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POLICY # 4205 Board Meeting Agenda 

EFFECTIVE DATE 1/22/2026 VERSION # 1 

 

APPLIES TO 

Division Districtwide 

Sub-Division Administration 

 

 
PROCEDURE 

Agenda preparation 

The General Manager, in cooperation with the Board Chair, shall prepare an agenda for each 

regular and special meeting of the Board of Directors in accordance with the Brown Act. Any 

Director may contact the General Manager and request an item to be placed on the agenda no 

later than 5:00 P.M. on the day that is 48 hours prior to the closing of the agenda for the next 

meeting date. 

 

Public requests 

Any member of the public may request that a matter directly related to District business be 

placed on the agenda of a regularly scheduled meeting of the Board of Directors, subject to the 

following conditions: 

a) The request must be in writing and be submitted to the General Manager or the Clerk of 

the Board with supporting documents and information, if any, at least seven business 

days prior to the date of the meeting. 

b) The General Manager shall be the sole judge of whether the public request is or is not a 

"matter directly related to District business."  

c) The General Manager shall determine the timing of when the item will be placed on the 

agenda. 

d) The public member requesting the agenda item may appeal the General Manager’s 

decision at the next regular meeting of the Board of Directors. Any Director may request 

that the item be placed on the agenda of the Board’s next regular meeting. 

e) No matter which is legally a proper subject for consideration by the Board in closed 

session will be accepted under this policy. 

f) The Board of Directors may place limitations on the total time to be devoted to a public 

request issue at any meeting and may limit the time allowed for any one person to speak 

on the issue at the meeting. 

 

Agenda descriptions 

VERSION REVISION DATE DESCRIPTION OF  

CHANGE/SUPERSEDE 

AUTHOR 

1 1/16/2026 New Policy Administrative Director 
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All Board agendas shall include a clear and unambiguous description of each item on the 

agenda to be discussed, including closed session items. The General Manager shall ensure that 

the description gives notice to the public of the essential nature of business to be considered. 

  

Agenda posting 

Agendas for regular meetings shall be posted 72 hours in advance of the meeting and agendas 

for special meetings shall be posted 24 hours in advance of the meeting. The posting must 

occur in a place that is freely accessible to the public and on the District’s website. A touch 

screen electronic kiosk may take the place of paper posting. The internet posting shall occur on 

the District’s primary website homepage through a prominent, direct link to the current agenda. 

The agenda shall also be accessible in an open format. 

 

Agenda packages 

When distributing agenda packages and other materials to members of the Board of Directors, 

those materials should be provided to all Board members at the same time. Agenda packages, 

except for closed session materials, should also be made available to the public once distributed 

to the Board.  

 

When a closed session item is agendized on the grounds of anticipated litigation based on 

either: (1) a written threat of litigation; (2) an oral threat received outside of the public meeting 

setting; or (3) an issue of potential litigation where the facts and circum-stances giving rise to 

the closed session are known to the potential plaintiff, a contemporaneous a copy of the written 

record must be included in the agenda package or public announcement of same.   

 

Public comment  

For regular meetings the Board shall provide the public with an opportunity to address not only 

any item on the agenda but any item within the subject matter jurisdiction of the District. For 

special meetings, the Board shall provide the public with an opportunity to address any item on 

the agenda. 

 

The Board may not prohibit public criticism but shall control the order of the proceedings, 

including placing reasonable time limits on public comment. The Board may not require 

members of the public to give names or sign a register as a condition of attendance or 

speaking. 

 

The Board may require public comment specific to items on the agenda be made at the time 

when the agenda item is considered. 

 

Closed sessions 

The Board may conduct a closed session during a noticed meeting for certain matters, as 

identified on the agenda, where it is necessary to conduct business in private. Major reasons for 

permissible closed sessions, as authorized by the Brown Act, include real property transactions, 

labor negotiations, and pending litigation. The Board shall allow public comment on any closed 

session item before going into closed session. 
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Items not on the agenda 

The Board shall not discuss or take action on any item that does not appear on the posted 

agenda except that the Board may act on items not on the agenda to address emergency 

situations, subsequent need items, and hold-over items from a continued previous meeting held 

within the prior five days. The Board may also respond to public comments and make 

announcements. 

 

  

Authority: General Manager; Board of Directors 

 

Approved by the Board of Directors on January 22, 2026 

 


