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AGENDA

1. Citizens’ Advocate Office Standards/ Policy

& Procedures Manual - Myers/Ellinger (1-68)
2. Boards/Commissions Reporting - Myers (67-75)
3. Update on Committee Items (78)

“Inter-Governmental Committee, to which should be referred matters relating to wages
and classification, personnel, government organization, employee relations,
government buildings and property maintenance.”

Councii Rules & Procedures, Section 2.102(2)



LEXINGTON-FAYETTE URBAN COUNTY COUNCIL
Memorandum

TO: Counciimember Andrea James, Chair
Intergovernmental Committee

FROM: Councilmember George G. Myers, Chair
Citizens' Advocate Work Group

DATE: November 6, 2008
SUBJECT: Work Group Report

As you are aware, | was asked fo chair a work group charged with reviewing two issues
that were ullimately referred to the Intergovernmental Committee- adoption of ombudsman
standards for the Office of the Citizens’ Advocate, and adoption of a procedures manual
for the same.

Also serving on the work group were Councilmembers Beard, Blues, Crosbie, Ellinger, and
Stinnett. We held seven meetings, reviewed and revised both sets of documents, and
discussed other operational matters related to the office.

On behalf of the work group, | forward to you the following recommendations:

1) Adoption of the Professional Standards for the Lexington Citizen’s Advocate

2) Adoption of the Citizens' Advocate Office Policy & Procedure Manual

3) Reporting to Council: That the Citizens’ Advocate shall distribute a written report to the
Council on a guarierly basis, and appear at the quarierly Committee of the Whole
meetings to discuss the report with the Council and answer any questions or concerns of

the Council.

4) Public Awareness: That the Citizens’ Advocate work with Government Communications
to produce a periodic program to appear on GTV3.

5) Case fracking: That the Citizens’ Advocate work with the CIO and Council staff to
review available software solutions for tracking of cases, and recommend to the Council a
solution appropriate for the office which could also be used by Councilmembers and staff:

] encourége the Intergovernmental Commitiee to approve the above recommendations.
Please let me Know if you have any questions or | may be of further assistance.

Lexington-Fayette Government Center 200 East Main Street Lexington, Kentucky 40507  (859) 258-3200
Lexington-Fayette County Horse Capital of the World www.lfucg.com fax (859) 258-3838




PROFESSIONAL STANDARDS FOR THE LEXINGTON CITIZENS® ADVOCATE

A. Independence

Independence is a core defining principle of an effective and credible Citizens’ Advocate.
The Citizens’ Advocate should be independent to the greatest degree practicable.
Authoritativeness and permanency are two ctiteria by which to measure this standard.
The following are indicators of independence, the absence of any one of which may
create functional problems:

1. The Citizens’ Advocate’s authority is established by law so that the existence,
authority, and power of the Citizens’ Advocate are less apt to be challenged,
compromised, or diminished.

2. The Citizens® Advocate is appointed by the Urban County Council, which is not
subject to the Citizens® Advocate’s jurisdiction and which does not have operational or
administrative authority over the program(s) or agency(ies) that are subject to the
Citizens® Advocate’s jurisdiction. Appointment by a Jegislative body is the preferred
means to ensure independence. The Citizens® Advocate may be removed from office in
accordance with the terms of the Charter of the Urban County Government and the
Council Rules

4. The Citizens® Advocate should be afforded sufficient compensation, status, budget,
resources, and staff. Affording the Citizens® Advocate sufficient compensation, status,
budget, resources, and staff gives indication that the office has meaning and importance.
When the Citizens’ Advocate is not afforded appropriate status and compensation, to
allow the office to meet its responsibilities, it may not command the respect and
‘tesponsiveness necessary to operate in accordance with best practice. -

5. The Citizens’ Advocate should retain sole authority to select, direct, and discharge
staff within the bounds of the Civil Service System The Citizens’ Advocate should have
access to independent legal advice, either in-house or on a contract bass. It would '
compromise the Citizens® Advocate’s independence to be forced to rely on the attorneys
representing the governmental entity in the event of a legal controversy. The Citizens’
Advocite should be empowered to contract with outside experts when useful or necessary
to conduct a thorough investigation.

6. The Citizens® Advocate should have discretion to accept or reject matters for
investigation, including the ability to initiate on the Citizens® Advocate’s own motion,
subject only to the legally defined limits of jurisdiction.

7. The Citizens® Advocate should have discretion to prescribe how complaints are to be
made, received, and acted upon, including the scope and manner of investigations. The
Citizens® Advocate should not have 1o receive complaints through an intermediary.

8. The Citizens® Advocate should have diseretion to determine which conclusions and
recommendations are reached, and freedom to determine what to publish. Inhibiting the
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Citizens’ Advocate by requiring a structured review procedure before speaking weakens
the credibility and integrity of the office in both fact and appearance. Similarly, the
Citizens’ Advocate’s communications and record keeping should be separate from and
independent of those services under the Citizens’ Advocate’s jurisdiction. When absolute
independence cannot be achieved, sufficient separation, insulation, or firewalls should be
sought and fundamental elements such as locking file cabinets, password protected email
systems, keyed doors to enclosed offices, internally controlled surveillance systems, and
confidentiality agreements with service providers, vendors and consultants should be
ensured.

9, The Citizens® Advocate should be immune from discovery and prosecution for claims
arising out of the lawful performance of duty, o the extent permitted by law.

10. The findings and recommendations of the Citizens’ Advocate are not appealable to
any other authority. Because the Citizens’ Advocate does not affect substantive rights and
is not be able to impose binding decisions, the Citizens’ Advocate’s findings and
recommendations should stand alone and not be subject to modification or alteration
upon appeal to some other body or authority.

B. Impartiality ,_

Impartiality is at the heart of the Citizens’ Advocate concept. Both the complainant and
the agency are able to place confidence in the Citizens’ Advocate knowing that the
Citizens’ Advocate has no vested interest in the outcome of a complaint investigation. If
the Citizens’ Advocate is not perceived to be impartial by the complainant, the
complainant will not seek the Citizens® Advocate’s assistance. If the Citizens’ Advocate
is not perceived to be impartial by the agency, the agency will be resistant to the
investigation and unlikely to accept the Citizens® Advocate’s criticism and
recommendations. It is not sufficient for the Citizens® Advocate to avoid actual conflict
of interest but also to avoid the appearance of such a conflict to instill the utmost
confidence. Members of staff acting under delegated power should also be subject to the
same high standards. The following are indicators of impartiality, the absence of any one
of which may create problems of credibility and effectiveness:

1. The Citizens’ Advocate refrains from partisan and political activities, and employment
and business relationships and transactions that may create a conflict of interest, or may
create the appearance of a conflict of interest. The Citizens® Advocate as citizen may, or
course, exercise his or her right to vote in partisan elections. However, because the
Citizens” Advocate works within a political environment, it is essential not to be
perceived as favoring one political person or group over another. This limits the ability of
the Citizens® Advocate to speak publicly in favor of or against any candidate for elective
or appointive office, make or solicit contributions to political candidates or parties, put
partisan signs on vehicles or in yards, or other similar political activities.

