Board of Trustees Work Session Agenda
November 7, 2023 ~ 6:30 pm

The Public can observe, but cannot participate or comment at the Work Session, there are no action
items voted on at a Work Session.

1. Call Meeting to Order

i
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Roll Call — The Empire Board of Trustees requires a simple majority of four trustees present at the
meeting for a quorum.

Approval of Agenda

Discussion of Administrative Ordinance Updates

Discussion of the 2024 Town of Empire Proposed Budget

Discussion of Additional Ordinance Updates

New Business from Board of Trustee Members

The Next Board of Trustees Regular Meeting is Tuesday, November 21, 2023, at 6:30 pm. In-
person with remote access.

Adjourn Meeting

LWend, oot D N

(Mayor Wendy Koch) (Town Clerk Jeannette Piel)
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Town of Empire
30 East Park Avenue/P.O. Box 100 Empire, Co 80438
303.569.2978 - 303.569.2282 fax

Board of Trustees Work Session Minutes
November 7, 2023 ~ 6:30 pm

The Public can observe, but cannot participate or comment at the Work Session, there are no
action items voted on at a Work Session.

1. Call Meeting to Order
Mayor Koch called the meeting to order at 6:33 PM. The meeting was held in person and
through Zoom.

2. Roll Call - The Empire Board of Trustees requires a simple majority of four trustees present
at the meeting for a quorum.

Present: Mayor Wendy Koch, Mayor Pro-Tem Linda Robertson, and Trustee Denise Tennant.

Trustee Jacob Belcher and Trustee Randy Horning attended virtually on Zoom. Also in

attendance are Attorney Wilson Scarbeary, Police Chief Andrew Lorenz and Town Clerk

Jeannette Piel.

Absent: Trustee Lorray Singmaster.

A quorum was present at the meeting.

3. Approval of Agenda
TRUSTEE TENNANT MOTIONED TO APPROVE THE AGENDA FOR NOVEMBER 7,

2023, TRUSTEE BELCHER SECONDED THE MOTION, CLERK PIEL CONDUCTED
A ROLL CALL VOTE, ALL WERE IN FAVOR, MOTION PASSED.
The Agenda was approved.

4. Discussion of Administrative Ordinance Updates
e Draft of Sign Ordinance: Attorney Wilson Scarbeary led a discussion with the Board of
an update to the Town’s sign code in Ordinance 170, Article XII. Recommendations will
be included in the first reading of the Ordinance.
e Clerk Piel and the Board discussed the following potential ordinance updates:

o Term length: 2 years presently; most municipalities have moved to 4 years. The
consensus of the Board is to move to 4 years.

o Term limits: requires a ballot initiative to change. Presently limited to 3
consecutive 2-year terms; could eliminate term limits. Town Attorneys will create
draft language based on the discussion of the Board.

o Alternating BOT terms: Attorney will investigate criteria and procedure.

o BOT Attendance and Number/Type of Required Meetings: Attorney will
investigate if ethical guidelines like attendance need codified, put to the voters, or
if it can it just be a Board policy.

o Discussion concluded with consensus focusing on if missing meetings is hurting
the Trustee’s performance, rather than a specific number of unexcused absences.

o Previous Experience of Candidates for Mayor: Discussion about requiring
previous Board experience before running for Mayor included balancing
constitutional rights with fiduciary responsibilities. The Town Attorney will
confirm if this can be done and does not know of other towns who require this.

o Spouses: Attorney will investigate the legal limits of a statutory municipality in
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regulating spouses serving on the same governing body.

o Town Administrator: Discussion to establish the position of Town Administrator
to provide for the centralization of the administrative operations and
responsibilities of the Town.

The Board conducted a consensus vote to pursue creating the position of Town Administrator.
Clerk Piel, the Board and the Town Attorney walked through a draft of possible Ordinance
language. The Town Attorneys will discuss and put this into Ordinance form for a first reading in
2 weeks.

5. Discussion of the 2024 Town of Empire Proposed Budget
e Salary Comparisons: Three Comparisons for Three Positions Chart
e Empire Pay Ranges: The town is establishing starting salaries and ranges for
management level employees.
e Percentage of General Fund committed to Salary and Benefits: Proposed 2023 figures =
39%, well below the 55% average (and up to 80%) other municipalities report.

Clerk Piel left the room for the following discussion:

e Mayor Koch requested the BOT look at the comparison salaries. Empire cannot afford to
pay what other towns pay; but at the same time we are fortunate we have skilled people
who want to work here.

e Police Chief Lorenz explained two officers cannot do complete coverage with the county
being so understaffed, when questioned why a 3rd officer is needed.

e The Town Administrator position salary was agreed upon at $80,000 to be competitive
with similar statutory municipalities and attempt to match the cost of meeting the
requirement of living in Clear Creek County or a set radius from Empire.

e The Board consensus was to research if this salary is within the limits of the town budget,
and town staff provided initial options where this and other staff salaries could be
increased.

Budget Overview:

Clerk Piel provided a brief overview of the general fund budget and directed Trustees to focus on
the category totals in lieu of simply subtracting expenditures from revenues because of the
general nature of the budget process

Budget Workbook comparing last year to this year:

The Clerk will send out an adjusted budget to be reviewed before the November 21 meeting.

6. Discussion of Additional Ordinance Updates

e Number of Marijuana Licenses in town. The Board chose to keep 2 licenses and leave
the ordinance as is.

o Other updates briefly discussed and to be further investigated over the next month
included creating action minutes for the planning commission as well as the board; term
lengths and limits; changing planning commission members to five instead of six to meet
state law; splitting zoning officer duties amongst staff instead of designating one person;
building inspector language to reflect the current contract arrangement; requiring an
engineer stamp on site plans and registering land surveys with the County.

