting minutes

Presented By: Denise Ciernia, Recording Secretary

RECORDING SECRETARY’S CERTIFICATION:
I hereby certify that I have reviewed the video recording for the March 28, 2016 regular meeting of the
Littleton Planning Board and that the video recording is a full, complete, and accurate record of the proceedings
and there were no malfunctions in the video or audio functions of the recording.

PROPOSED MOTION:
I move to approve, based on the recording secretary’s certification, the March 28, 2016 video as the minutes for
the March 28, 2016 regular meeting of the Planning Board.
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City of Littleton

Staff Communication

Littleton Center
2255 West Berry Avenue

Littleton, CO 80120

File #: PB Reso 01-2016, Version: 1

Agenda Date: 04/11/16
Subject:
Resolution approving the Jamison Village Preliminary Plat  - CONTINUE TO APRIL 25, 2016

Presented By: Pam Hall, Planner I

 DESCRIPTION:
Jamison Village LLC requests a recommendation of approval to city council for the Jamison Village
Preliminary Plat.

UPDATE:
At its March 28, 2016 meeting, the planning board tabled the Jamison Village Preliminary Plat until April 11,
2016 to address the board’s questions and concerns.

PROCESS:
The Jamison Village Preliminary Plat is the second planning approval necessary in the overall approval process
for the Jamison Village townhome project. The approval steps are as follows:

General Planned Development Plan and Rezoning
(recommendation by planning board and approval by city council)

Ø Preliminary Plat
(approval by planning board)

Final Plat
(approval by city council)

Site Plan
(administrative review)

Section 11-3-1 of the city’s subdivision regulations provides for the planning board to review and approve
preliminary plats. A preliminary plat is a proposal to legally subdivide a parcel of land into separate lots, each
properly designed for a certain type of development. A preliminary plat shows the development's proposed
layout.

Per Section 11-3-1(C) of the city code, the board shall review the preliminary plat and the city staff’s report and
recommendations at a regularly scheduled public meeting. The board shall approve said plat, or approve said
plat with modifications

LOCATION:

Jamison Village is located at 101 W. Jamison Avenue in the Southbridge neighborhood (please refer to page
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File #: PB Reso 01-2016, Version: 1

two for a map of the area.

BACKGROUND:
The applicant, Jamison Village LLC, has submitted an application for a preliminary plat for 18 duplexes (36
units) at 101 W. Jamison Avenue. This property is zoned PD-R and is located within the Jamison Village
General Planned Development Plan (PD Plan). The PD Plan was approved in 2014 for a maximum of 38 units
on the 3-acre parcel.

In the early 1970’s South Suburban Parks and Recreation (SSPR) acquired the site from Denver Water and
developed it as a maintenance facility. SSPR closed this facility in 2011 and stated that the property would not
be used for a park or open space. Jamison Village, LLC is currently under contract to purchase the property
from SSPR.

The property is surrounded to the north, east and west by Southbridge (PD-R) and to the south by Southpark
(PD-C). The proposed preliminary plat comprises 36 lots resulting in a density of 12.67 dwelling units per
acre. Per the PD Plan the dwelling units are two-story homes attached in pairs (duplexes) with rear- loaded
garages. The entire development will need to meet conditions of the PD Plan, which include provisions for
density, open space, parking, setbacks and architectural design. The 26’ wide street and walkways within the
development will be private and maintained by the homeowners’ association. The existing sidewalk along
West Jamison Avenue will provide access to the Highline Canal and shopping, services and employment.
There are no pedestrian connections proposed to the Southbridge townhome development, which surrounds the
site, due to the elevation changes in the topography.

STAFF ANALYSIS:
The following is the analysis of the proposal with the city’s preliminary plat regulations for major subdivisions.

Section 11-3-1(C) 1 of the City’s Subdivision Regulations for major subdivision plats states:
City staff shall review the proposed preliminary plat for compliance with the provisions of this title, other
applicable regulations, the comprehensive plan, existing and proposed development, and comments from
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File #: PB Reso 01-2016, Version: 1

applicable regulations, the comprehensive plan, existing and proposed development, and comments from
affected agencies.  The following items must be addressed:

1. Compliance with provisions of the subdivision regulations
The proposed preliminary plat meets all of the provisions of the subdivision code, in that it was prepared by
a registered surveyor and includes all the requested information found in section 11-5-1(C), including a
drainage plan.

2. Compliance with the Jamison Village PD Plan
The maximum density allowed per the PD Plan is 12.67 dwelling units per acre. The preliminary    plat is in
compliance with this requirement as it proposes 12 dwelling units per acre. Other requirements such as
density, setbacks, open space and parking are noted on the first page of the preliminary plat plan set, and will
be evaluated for compliance through the site development plan process.

3. Compliance with Comprehensive Plan
At the time that the Jamison Village PD Plan was approved, the city found that the proposed development
complied with the Comprehensive Plan.

4. Compliance with existing and proposed development
The proposed preliminary plat is part of the Jamison Village PD Plan, which represents a unified site design
for all elements of the development, including density, open space, and transportation patterns.

5. Comments from affected agencies
The city has received referral comments from Arapahoe County, Denver Water, Tri-County Health
Department and Xcel Energy who have stated their agency has no concerns with the proposed preliminary
plat.

Public Works has granted a waiver to require on-site detention for a 10 year storm. Subsequent to the
construction of Horseshoe Park the city has updated its drainage criteria to also require detention for the
more frequent (10-year) storms. The developer is requesting a waiver from providing detention for a 10-year
storm. The Public Works Department supports this waiver because storm water flows leaving the site after
development will be less than under existing conditions. This reduction in runoff with development of
Jamison Village is due to a reduction in the impervious area from existing conditions by providing
landscaping and open space where none currently exists.