It is equally important that the Citizens’ Advocate not enter into any business or
employment relationship that might, rightly or wrongly, cause others to question the
Citizens® Advocate’s ability to be impartial and fair.



2. The Citizens’ Advocate holds no other public office that has the potential of creating a
conflict of interest or the appearance of a conflict of interest.

3. The Citizens’ Advocate absents himself or herself from involvement in complaints .
where & conflict of interest or the appearance of a conflict of interest may exist.

If the Citizens® Advocate does receive a complaint with which there is a potential fora
conflict of interest or the appearance of a conflict of interest, the Citizens’ Advocate must
remove himself or herself completely from that complaint and turn it over to a staff
member or other party for appropriate action. It must be understood that the Citizens’
Advocate will not interfere in any investigation or the production or publication of
recommendations.

4. The Citizens’ Advocate does not allow personal views regarding the subject matter or
the parties involved to affect decisions as to what complaints to accept or how they are
investigated. It would be unrealistic to think that the Citizens’ Advocate would never
have personal values and opinions that may relate to the subject of a complaint. It is
imperative, however, that the Citizens’ Advocate be able to set aside his or her personal
views and approach the complaint in an impartial, unbiased manner. It is important that
the Cifizens’ Advocate be aware of his or her personal views and guard against letting
those views influence whether or not a complaint will be accepted and how it will be
treated.

5. The Citizens’ Advocate is not predisposed as an advocate for the complainant nor an
apologist for the government, however the Citizens’ Advocate may, based on
investigation, support the government’s actions or advocate for the recommended
changes. The Citizens® Advocate has no client. The Citizens’ Advocate is not the
complainant’s representative, and is not the protecior of the public agency. The Citizens’
Advocate’s primary interest is in assuring that laws, rules, and policies are adhered to,
‘and that the outcome is fair. While the Citizens® Advocate may advocate changes that
benefit a complainant, it is the objective of the Citizens’ Advocate to improve '
government performance.

C. Confidentiality
Under Kentucky Revised Statutes, the records of a governmental ombudsmen are not
exempt from the Open Records Act.

1. The Citizens® Advocate should not promise confidentiality that cannot be maintained
under law The Citizens’ Advocate has a responsibility to advise that person as to any
limitations to confidentiality that may apply. Once confidentizlity has been promised, and
its known limits ¢xplained, the Citizens’ Advocate must honor the promise within those
limits.

2. The Citizens’ Advocate should niot release information where confidentiality is
required by law, or where unnecessary harm would result. During the course of an
investigation, the Citizens’ Advocate may come into possession of information that
federal and/or state lew prohibits being made public. The Citizens® Advocate must treat



information with the same degree of confidentiality as would be legally required of the
agency being investigated. Further, if the Citizens’ Advocate has reason to believe that
release of information, though legal, would result in unnecessary harm to one or more
persons, the Citizens’ Advocate should protect that information and/or its source, to the
extent permissible by law.

3. a2ll staff of the Citizens' Advocate Cffice shall agree to continue

to uphold confidentiality to the greatest extent permissible by law and
such agreement should survive the term of employment.

D. Credible Review Process

The concept of a credible review process encompasses the authority granted to the
Citizens’ Advocate and the Citizens’ Advocate’s responsibilities towards the
complainant, the subject of a complaint, the appointing entity, and the public. If the
process the Citizens’ Advocate uses to investigate complaints is flawed, the resulting
recommendations are more likely to be ignored. The following are powers and
responsibilities inherent in a credible review process:

1. The Citizens® Advocate should be qualified to analyze issues and matters of law,
administration, and policy, and these qualifications should be reflected in the job
description for the Citizens’ Advocate.

2. The Citizens® Advocate should have the discretion to act informially to resolve a
complaint. Conducting investigations is the primary function of an Citizens’ Advocate,
but not all inquiries and complaints are appropriate for formal investigation. The choice
of the right approach to use should remain with the Citizens’ Advocate.

3. The Citizens’ Advocate should have the authority to delegate responsibilities to a
deputy Citizens® Advocate. Delegation of responsibilities should be for periods of ten
business days or less and with notice to the Urban County Council. The only authority
not delegable should be the authority to delegate and the reporting responsibilities.

4. The Citizens® Advocate must be accessible to any person who wishes to make a
complaint known directly without a fee.

5. The Citizens® Advocate’s jurisdiction should be clearly defined and the Citizens’
Advocate should not act outside of that jurisdiction.

6. The grounds for Citizens® Advocate review should serve the goal of improving
government,

7. The Citizens® Advocate should have sufficient powers to conduct thorough
investigations. The Citizens’ Advocate should have unlimited access to records and
proceedings held by jurisdictional agencies, including records that are considered
confidential or not otherwise open to the public. Additionally, all persons subject to the
Citizens’ Advocate’s jurisdiction shall be required to cooperate fully with the Citizens”
Advocate’s inquiries and respond within three business days, unless a later date is agreed



upon by the Citizens’ Advocate. Agreement by the Citizens® Advocate shall not be
unreasonably withheld.

8. The Citizens’ Advocate should have the authority and responsibility to publish
findings, recommendations, and reports to the Urban County Council on a quarterly and
annually as well as under special conditions, or as often as requested or directed by the
Urban County Council or by an individual Council Member.

9. The agencies involved in the Citizens’ Advocate’s reports should be consulted and
afforded the opportunity to respond to the report prior to its being published. Once the
Citizens® Advocate has reviewed the agency’s response, it is for the Citizens® Advocate
to release the final version.

10. The process for how complaints are to be made, received, and acted upon, including
the scope and manner of investigations, should be defined and transparent. Clearly stated
standard procedures let parties know what to expect from an Citizens’ Advocate’s review
and establish benchmarks to evaluate whether the office operates as it is intended.

11. The Citizens® Advocate should state the reason a complaint is not accepted for
investigation Examples of the reasons why cases are not accepted include the following:
the case is outside the Citizens’ Advocate’s jurisdiction, the complainant has other
available remedies, the complaint is made in bad faith or is vexatious, the complaint is
trivial, the complainant will not provide information necessary to conduct an
investigation, the office lacks sufficient resources, or the issue has been previously
investigated.

12. The Citizens’ Advocate should keep all parties apprised of the status of the
investigation.

13, The Citizens’ Advocate should complete investigations in a timely manner.

14. The Citizens’ Advocate should, in practice and appearance, uphold the highest
standards of public service.
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CITIZENS' ADVOCATE OFFICE

E his document sets forth the policies, intake and case handling procedures

for the Citizens' Advocate Office of Lexmngron Fayette Urban County
Government. These procedures are to be used by the staff of the Ciizens’
Advocate office as an example in carrying out their duties and as a guideline for

complaints and by anyone interested in how the office operates.

