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Discover Polk Community Benefit District, Inc. 
Open Meeting Policy 

 
The Discover Polk Community Benefit District, Inc. (the “DPCBD”), and it Board of Directors and 
committees, shall comply with the applicable provisions of the Ralph M. Brown Act, found at 
California Government Code section 54950 et seq. (the “Brown Act”), as amended. 
 
1. Public Notice.  
 
a. The DPCBD shall provide public notice of its Board of Directors and Board committee 
meetings in a manner consistent with the Brown Act. Such notice shall specify the date, time 
and place of the meeting and shall include an agenda setting forth the items to be discussed at 
the meeting.  
 
b. The notice shall be posted at the Government Information Center at the main branch of the 
San Francisco Public Library and on the DPCBD’s website (if any) at least seventy-two (72) hours 
before a regular meeting, and at least twenty-four (24) hours before a special meeting. Notice 
of a special meeting shall be specifically given to all media outlets who have requested such 
notification. The DPCBD may also post the notice outside its offices or at other public places. 
 
c. This notice requirement shall apply to any discussion by the majority of the members of the 
Board or one of its committees regarding business within the jurisdiction of the Board or that 
committee. In this regard, email discussions or serial communications among a majority of 
members of the Board or one of its committees about an item of business within the 
jurisdiction of the Board or that committee will violate the Brown Act’s notice provisions, 
although such communications regarding scheduling, agendizing a matter, and similar 
administrative issues will not. 
 
d. A purely social or ceremonial occasion attended by the majority of the members of the Board 
or one of its committees does not require notice, provided that a majority of the members do 
not discuss among themselves business of a specific nature that is within the subject matter 
jurisdiction of the Board or committee. 
 
e. The DPCBD shall send copies of its agendas and accompanying materials to any member of 
the public who has filed a valid written request for such materials. Such a request shall be valid 
for the calendar year in which it is filed.  
 
2. Meeting Agenda.  
 
a. The meeting agenda shall give a brief description of each item to be considered at the 
meeting and, when Board or committee action may be taken on the item, so indicate (e.g., 
“Discussion and possible action to amend bylaws….”) The Board and the committees may 
consider at any meeting only those items included on a properly noticed agenda. A discussion 
and action on items for future meetings is an acceptable agenda item. 



 

 

 
 
b. Permissible closed session items (see below) should be designated as such on each agenda, 
and include a general description of the type of matter being discussed (e.g., “CLOSED SESSION: 
Annual Executive Director Performance Review”). DPCBD should consider getting legal advice 
about drafting closed session agenda items, particularly concerning pending litigation. 
 
c. Meeting materials given to Board or committee members with the meeting agenda should be 
made available to the public for inspection and copying during regular office hours at DPCBD’s 
offices prior to meetings. 
 
3. Open Meetings. 
 
a. The meetings of the Board and any committee must be open and accessible to members of 
the public, although certain items may be considered in closed session.  
 
b. Permissible closed session items include: (1) certain personnel decisions, including those 
concerning the hiring, evaluation of performance, discipline, or dismissal of an employee; and 
(2) discussion of potential and pending litigation with counsel. The Board or a committee must 
announce a closed session at its meeting by reading the agenda item and, when the closed 
session is complete, report on any actions taken, as required by the Brown Act and subject to 
any applicable confidentiality restrictions. The Board may consult legal counsel on closed 
session items. 
 
4. Public Comment. 
 
a. The Board and the committees shall allow public comment at their meetings. Members of 
the public may address the Board or committee for up to two minutes with respect to each 
item on the agenda, and may speak for up to two minutes regarding matters not on the 
agenda. Each agenda shall specify when the public may speak on matters not on the agenda 
(i.e., “general public comment”), although general public comment is not required at special 
meetings of the Board or a committee. 
 
b. Public comment is not required on any item that has already been considered by a Board 
committee composed exclusively of members of the Board at a public meeting where 
interested members of the public were afforded the opportunity to address the committee on 
the item unless the item has been substantially changed since the committee heard the item, as 
determined by the Board. 
 
5. Teleconference Appearances. 
 
Board and committee members may appear at meetings via teleconference. Notices required 
under the Brown Act shall include the location of any teleconference appearance by a Board or 
committee member. Such notice shall also be posted at the teleconference location. Members 



 

 

of the public shall be able to attend the meeting at the teleconference location, and shall be 
given the opportunity to provide public comment at that location. 
 
6. Sunshine Ordinance Not Applicable. 
 
The DPCBD is not required to comply with the open meeting requirements of the San Francisco 
Sunshine Ordinance, San Francisco Administrative Code section 67. 
 
7. Legal Advice. 
 
This policy is intended to provide general guidance with respect to the Brown Act, but cannot 
advise with respect to every possible scenario. Thus, when necessary, the DPCBD shall consult 
with outside counsel to ensure compliance with the provisions of this policy and applicable law, 
and to ensure that this policy is updated to incorporate any amendments to the Brown Act. 
 
 

*   *   *   *   * 
 
  



 

 

 
SAMPLE 

 
DISCOVER POLK COMMUNITY BENEFIT DISTRICT, INC. 

NOTICE OF REGULAR MEETING and AGENDA 
 

DATE 
address 

San Francisco, CA 94109 
 

1. Call to order and review of public comment guidelines 
2. Approval of draft minutes for the Board’s meeting on DATE 
3. Report regarding feedback from District businesses and property owners 
4. Discussion and possible action regarding street cleaning services contract 
5. Approval of Board bylaw amendment concerning number of directors 
6. CLOSED SESSION: Annual Executive Director Performance Review 
7. Discussion and possible action on items for future meetings 
8. General public comment 
9. Adjournment 

 
Members of the public may address the Board for up to two minutes with respect to 
each item on the agenda, and may speak for up to two minutes regarding items not on 
the agenda during General Public Comment. 
 
Members of the Board are not permitted to discuss items not on the agenda. Therefore, 
during General Public Comment there will be no Board discussion, however the Secretary 
will take notes on comments. 

 
 
Meeting materials distributed to Board members are available for inspection and copying at the 
Government Information Center, 5th floor of the Main Branch of the San Francisco Public 
Library, 100 Larkin Street, San Francisco, CA 94102, prior to meetings.  
 
 