The concepts proposed for handling storm water runoff are acceptable to the Public Works Department for
Preliminary Plat purposes. Construction drawings and more detailed design will be provided with the Final
Plat submittals. At that time the developer will also be finalizing negotiations with the Southbridge Terraces
HOA to obtain an easement from them to get the drainage from Jamison Village across HOA property and
down to W. Jamison Circle.

STAFF RECOMMENDATION:
Staff finds that the preliminary plat for Jamison Village conforms to the requirements of the city’s subdivision
regulations, the Jamison Village PD Plan, the City of Littleton Comprehensive Plan and utility requirements.
Therefore, staff recommends approval of the preliminary plat.

PROPOSED MOTION:
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File #: PB Reso 01-2016, Version: 1

I move to approve the resolution approving the Jamison Village Preliminary Plat.
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CITY OF LITTLETON, COLORADO

Resolution No. 1

Series, 2016

A RESOLUTION OF THE PLANNING BOARD OF THE CITY OF LITTLETON, COLORADO, 
APPROVING JAMISON VILLAGE PRELIMINARY PLAT

WHEREAS, Jamison Village, LLC, submitted to the City of Littleton an application for approval of a 
preliminary plat for Jamison Village located at 101 W. Jamison Avenue and more specifically described 
on Exhibit A, which is attached hereto and made a part hereof by this reference; and

WHEREAS, city staff reviewed the preliminary plat for compliance with the provisions of Title 11 of the 
Littleton City Code, other applicable regulations, the comprehensive plan, existing and proposed 
development and comments for affected agencies and recommended approval of the preliminary plat for 
Jamison Village with no modifications; and

WHEREAS, the Planning Board of the City of Littleton, at its regular meeting of April 11, 2016, 
reviewed the city staff’s report and recommendation concerning the preliminary plat for Jamison Village.

NOW, THEREFORE, BE IT RESOLVED BY THE PLANNING BOARD OF THE CITY OF 
LITTLETON, COLORADO, THAT:  

Section 1.  The planning board does hereby approve the preliminary plat for Jamison Village, located at 
101 W. Jamison Avenue and more specifically described on Exhibit A.

INTRODUCED, READ AND ADOPTED at a regularly scheduled meeting of the planning board of the 
City of Littleton, Colorado, on the 11th day of April, 2016, at 6:30 p.m. at the Littleton Center, 2255 West 
Berry Avenue, Littleton, Colorado.

ATTEST:

__________________________ _____________________________
Jocelyn Mills, Secretary Karina Elrod, Planning Board Chair

APPROVED AS TO FORM:

__________________________
Kristin Schledorn, City Attorney



City of Littleton

Staff Communication

Littleton Center
2255 West Berry Avenue

Littleton, CO 80120

File #: PB Reso 04-2016, Version: 1

Agenda Date: April 11, 2016

Subject:
A resolution recommending approval of an ordinance amending section 9 of chapter 4 of title 10 of the city
code concerning parking space dimensions, drive aisle widths, and accessibility references

Presented By: Carol Kuhn, AICP, Senior Planner

DESCRIPTION:
The proposal is for an ordinance amending section 9 of chapter 4 of title 10 of the city code concerning parking space
dimensions, drive aisle widths, and accessibility references.

Littleton’s zoning code parking space dimensions are primarily 9-feet by 20-feet, and the drive aisle widths requirement
is 23 feet. Applicants have been submitting land development applications with an assumed parking space size of 9-feet
by 18-feet and drive aisle widths of 24-feet since these are generally considered the industry standard. The request is to
bring the city’s requirements for parking space dimensions and drive aisle widths in-line with the industry standard.

PROCESS:
Ordinances for revisions and amendments to the city zoning and subdivision resolutions are presented to the planning
board at a public hearing. During the public hearing, the planning board makes a recommendation to approve, approve
with conditions, continue, or deny the request. The proposed ordinance is then presented to city council. City council
makes the final decision on all proposed ordinances.

LOCATION:
If approved, this ordinance would be applied city-wide for all land development applications within the City of Littleton.

BACKGROUND:
In 2015, Littleton hired the firm of Clarion Associates to provide an assessment of the city’s zoning codes. Based on
direction from that assessment, the planning board and community development staff are undertaking a comprehensive
review of the city’s zoning ordinances. The initial phase of this project is a thorough review to modernize the city’s land
uses table in chapter 3 of title 10. A citizen stakeholder committee was formed to assist with this initial phase. Staff
anticipates this phase to be completed over the next several months, and will include community input on the topic.
Subsequent phases will be organized once review of the use table is complete.

In the meantime, staff has identified a list of technical zoning code standards that need more immediate attention to
provide further clarification for incoming land development applications. These technical updates will be proposed in
coordination with the overall zoning codes review project, yet will be undertaken on a separate track and schedule. Staff
will be bringing these minor amendments forward in small segments.

This staff communication is a proposal to an update the zoning code’s parking space dimensions and drive aisle widths.

The city’s existing zoning code parking space dimensions are primarily 9-feet by 20-feet, and the drive aisle widths
requirement is 23 feet. The city’s parking space dimensions differ from the industry standard and national average of 9
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File #: PB Reso 04-2016, Version: 1

feet by 18 feet with a drive aisle width of 24 feet.