MAIN FUNCTIONS AND ACTIVITIES
a. Receiving complaints and concems by telephone, e-mail, fax and in-
persoiL
b. Making inquiries and providing information to clarify situations and 1ssues.
¢. Making appropriate referraks.
d. Conducting investigations, and monitormg,
e. Issuing reports relating to activities of the office.

f. Facilitating the resolution of disputes and valid g‘riévauces.
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he Citizens' Advocate Office vision is to provide an effective and efficient
government that is responsive and accountable to the residents of the Lexington

Fayette Urban County.
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. Integrry
Accessibility

. Professionalism

. Excellence

. Objectivity
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sGals
a. To provide admunistrative justice for all residents of Lexington-
Fayette County in their dealings with their local government.

b. To exhibit best practices in the performance of our functions.

14
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a. The Gitizens’ Advocate office is not a substitute or replacement for a

department’s normal complaint resolution mechanism, All LFUCG
departments should have a system in place 1o receive and respond to
citizen or employee complaints sbout the functions of local
government. This is a basic and important practice. The goal of the
Citizens’ Advocate office is to ensure that internal systems are effective
and can objectively resolve differences.

. If the complamnant has not approached the agency mvolved, advise
them to do so and decline the complaint as premarure.

. If possible, refer complainant to the appropriate person withm the
department concerned and explamn to the complainant how they can
resolve the problem on their own. Further, advise the complamant to
call the Giizens’ Advocate Office back if not treated fairly by the
department. After the complainant has made reasonable effort to assist

him/ herself then take on the case.

16
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1, Receiving Conplaing

o
=

If a citizen has an inquiry or complaint they can contact the Citizens’

Advocate Office via:

a.

Phone,

Fax,

E-mail,

Mail,

Office Vistt,

Adequate means of communications for citizens with special
needs and non English speaking residents shall be provided by

the Office of the Citizens’ Advocate.
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L Deltermiing Jurisdiction

In determining jurisdiction, consider the status of the officer or individual
who is the subject of the complaint.
a. The Grzens' Advocate is not authorized to investigate -
complaints against:
1. Elected officials
2. Constirutional Offices Courts, Fiscal Court &
County Clerk.
3. State or Federal Government Offices
4. Prvate Partes
5. OQurside agencies or non governmental
organizations
6. Police Officers.
b. If the grievance is an outside jurisdiction case then the Ciizens’
Advocate may provide mformation to the client about alternative dispute
resolution venues,
c. If the complamt is with regard to an QOuside Agency the Cizens’
Advocate shall make a referral and close the case.

18



Within Jurisdiction
a All cases that concern the Urban County Government but do not
involve elected officials, constitutional offices, state or federal government
offices, private paries, Police Officers, Outside Agencies or non-
governmental organizations are considered within jurisdicuon,

Declining of Cases

a. Dechning a case should be an exception, not the norm. Since we are a
service business, the goal is to find a way to help someone, not to look
for a reason not to help them. If a case is declined, inform the complamant
of the decision and reason.
The following are reasons to decline a case:
1. There is already available an adequate remedy for
grievance stated in complaint. This includes cases that
are being litigated in courts or are the subject of a
formal administrative hearing or administrative appeal
2. The case is outside the jurisdiction of the Citizens’
Advocate,
3. The complainant has other available remedies.
4, The complaint was made in bad faith or is vexatious or
trivial
5. The complainant does "not provide informaton

necessary to conduct the investigation.

i0
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. The office lacks sufficient resources to proceed with

the case.
. The complaint has been previously investigated.
. Cases can also be declined subject to the discretion of

the Citizens’ Advocate.

k]



The staff member on intake duty will be responsible for receiving inquiries
and complaints. The following guidelines apply to the intake “and
preliminary evaluation of complaints.

a. Listen

Gather as much information as possible on the first call or meeting with
the client. When the meeting or call is over, write a detailed narrative that
answers Who, What, Where, Why and How. Try to resolve the problem
on the spot. However, if this ism’t possible, make sure the complainant is
aware of what is going to hzppen and next and what actions will be taken
1o resolve the problem.

b. Identify the Complainant

Ask the caller to identify him- or herself: obtain the complainant’s name,
address, phone number or any other way the complainant prefers be
contacted. If the complainant is apprehensive or refuses, explore the
reasons therefor. If they still choose not to identify themselves, assign an
ientifier and provide i to the complainant. Consult the Citizens’
Advocate before pursing the complaint. Information requests do not

require complainant name.

12
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Y Recording Con

JirorT

22

Tetion

The Ciizens” Advocate shall record all relevant information such as:

.

Complainant Name - If the complanant wishes to remain
anontymous, the -Citizen’s Advocate (CA) will assign a unique
identifier to the complainant.

Complamant’s contact information,

Geographical Area: The ltlacation of within which the complaint
arose.

Council District.

The date of the complamt or inquiry.

The agency about with which the complaint is grieved.

Witness information if applicable.

A brief description of the complaint.

S
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i, Indorncation Reguests

2. While the principal work of the Office of the Citizens’ Advocate
agencies, it receives other kinds of inquiries as well. Notable
among them are questions about agencies, operations and
procedures of LFUQG. Quite often, the client is seeking an
explanation of how a process works so they can take care of their
own problem.

b. When a person comtacts the ‘Citizens’ Advocate and requests
information, that contact should be treated as coaching, Generally,
we respond to the request by providing the requested information,
Tn some cases it is better to refer the person to someone else who
can give them a better answer or respond to specific follow-up
questions. |

¢. Afer initial inquiry is made be it via e-mail, mail, phone, fax, office
visit, all inquiries should be answered expeditiously. However, if &

is going to take any longer than one business day, contact the
person and tell them when they can expect a final response.

d. Information requests are not reviewed for jurisdiction. Reasonable

effort should be made to provide accurate, prompt information




and referral regardless of whether or not the inquiry concerns an
agency is within the jurisdiction of the Citizens’ Advocate.

Every request for information should be evaluated with scrutiny in
order to determine if it should be weated as a complamt. If it is
clear that the person is complaining, or that the caller is lookng vo
our office as a source of assistance, rather than just seeking
information or using us as a source of referral, treat the contact as
a complaint.

If you do not know the amswer, or are unsure, research the
question in order to provide a proper response and call the
complainant back at a later time. Inaccurate or inappropriate
answers seriously harm the offices credibility.

. It is essential to maintain a person’s privacy when requested. This
is especially important If the citizens request for information is
forwarded to an agency. Prior to forwarding the inquiry obtain the
complamant’s permission to reveal personally idenufiable
information.

It is very important to log all inquiries, including nformation

requests, on the complaint form.
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Wi Reflarrals

a4 A referral is a complaint that would be best handled by another

agency. In these situations the best we may be able w0 do is refer

the complainant o someone who can help them.

b. When making a referral :

1.

Explain to the complainant why the office wall not handle
the complamt.

