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JACKSONVILLE CITY COUNCIL 
PUBLIC MEETINGS and SUNSHINE COMPLIANCE 

I. CITY COUNCIL PUBLIC MEETINGS 

 
In accordance with Chapter 15 – Jacksonville Sunshine Law Compliance Act, Ordinance 
Code (as amended by Ord. 2007-733-E, § 1, Ord. 2008-329-E, § 1, and Ord. 2010-135-E, 
§ 1), the Director/Council Secretary has implemented the following procedures for 
compliance with the above stated legislation.  The Executive Council Assistant (ECA) is 
responsible for scheduling, noticing, posting, taping (taping is not required, but 
recommended), and preparing written briefs/minutes for all meetings between and amongst 
individual Council Members.  The personnel employed by the Director/Council Secretary 
shall compile and maintain written minutes/briefs for the following: Standing Committees, 
Special Committees, Select Committees, Sub-Committees, Regular Council Meetings, 
Task Forces, Workshops of the Council as a Whole, Meetings of the Council as a Whole, 
and Shade Meetings. 

 

ORDINANCE CODE 
City of 

JACKSONVILLE, FLORIDA 
 

All bills enacted through April 8, 2019 
(Supplement No. 50, Update 2) 

 

TITLE II LEGISLATIVE BRANCH 
*** 

Chapter 15 ‐ JACKSONVILLE SUNSHINE LAW COMPLIANCE ACT 

Sec. 15.101. ‐ Statement of purpose. 

The  purpose  of  the  Jacksonville  Sunshine  Law  Compliance  Act  is  to  ensure  compliance  with  the 
Sunshine  Law,  F.S.  Ch.  286,  and  to  create  procedures, methods,  best  practices  and  education  that will 
enhance  compliance  with  open  meeting  laws,  and  enhance  and  maintain  public  confidence  and 
transparency  in  the  legislative  practices  of  the  City  Council.  
(Ord. 2007‐733‐E, § 1)  

Sec. 15.102. ‐ Applicability; Public Meeting, Location defined. 

(a)  The Jacksonville Sunshine Law Compliance Act shall apply to the Jacksonville City Council and those 
public meetings of the Council that are contemplated by F.S. Ch. 286, including meetings of the Council 
and Council  committees,  and meetings between and amongst Council Members.  These meetings  shall 
hereinafter be  identified in this Chapter as "Council Public Meetings". Since other agencies are already 
obligated to comply with Florida's Sunshine Law, Ch. 286, F.S., even if Council Members serve thereon or 
attend, the Jacksonville Sunshine Law Compliance Act shall not be applicable to the noticed meetings of 
the various other commissions and agencies established by law, ordinance or executive order.  
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(b) Public location shall mean any government owned building.  

(Ord. 2007‐733‐E, § 1; Ord. 2010‐135‐E, § 1; Ord. 2013‐285‐E, § 1)  

Sec. 15.103. ‐ Notice of Council Public Meetings; posting and timing. 

(a) All  council  public meetings  shall  be publicly noticed  in a  timely manner.  The notices  required  shall 
include at a minimum (i) the date and time of the meeting noticed, (ii) the date and time the notices are 
posted, (iii) the location of the meeting, and (iv) the general subject matter of the meeting, and (v) the 
Council Member  calling  the meeting  and  any  other  Council Members who,  at  the  time  of  notice,  are 
expected to be in attendance.  

 

(b)  Council  Public Meeting  notices  shall  be  provided  on  the  Council's  internet  website,  which  utilizes 
modern  technology  and  provides  swift  public  notice  to  all  of  Jacksonville.  In  addition  to  the  internet, 
posting  of  notices  shall  be  made  at  such  locations  at  City  Hall  where  public  meetings  are  generally 
noticed, and by such other methods as may be appropriate or required by particular circumstances.  

 

(c)  Notice  of  Council  Public Meetings  shall  be  posted  for  at  least  24  hours  prior  to  the meeting,  not 
including weekends and holidays.  

 

(d) Notwithstanding subsection (c) above, notice of Council Public Meetings may be posted for a period 
of less than 24 hours, only in the event of an emergency, and when approved in writing by the Council 
President and with notice to the City's Ethics Director.  

 

(e)  A  copy  of  the  notices  of  all  Council  Public  Meetings  shall  be  provided  to  and  maintained  in  a 
retrievable format and filing system developed by the Legislative Services Division.  