Staff researched the parking space dimensions for Arapahoe County, City of Centennial, City of Englewood, City of
Lakewood, City of Lone Tree, and Douglas County and found that these neighboring jurisdictions consistently have
parking space size requirements of 9 feet by 18 feet or less with drive aisle widths of 24 feet. The parking and drive aisle
dimensions for these jurisdictions are attached to this staff communication.

Staff also identified the dimensions of mid-size sedans and mid-size sport utility vehicles (SUV) and found that the
average mid-size sedan is 6 feet wide and 16 feet long. An average mid-size SUV is 6.5 feet wide and 17 feet long.
These proposed dimensions will adequately accommodate most vehicles.

STAFF ANALYSIS:
The proposal will bring the city’s parking space and drive aisle dimensions in-line with industry standards, national
average, and neighboring jurisdictions:

· Standard parking space length: 18 feet

· Standard parking space width: 9 feet

· ADA parking space length: 18 feet

· One-way (90 degree): 24 feet

· Two-way (all angles): 24 feet

There is no proposed change to the compact parking space dimensions of 8 feet by 18 feet or the ADA parking space

width of12 feet. The reference to handicap accessible spaces is proposed to be updated to the appropriate reference of

“ADA” (Americans with Disabilities Act) accessible.

The proposed changes to Littleton’s parking space and aisle width dimensions are considered to be effective in organizing
the flow of traffic in and out of parking spaces, and providing adequate and safe width for vehicle drive aisles.

Please see attached input from engineering firms that have done work in Littleton.

STAFF RECOMMENDATION:
Based on the industry standards and national average for parking space dimensions and drive aisle widths, community
development and public works staff recommend approval of the proposed amendments. This revision will reduce the
parking space length for both standard and ADA spaces from 20 feet to 18 feet, increase the one way drive aisle width for
90-degree parking from 23 feet to 24 feet, increase the two way parking aisle width for all angles from 23 feet to 24 feet,
and update the reference to handicap accessible spaces to ADA accessible spaces.

PROPOSED MOTION:
I move to approve the resolution recommending approval of an ordinance amending section 9 of chapter 4 of
title 10 of the city code concerning parking space dimensions, drive aisle widths, and accessibility references.
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Arapahoe County Parking Regulations 
 

 

  



City of Centennial Parking Regulations 

 
 

  



City of Englewood Parking Regulations 

 

 
 

  



City of Lakewood Parking Regulations 
 

 
  



City of Lone Tree Parking Regulations 
 

 

 
  



Douglas County Parking Regulations 
 

 

 









RESOLUTION No. 04-2016

Series of 2016

RESOLUTION OF THE PLANNING BOARD OF THE CITY 
OF LITTLETON, COLORADO, RECOMMENDING 
APPROVAL OF AN ORDINANCE AMENDING SECTION 9 
OF CHAPTER 4 OF TITLE 10 OF THE CITY CODE 
CONCERNING PARKING SPACE DIMENSIONS, DRIVE 
AISLE WIDTHS AND ACCESSIBILITY REFERENCES 

WHEREAS, the planning board held a public hearing at its regular meeting on 
April 11, 2016, to consider of an ordinance amending title 10 of the city code regarding parking 
space dimensions, drive aisle widths, and references to handicap accessible spaces;

WHEREAS, the planning board considered evidence and testimony concerning 
the proposed ordinance at said public hearing; 

WHEREAS, the planning board finds that, by updating the zoning regulations to 
make them consistent with adjacent jurisdictions, the proposed ordinance supports and 
implements the City’s Transformation Action 2 goals of the city’s comprehensive plan by using 
tools such as zoning to encourage redevelopment and new development; and

WHEREAS, the planning board finds that the proposed ordinance is in the best 
interest of the city and will promote the public health, safety, and welfare of its inhabitants;

NOW, THEREFORE, BE IT RESOLVED BY THE PLANNING BOARD 
OF THE CITY OF LITTLETON, COLORADO, THAT:

Section 1:   The planning board does hereby recommend that city council 
approve the proposed amendments to section 9 of chapter 4 of title 10 of the city code, more 
specifically described in the ordinance attached hereto as Exhibit “A”.

INTRODUCED, READ AND ADOPTED at the regularly scheduled meeting of the Planning 

Board of the City of Littleton, Colorado, held on the 11th Day of April 2016, at 6:30 p.m. in the 

Littleton Center, 2255 West Berry Avenue, Littleton, Colorado, by the following vote:



Planning Board Resolution 04-2016
Page 2

AYES:

NAYS:

ABSENT:

ATTEST: APPROVED:

BY: __________________________ _____________________________________

Jocelyn Mills, Secretary Karina Elrod, Chair

Approved as to form:

______________________________
Kristin Schledorn, City Attorney



Planning Board Resolution 04-2016
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Exhibit A

(see next page)



CITY OF LITTLETON, COLORADO1
2

ORDINANCE NO. ___3
4

Series, 20165
6

INTRODUCED BY COUNCILMEMBERS:                                 7
8

AN ORDINANCE OF THE CITY OF LITTLETON, 9
COLORADO, AMENDING SECTION 9 OF CHAPTER 4 OF 10
TITLE 10 OF THE CITY CODE CONCERNING PARKING 11
SPACE DIMENTIONS, DRIVE AISLE WIDTHS, AND 12
ACCESSIBILITY REFERENCES13

14
WHEREAS, the planning board, at its regular meeting on April 11, 2016, held a 15

public hearing and voted to recommend approval of an ordinance amending title 10 of the city 16
code regarding parking space dimensions, drive aisle widths, and outdated references to handicap 17
accessible spaces; and18