Refer the complainant 10 a specific person, where possible.
1f appropriate, explain how the complainent can proceed
with their complaint. (e.g. Whar's the process? What forms
will they need? What information does the agency require?
etc.)

1f appropriate, help the complainant get started by sending
forms, brochures, rules, etc.

Inform the complanant that they can call back if the

referral doesn’t work

¢, If not completely certain about a referal, contact the referral

agency to make sure the information given to the complamant is

accurate,

4 Be careful 10 maintain a complainant’s privacy. When forwarding a

copy of a wntten complaint obtzin permission from the

16
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complainant to reveal personally identifiable information, or advise
the complamant of limiations on the ability to maintain

confidentialicy.
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a. Often, a citizen hes a simple complatmt that can be quickly resolved
with a telephone call. Such cases do not warrant a full investigation.
b. What constitutes an Assist?
Assists may be used to resolve complaints informally. Admmistrative
acts that lend themselves to handling as assists are typically those m
which the complainant has experienced delay, wants action expedited.
A key factor in disposing of a complaint as an assist is the perception
that the complainant wants prompt action without determination of
whether or not the administrative act is e1Toneous.
Typically, in handling an assist:
1. Focus on solving the problem not on determining the
correctess of the action,
2. Conduct the inquiry by phone or in person.
3, Talk directly o the person who is responsible for the
decision or who has custody of the records.
4. Focus solely on the complainant’s problem (not any
related program or policy concern).
5. Strive to affect a resolution satisfactory to both the

complamant and the agency.

48
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¢. Before closing the comphint file, make sure that the complaint/issue is

resolved. Two suggestions may help reduce repetitive processing of these

informally handled complamts :

1.

When 2 complaint seems familiar ask the complainant if
there has been a previous contact. If there has been
previous contact on the matter, get details,

Check the closed complaint fille and see how we handled
previous contacts. What was the disposition?

Did the complamant provide pertinent information?
Is the call for further assistance reasonable in light of the

earlier disposition?

.- Did the agency drop the ball? Don’t redo work that has

already done.
All assists must be logged via a complaint form, in order

to track trends.

18
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L. General Steps

The overwhelming majority of complaints are and should be resolved informally.
Full investigations as outlined in this chapter occur only in those situations that
canmor be resolving informally, whne informal attempts have failed, or when the
initial inquiriy leads the investigator to believe that a systemic problem may exist.
In general the staff member who receives the complaint is responsible to:
a. Obtain from the complainant a statement of the complaint and all
the facts bearing on investigation of the compliant.
b. Define the problem(s) to be investigated.
c. Plan the investigation.
d. Conduct the investigation.
e. Evaluate the complaint, the facts obtained, and the applicable rules
and laws.
£ Coordinate with the agency and complainant 1o try and work out a
£4ir and approprizte remedy in cases where the complamt is
justified.
g If necessary, write 2 preliminary report and forward to the agency
for response. |
h. Evaluate agency's response to finding and recommendations.
i, Manage the complaint file,
j. Debrief the complainant for the finding.

k. Conclude the investigation.

21
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The Subject Matter of the Complaint
2. Itis the duty of the Gitizens' Advocate Office 1o acquaint itself
with the subject matter of the complaint and the basis for the
agency’s administrative action, prior to investigating the specific
allegation. A good place to start is the Charter and Code of
Ordinances of LFUCG.
b. Give the agency notice of your investigation and a description of

the complaint and a request for information.
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a. Once it has been established that there is a grievance, settle upon
an order in which to conduct the investigation. Strategies include
but are not restricted to the following:

b. Interview the Complainant

¢. Conduct relevant background research on the complainant and the
related agency practice and policies. This may include:

1. Checking with other Citizens’ Advocate staff to see if the
issue being addressed 1s familiar to them.

2. Review open and closed complaints to determine if this
issue has been reviewed in the past.

3. Conduct research in statutes, rules, and the Code of
Ordinances in order to detetmine how this issue should

have been handled.

i3
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a Consider possible options such as telephones, person interviews,
letters and requests for information.
b. Consider the following factors when deciding whether to use
phone, send and e-mail or write a letter to the affecred department:
1. If the matter needs immediate attention, a telephone call
could potentially allow you 1o derive a response quickly.
2. If the matter can be handled nformally and there 1s no
need to establish a formal record, use the telephone and
avoid the time it takes to write a letter
3. If the maer is complex and requires formal procedures,
or there are indications that a formal record should be
established, good practice dictates that you write a letter
of inquiry stating the allegations of the complamant and
requesting the information you would like the agency to

provide.
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Y., Conduct the iwest

Notice

a. Unless the Citizens’ Advocate believes that providing notice will

_ hinder the investigation, notify the subject agency, officer or

employee prior to the opening of the case. If notice is not

provided list the reasons for such an action in the individual case

file,

b. Notice to the subject agency ought to contain:

1.

Summary of the substance of the comphint in general
terms;

Allegations stated in a logical sequence;

List particular questions to which the agency must
respond;

Specific documents required from the agency to determmine
the direction of the case;

A request that the agency provide a primary point of
contact for the investigation;

A reminder of any applicable confidentiality provisions, Iif
appropriate;

The time frame the response is required;

Send a blind copy of the notice to the complanant.
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Wi, leidiel Agency Contact

o The Citizens’ Advocate may begin at any level within the agency to
find facts.

b. Initial agency comtact normally is with the officer or employee
responsible for the action or decision about which the complaint is
made. In absence of an identifable individual, comact the
Division’s Director or head of the field office involved.

¢ 1f the letter of inquiry sent to any level below that of a Division
director, a copy of the correspondence must be sent to the director
as well.

d Initial conmtact should include reference to the Council rule
requiring profpt response.

e. Logall contact.

26
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Wil Bvidence

There are three types of evidence: documents, physical evidence and testimony.
Documents
a. Documents are information that is written or available in the form of
records, This term is inclusive of statutes, regulations, guidelines and
standards, manuals and written procedures. (Documents are records as
defined by Open Records Act., KRS 61.870 — 61.884)
b. When requesting documents subsequent to initial agency contact:
1. Briefly describe the complamt or problem,
2. Cearly state the documentation required;
3. Indicate the time frame withm which response
is required, citing the Council Rule requring prompt
response,
c. The more specific information request provided to the agency, the beter

the agency can respond.

=2
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a. 'The key element in handling physical evidence is to maintain a record as to
its origin and relevance. Carefully collect, identify, store and handle
evidence.

b. Physical evidence such as photographs and video documentation of a
complaint should be marked to assure furure denufication of the item.

Ensure that the item is stored 1 a sécure area.

zB6
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Though interviews and depositions are similar in many respects, it is important to
distinguish when one is more appropriate to use than the other. We rarely, if ever
use depositions.

a. An interview is appropriate in the following instances:

1. When you want 10 gather routine information from a cooperative
Withess.

2. When you need information in which the identity of the witness as
the source of information or as the source of corroboration of
other testirnony is not Important.