7. New Business from Board of Trustee Members

Clerk Piel presented a new logo draft design honoring the 2 previous logos, but bringing them
together with elements in a new circle. The highlights show we are on Highway 40 and have a
star-shaped valley. Bob Wise, Town Projects Assistant, has created a draft crest, and Trustees
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briefly discussed a few design changes and agreed to entertain the topic more at the next regular
meeting.

8. The Next Board of Trustees Regular Meeting is Tuesday, November 21, 2023, at 6:30
pm. In person with remote access.

9. Adjourn Meeting
TRUSTEE HORNING MOTIONED TO ADJOURN, TRUSTEE ROBERTSON

SECONDED THE MOTION, CLERK PIEL CONDUCTED A ROLL CALL VOTE, ALL
WERE IN FAVOR, MOTION PASSED.
The meeting was adjourned at 10:48 PM.

L)endly Hock J K}QWI

(Mayor Wend&y'Koch) (Town Clerk Jeannette Piel)
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Attachment tothe Minutes

TOWN OF EMPIRE,
COLORADO

ORDINANCE XX

AN ORDINANCE OF THE TOWN OF EMPIRE, COLORADO AMENDING THE
TOWN’S SIGN CODE

WHEREAS, Town of Empire Ordinance 170 (the “Zoning Code”) provides the zoning
regulations withing the Town of Empire (the “Town”);

WHEREAS, Article 12 of the Zoning Code contains regulations for all signs within the
Town of Empire (the “Sign Code™); and

WHEREAS, the Board of Trustees for the Town of Empire wish to amend the Sign Code;
and

NOW THEREFORE BE IT RESOLVED BY THE BOARD OF TRUSTEES OF EMPIRE,
COLORADO, AS FOLLOWS:

Section 1. Article XII of Town of Empire Ordinance 170 is hereby repealed in its
entirety and reenacted as follows:

Section 1 — Intent

The following regulations are intended to promote public safety, protect property
values, promote a healthy business environment, enhance and protect the physical
appearance of commercial areas, encourage the restoration and preservation of
historically significant land and buildings, prevent the deterioration of scenic areas,
and promote a desirable community environment through the regulation of all
outdoor signage. These regulations are further intended to provide assurance that
all signs will be easily identified, and reduce the distraction and confusion cased to
motorists and pedestrians by noncompliant signage.

Section 2 — Applicability

These regulations apply to all signs on public or private property. Unless
specifically stated otherwise, these regulations apply within all zoning districts
within the Town of Empire.



Section 3 — Definitions

For the purposes of these regulations, the following words and phrases shall have
the following meanings:

“Freestanding Sign” means a Sign that is supported by one (1) or more columns,
upright poles, or braces extended from the ground or from an object on the ground,
or that is erected on the ground, where no part of the sign is attached to any part of
a building or structure which is not part of the sign itself.

“Hazardous Sign” means any signs which:

(1)  Create a safety hazard by obstructing a clear view of pedestrian or vehicular
traffic;

(2) By reason of its position, shape, or color, could easily be mistaken fora
traffic sign, signal, or traffic control device.

(3)  Signs which have less horizontal or vertical clearance from authorized
communication or energized electrical power lines than that prescribed by
the laws of the State of Colorado, the National Electric Safety Code
(“NESC"), or the rules and regulations or the utilities servicing those
facilities.

“Permanent Sign” means any sign based on its materials, location, or means of
construction that is intended or designed to be displayed permanently. Permanent
Signs include Freestanding Signs, Projecting Signs, and Sandwich Signs.

“Projecting Sign” means a Sign attached to a building and extending in whole or in
part eight inches (8”) or more beyond the surface of the building to which the sign
is attached.

“Sandwich Sign” means a Sign which is secured but not permanently affixed to the
ground. Being self-supportive, it forms the shape of an ‘A’ when erected. Its size
and shape shall be limited to a maximum of forty-eight inches (48”) in height and
twenty-four inches (24”) in width.

“Temporary Sign” means any Sign based on its materials, location, or means of



construction that is intended or designed only to be displayed for a limited period
of time. Temporary Signs may not exceed a size of twenty-four by eighteen inches

(247x18”).

“Town” means the Town of Empire, Colorado/

“Sign” means any writing, pictorial representation, decoration (including any
material used to differentiate sign copy from its background), form, emblem,
trademark, flag or banner, or any other figure of similar character that:

(@

(b)

©

Is a structure of any part thereof (including the roof or wall of a
building); orb; or

Is written, printed, projected, painted, constructed, or otherwise
placed or displayed upon or designed into a building, board, plate,
canopy, awning, or vehicle or upon any material, object, or device
whatsoever; and

By reason of its form, color, wording, symbol, design, illumination,
or motion, attracts and is designed to attract attention to the subject
thereof or is used as a means of identification, advertisement, or
announcement.

“Wall Sign” means any Sign that is attached directly to a wall or structure which is
not a Projecting Sign.

Section 4 — Prohibited Signs

)

@

Within all Zoning Districts within the Town, it is unlawful to:

(@)
(b)

(©

Construct, maintain, or display any Hazardous Sign(s);

Construct, maintain, or display any Permanent Sign(s) for which a
Permit has not been issued; and

Display more than one (1) Temporary Sign.

Any property owner who violates paragraph (1) of the Section shall be
subject to the general penalty provided in Ordinance 254, Article I, Section



3(3.1).