 

(f) The Director/Council Secretary shall develop and  implement standardized policy and procedures for 
City Council sunshine meeting notices and uniform calendaring practices.  

(Ord. 2007‐733‐E, § 1; Ord. 2008‐329‐E, § 1; Ord. 2013‐285‐E, § 1)  

Sec. 15.104. ‐ Public Meetings location. 

(a) All  Council  Public Meetings  shall  be  conducted  in  such places  as will  assure open,  reasonable,  and 
convenient access to the public.  

 

(b)  The  locations  for  Council  Public  Meetings  include  the  Council  Chambers  and  public  conference, 
meeting,  or  committee  rooms.  Public  meetings  shall  not  be  held  in  the  individual  offices  of  Council 
Members, except in the event of exigent circumstances.  

 

(c) Public locations shall be used for all Council Public Meetings, unless other locations are approved in 
writing. A request therefore shall be made in one written submission to both the City Ethics Officer and 
the  Office  of  General  Counsel  Ethics  Liaison,  with  a  copy  thereof  delivered  to  the  Council  President. 
Written approval shall be  required  from either  the City Ethics Officer or  the Office of General Counsel 
Ethics  Liaison,  with  a  copy  thereof  provided  to  the  Council  President  and  to  the  other  approving 
authority.  

(Ord. 2007‐733‐E, § 1; Ord. 2010‐135‐E, § 1)  
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Sec. 15.105. ‐ Public Meeting; commencement and adjournment. 

The business and conversations conducted during a noticed Council Public Meeting shall commence 
upon the chair's or Council Member's opening of the meeting, and shall conclude upon adjournment. The 
mere fact that a meeting has been noticed, does not authorize action or discussions prior to the opening 
of  the  meeting  or  following  its  adjournment.  
(Ord. 2007‐733‐E, § 1)  

Sec. 15.106. ‐ Public Meetings minutes. 

(a)  Each  Council member  is  responsible  for  the  taking  and  preparation  (or  delegation  thereof)  of  the 
minutes of each Council Public Meeting noticed by that Council Member, in a manner as required by F.S. 
Ch. 286, and subsection (c) below.  

 

(b) The Director/Council Secretary shall be responsible for developing and implementing procedures for 
assuring:  

 

(1) Minutes are written for all noticed Council Public Meetings;  

(2) Minutes are filed; and  

(3) A system for the maintenance and retrieval of minutes is developed for all minutes of Council 
Public Meetings.  

 

(c)  The  minutes  of  every  Council  Public  Meeting  conducted  between  two  or  more  Council  Members 
outside of the regular Council meeting or committee meeting structure shall reflect, at a minimum:  

 

(1) The location, date and time the meeting commenced and adjourned;  

(2) The members of the Council, other public officials and employees, and registered lobbyists in 
attendance;  

(3) The substance of the discussions and positions presented by the persons in attendance.  

 

(d) A copy of  the minutes of all noticed Council Public Meetings shall be kept, with  the notice  to such 
meetings,  by  the  Legislative  Services  Division.  The  Legislative  Services  Division  shall  develop  such 
systems and policies as are necessary for the orderly filing, maintaining and retrieval of minutes.  

 

(e) No  less than once every 30 days, the Legislative Services Division shall  review notices of all Council 
Public Meetings to ensure that copies of the minutes of all applicable public meetings have been placed 
on file in the Legislative Services Division.  

(Ord. 2007‐733‐E, § 1; Ord. 2010‐135‐E, § 1)  

Sec. 15.107. ‐ Biannual (every two years) review and report on Council notices, meeting locations, 
and minutes. 

(a) The Inspector General's Office shall review information provided by the Legislative Services Division 
regarding:  

(1) The notices of Council Public Meetings;  

(2) The location of such public meetings; and  

(3) Written minutes of such public meetings, and prepare an annual report thereon.  
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The  Inspector  General  shall  file  such  report  with  the  Council  committee  to  which  audit  matters  are 
referred,  the  Council  President,  the  City  Ethics Officer,  and  the  Ethics  Commission, who may  comment 
thereon.  