3. When you need to overcome the hostlity of an adverse or
reluctant witness and you believe it is to your advantage to do so
mformally.

4, When you want to take a person’s narrative testﬁnony rather than

pushing for details and specifics.

29
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K. Regponse o

4 Tf the Citizens’ Advocate issues a written request for information, generally
agencies have three days to respond unless otherwise agreed.

b. If preservation of evidence is a concern, it is advisable to request immediate
production.

c. - Log all requests for production and note requested compliance date.

i
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After careful review of the agency's response it may be possible to make an
immediate determination as to whether or not the agency’s action was
reasonable. If so, the complamant and agency should be notified. On the
other hand, if the response is incomplete then request further information or

otherwise proceed with the investigation.

g |
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2. Records mean a paper or electromic document, memorandum, book, letter,

file, drawing, map, photographic file, film, microfilm, microphotograph,
exhibit, magnetic or paper tape or other items de\feloped or received under
law or in comection with the transaction of official business, but does not
include misterial that is privileged communication between attorney and
client, ongoing police investigations and juvenle records.

Because of the requirement not to release confiden'ciai mformation we
receive during our investigation, it is important that Citizens’ Advocate
Office is aware of any legal conditions or restrictions on the documents or
materials obtained. A record that is exempt from release in the hands of
the cusiodian shall be exempt from release int eh hands of the Ciuizens’
Advocate Qfﬁce.

The GCitizens Advocate Office shall not imentionally use of disclose
information acquired in the course of official duties, to the extent that

such confidentiality can or must be lawfully maintained.

&2
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4. When an agency administers a statuie Or regulation, check on the
agency's interpretation of its own statute. An unbiased clear statement of
the agency’s interpretation should be inchided in the final report of the
complaint,

b. Often it is difficult to find an applicable standard to measure an agency’s
performance. In the absence of local precedem, law or guidance,

neighboring jurisdiction may provide alternate example of best practices

3=
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4 A successful interviewer is in control of the conversation without
it being unmecessarily authoritarian. Keep the interviewee focused
on the central issue.

b. The technique utilized while formulating a series of questions is
critical since it assists the interviewee to recall information which
they wouldn’t otherwise.

c. Always maintain a professional demeanor, remain objective and

treat the interviewee with respect.
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1l. Location o the Interview

2. When choosing a location for the interview, ask the interviewee what
area would be convenient 1o them.

b. The location must be distraction free.

c. The interview generally should be private and confidential

d. Consider the interviewee’s time schedule when setting up an nterview.
Tt is hard to gain the interviewee’s cooperation if the mterview is
unreasonably scheduled.

e. If concerned for personal safety, the interviewer may conduct the

meeting in a public place.
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a. Good interviews are often the result of good planning, Before the
interview, review details of the complamant and be ready to use
names of people involved and the techmcal language of the subject
matter without floundering, '

b. ‘The questions asked need 1o be logically sequenced prior to fhe
meeting with the interviewee. If there is more than one issue to be

addressed, decide what would be the best sequence.

&
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4

Recorded interviews allow detailed analysis of statements and facilitate
quotations for reporting purposes. Comments documented on audio

recording are difficult to deny and cannot be used out of context.

b. Always request permission from the complainant prior to recording

C.

the conversation.
1f not recorded, the interview should be documented via notes. At the
conclusion of the interview, review the notes doud with the

interviewee, 1o verify that they accurately reflect the discussion.

=1



V. Introcduction and ldentifcation

a. Make introduction, state the interviewer’s credentials and the purpose of
the interview.

b. If using a recorder, set it up as if it was a part of your normal routine.

e
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Vi, Active Listening Steps

Active listening is a way of listening and responding to another person so that
it improvés mutual understanding and trust. It is an essential skill for third
parties and disputants alke, as it enables the interviewer 1o receive and

accurately interpret the com lainant’s message prior 10 evaluation.
Yy p Age p

s Be atentive. Be interested. Be alert and not distracted. Create 2
positive atmosphere through nonverbal behavior.

b. Be a sounding board - allows the complainant to express their
feelings while bemg nonjudgmental.

e Act like a mirror -- reflect back what you think the speaker is
saying and fee]ing.l

d Do not discount the complatnant’s feelings by using stock phrases
ike "It's not that bad," or "You'll feel better tomorrow."

e. Dont let the speaker "hook" you. This can happen if you get angry
ot upset, allow yourself 1o get involved m an argument, OF pass
judgment on the other person.

f. Indicate you are listening by :

1. Providing brief and noncommital acknowledging

responses.
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2.

3.

50

Giving nonverbal acknowledgements, e.g., head nodding,
facial expressions matching the speaker, open and relaxed
body expression, eye contact.

Invitations o say more; e.g., "Tell me about it," "I'd like o

hear about’ that."

¢. Follow good listening "ground rules:"

1.

2.

3.

Don' interrupt.

Don't change the subject or move in 2 new direction,
Don't rehearse in your own head.

Don't interrogate.

Don't teach.

Don't give advice.

Do reflect back to the speaker what you understand and
howyou think the spealer feels.
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Vil Questioning Teswsn

a. Keep questions simple and ask only one question at a time. Asking
two questions at once can make response unclear and generally
only serves to confuse the interviewee

b. Avoid long and complex observations before getting to the
question at hand.

c. Avoid asking questions in such a way that the answers are already
implied.

d. Porray an understanding by providing both verbal and non verbal
cues.

e. Verify responses provided by imerviewee by rephrasing the
queston.

£ Observe the winess. If the question makes the interviewee
nervous

g. Evaluate the veracity of the interviewee.
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V. Closing

7 the lnterview

a, When all relevant information is received terminate the interview.
An interview that drags on unproductively creates tension and
reduces cooperation. At the same time, if suddenly stopped, the

complainant will feel jolred by the lack of closure.

b. At this point in the interview, it is important that the investigator

understand the complamants account. To reduce the chance of
misinterpretation, summarize the interviewee’s account and allow
the complainant to correct discrepancies. After all of the above has
been accomplished inform the complamant what to expect from
the Citizens” Advocate office in the future.

£3
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Wi, Promises or cemmitments
to Complainants

Only in very special instances should a promise be made to the
complamant; certainly, neither should & be made unless it can be
delivered. Further, speak only in general terms as 10 what the Gitizens’
Advocate Office can do for the complainant. In short, be careful not w0
fall into the tap of uying to please the person who you are
interviewing with false information that wil lead to unreabstic

expectation and eventual disappointment.
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Evaluation of the Interview

There are three important elememts to be examined while evaluating an
interview session. Review the reactions of the interviewee, the information
received and the investigators performance. If there are any discrepancies
with the information, compare the interviewee’s account with the
information that the investigator has. It is important to review the
interview critically anid to learn from mistakes. Make note of any different

technique that can be used more productively.
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Xi. Statements

2. Sometimes, it 15 necessary to Jocument a witness’s testimony by
prepanng, verifying and signing 2 formal witness statement.
Wimess statement may take the form of:

{ A surement prepared by the investigator in long hand
~nd verified and signed by the complainant;

5 The witness’s own handwritien or typewritten staternent;

3. The use of arecorded staternent;

4 A starement transcribed from a recording.

b. In taking and using statements, note at the outset the place, date
+nd time of the interview. If taped, each person present during the
taping of the staterment should, at the outset be identified. Beware
of breaks in tapes and be prepared to accourt for the manner in

which the time during the break was spent.