Section 5 — Sign Regulations

A Permit is required to construct, maintain, or install any Permanent Sign within
the Town. In addition to the requirements of this Ordinance, all construction or
maintenance of a Permanent Sign shall be completed in compliance with the
Town’s Building Code. All Permanent Signs within the Town shall be subject to
the following restrictions and requirements:

(1)  All Freestanding Signs must:

(a8  Not exceed twenty feet (20°) in height from the surface of the
ground;

(b)  Not exceed forty-eight square feet (48 sq. ft.) in area;
() Be located upon the property of a licensed business;

(d)  Belocated upon the property so as provide the best line of vision to
pedestrians and vehicles; and

(¢)  Only one (1) Freestanding Sign may be displayed upon any single
lot or property within the Town.

2) All Projecting Signs must:
(@  Not exceed forty-eight square feet (48 sq. fi.) in area;

(b)  Not project more than eight feet (8’) from any wall or structure and
any pedestrian walkways;

(c)  Not extend or encroach onto any public rights-of-way or onto any
adjacent lot or property;

(d)  Bedisplayed upon the property of a licensed business; and

(e) Only one (1) Projecting Sign may be displayed upon any single lot
or property within the Town.
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)

All Sandwich Signs must:

(@) Not be displayed in a manner so as to obstruct pedestrian walkways
or public rights-of-way;

(b)  Be constructed out of non-reflective materials;

(c) Not be permanently anchored;

(d  Not be lighted;

(e) Be displayed upon the property of a licensed business; and

® Only one (1) Sandwich Sign may be displayed upon any single lot

or property within the Town.

Wall Signs may only be displayed upon the property of a licensed business.
Only one (1) Wall Sign may be displayed upon any single lot or property
within the Town.

Section 6 — Permits

(1)

Any person, business association, corporation, or other entity wishing to
construct, maintain, or install a Permanent Sign upon any property within
the Town shall submit a Permit Application to the Town, along with the

following:

(a) An application fee as outlined in the Town of Empire Fee Schedule;

(b) A description of the Sign, or the nature of the change, enlargement,
or modification, as applicable;

(c) An accurate scale drawing of the Sign as proposed, including size,
shape, design, colors, materials, location, and lighting;

(d)  The name, address, telephone number, and email address of the

applicant;



(e) The name, address, telephone number, and email address of the
registered owner of the property upon which the Sign is or will be
located, if different from the applicant; and

® A signature attesting that the proposed Sign complies with this
Ordinance.

(2) Upon receipt of a complete application, the Town shall review the
application. In evaluating the Permit Application, the Town will consider
whether the Sign and the application are in compliance with this Ordinance.
The Town shall issue its decision on the Permit Application within thirty
(30) days of submission of the same. The Town of Empire may:

(a) Approve the Permit Application;
(b) Conditionally approve the Permit Application; or
(c) Deny the Permit Application.

(3)  If the Town determines that additional information is necessary to issue a
decision on the Permit Application, the Town may schedule a conference
with the Applicant to request additional information or discuss the Permit
Application. Such conference shall be scheduled within thirty (30) days of
the submission of Permit Application. The Town shall issue a decision on
the Permit Application within seven (7) days of the conference.

(4)  Any construction work authorized by a Permit must be completed within
one (1) year of issuance of the same.

Section 2. Validity If any part or parts of this Ordinance are for any reason
held to be invalid, such decision shall not affect the validity of the remaining portions of this
Ordinance. The Board of Trustees hereby declares that it would have passed this Ordinance and
each part or parts thereof, irrespective of the fact that any part or parts be declared invalid.

Section 3. Repeal Existing ordinances or parts of ordinances covering the
same matters as embraced in this Ordinance are hereby repealed and all ordinances or parts of
ordinances inconsistent with the provisions of this Ordinance are hereby repealed, except that
this repeal shall not affect or prevent the prosecution or punishment of any person for any act
done or committed in violation of any ordinance hereby repealed prior to the taking effect of this
Ordinance. Existing ordinances or part of ordinances regulating traffic that are not inconsistent
with the provisions of this Ordinance are not repealed and shall remain in full force and effect.



Section 4. Effective Date. The Provisions of the ordinance shall become effective
thirty (30) days after publication following final passage.

INTRODUCED AND PASSED ON FIRST READING THIS __ DAY OF
2023.

INTRODUCED, AMENDED, PASSED, ADOPTED, AND ORDERED PUBLISHED ON
SECOND READING THIS DAY OF 2023.

TOWN OF EMPIRE, COLORADO

Mayor
ATTEST:

Town Clerk



Attachment to the Minutes

Possible Ordinance changes. I've attempted to list the choices you have on each of these items.

BOARD, ELECTIONS, STAFFING

Term length: currently 2-year terms, most municipalities have changed to 4-year terms. This would save
time and money by only having elections every 4 years. This also gives the Board and Mayor more time
to learn their roles and accomplish more.

Term limits: this may require a ballot initiative, but we may be able to remove term limits. The Board and
Mayor would still need to be elected every 4 years, but there would not be a limit on how many terms
you can serve consecutively. We are constantly trying to fill empty Board seats, it’s difficult to find
enough people willing to serve, so it would be beneficial if willing Board candidates could serve as long
as they wanted to.

Alternating terms for BOT positions: We can stagger the Board terms to prevent the possibility of having
6 new Board members all at once. However, this puts us back to an election every 2 years. Eliminating
Term limits would also help prevent the possibility of 6 new Board members.

Board of Trustees attendance: You can set a limit of how many meetings can be missed before the
possibility of removal from the Board. You can dictate what would constitute an excused absence that
wouldn’t count against you as well.

Number of Required meetings: Currently we have 12 regular BOT meetings on the 3™ Tuesday of every
month. We have added a work session or training meeting on the 1% Tuesday of every month. You can
make both meetings part of the requirement of serving on the Board. You would need to re-evaluate the
limit of meetings missed if you doubled the number of meetings, or consider them 2 different types of
meetings, both required, but each type of meeting has its own limit of meetings missed.