(b)  The  report,  as  required  by  subsection  (a)  above,  shall  include  confirmation,  through methods  and 
means developed by the Inspector General, that:  

(1)  Notices  were  public  and  timely,  and  not  less  than  24  hours  exclusive  of  weekends  and 
holidays, and accessible to the public by internet;  

(2)  That meetings were  located  in appropriate public  rooms, with a  list of all meetings held  in 
Council Members' offices;  

(3) That minutes were written, maintained in the filing system, and available for retrieval; and  

(4) That all Council Members and Executive Council Assistants have received annual continuing 
education and training on the Sunshine Law;  

and  shall  provide  recommendations,  as  appropriate  to  improve  compliance,  as  authorized  by  Section 
15.109 below. The report shall be based upon a review of that information collected and provided by the 
Council Secretary/designee, and any other information that is known to the Inspector General.  

(c) The  Inspector General's  review shall commence  in even number years on May 1st, 60 days prior  to 
installation  of  a  new  Council  President,  and  the  report  shall  be  provided  no  later  than  June  1.  The 
Inspector General's review shall be based upon statistically significant samples from the preceding two 
years.  

(Ord. 2007‐733‐E, § 1; Ord. 2010‐135‐E, § 1; Ord. 2013‐285‐E, § 1; Ord. 2014‐519‐E, § 7)  

Sec. 15.108. ‐ Annual continuing education and training. 

(a)  Council  Members  and  Executive  Council  Assistants  shall  receive,  and  the  Office  of  the  General 
Counsel,  with  the  assistance  of  the  City  Ethics  Director,  the  Director/Council  Secretary  and  other 
supporting agencies, shall provide annual training on Government in the Sunshine, open meetings laws 
and ethics laws.  

 

(b)  The  date,  format,  time,  and  duration  of  this  training  shall  be  determined  by  the  Director/Council 
Secretary,  Director  of  Ethics,  and  Office  of  General  Counsel  and  shall  be  utilized  to  fulfill  the 
requirements of F.S. § 112.3142.  

 

(c)  All  Council  Members  and  Executive  Council  Assistants  shall  be  provided  materials  in  electronic 
format.  

 

(d)  In  addition  to  annual  training,  training  on  Government  in  the  Sunshine,  open  meetings  laws  and 
ethics shall be provided upon special request. These presentations may be given at committee or Council 
meetings or at other times as may be directed by the Council President.  

(Ord. 2007‐733‐E, § 1; Ord. 2008‐329‐E, § 1; Ord. 2010‐135‐E, § 1; Ord. 2013‐285‐E, § 1; Ord. 2016‐6‐E , § 1)  

Sec. 15.109. ‐ Recommendations for improved compliance. 

The  Director/Council  Secretary,  the  City  Ethics  Director,  and  the  Office  of  General  Counsel,  may 
make  recommendations  for  improvements  to  this  Chapter  to  the  City  Council.  
(Ord. 2007‐733‐E, § 1; Ord. 2010‐135‐E, § 1; Ord. 2013‐285‐E, § 1)  
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A. Public Notice / Information System 
 
The City Council is the legislative body of the City of Jacksonville’s consolidated 
government and is responsible for voting on ordinances and resolutions that govern our 
way of life.  The 19 City Council Members, who are elected to four-year terms and serve as 
part-time legislators, have power to enact legislation in order to provide for the needs of our 
community.  Chapter 15, Ordinance Code, provides that the meetings and actions of the 
City Council shall be conducted in such a manner so as to provide the public with access to 
meetings and documents in order to enhance and maintain public confidence and 
transparency in the legislative process.     
 
The City Council, through the Office of the Director/Council Secretary, maintains a Public 
Notice System comprised of several components: 
 

 City Council Resources Calendar – Manages the reservation of City Council 
meeting space. 

 Council Web Calendar – Provides both web access (http://www.coj.net/city-
council/events.aspx) and City Hall electronic kiosk viewing of upcoming 
scheduled City Council meeting events. 

 Public Notice Web Application – Provides web access 
(http://apps.coj.net/CouncilPublicNotices/MembersWithMeetings/ShowMemb
ersWithMeetingsTablePage.aspx) for public viewing of notices and minutes 
for meetings between and amongst Council Members. 

 Online Council Agendas, Matters Pending, and Minutes – Provides web 
access (http://cityclts.coj.net/coj/) for public viewing of agendas, meeting 
minutes, matters pending, and bill summaries of all meetings of the Council 
and the standing committees of the Council. 