19
WHEREAS, the city council finds that the proposed amendments to the city code 20

are in the best interest of the city and will promote the public health, safety and welfare of its 21
inhabitants;22

23
NOW, THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF 24

THE CITY OF LITTLETON, COLORADO, THAT:25
26

Section 1: Subsection A of Section 9 of Chapter 4 of Title 10 of the City 27
Code is hereby amended as follows:28

29
6. Dimensions For Standard, Compact Cars And Handicapped AMERICANS WITH 30

DISABILITIES ACT (ADA) ACCESSIBLE Parking Spaces:31
32

(a) Standard parking space length: 20  18 feet;33
34

(b) Standard parking space width: 9 feet;35
36

(c) Compact parking space length: 18 feet;37
38

(d) Compact parking space width: 8 feet;39
40

(e) Handicapped ADA accessible parking space length: 20 18 feet; and41
42

(f) Handicapped ADA accessible parking space width: 12 feet.43
44

7. Handicapped ADA Parking Requirements:45
46

(a) Number Of Spaces Required:47
48



Ordinance No. ___
Series 2016
Page 2

(1) Residential: For all two-family, three-family and multiple-family residential 1
uses, handicapped ADA ACCESSIBLE parking shall be provided at the rate of 2
one space for each dwelling unit that is designed for ADA ACCESSIBILITY3
for occupancy by the physically handicapped.4

5
(2) Nonresidential: Handicapped ADA ACCESSIBLE parking spaces shall be 6

provided for all uses other than residential at the rate of four percent (4%) of 7
the total number of required parking spaces for the site.8

9
(3) Fulfillment Of Requirements: Handicapped ADA ACCESSIBLE parking 10

spaces required by this section shall count toward fulfilling off street parking 11
requirements.12

13

(b) Location: Handicapped ADA ACCESSIBLE spaces shall be located so as to 14
provide convenient access to a primary accessible building entrance unobstructed by 15
curbs or other obstacles to wheelchairs.16

(c) Signage: Each handicapped ADA ACCESSIBLE space shall be painted with, and 17
designated by, a sign showing the international disabled symbol of a wheelchair. Each 18
sign shall be no smaller than one foot by one foot (1' x 1') and shall be located at the 19
end of the space at a height between four feet (4') and seven feet (7'). The sign may 20
either be wall mounted or freestanding.21

8. Parking Lot Driveway Widths For Multiple-Family, Commercial And Industrial 22
Properties:23

24
(a) One-way (parking angle 00 degrees - parallel parking - to 45 degrees): 12 feet;25

26
(b) One-way (parking angle greater than 45 degrees and less than 90 degrees): 18 feet;27

28
(c) One-way (parking angle 90 degrees - perpendicular parking): 23 24 feet; and29

30
(d) Two-way (all angles): 23 24 feet.31

32
Section 2: Severability.  If any part, section, subsection, sentence, clause or 33

phrase of this ordinance is for any reason held to be invalid, such invalidity shall not affect the 34
validity of the remaining sections of this ordinance.  The City Council hereby declares that it 35
would have passed this ordinance, including each part, section, subsection, sentence, clause or 36
phrase hereof, irrespective of the fact that one or more parts, sections, subsections, sentences, 37
clauses or phrases may be declared invalid.38

39
Section 3: Repealer.  All ordinances or resolutions, or parts thereof, in 40

conflict with this ordinance are hereby repealed, provided that this repealer shall not repeal the 41
repealer clauses of such ordinance nor revive any ordinance thereby.42

43



Ordinance No. ___
Series 2016
Page 3

1
INTRODUCED AS A BILL at a regularly scheduled meeting of the City Council 2

of the City of Littleton on the ___ day of _________, 2016, passed on first reading by a vote of 3

___ FOR and ___ AGAINST; and ordered published by posting at Littleton Center, Bemis 4

Library, the Municipal Courthouse and on the City of Littleton Website. 5

PUBLIC HEARING on the Ordinance to take place on the __ day of 6

_____________, 2016, in the Council Chambers, Littleton Center, 2255 West Berry Avenue, 7

Littleton, Colorado, at the hour of 6:30 p.m., or as soon thereafter as it may be heard.8

9

PASSED on second and final reading, following public hearing, by a vote of             FOR 10

and _____ AGAINST on the ____ day of _______________, 2016 and ordered published by11

posting at Littleton Center, Bemis Library, the Municipal Courthouse and on the City of Littleton 12

Website. 13

ATTEST:14

__________________________ ______________________________15
Wendy Heffner Bruce Beckman16
CITY CLERK MAYOR17

18
APPROVED AS TO FORM:19

20
_________________________21
Kristin Schledorn22
CITY ATTORNEY23

24
25
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LEGISLATIVE RULES 
Adopted 02/16/2016 

 
  
I. Rules of Order and Business Adopted; Purpose 
 
a. These rules shall govern all meetings and proceedings of the City Council, Boards, 

Commissions, and Authorities and the order of business, and the conduct of the Mayor, City 
Council and Board and Commission members and persons in attendance at such meetings. 

 
b. All City Commissions, Boards, and Authorities shall adhere to these rules and procedures to 

the extent that these rules and procedures are not inconsistent with the public business to be 
conducted by such bodies.  Where applicable throughout this document, references to City 
Council will be interchangeable with Boards, Commissions, and Authorities, and references 
to Mayor or Mayor Pro tem will be interchangeable with Chair, Vice Chair or other Presiding 
Officer of any Board, Commission or Authority. 

 
c. These rules are simple.  Strict technical rules may impede rather than advance the legislative 

process.  Reason, common sense, and cooperation must prevail in the conduct of City 
business.  Dissent and debate are essential and beneficial elements of our system of free and 
open government.  No action of the City shall be deemed invalid because of failure to follow 
any rule of order or business provided herein. 

 
d. The Council may hold joint meetings with Boards, Commissions, or Authorities in addition 

to other meetings. 
 

e. Non-substantive changes may be made to this document and then distributed to Council. 
 