Candidates for Mayor: Require that anyone running for Mayor must have served on the Empire Board of
Trustees in the last 10 years, or maybe served on the Board anytime in the past.

Spouses: Spouses cannot serve on the same governing body unless a vacant seat cannot be filled. in that
case, a spouse may be appointed to finish a term, but only one spouse can run for election in the next
term or be appointed in the next term.

Town Administrator: Establish the position of Town Administrator to provide for the centralization
of the administrative operations and responsibilities of the Town, with the Town Administrator
to be the administrative head of the Town government under the direction and control of the
Mayor and Trustees, and who shall be responsible to the Mayor and Trustees for the efficient
conduct of said office.

OTHER

Sign Ordinance: We need to change the Ordinance, as State Law has changed on this subject.

Possibilities are — permanent signs still need a permit; this would be limited to advertising for a business
purpose and for sale signs on a wooden holder would be considered permanent since most Real Estate
contracts are for 6 months and would qualify as a business purpose. All temporary signs have a time limit



- for example 6 weeks, which would include political signs. The only restrictions might be “time, place,
and manner” restrictions which are limits that government can impose on the occasion, location, and
type of individual expression in some circumstances. Like Network TV cannot show R rated material
before a certain time in the evening. We may be able to use that to restrict anything vulgar or offensive.
Temporary signs could have a size limit as well. Is there an exception for the Town putting up signs for
legal proceedings or for events? We will consult with the attorney.

Discuss the number of Marijuana Licenses in Town and if that should change.
ORDINANCE 170 LAND USE, PLANNING COMMISSION

Action Minutes for both BOT & PC: We have an Ordinance stating that we take action minutes for the
Board of Trustees. This Ordinance does not include Planning Commission. The Planning Commission
minutes are addressed in Ordinance 170 which also addresses the formation of the Planning Commission
but does not have any details about minutes. We would like to use consistent language for both
governmental bodies and the importance of minute taking.

Terms for PC to match BOT: If the Board wants to change to 4-year terms, we should change the PC
terms to 4 years as well.

Number of PC members: Ordinance 170 states that we should have 6 members, but we have determined
that we should be consistent with State Law and change the Ordinance to 5 members.

Zoning Officer: Zoning Officer does not have to be a police officer, they are however responsible for
enforcement of Ordinance 170. They also act as judge if there is an appeal to any of the decisions by the
Planning Commission, however, they are not a voting member of the Planning Commission. The duties
are first contact, assist the public with applications, serve as judge, and enforcement. Since we don’t
have a staff position dedicated to this position, we are exploring the option of splitting this duty in 3
ways. Having a planning coordinator handling first contact and assisting with applications, public works
handling inspections and judging appeals, and the Police Department handling enforcement of violations
in partnership with Public Works. We will consult with the attorney.

Building Inspector: Building Inspector language may need updating since we contract out for our building
inspections.

Engineer Stamp: The Planning Commission has already sent a recommendation to the Board to change
this language. We will require an engineer’s stamp on the site plan that we approve for building permits.

Register Surveys: Must register land survey with the County.



Town of Empire Roles & Responsibilities: Mayor Attachment to the Minutes

Persons wishing to run for Empire municipal office must meet the following criteria:

U.S. citizen

At least 18 years of age

Resident of Empire at least 12 consecutive months preceding date of election

Registered elector

Maintains residence throughout term of office

For Mayor, it is recommended that you have served one full term on the Board as an elected Trustee

oV kwN e

All Town Official positions are volunteer and do not receive a salary. As Mayor, you are a Trustee, a member of the
Planning Commission, and a member of the staff by default. You must perform all Trustee duties in addition to your
duties as Mayor (please read Roles & Responsibilities for Board of Trustees.) You have been appointed or elected to
represent the views, recommendations, and direction of the majority of the Board of Trustees. As the Governmental
Head, you represent the Town of Empire at all times in your words and actions. It is recommended that you are
available 40 hours a week and wiliing to be on-call for emergencies.

Specific Duties:

Set and uphold the vision for the Town of Empire through our Vision Statement, Master Plan, Municipal Code,
Budget, Programs, and Projects

Plan and facilitate board meetings on the third Tuesday of every month, and other meetings and workshops as
scheduled

Introduce and present Resolutions and Ordinances to the board to create or amend our Municipal Code
Facilitate all Public Hearings

Participate on Planning Commission, appoint new members to Planning Commission vacancies

Voting member of Clear Creek Fire Authority (CCFA)

Active member of Clear Creek Economic Development Corporation (CCEDC)

Active member of various CDOT Project Leadership Teams

Attend County meetings as Governmental Head for the Town of Empire

Participate in County-wide Hazzard Mitigation Plan (HMP)

Participate in County-wide Housing Strategy

Work closely with Town Attorney, Accountant, Auditor, and Water Engineer as main contact

Oversee all operations for the Water Treatment System

Oversee all operations for the Wastewater Treatment System

Research, development, and utilization of existing, as well as new, water rights

Oversee all capital improvement projects

Locate procurement funding sources for capital purchases and improvements

Locate and engage professional services for all town projects

Work with prospective businesses and any needed annexation requests

Promote Empire’s business community to prospective new businesses

Develop successful “branding” to draw in new businesses and promote tourism

Oversee all town departments and daily operations

Facilitate bi-weekly staff meetings

Manage the budget and audit financial records as part of Empire’s Financial Data Control Policy
Hiring/Firing of all Town Employees

Oversee all employee benefits including vacation and sick leave, employee health insurance, etc.
Ensure all Town policies are followed in accordance with our insurance carrier

Perform all other necessary duties needed to complete all town programs, projects, policies, and processes

Town of Empire Mayor Roles and Responsibilities



Town of Empire Roles & Responsibilities: Board of Trustees

Persons wishing to run for Empire municipal office must meet the following criteria:
1. U.S. citizen

At least 18 years of age

Resident of Empire at least 12 consecutive months preceding date of election
Registered elector

Maintains residence throughout term of office

vk W

All Town Official positions are volunteer and do not receive a salary. Trustees are elected to represent their
constituents, make governmental policy decisions through legislative acts, provide revenues and financing for the
maintenance and operation of local government services, conduct public hearings and act on various applications
for governmental approvals, and generally supervise the administration of local governmental affairs in accordance
with their ordinances and other policy decisions.