 Council and Council Committee Video – Provides both live streaming video of 
in-session meetings and web access for public viewing of archived videos, of 
past meetings of the Council and the standing committees of the Council, at 
http://www.coj.net/city-council/city-council-meetings-online.aspx. 

 Council Committees, Boards and Commissions – Provides web access 
(http://www.coj.net/city-council/standing-committees.aspx) for information 
about current and past standing, special, and ad hoc committees, and boards 
and commissions of the Council. 

 Legislative Bill Search – Provides web access 
(http://cityclts.coj.net/coj/cojBillSearchNew.asp?type=PL ) for public viewing of 
active and past legislation. 

 Municipal Ordinance Code/City Charter Online – Provides web access 
(http://library.municode.com/index.aspx?clientId=12174) for public viewing of 
the Municipal Ordinance Code and City Charter via an external website 
maintained by Municipal Code Corporation. 

 Rules of the Council Online – Provides web access (http://www.coj.net/city-
council/rules-of-the-council.aspx) for public viewing of the Rules of the 
Council. 

 Budget Information Online – Provides centralized web access 
(http://www.coj.net/city-council/standing-committees/finance/budget-
information) for public viewing of the budget process, including notices, 
handouts and video of the meetings of the City Council regarding the budget. 
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 Lobbyist Registry – Manages the registration of individuals that lobby the City 
and provides web access (http://www.coj.net/city-council/lobbyist-
information.aspx) for public viewing of active and past lobbyists and issues. 

 Internal City Council Email Online – Provides web access 
(http://webmail.coj.net/public) for public viewing of the incoming email 
received by the internal CityC@coj.net email account.  All notices and 
documents to be posted to the Public Notice System must be sent to 
CityC@coj.net. 

 Public Records Requests – All requests for public records must be coordinated 
through the Director/Council Secretary.  Contact Cheryl Brown at 630-1452 or 
CLBrown@coj.net.  Requests for a DVD or CD copy of meetings, should be 
directed to the Office of Legislative Services at 630-1404. 

 Council Invocations – Provides web access (http://www.coj.net/city-
council/council-invocations.aspx) to the list of individuals offering the 
invocation at City Council meetings. 

 Gift Disclosure Registry – Provides web access (http://www.coj.net/city-
council/gift-disclosure-registry.aspx) for public viewing of City Council Gift 
disclosure. 

 General Topic FAQs – Provides answers (at http://www.coj.net/city-
council/frequently-asked-questions) for frequently asked questions regarding 
the City Council. 

 Sunshine Training/Compliance Resources – Provides web access 
(http://www.coj.net/city-council/sunshine-compliance) to Sunshine 
Compliance training documents and other related materials. 

 
All meetings of the Council and the committees of the Council and meetings between and 
amongst Council Members are posted to the various components of the Public Notice 
System.  The ECA of the initiating Council Member is responsible for scheduling, noticing 
and preparing written briefs/minutes, including a sign-in sheet, for meetings between 
individual Council Members.   
 
ECAs may be assigned to staff Subcommittees or Special Committees to which their 
Council Member has been appointed as Chair by the Council President.  The ECA will be 
responsible for coordinating with the assigned Legislative Aide, Office of Legislative 
Services, prior to sending out notification of Subcommittee or Special Meetings.  The ECA 
will arrange a meeting location, post the official notice on the Council Members letterhead, 
and arrange for all activities to take place during the meeting.  All minutes, and records 
retention requirements, including the recording of the meetings are the responsibility of the 
ECA.  All documents for these meetings will be submitted to the Office of Legislative 
Services immediately upon the adjournment of the meeting.  The minutes will follow within 
24 hours of the meeting.   
 
Staff members of the Director/Council Secretary are responsible for the scheduling, 
noticing, agendas, and minutes for all meetings of the Council, Standing Committees, Task 
Forces, Workshops of the Council as a Whole, and Shade Meetings.  The Director/Council 
Secretary’s Office along with the Chief of Legislative Services will work with the ECA of the 
Council Member appointed as Chair for all Select/Special Committees and Subcommittees, 
to ensure that the ECA posts and schedules meetings incompliance with the processes and 
procedures used within the Office of Legislative Services—this will reinforce the Records 
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and Retention Procedures of the Office of City Council as directed by the Director/Council 
Secretary. 
 