%G
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Plamnmning

Tnvestigators will encounter problems concluding an investigation if they do

not have an adequate plan. An adequate plan helps:

a. Being sure of the exact nature of the problem presented by the

complamnt;
b. Avoid making erroneous assumptions about the problem;

¢. Avoid taking immediate action, or calling for mmediate action

from an agency, without thinking the problern through;

d. Avoid failing to define or categorize the complaint as an

appropriate subject for investigation;

e. [demify the applicable law or policies and procedures of the

2AZENCY;

f.  Identifythe resources avaible to resolve the complaint.

£8
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i, Evaluation of Complaint

The Citizens’ Advocate shall report their opinion or recommendation 10

the agency concerned if he or she finds, after investigation that:

2.

b.

The matter should be further considered by the agency;

The administrative act should be modified or cancelled;

Valid reasons should be provided for an administrative act;
Any other action should be taken by the agency;

The agencies act was arbitrary or capricious, constituted an
abuse of discretion or was not in accordance with the law;

There are no grounds for action by the agency.
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1if. Conclusion af Investigation

The investigation can be concluded:

a. Once sufficient information and cooperation from both parties

to resolve the complaint informally.
Or

b. Once you have obtained evidence and testimotry t0

substantiate or refute an allegation placed by the complamant.

BQ



60

R 5 L
E—z.— i
L -




The most critical contribution the Citizens’ Advocate Office can make in
response 1O governient functions is to recommend improved
administrative policy and procedures. Effective recommendations can not
only resolve a problem for an individual complainant but also improves
the future operation and efficiency of Lexington Fayette Urban County
Govemment. The formal recommendation process allows to present
ideas that will make agencies policies and procedures conform 1o
professional standards or help the agency provide services to the public in

a more equitable manner.
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When preparing findings, the investigator should prepare a report detailing
the complaint, the complainants allegations, the issues comsidered, the
agencys position, investigative activity, the findings and any
recommendations. The complaint, the findings and recommendations
should be summarized. These documents should be sent for the Citizens’

Advocate’s review. The Citizens’ Advocate is solely responsible for all

reporting,
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Abuse of Discretion

Administrative Action

Agency

Allegation/ Disposition Categories
Anonymous Complaints

Arbitrary

Assistance by Citizens’ Advocate

Assists

i Az Terms and Definitions

The agency has discretion in a matter and erther doesn’t act
at all or makes a finding unsupported by the evidence.

‘Adminisuaﬂve Action’ means any action, decision,
omission, policy, practice, procedure, or rule of an agency
or any failure of an agency to act pursuant to law.

Agency includes all LFUCG entities, departments, boards,
commissions, councils and amy officer; employee or
member thereof aciing OT purporting to act in the exercise
of official duties.

How a complaint is defined shapes its investigation.

The citizens’ advocate may accept 2 complaint from an
anonymous person, However, if the ciiizens’ advocate at
any time determines the complainant’s identity 15 needed to
pursue an investigation of the complaint, the citzens’
advocate may request that the complainant’s identity be
disclosed. Tf the idemtity of the complainant 18 not
disclosed as requested, the citizens’ advocare may decline wo
pursue investigation of the complaint.

There is not 2 valid basis or standard to justify an acton or
decision.

1f a person is incapable of submirting a written complamt
or has difficulty communicating with the citizens’ because
of a disability or language barrier, the Ciizens’ Advocate
can make reasonable accommodation o assist  the
complainant via TDD phone service or by using translation
services.

This when 2 case is resolved informally. Administrarive acts
that lend themselves to handling as assist are typically those
i1 which the complainant has experienced delay, wants
action expedited, o wants some reasoriable explanation of
the reason for the delay. A key factor in disposing of a
complaint as an assist is your perception
complainant wants prompt action without a determination
of whether or not the administrative act is erroneous.

&8
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Bad Faith/ Vexatious

Based on a Mistake of Fact

Coaching

Complainant

Confidentiality

Conflict of Interest

Contrary to law or Administrative
Practice

If the citizens' advocate has reason to believe that a
complaint is being made for the purpose of annoying to
harming an individual or agency, it can be declined as being
in bad faith or vexatious.

A significant part of an agency decision is based on 2
misperception or misunderstanding of the relevant facts.

Citizen doesn’t have 2 complamt or has complamt that is
outside our jurisdiction ie. exclude state and local
government, In these cases we can help the citizen by
providing them information and advice of their mights,
options and existing programs that can help resolve their
problem. We may provide information about a state
agency, operation Of procedure or refer the person 10 an
adrministrator who has the authority and responsibility for
dealing with their problem.

The term ‘complamant’ refers to any person, including an
officer or employee of LFUCG, who has lodged a
grievance with the citizens’ advocate, whether on behalf of
himself or any other person.

The Citizens Advocate should have the privilege and
discretion to keep confidential or release any information
rebred to a complaint or investigation. This standard
balances the need 1o protect sensitive information so that a
complainant can come forward and witnesses and subjects
can speak openly, with the need to disclose information as
a part of an mvestigation or public report.

If during the course of an investigation, you determine that
investigation involves (2) a friend, a family member, a
business, organizational, professional or personal
association or (b) a circumstance Or situation that
constitutes a conflict of interest or that may have the
appearance of a conflict of imerest. Investigation of the
rmatter will be transferred to another staff miember.

The action complained of violates federal or state swatute,
city code, a judicial order, an agency policy or regulation.

e
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Evaluation

Intake

Investigation

Jurisdiction
Lexington Fayette Urban City
Government

Non- Jurisdiction

Otherwise Erroneous

Outside Agency

Performed Discourteously

The Citizens’ Advocate evaluates whether the matter
jmmediaely lends itself to resolution or requires further
investigation or appears amenable to mediation, or can be
resolved by explanatory information.

Imake is defined as the initial comtact the complamant
makes with the Citizens’ Advocate Office.

Complaints which are jurisdictional may be investigated
upon the citizens’ Advocates discretion. An investigation is
2 thorough and systematic atteript 1o learn all the facts
about a complaint. The Gitizens’ Advocate can perform his
/her investigation by seeking proof of allegations,
corroboration, analysis of facts, conducting interviews,
conducting site Visits, home visits, Witness INterviews,
obtaming release forms, gathering medical data, open
records and legal opinions whilst in the investigation phase.

All those that are excluded from the Aricle 10 and 11
(Charter) are to be considered within jurisdicuon.