As an individual member of a board or commission, you may have your own view and recommendations, but you
have been appointed or elected to represent the views, recommendations, and direction of the majority of the
Board of Trustees. If a Board or Commission member wishes to make recommendations or express views which
have not been approved by a majority of the board, they must indicate they are expressing individual opinions and
are not speaking on behalf of the board or the Town. Although Board and Commission members may be selected, in
part, on the basis of representing specific interest groups, each member should represent the overall public good
and goals only of the Town Board, not that of an exclusive group or interest.

Specific Duties:

Set and uphold the vision for the Town of Empire through our Vision Statement, Master Plan, Municipal Code,
Budget, Programs, and Projects

Attend board meetings on the third Tuesday of every month, and other meetings and workshops as scheduled
Approve Ordinances to create or amend our Municipal Code
Approve Resolutions

Approve Emergency Declarations

Attend Public Hearings

Approve Master Plan

Approve Annexations

Approve Zoning

Set Town Fees

Approve Budget

Approve Monthly Bills

Approve Procurement Contracts

Approve Single Expenditures over $10,000.00

Liquor Licensing Authority, approve Liquor Applications

Approve Marijuana License Applications

Appointments for vacant board seats

Represent the Town of Empire in various meetings and committees
Assist in Town Events, Programs, and Projects

As an official for the Town of Empire, you will automatically be covered by the Town’s liability insurance through our
insurance carrier CIRSA. Town policy requires that everyone covered by our insurance, including staff, officials, and
volunteers, must be willing to submit to a background check, DMV record, and random drug testing. Thisis
necessary for anyone conducting town business or representing the town in any capacity.

Town of Empire Trustee Roles & Responsibilities



Attachment to the Minutes -

Town Clerk Duties

Greet and assist citizens, screen calls, take messages and referring people.

Inform the public concerning plans and activities of the town.

Distribute flyers around Empire for current events.

Handle reservations for Town Hall and Park.

Dog licenses

Business Licenses

Short Term Rental Licenses

Maintain regular office hours.

Take citizen complaints.

Open records requests - coordinates and follows through on requests from the public for information.
Assist tourists with travel info.

Prepares and maintains personnel files

Responsible for efficient and effective operation of the office.

Organize and maintain the Town’s archives and records.

Water liens

Record keeping and maintenance-gathering, entering and verifying and reporting date and info. and
filing information with proper agencies; document duplication and information release with the
following, to name a few:

Accurate and timely completion and processing of documents and information composing,
formatting, producing, proofing and copying documents.

Attesting to legal documents.

Sorting, metering or stamping, picking-up and delivering mail.

Operation of office equipment such as copiers, fax machine, personal computer.

Ordering of supplies with established vendors, verifying accuracy of shipments.

Forward invoices, subscriptions and annual dues, and bookkeeping.

Submit timesheets and picking up paychecks from bookkeeping and delivering to employees.
Budget preparation with bookkeeper and accountant.

Take minutes for Board of Trustees and Planning Commission as well as attending monthly
meetings.

Publish ordinances and notices as required by law.

Assist in collecting documents for subdivisions, variances and special review uses.

Prepare agendas and information packets for all meetings as necessary.

Other duties as assigned by Town Board; research Monitors legislative action and coordinate with
town attorney on new regulations compliance.

Fully responsible for Town elections governed by the Colorado Municipal Election Law. This
includes appointing election committee, composing ballots, providing election judge and candidate
education, and make on-site inspections at polling place.

Liquor Licensing — receive and process applications and renewals. Distribute and review all liquor
license applications for completeness, refer liquor license applications to Chief of Police and
Attorney for statutory compliance review prior to consideration by Liquor License Authority, assess
and collect fees and issue local license upon approval, maintain liquor licenses, and notify Chief of
police of any violations.

Marijuana Licensing

Supervise the administration of contracts; assists the Town Attorney as needed.



Three Comparisons for Three Positions Chart*

shall be appointed by a majority
vote of all the members of the
Board of Trustees:

(1) Town Aftorney;

(2) Town Clerk;

(3) Town Treasurer; and

(4) Municipal Judge.

(b) The Board of Trustees may
also appoint a Town Administrator
and a Town Prosecutor as it deems
necessary from time to time.

Town/Population Structure Salaries

Victor (378) e City Administrator City Administrator:
e City Clerk $75,000
o City Treasurer ief of Police:
o City Attorney ﬁ;xe ot Folice:
e Municipal Judge
® Municipal Clerk Public Works Supervisor:

$22 to $24/hour
Fairplay (729) (a) The following officers of the Town City Administrator:

$76,004 to $105,196

Chief of Police:
$62,000 to $100,000

Public Works Supervisor:
$63,540 to $87,945

Idaho Springs (1,781)

The Administration Department shall
consist of the:

O

O 0 0O O ©o

City Administrator, the Assistant
City Administrator,

the Deputy City Clerk,

one (1) or more administrative
clerks,

the Building Official,

the City Planner,

the Deputy Treasurer,
Municipal Court Clerk,

and such other persons as the
City Council shall deem
necessary for the good
government of the City.