 

II. Council Meetings 
 
a. Regular Meetings.  The City Council shall conduct regular meetings generally on the  

first and third Tuesdays of each month.  All regular meetings shall begin promptly at 6:30 
p.m.  Meetings shall be held at the City Hall unless otherwise posted in accordance with 
state law.  The time, date, and location of any meeting can be changed by majority vote of 
Council and posted in accordance with state law.   
 

b. Special Meetings.  Special meetings shall be called by the Mayor at the request of a 

 



   

2 
 

majority of Council, in action taken at a publicly noticed Council meeting, or may be noticed 
by the City Clerk upon the request of the Mayor or two or more members of the City 
Council.  Generally, special meetings shall start at 6:30 p.m.  Notice of special meetings of 
Council shall be given to the members not less than 24 hours before the time fixed for the 
meeting.   

 
c.  Emergency Meetings.  In the event an emergency has been declared by the City Manager, 

notice of emergency meetings shall be given by the most expedient mechanism available in 
such event; emergency meetings may be called by the Mayor or the City Manager.  Notice of 
the date, time, and place of any emergency meeting shall be given to the Council members 
and the public not less than one hour prior to the time fixed for the meeting.   

 
d. Study Sessions.   The City Council may conduct study sessions generally on the second and 

fourth Tuesday of each month.  The City Council may hold study sessions on such dates and 
at such times as called by City Council or the City Manager. Generally, study sessions shall 
begin at 6:30 p.m.  Such study sessions may coincide with regular or special meetings of City 
Council.  The purpose of the study session is to discuss and study items.  Council may vote 
or take a consensus to give direction to staff.  Study sessions shall not be a forum for public 
hearings. 

 
e. Meeting Cancellation.  Except for those cancellations necessitated by Acts of God, notice of 

cancelling a meeting of City Council shall be posted and given to the members not less than 
24 hours before the time fixed for the meeting.   

 
f. Meeting Duration.  Regular and Special meetings of the City Council shall end at 

approximately 10:00 p.m. unless formal action is taking by the Council to extend the meeting 
duration. 

 
g. Agenda.  The agenda for meetings of City Council shall be prepared by the City Manager  
 and posted by the City Clerk in the manner required by law.   

 
h. Order of Agenda.  The agenda, for regular and special meetings, may be organized as 

follows: call to order, roll call, Pledge of Allegiance, first public comment for consent agenda 
and general business items, consent agenda, public hearing and second reading of ordinances, 
general business, second public comment, reports, and adjournment.  

 
i. Review and Approval of Minutes.  At each regular meeting of non-quasi-judicial Board, 

Commission or Authority that is not recorded, the draft minutes of the preceding meetings 
shall be reviewed, amended if appropriate, and approved.  
 

j. Approval of Video Certification.  For City Council, quasi-judicial boards and authorities: At 
each regular meeting of the City Council or quasi-judicial board or authority, a certification 
of the video will be presented by the city clerk/recording secretary to be approved by City 
Council, Board or Authority.    
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III.   Council Proceedings 
 
a. Roll Call.  The Mayor shall call the meeting to order and the City Clerk shall call roll. In the 

absence of a quorum at the time appointed for a meeting, the members present may, by a 
majority vote, take a recess or recesses, and direct the City Clerk to procure the attendance of 
absent members.  
 

b. Temporary Chair.  In both the absence of the Mayor and Mayor Pro Tem, the City Clerk 
shall call the Council to order and call the roll of the members.  If a quorum is found to be 
present, the Council shall proceed to elect, by a majority vote of those present, a chair of the 
meeting, to act until the Mayor or Mayor Pro Tem of the Council appears.   

 
c. Decorum.  During the meeting, the Mayor shall preserve order and decorum and decide all 

questions of order, decide who is allowed to speak, and in what order, be it either a Council 
member or a member of the audience. 

 
d. Appeals from Decisions of the Chair.  The Mayor shall preserve decorum and decide all 

questions of order, subject to appeal to Council.  In case of an appeal by a Council member 
of a ruling of the Mayor, the question shall be:  “Shall the decision of the Mayor stand as the 
decision of the Council?”  The Council shall vote either to affirm or reverse the decision of 
the Mayor.  If a member transgresses the rules of Council, the Mayor shall call him or her to 
order. 