Lexington Fayenie Utban City Government shall be
referred 1o as LFUGG for the purposes of this manual.

Complaints with respect 1o the Urban County Courts
which inchudes the Circuit Court, Quarterly Court, County
Court, Justice Court, County Tudge, Fiscal Court, County
Court Clerk, County Aworney, and County Sheriff are
considered non- jurisdictional.

When nothing else fits, use this sparingly and with 2 full
explanation of the specifics of the clam

Outside Agency is defined as a private Or 1On profic
organization funded impart by LFUCG. They are
distinguished from federal and state governmental agencies
and are beyond our jurisdiction.

Unprofessional conduct (complaints  alleging that an
employee's performance was negligent or failed in a duty
that the employee owed w the public apart from
misconduct under the Code of Ordinance) or individual
rudeness or discourtesy

65



Performed Inefficiently

Referrals
Self~initiated Complaints
Trivial/ Frivolous Complaints

Unfair

Unreasonable

Unsupported by an adequate
statement of reasons

The agency decision making process or the implementation
of an act or service is too slow or and/or it requires the
complainant to wade through an unreasonable amount of
'red tape’. An agency performs inefficiently when an
administrative act exceeds : A limit established by law; or a
Yimit or a balance established by custom, good judgment,
sound administrative practice or decent regard for the
rights or interests of the person complaming or of the
general public.

A referral is a complaint that would best be handled by an
outside agency. This maybe because the case falls outside
our jurisdiction. '

An investigation into an agency's administrative action may
be initiated on the citizens’ advocate own motion, if he or
she determines it is an appropriate subject for investigation

A complaint where the action complained of us extremely
unimportant or has no basis in fact may be declined as
trivial or frivolous.

'The action taken or the decision made was flawed because
f an inequitable balance between the agency and a
complaint in the decision making process. Elernents of due
process, such as adequate note, opportunity to be heard,
creation of a record and having an unbiased decision-maker
aybe lacking

A procedure adopted and followed by an agency in the

management of a program is inconsistent with, or fails to
achieve, the purposes of the program.

The complainant's concetns are not addressed or explamed
disectly and completely in a decision; the decision of the
agency does not plainly site the rule of law and/or factual
assertation on which it is based; the reasons provided are
not comprehensible or appropriately documented

L]
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Mayor Jim Newberry

FEXINGTON-FAYRETTE URBAN C GUNTY COVERRMERT

TO: ANDREA JAMES, COUNCILMEMBER

FROM: SHAYE RABOLD, MAYOR’S OFFICE
ANNA HARTIE, MAYOR’S OFFICE

DATE: NOVEMBER 6, 2003

SUBJECT: BOARDS AND COMMISSIONS INFORMATION

After the numerous conversations with the Intergovernmental Committee and the various solutions
and ideas considered, we understand that it is the ultimate goal of the Administration and the Council
to provide citizens with as much information regarding boards and commissions as possible. The
information should be in an easily accessible format in an effort to be more transparent and to allow
citizens a way to participate in a more meaningful way with the business of their local government
that is carried out by volunteer members of our Boards and Commissions. This memo will outline the
actions we have already taken and the actions we plan to take to meet this goal.

First, the Intergevernmental Committee has asked that the following information be provided
on the website for each board and commission:

Boards/Commission mission statement, bylaws, board roster, and minutes.

To meet this request 2nd the joint goal of better access to information for our citizens, the
Administration has taken the following steps:

1) The first phase of the website was to provide the application to serve on a board or commission on
the site. Citizens can riow access this form under the Mayor’s Page “Become a Board Member.” We
are working towards an electronic application.

2) The second phase is to list all of the Boards and Commission created by Council in which
members are appointed by the Mayor and confirmed by the Council on the website. Currently
underway is a project to launch an updated LFUCG website, which will include the following
information on each board/commission where applicable:

¢ Board Name
e Board overview (Summary of purpose of the board as derived from the creating ordinance.
Most Boards and Commissions do not have a formal mission statement separate from the

HORSE CAPITAL OF THE WORLD
200 East Main Street Lexington, KY 40507  (852)258-3100 Fax 850-258-3194  www.lfucg.com
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purpose stated in the creating ordinance. We believe providing the purpose of the board via
the overview will meet the intent of the providing a “mission statement”)

Membership Requirements

Authorizing Legislation (ordinance numbers will be listed and hyperlinked to electronic
version of code of ordinances)

Meeting Location

Meeting Time

Board Contact person and contact information

Board Roster (with term start and term end dates. Membership will be updated by Mayor’s
Office Staff)

Minutes

Bylaws (where applicable. Not all Boards/Commissions have bylaws nor are the required to
have them.) - '

o 2

The Administration is currently working with IT to determine server capacity to archive minutes. For
minutes that are not archived due to practical and efficient space considerations, citizens will be
instructed to request that information from the contact person directly as is the case now.

(Please see attached an example of the information format for the website.)

After consulting with the Law Department, it is recommended that an official policy created by the
Administration in the form of a CAO policy or by resolution or ordinance by the Coungcil is not
advisable. Rather, a written directive from the Mayor’s Office to each board chair and staff person to
provide the aforementioned information will be given. For example, the current Blue Sheet process is
not an official policy, but rather the traditional administrative practice to bring items before the
Council. Employees are aware of the process and are asked to comply. We believe this same type of
practice is appropriate for Boards and Commissions.

The biggest challenge to providing access to minutes in a timely manner is staffing levels and time
constraints given staff’s other duties. Therefore, boards that have LFUCG staff assigned to assist
them will be responsible for uploading the minutes to the website. Boards that do not have this
assistance will submit minutes to the Mayor’s Office to be posted. The Mayor’s Office will monitor

the fulfillment of this obligation on a regular basis. (Draft Letter to Board Chairs is attached)

Second, the Intergovernmental Committee requested that all Boards and Commissions meet at
least ance per year.

Most Boards do meet on a regular basis throughout the year, but some, such as appeals boards only
meet as needed. Sometimes they may not meet for an entire year. The Law Department has advised
that we cannot create a policy that requires Boards to meet in a way that is contrary to the creating
ordinance. For most Boards, we will be able to monitor how often they meet and their activities from
the minutes they will now be asked to provide via the website.

1t is our recommendation that Boards and Commissions that do not meet at least once per yeat be
asked to send a memo to the Mayor’s Office by Jenuary 30 of the following year outlining why the
Board did not meet. These memos could be provided to the Intergovernmental Committee in
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February of each year or to all Councilmembers so that a review of the necessity of the board’s
existence can be discussed. The Mayor’s Office will send a letter to each board that has not provided
documentation of meetings (in the form of minutes) at the end of the year requesting the memo for
January 30.