City Administrator:
$109,723 to $159,137

Chief of Police:
$99,748 to $144,670

Public Works Supervisor:
$93,699 to $135,677

State Averages

Town Administrator: $122,000
Chief of Police: $156,000
Public Works Director: $70,000 to $88,000

*Compiled by Town Administrative Staff, October 2023



Attachment to the Minutes
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Attachment to the Minutes

To: Board of Trustees
From: Jennifer Boswell
Re: Individual Perspective on the Administrator Position

Greetings Board Member,

| am writing this to address the need to provide the town with an Administrator position.
My perspective comes from a career in senior management at a financial institution for
27 years. | have worked for the town for over a year and have witnessed the
unbalanced or incorrect functions and responsibilities to current job titles.

In general, the essential functions of the town clerk's job description include:
Town Records, Accounts Payable & Receivable, Tax Liens, Licenses, Permits,
Elections, Administrative Support for Town Officials and Meeting Support.

What the town is currently receiving through Clerk Piel and what is necessary for the
town to continue to thrive is a job position that is responsible for the overall departments
of the Town, such as, Administration, Human Resources, Public Works and Community
Engagement. Clerk Piel is currently completing these job functions as reflected in the
lengthy program list you all have received. This list includes the strategic planning and
development for all departments. Due to the Town being of a smaller size, some of
these departments are not separated, as we do not have the man power to do so.

In my experience, it is a senior management position to prepare, direct, develop,
manage and ensure the areas, operations, plans and goals are being developed and
carried forward. For a municipality, this position would be an administrator. The
essential functions and responsibilities of the administrator position reflect the current
workings of Clerk Piel. Without this position for the Town, in the future, we would not
hire the correct replacement, for this position, as stated above, a Town Clerk Position is
very limited and specific.

In closing, | would like our Town to continue to thrive. Adding the administrative position
is Instrumental for us today and, in our future, to continue in this way.




November 1, 2023
To the Town of Empire Board of Trustees;

As a current staff member and former Board of Trustee, | am writing to support moving to a
Council-Manager form of a Statutory Municipality where the Town Administrator is the Chief
Administrative Officer. | believe also moving Trustee and Mayor terms to 4 years concurrently
will ensure the best form of local government for the Town of Empire into the future.

Regardless of who becomes the Town Administrator, this system of governing will do the
following in my opinion:

e Enables true succession planning. Instead of each new Mayor and Board starting at
ground zero every two years, a Town Administrator ensures that the long-term strategic
goals of the town in the Comprehensive Master Plan continue to make progress.

e Promotes a more professional system of governance, with the Town Administrator
guiding staff to support the elected and appointed officials with continued training and
meeting guidance.

e Allows the Town Administrator to supervise staff and gives that position the ability to hire
and fire staff, providing more accountability than a potential new Mayor every 2 years
could.

e The Town Administrator can then guide staff, capitalizing on our talents and strengths so
projects like Records Management and Historical Preservation, long-term grants to
protect town assets and solid budget and treasury management continue as priorities
with new elected officials.

In conclusion, when my son and | moved to the Empire community in 2015, | had no idea what
the part-time Clerk did beyond sending out water bills. | even applied for the job! In the past 9
years, our Town and our World have changed in dramatic ways. Empire is facing serious
challenges that demand a committed, solid governing structure.

Finally, | want to highlight that Jeannette Piel, the present Town Clerk, has nearly tripled the
town budget in the past 4 years and has added an element of professionalism new to Empire.
With the water system grants and upcoming infrastructure projects planned, | fear that without
changing our local government structure we will be ill equipped to adapt quickly as emergencies
arise, and that future elected officials may undo the strategic planning that the current staff and
Board have so tenaciously embraced.

Thank you for your consideration,
Lisa Ku

148 Park Avenue, Unit 10
Empire CO 80438



October 22, 2023

To the Empire Board of Trustees
Regarding transitions between administrations.

| have been working for the Town of Empire as staff for over a year now and it has been an
education in what it takes to manage a small town. One of the administrative tasks we have
begun is a project to bring the town records retention into compliance with standards
established by the state of Colorado. The first step was to organize the old records by subject
and year.

You might expect this would have already been done? Well, not so much. The current
administration inherited the older records in cardboard boxes. Sorting through these records
has given me a glimpse beneath the surface of town management, a rare perspective which
gave me some insight into how complicated managing Empire actually is. As | worked through
the records | also began to get a sense of the skill sets required to manage our town, and let
me tell you it takes somel

So there | am sorting and organizing through the decades, and early on | begin to notice
obvious differences in how some boxes of old records had been treated. Some boxes were
filled with folders right side up and organized alphabetically or by date, in other boxes the file
folders appeared to have been tossed in upside down, sideways, or backwards. For a time, |
wondered if these messy boxes could be explained by differences between administrations.
While | doubt that was the explanation, wondering about the differences between
administrations did lead me to begin thinking about what did happen when the town switched
administrations. How were policies, and knowledge passed along to new staff?

I'd like to say | dug into the records and found one showing there was an orderly transition
between administrations, or that there was not.. Well, | can't. Another thing | can't report is
finding any plan in the files, or even a mention, of how transitions should occur.

I can say that | have come to believe, for sure and for certain, that transitions are critical for
the town, and that we need a plan for how we bridge the gap between administrations, and
essential personnel.

Because of that gap, | urge the Board to take a look at how we manage transitions
between administrations, and how we pass knowledge from one Town Clerk to the next. |
hope | somehow missed it, and there is a plan. In case there's not, how do we organize
ourselves so we are able to pass along the policies, knowledge, and experience it takes to run
the town when we change Mayors, Town Clerks, and Deputy Town Clerks?

| would like to suggest that this gap can largely be resolved by composing a succession plan,
creating the position of Town Administrator, defining the skill sets needed for that job, and
hiring someone with the required skills..