 
 
IV.  Parliamentary Rules 
 
As a guiding principle, the following rules of procedure will be observed at regular and special 
meetings.   

  
a. Addressing Presiding Officer. Every member speaking to a question or making a motion 

shall address the presiding officer, who shall thereupon state the nature of the question under 
debate. 
 

b. Debate Limitation. No member shall be allowed to speak more than once to a motion before 
all members have had an opportunity to speak. 
 

c. Questions to Contain One Subject.  All questions (motions) submitted for a vote shall contain 
only one subject.   
 

d. Discussion.  Discussion on an agenda item may be held prior to a motion.   
 

e. Main Motion.  A subject is introduced by a main motion.  Once seconded, no other topics 
should be taken up until after the motion is disposed of.   
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f. Motion to Amend.  This motion is used when the intention is to change, add, or omit  some 
part of a main motion.  This motion is debatable and requires a majority vote of the members 
present for passage.  A motion to amend is not amendable.  First, a vote is held on the motion 
to amend.  If that vote is affirmative, the second vote is held on the main motion as amended.  
Only one amendment to a motion may be on the floor at any one particular time.  Any 
motion to amend shall consist of but one amendment.  An amendment once rejected may not 
be moved again in the same form. 
 

g. Motion to Table or Postpone to a Date Certain.  This motion requires that consideration of 
the main motion be delayed until a certain, stated time for, among other reasons, obtaining 
more information.  A future date certain shall be set when the subject is considered.  This 
motion is debatable and requires a majority vote of the  members present for passage. 
 

h. Motion to Table Indefinitely.  This motion postpones consideration of the main motion in 
such a way that the issue being discussed may be taken up at an unspecified, later date when 
a majority of the members present vote to “call it from the table.”  This motion is not 
debatable and requires a majority vote of the members present for passage. 

 
i. Motion to Call the Question.  This motion is made to end discussion that has become  lengthy 

or repetitious.  When the motion is seconded, the Mayor immediately calls the vote on the 
question of closing the discussion.  This motion is not debatable and requires a 2/3 vote of 
the members present for passage. 

 
j. Motion to Reconsider.  The Council may reconsider a vote during the same meeting on the 

motion by a member who voted on the prevailing (winning) side of the issue.  If that vote is 
affirmative, a second vote is held on the issue to be reconsidered.  A motion to reconsider a 
proposal that has been acted upon must be made prior to adjournment of the meeting. A 
majority vote, of members present, of the Council, Board or Commission shall be sufficient 
for reconsideration of a vote.   

 
k. Vote.  The Mayor shall call for a vote by requesting the ayes in favor of the motion and nays 

opposed to the motion be reflected on the vote board.  If there is no vote board, the members 
shall cast their vote by voice. 

 
l. Show of Hands.  The Mayor or any other member may request a show of hands at any time.  

No  member may vote by proxy.  
 

m. Point of Order, Questions, and Inquiries.  A point of order may be raised at any time  and 
supersedes any issue being discussed at the time.  The Mayor shall rule on the  point of order 
before proceeding.  If a member disagrees with the ruling by the Mayor, such member may 
appeal such ruling by stating “Shall the decision of the Mayor be sustained?”  A majority 
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vote in the negative is required to overturn the Mayor’s ruling.  The appeal is debatable and 
the Mayor may participate in the debate without giving up the chair.   

 
n. Procedures.  Whenever necessary, advice may be asked as to correct procedures or facts may 

be requested.  The Mayor shall respond to the question or refer it to the proper person. 
 

o. Withdrawal of Motions. When a motion is made and seconded, it shall be stated by the Chair 
before debate.  A motion may not be withdrawn by the mover without the consent of the 
member seconding it and the approval of a majority of Council.   

 
p. Motion to Adjourn or Recess.  A motion to adjourn or recess is not debatable and shall be in 

order at any time, except as follows: 
 
 1. When repeated without intervening business or discussion; 
 2. When made as an interruption of a member while speaking; 
 3. When the previous questions have been ordered; 
 4. While a vote is being taken. 

 
q. Motion to Adjourn.  At the conclusion of business, the Mayor may declare the meeting 

adjourned without waiting for a motion or a member may move to adjourn.  A motion to 
adjourn by a member is not debatable and a majority vote of the members present is required 
for passage.  When the meeting is adjourned, the meeting is immediately halted. 

 
r. Suspension.  Unless otherwise provided by Charter or ordinance, any rule except such as 

required by a two-thirds (2/3) vote may be suspended by the vote of a majority of the 
members of Council present without debate.  A rule requiring a 2/3 vote may be suspended 
upon a vote of 2/3 of the members, of the Council present.  

 
s. Committees/Liaisons.  The Mayor shall appoint Board and Commission liaisons and  the 

chair of any special Committee and such appointments shall be ratified by Council. The 
Mayor may appoint special committees of Council members or citizens, which shall be 
ratified by Council, to assist in the study of items before the Council and the committee so 
appointed shall serve until the matter is disposed of by the Council.   

 
t. Election of Mayor.  The Mayor and Mayor Pro Tem shall be elected by Council. 

Nominations will be accepted at the meeting by the City Clerk and each Council member 
will cast a public vote for their selected candidates.  Council members may be  allowed 
questions of the candidates prior to voting. 

 
v. “Robert’s Rules of Order Newly Revised.” Robert’s Rules of Order may be considered 

persuasive authority in deciding any questions arising on points of order not covered by these 
parliamentary rules.   
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V. Changes/Additions  
 
Changes and additions to these rules and procedures may be made at any regular or special 
meeting of the City Council for which the proposed changes have been publicly posted at the 
same time the agenda for the meeting is posted by an affirmative vote of at least four members of 
the entire Council. Changes and/or additions shall be effective at the next regular or special 
meeting.  
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PROTOCOLS AND STANDARDS OF CONDUCT  
Adopted 02/02/2016 

I. Purpose and Intent   
 

The Charter of the City of Littleton provides the founding document for all issues concerning 
protocols and standards of conduct as a primary reference, and the City of Littleton is committed 
to maintaining high ethical standards.  The City operates in a representative democracy to serve 
the citizens of Littleton and ensure the community’s needs are met.  Public servants have a 
special responsibility to carry out their duties with integrity.  In order to preserve the confidence 
and trust of the public, the Protocol and Standards of Conduct provides uniform rules to guide 
the conduct of the City’s Council and board and commission members, hereinafter referred to as 
Boards.   