Pl

Shaye Rabold~
Chief of Staff
Mayor>s Office
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ADDRESS ENFORCEMENT HEARING BOARD

Qverview
The Address Enforcement and Hearing Board hears matters related to the enforcement of ordinance
by the Department of the Department of Public Safety. The Board conducts hearings to determine

viclations of UCG ordinance and enforcement of street address issues. The board is a judicial is
nature. '

Authorizing Legislation

Ordinance no. 374-2006, updating ordinance 17-4.1—1 7-4.8 (hyperlinked)

Membership Requirements

3 members and two alternates appointed by the Mayor and confirmed by the Council. Members and
alternates must be a resident of Fayette County for a minimum if one year prior to the appointment

and live if Fayette County for the duration of the term. Members cannot be elected or employed by
LFUCG. Original members shall serve 1 year, 2 year, or three year terms.

Maximum members Maximum terms

5 2

Meeting Location Meeting Time

200 East Main Street As Needed

Council Chambers

Membership
Name Term Office
Joe Smith 11/15/2007 — 11/15/2010 Chair
John Doe 10/30/2007 — 10/30/2009
Jane Plumber 10/30/2007 — 10/30/2008 i

Contact Information

Paul Pebble

Division of Public Safety

850-258-5555

Minutes
November 1, 2008 (PDF document)

Archived minutes (For minutes not listed above, please contact the person listed under Contact
Information)

(Speeific information provided 2bove is not entirely accurate ang rather intended as an example
for discuscion purpcses)
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DRAFT

November 30, 2008

John Smith, Chair

Address Enforcement Hearing Board
123 Rose btreet

Lexington, KY 40507

Dear Mr. Smith:

Thank you for your volunteer service fo the community through the Address Enforcement
Hearing Board. In an effort to provide the citizens of Lexington-Fayette County with
better access to information in the most efficient way possible, we will provide the
following on the LFUCG website for each Board and Commission ¢reated by the Urban
County Council:

¢ Board Name
Board overview (Summary of purpose of the board as derived from the
creating ordinance.

¢ Membership Requirements

Authorizing Legislation (ordinance numbers will be listed and hyperlinked

to electronic version of code of ordinances)

Meeting Location

Meeting Time

Board Contact person and contact information

Board Roster (with term start and term end dates)

Minutes

Bylaws (where applicable. Not 211 Boards/Commissions have bylaws nor

are the required to have them.)

We will need your help to provide some of the information. According to Section 61.835
of the Kentucky Open Meetings and Open Records Laws:

The minutes of action taken at every meeting of any such public agency, setting
forth an accurate record of the votes and actions al such meetings shall be
promptly recorded and such records shall be open to public inspection at
reasonable times no later than immediately following the next meeting of the
body.

For Boards and Commissions that are not assigned an LFUCG staff member, we request

that you provide minutes 0 the Office of the Mayor, Attention Anna Harije, in a timely
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manger and in accordance with the state statute above. Minutes may be provided
electronically in either Word Format or as a PDF. Hard copies will also be accepted and
will be scanned into a PDF document. It will be the responsibility of the LFUCG staff
assigned to certain Boards and Commissions to upload the minutes using the content
management software provided.

'Further information on how to comply with this request is attached. Please contact Anna

Hartje at 258-3100 or shartje@]fucg.com for more information and assistance.

Thank you for your cooperation and assistance in helping make your government more
accessible to your fellow citizens.

Sincerely,

Jim Newberry,
Mayor

Cc: Paul Pebble, Staff Liaison
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Mayor Jim Newberry .
LEXINGTON-FAYETTE URBAN COUNTY GOVERN MENT
Department of Law '

TO: George Myers, Councilmember

FROM: | Department of Law |

DATE: March 26, 2008

RE: Draft Ordinance re website information for Boards and
Commissions

Log No. 0B-CC0425

As reguested, please find attached a draft resolution directing boards and
commissions to meet at least once a year and to provide certain information 10
the administration for posting on the LFUCG website.

The resolution only applies to the boards and commissions created in the
LFUCG Code of Ordinances. The LFUCG can not direct boards or commissions it
did not create to provide information to post on the webslte. The draft also
requires that the citation to the ordinance creating the board or commission be
posted rather than the entire ordinance since the Code of Ordinances is also

available on the LFUCG website and to reprint each ordinance would be
dupficative:

If you have any qijestions, please contact me.

Lo s

Tracy Wf Jones ¢/
Attorney Senior

cc:  Joe Schuler, Aide to Council
Anna Hartje, Administrative Specialist Principal
Office of the Mayor
¥:\Cases\CO\GB-CCO42\CORNO01EB08D.DOC

HORSE CAPITAL OF THE WORLD
. *P.0. Box 34028 Lexington, KY 40568 (BB9) 258-3500 Fax:(858) 258-3538 www lfucg.com

*Plegse note new mailing address
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RESOLUTION NO. _ - 2008

A RESOLUTION DIRECTING ALL BOARDS AND COMMISSIONS CREATED IN THE
CODE OF ORDINANCES, LEXINGTON-FAYETTE URBAN COUNTY GOVERNMENT,
TO MEET AT LEAST ONCE A YEAR, UNLESS OTHERWISE REQUIRED BY
ORDINANCE, TO PROVIDE THE ADMINISTRATION WITH THE CITATION TO THE
CREATING ORDINANCE, COPIES OF BYLAWS (iF ANY), A BOARD ROSTER, AND
MINUTES OF EACH MEETING, AND TO UPDATE THIS INFORMATION AS NEEDED
TO ENSURE THE AVAILABILITY OF CURRENT INFORMATION AND DIRECTING
THE ADMINISTRATION TO POST THE INFORMATION ON THE LEXINGTON-
FAYETTE URBAN COUNTY GOVERNMENT WEBSITE.

BE IT RESOLVED BY THE COUNCI OF THE LEXINGTON-FAYETTE URBAN
COUNTY GOVERNMENT: |

Section 1 -~ That all boards and commissions created in the Code of

o,
Ordinances, Lehmgton-Fayette Urban Coun:. i rovernment be and hereby are

Section 2 That the n;stratlonbe and hereby is directed to post the

mfonnatlon p?owded by; the boards and:;commlsswns pursuant to Section 1 of

i-

this rese!.utton on the Lexlngton—Fayette Urban County Government website,

PASSED URBAN COUNTY COUNCIL:

MAYOR

ATTEST:

CLERK OF URBAN COUNTY COUNCIL -

PUBLISED:

¥\Cases\COV08-LC04 2 LEG\00158047.00C

- _;Ijj_at this resolution chall become effective- on-
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Intergovernmental Committee Items-Pending

12/19/2008

Item Referred By Date Referred

Grievance Procedures James 4-8-08

Citizens’ Advocate Office Draft Policy & Myers/

Procedures Manual Ellinger 2-5-08

Boards & Commissions That Adhere to

Ethics Act Financial Disclosure Myers 8-14-07

Review Current Boards & Commissions Myers 6-12-07

Boards/Commissions Reporting Myers 8-14-07

Council Standing Committees Myers 1/16/07

High Risk Pay Supplement Gorton 2/14/06

Proposed New Compensation System Gorton 1/15/05
Delayed

PAS 1.8.09