Finally, should it be approved, | wholeheartedly and unreservedly recommend Jeannette Piel
for the job of Town Administrator. In my estimation, she is exactly qualified for it, has
repeatedly demonstrated her ability to perform all the required tasks and do them well, and
persisted at this for several years.

Moreover she and Mayor Wendy both care deeply about our town, and have given
unreservedly of their time, energy, and skills to maintain Empire infrastructure, bring town
administration up to the standards required in this century, and to create and promote town
programs that will benefit us all, far into the future. They are part of us, know us, care about
us, constantly work for our benefit, and have demonstrated this for years. The same might
not be said about any new hire..

Furthermore, in proposing this new position to the board, Ms. Piel has once again
demonstrated her character by putting the town's needs above her own, for there is no
guarantee she will be chosen for this new position, yet she is willing to take that risk for the
good of us all. And please make no mistake, it is a true risk, because she loves and enjoys her
job, cares about Empire, owns a home here in town, and is deeply invested in improving our
town for the benefit of us all, while nurturing our sense of community.

Thank you for your time, service, and consideration.

),
Robert J. Wise
148 W, Park Ave., #11

Empire, CO
80438

Town staff,
Resident since 1993,



Empire Board of Trustees
30 E. Park Ave
Empire, CO 80438

Dear Board of Trustees,

I am writing to bring to your attention the importance of having a Town Administrator in our community.
As a concerned resident of Empire and a Town employee, | believe it is crucial to have someone
dedicated to fulfilling this role in order to ensure the smooth functioning and progress of our town.

I would like to highlight the exemplary work of Jeannette Piel, who has effectively been fulfilling the
duties of Town Administrator for the past four years. Jeannette's commitment to her job and the pride
she takes in her work are evident in the positive impact she has had on our community. Her dedication,
professionalism, and ability to handle complex administrative tasks make her an ideal candidate for the
Town Administrator position.

Having a Town Administrator like Jeannette would greatly benefit Empire by streamlining communication
and decision-making processes, managing town resources efficiently, and addressing the needs and
concerns of our residents effectively. Her experience and knowledge of our town's operations would
ensure a smooth transition and enable her to hit the ground running.

I kindly request that the Board of Trustees seriously consider appointing Jeannette Piel as our Town
Administrator. Her proven track record and commitment to our community make her the perfect
candidate for this important role.

Thank you for your time and consideration.

Sincerely,

Amy Koon

292 E. Park Ave
Empire, CO 80438



Attachment to the Minutes

Possible Ordinance Language for Town Administrator. This is cut and pasted from several
Ordinances that you received earlier. If you choose to establish the position of Administrator,
you can select any or all of the items below, and the Attorney will edit so that the language is
consistent. This is a very rough draft, | did not remove any numbering or lettering from the
original documents.

2.30.010 Town administrator — Position established.

(a)Office of Town Administrator. The purpose of the office of Town Administrator is to provide
for the centralization of the administrative operations and responsibilities of the Town, with the
Town Administrator to be the administrative head of the Town government under the direction
and control of the Mayor and Trustees, and who shall be responsible to the Mayor and Trustees
for the efficient conduct of said office.

2.30.020 Qualification.

The town administrator shall be selected by the town board on the basis of his ability to meet
the requirements of the town administrator job description. The town administrator shall reside
in the town of Empire during the term hereof, except this requirement may be waived by the
majority approval of the town board.

2.30.040 Appointment and removal powers.

The town administrator shall Appoint, suspend, transfer and remove all employees of the
Town subject to the personnel regulations of the Town, and state statutes, and to issue
performance reviews of all department heads on a yearly basis.

Nothing in this section shall preclude the town from entering into contracts with employees
which will dictate terms and conditions of employment.

2.30.050 Functions and duties. The town administrator shall have the following functions and
duties:

(a) To supervise the administration of the enforcement of all laws and ordinances of the town,
save and except to the extent that the administration of such enforcement is entrusted to other
town officials by law or ordinance.

(b) To be responsible to the town board for the administration of all departments of the town,
save and except those departments entrusted to the supervision of other town officers by law
or ordinance.

(c) To issue such administrative regulations and outline general administrative procedures
applicable to areas and departments entrusted to his supervision in the form of rules which are



not in conflict with the laws of the state of Colorado or other town ordinances and to
recommend appropriate personnel policies and regulations for the town.

(4)To establish, subject to the approval of the Board of Trustees, appropriate personnel salary
schedules and rules and regulations governing officers and employees of the Town.

(d) To ensure that a budget is prepared and submitted to the board.

(e) In cooperation with the town treasurer, to keep the board fully informed as to the financial
condition of the town.

(f) To recommend to the board the adoption of such measures as he may deem necessary or
proper for the efficient and proper operation of the town, and to attend all town board
meetings, participate in discussions in an advisory capacity, and provide administrative updates.

(g) To prepare and submit to the board an annual report of the town’s affairs, including a
summary of the reports of the operations of all town departments.

(h) Subject to the requirements of statutes and ordinances, and in accordance with rules and
regulations now or hereafter promulgated by the town board, to sign all purchase agreements,
purchase materials, and authorize expenditures on behalf of the town.

With the assistance of Town personnel as needed, research and identify grant opportunities
and programs, write and submit grant applications, monitor the progress of said applications,
report on grant applications and administer any and all grants awarded to the Town or to
Town departments.