 
Non-substantive changes to this document may be made and then distributed to Council. 

 
 

II. Meeting Protocols 
 

A. Public input and observation are an important part of the democratic process.  Council/ 
Boards should make the public feel welcome and should refrain from showing any sign of 
partiality, prejudice or disrespect toward an individual participating in or attending a 
public forum.  Members of City Council/Boards should be made to be fair and impartial in 
listening to public testimony. City Council will be accepted any written comments if they 
include the name and address of the sender. Comments to be included in City Council’s 
packets will be sent to the City Clerk no later than 1:00 p.m. on the Thursday before the 
Tuesday meeting.  If there are issues that need to be addressed after packets are 
distributed, the correspondence received by the City Clerk by noon on the Monday before 
a public hearing and disseminated to City Council via email and will be collated; any 
documents received after the 12:00 p.m. on the day of a Council meeting will be 
disseminated the night of the City Council meeting.  
 

B. Council expects civility among and between Council, Boards, and members of the public 
while in meetings.  Disrespectful behavior will not be tolerated.  Any person who makes 
offensive, insulting, threatening, insolent, slanderous or obscene remarks or becomes 
boisterous or who makes threats against any person or against public order and security 
while in the Council Chamber shall be removed at the direction of the Mayor from the 
meeting, unless permission to remain is granted by the majority vote of the Council 
members present. 
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C. Council/Boards should show respect for each other at all times.  Disagreement and debate 
are constructive and expected. An effective Council/Board is composed of members who 
are able to agree to disagree without personalizing issues.   
 

D. Members of the Council/Boards and the public are expected to refrain from sidebar 
conversations to the greatest extent possible so as not to detract from the speaker who has 
the floor. 

 
E. Because scheduled meetings are the intended forum for public debate and dialog, Council 

expects all Council/Board members to keep an open mind without prejudgment, to work 
collaboratively to identify promising options, to openly discuss and evaluate options, and 
to listen to the concerns of other Council/Boards prior to making a decision.  Additionally, 
it should be understood that acknowledgement of individual opinions and ideas, especially 
those that differ from one’s own, is what allows the best discussion and decision for the 
community.  
 

F. Council/Boards are expected to attend meetings having reviewed all the materials and to 
be prepared to ask questions, make comments, and discuss all issues. 

 
G. To attain efficiency, Council/Boards should simply state, “I agree” rather than restating a 

point. 
 

H. Council/Boards should ask the Mayor/Chair to intervene if discussion on agenda becomes 
repetitive.  

  
I. Council/Boards should consider the best interests of the City and the ramifications to all 

the citizens and businesses while considering issues. 
 

J. Council/Boards should refrain from undermining the Council/Board as a whole or 
undermining an individual member.  Members should feel comfortable communicating 
the reasoning for their voting decision.  However, after the decision has been made, the 
member should support the decision of the body and move forward. 
 

K. It is improper during roll call for any Council/Board members to state or attempt to state 
the vote or sentiments of any absent Council/Board member. 
 

L. Any Council/Board member who is unable to attend a scheduled meeting shall notify the 
Mayor/Chair or City Manager at least 24 hours in advance of said meeting, if possible. 
 

M. Council/Boards agree to bring non-substantive changes to items on the agenda to staff 
outside of a public meeting and retain substantive items for public discussion with 
Council/Board. 
 

N. The City Council is responsible for making policy. The City staff is responsible for 
implementing policy.  Council members and staff should understand the difference 
between creating policy and implementing policy and be respectful and supportive of each 
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role.  In the development of policy recommendations to the City Council, alternatives 
should be evaluated and addressed by staff. 
 

O. The City Council desires to have all City Council, Planning Board, Historic Preservation 
Board, Board of Adjustment, Board of Appeals, and Licensing Authority regular, special, 
and study meetings televised and recorded.  When creating any working groups or 
committees, the City Council shall determine whether the purpose of the committee 
warrants its meetings being recorded and televised.  

 
 

III. Confidential Information 
 
Confidential information shall not be disclosed to anyone other than City Council, Boards or 
City staff whose official duties are related to the subject matter of the confidential information.  
This protocol shall not be construed as prohibiting the City Manager and City Attorney from 
distributing confidential information to the extent reasonably necessary to implement Council 
direction. 

 
 

IV. Making Public Statements 
 

A. When giving a written or oral personal public opinion concerning issues facing or 
involving the City, all Council, Board or Commission members shall refrain from making 
statements on behalf of the City or the body upon which he or she serves, unless such 
person has explicitly been authorized by the respective body.  When acting as, or 
perceived as acting as, a representative of the official body he or she represents, an 
individual must always uphold the approved Council, Board or Commission point of 
view.  

 
B. Any comments made by a Council/Board member at a meeting of another board should be 

assumed to be the Council/Board member’s personal views or opinions and not the 
official position of the Council/Board unless stated otherwise. 
 

C. Council reports are intended to communicate to other Council members about meetings 
and information that are of value and beneficial to the body as a whole. 
 
 

V. Council/Boards and City Employee Communications 
 

A. To foster open communication and the public policy-decision making process, it is the 
desire of Council to ensure an evenness of communication between Council/Boards and 
staff as well as between Council/Board members.  This means all Council/Board members 
expect to receive information that is relevant to the Council/Board’s policymaking 
authority and deliberations as well as to the education and knowledge of individual 
members. 
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B. All City Council and Board and Commission members shall use city email for 
email communication on any city issues.  