With the assistance of Town personnel as needed, prepare, draft and distribute requests for
proposals for provision of various products and services, review and evaluate responses and,
at the Board of Trustees' direction, select the successful bidders.

(i) To perform such other duties as may be prescribed by ordinance or by direction of the town
board.

(i) To organize town departments, subject to board approval, in such a manner that maximum
efficiency and economy are achieved.

(k) To act as planning coordinator and staff to the planning commission, including making
recommendations, both formal and informal, to the planning commission, and participate in
discussions in an advisory capacity.

To serve as primary contact with the Building Official, Attorney and any other professional
service contractor engaged by the Town.

(1) To coordinate work of all town’s consultants to ensure efficient management and to avoid
duplication.

(m) To ensure and maintain communication with town staff and appointed or elected officials.



(9) To oversee Human Resources activities for the Town in cooperation with department heads.
Serve as support to Personnel Review Board and Administrative Committees. Maintain
confidential personnel files. Informs permanent/full time employees of available benefits.

(10) Responsible for oversight of the Town’s insurance coverage for property casualty and
workers compensation, annual renewal and claims reporting and all correspondence regarding
such.

(11) Serve as safety coordinator.
(12) Maintain the employee handbook; recommend updates to the Board for adoption.

(13) Attend appropriate meetings of organizations whose activities may affect the operation of
the Town. Provide the Town Board with updates of these organizational activities.

(14) Coordinate Public Relations activities for the Town. Duties include but are not limited to
performing citizen outreach and intergovernmental relations activities for the Town and
providing liaison with various intergovernmental agencies, civic groups, and the public.

(15) Coordinate staff support to Town Board, including composing and editing correspondence,
informational surveys, reports studies, scheduling appointments, researching records and
investigations.

(20) Monitor water rights with attorney.
2.30.060 Administrator/town board relationship.

The town board shall direct the town administrator on administrative services for which the
town administrator is responsible. Directives issued by the board concerning policies or
operations of the town board affecting the area of responsibility of the town administrator in
the administration of any of these departments shall be made so as to direct the town
administrator to accomplish the necessary orders.

2.30.070 Administrator/committee chairperson and mayor.

The town administrator shall endeavor to keep the town mayor advised at all times with respect
to matters of significance affecting the town. Additionally, the town administrator shall advise
and consult with committee chairpersons regarding matters affecting each separate committee
of the town. [Ord. 361, 1984. Code 1999 § 2-8-7].

Relation of the Town Administrator to department heads and relation of department heads
to Trustees.

(1) Department heads are accountable for their activities in their departments in the technical
and professional areas. The Town Administrator, as administrator for the Board of Trustees, is
the first contact upward for department heads in the Town organization. The Town

Administrator is expected to keep department heads informed of all administrative, legal and



fiscal matters affecting their departments and to work in harmony with them in order that
each department performs in the most efficient, economical and practical method to achieve
goals and accomplish projects. Department heads shall not initiate any conversation with any
Trustee concerning any administrative policy or Town matter unless they have first discussed
the situation with the Town Administrator. The Town Administrator may request a full and
detailed narrative from a department head, which includes opinions and positions with
regard to any administrative policy or Town matter which a department head wishes to
discuss with a Trustee.

(2) A department head shall not forward to the Board of Trustees or a Trustee any form of
communication without the prior knowledge of the Town Administrator. The Town
Administrator may require a department head to provide the Town Administrator with any
and all supporting data or information relating to the subject matter of the communication to
be forwarded to the Board of Trustees or a Trustee.

(3) Department heads shall have the right to request that information which is deemed by
them to be sufficiently important and pressing be brought to the attention of the Board of
Trustees. The Town Administrator shall bring such information to the Board of Trustees'
attention in an expeditious manner.

(4) The Board of Trustees or members of the Board of Trustees may, at their discretion,
contact the department heads directly for information on facts regarding Town matters. A
department head so contacted shall promptly inform the Town Administrator of the nature of
the contact and the information provided by the department head to the Board of Trustees or
Trustee.

2.30.030 Appointment of Town Administrator - Term of office — Pay.

The town administrator shall serve at the pleasure of the board of trustees and shall be retained
by contract between the board of trustees and the town administrator. His salary shall be as set
by the board of trustees of the town.

(2)The Mayor shall annually conduct a job performance evaluation of the Town Administrator
and submit the same to the Board of Trustees for its review and approval.

(3)The Town Administrator shall be subject to reappointment after every regular municipal
election and shall serve at the pleasure of the Board of Trustees. The Town Administrator may
be removed during his or her term of office, with or without cause, but only upon written notice
and an opportunity to be heard before the Board of Trustees.

(h) Removal; severance pay. A majority of the Board of Trustees may remove the Town
Administrator at its pleasure at any Board of Trustees meeting. Unless otherwise provided by
an employment agreement between the Town and the Town Administrator, upon the
removal of the Town Administrator, the Board of Trustees shall cause to be paid any unpaid



balance of salary for the current month and his or her salary for the next calendar month
following his or her removal.

(g)Absence. The Town Administrator shall designate, in writing to the Board of Trustees, a
Town employee to act as Town Administrator during any absence or disability of the Town
Administrator, which designated appointment shall be subject to approval of the Board of
Trustees. In the event of the failure of the Town Administrator to make such designation, the
Board of Trustees shall appoint an Acting Town Administrator. The Acting Town Administrator
shall, while he or she is in such office, have all of the responsibilities, duties, functions and
authority of the Town Administrator.

(i) Employment agreement. The Board of Trustees may adopt and enter into an employment
agreement with the Town Administrator. Such agreement may address all or any part of the
obligations, responsibilities and duties of the Town Administrator and the Town, including but
not limited to compensation, benefits, termination and the payment of severance and
benefits following termination.
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