 
C. Council/Boards should seek direction from the City Manager if there is any doubt 

regarding the appropriate level of contact with City employees. 
 

D. Council/Boards should make reasonable attempts to notify the appropriate City staff 
members in advance of public meetings about key questions and discussion points that 
they would like addressed during the public meeting. 

 
E. For routine questions or requests (e.g., code complaints, questions regarding agenda 

items), Council/Boards should contact the City Manager’s Office or the appropriate City 
department director with information about the request.  These requests can be made at 
any time rather than waiting for a formal referral at a Council/Board meeting.  It is the 
responsibility of staff to ensure an evenness of information when questions are asked of 
staff that relate to an issue that might come before the Council/board and disseminate 
information accordingly.  Legal questions should be initiated through the Deputy City 
Attorney whenever possible and appropriate. 

 
F. Requests for additional information or reports that staff determines would take a 

significant amount of staff time/resources shall be referred to the City Manager for review 
and possible consideration by the Council/Boards as a whole and agreed upon as 
something that merits an investment of City resources. 
 

G. Critical comments about specific City employees’ performance should only be made to 
the City Council appointees that include the City Manager, the City Attorney and the 
municipal judge through correspondence or conversation outside the public setting.   

 
H. All Boards shall be given sufficient and reasonable advance notice of a Council meeting 

for which the Board either will be the subject of an agenda item or is being requested to 
participate in the Council meeting agenda, allowing for scheduling and preparation.   

 
 

VI. Involvement in Administrative Functions   
 

A. Members of Council/Boards shall refrain from influencing the recommendations made by 
staff or the information provided by staff to the Council/Board as a whole.   

 
B. Members of Council/Boards should have the same information for decision-making 

purposes.  The Council/Boards may expect staff to provide each member with identical 
information on items scheduled for deliberation, even when requested by only one 
member. 
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VII. Council Conduct with Boards and Commissions 
 

A. The City Council has established several Boards and Commissions as a means of 
gathering more community input.  Citizens who serve on most Boards or Commissions 
are advisors to the City Council.  They are a valuable resource to the City’s leadership and 
should be treated with appreciation and respect.   Council members should refrain from 
having any ex parte communications with Boards concerning issues and/or applications 
before any quasi-judicial body.  Council communication with Boards shall be solely 
through a joint work session or through Council liaisons as set forth below.   

 
B. Since the attendance of three or more Council members constitutes a legal Council 

meeting, Council members should advise the City Clerk at least 24 hours in advance of 
their planned attendance, or at another function where discussion of City business is 
anticipated so that appropriate and timely public notification can be prepared and posted. 

 
 

VIII. Council Meetings with Boards and Commissions 
 

A. To elevate the communication between individual Boards and Council and to even the 
flow of information, the Council may meet with the Council-appointed Boards at a Study 
Session at least yearly, or on an as-needed basis as requested by the Board/Commission or 
the City Council.   
 

B. To facilitate positive relations between the Boards and the Council, the Mayor may appoint 
a Council liaison to the Fine Arts Board, Library Board, and Museum Board.  The Council 
may, at its sole discretion, choose to appoint liaisons to other Boards and Commissions as 
it deems appropriate.  The role of the liaison shall be to convey current and relevant 
information on Council activities to the individual Board or Commission; to provide input 
as requested; and generally provide a conduit of Council activity and actions. 
 

 
IX.  Council/Board and Commission Conduct With the Public 
 

A. Council/Boards should be cordial, welcoming, and respectful to the public in all 
situations.   

 
B. Council/Boards should be welcoming and respectful to speakers without exception. 

 
C. If necessary, public comments received during a public meeting will be followed up by 

staff at a later time or as directed by the Council/Board.  It is not anticipated nor expected 
for staff to respond during that meeting unless specifically requested by the 
Council/Board. 
 

D. Questions from the Council/Board to speakers should seek to clarify or expand 
information.  Members should avoid challenging or criticizing speakers.  If a speaker is 
off the topic or exhibits behavior or language that is disruptive or disrespectful, the Mayor 
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or Chair should interrupt, focus the speaker, and reestablish the order and decorum of the 
meeting. 

 
 
X. Personal Expectations  

 
A. Responsibility. 

 
1. I understand that the community expects me to serve with dignity and respect and be 

an agent of the democratic process. 
2. I avoid actions that might cause the public to question my independent judgment. 
3. I do not use my office or the resources of the City for personal or political gain. 
4. I am a prudent steward of public resources and actively consider the impact of my 

decisions on the financial and social stability of the City and its citizens. 
 

B. Fairness.  
 

1. I promote consistency, equity and non-discrimination in public agency decision-
making. 

2. I make decisions based on the merits of an issue, including research and facts. 
3. I encourage diverse public engagement in decision-making processes and support 

the right of the public to have access to public information concerning the conduct 
of the City’s business. 

 
C. Respect. 

 
1. I treat my fellow City officials, staff, commission members and the public with 

patience, courtesy, civility, and respect, even when we disagree on what is best for 
the community and its citizens. 
 

D. Integrity. 
 

1. I am honest with all elected officials, staff, commission members, boards, and the 
public. 

2. I am prepared to make decisions for the best interest of the public whether those 
decisions are popular or not. 

3. I take responsibility for my actions even when it is uncomfortable to do so. 
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