Please Note: It is the responsibility of the ECA to comply with the requirements as stated 
and printed.  A review of the Public Notice System is completed and reported on as to 
compliance with the Code.  Additionally, records management is important for retrieval of 
documents in a systematic process.  Therefore, all documents received must be forwarded 
to the Office of Legislative Services via hard copy originals AND matching electronic 
documents are to be forwarded using the Snap Scan equipment provided to each ECA.  
The ECA will scan all documents and forward the properly labeled document as a file 
attachment.  For example, you may have the following documents in your possession due 
to notification of a meeting regarding Public Places held on August 20, 2019:  Notice, 
Attendance Sheet, Minutes, Meeting Handouts, Powerpoint, etc.  Each of the documents 
would be scanned via the Snap Scan and labeled as such (see examples below): 
 

 20190820 Mtg Notice CM Brown Public Places 
 20190820 Mtg Attendance Sheet CM Brown Public Places 
 20190820 Mtg Minutes CM Brown Public Places  
 20190820 Mtg Handouts CM Brown Public Places 
 20190820 Mtg Powerpoint CM Brown Public Places 

 
Please note that your email subject line must match your Notice file name.    
 
In addition to the Standing Committees, Council Members may also serve on various 
boards and commissions.  Meetings between and amongst members of boards and 
commissions must also be noticed.  The ECA is responsible for the noticing and minutes, 
including a sign-in sheet, of any meeting between their Council Member and the member of 
a board or commission where both simultaneously serve.  Please note that anytime a 
meeting notice document is distributed via email to CityC@coj.net, the Public Notice 
System is considered activated and the ECA (or assigned staff member as appropriate) is 
responsible to complete every step of the process.   
 
Sample notice formats are available in the G:\Shared\Sample - Council  Public 
Notices\ECA Sample Training Documents June 2019 directory for your convenience.  All 
public notice communication must be on a letterhead template from the initiator and include 
the current date and time and the name and contact information of the ECA (or appropriate 
staff member or department reference).  All public notice communication is emailed to 
CITYC@coj.net. 
 
All appropriate meeting documentation, i.e. notices, amendments, agendas, cancellations, 
briefs/minutes, sign-in sheets, etc., must be electronically distributed, via email attachment, 
to CITYC@coj.net for appropriate posting.    
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B. Public Notice Samples 
 
SAMPLE 1 – Meeting Notice-Two Elected Officials 
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SAMPLE 2 – AMENDED Meeting Notice-Two Elected Officials 
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SAMPLE 3 – Meeting Notice Cancellation-Two Elected Officials 
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SAMPLE 4 – Meeting Notice-Two Members Regarding Legislation 
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SAMPLE 5 – Excusal-All City Council Business 
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SAMPLE 6 – Excused Absence-Standing Committee 
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SAMPLE 7 – Excused Lateness Request-Standing Committee 
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SAMPLE 8 – Excused Early Departure Request-Standing Committee 
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C. Town Meetings and Community Events 
 
Upon request of the initiating Council Member, “Town Meeting” and “Community Event” 
notifications may be posted to the Council Web Calendar, even though these events are 
not necessarily posted to the Public Notice Web Application.  Please note that if the event 
flyer (or other event document) is email distributed to CityC@coj.net, the Public 
Notice System is considered activated and the ECA is now responsible to complete 
every step of the process, including the preparation of minutes and the posting of an 
official notice of the meeting. 
 
If the initiating Council Member does not intend to invite other Council Members to a “Town 
Meeting” or “Community Event”, do NOT distribute the event document to the 
CityC@coj.net email account.  Instead, email the document directly to Paula Shoup 
(PShoup@coj.net) for posting on the initiating Council Member’s webpage (and the Council 
Web Calendar if requested). 
 

NOTE:  Audio / Video Staff – If  your Council Member requires audio or video 
recording for a non-regular meeting, such as a constituent workshop or Town 
Hall meeting, staff availability must be scheduled in advance.  Contact Steve 
Cassada (scassada@coj.net / 630-4482) or Louie Marino (lmarino@coj.net / 
630-1400) for assistance. 

 
 
D. Council Calendar – Reserving City Council Meeting Rooms 
(Page 1 of 3) 
 
Before scheduling any City Council Resources, please be sure to check availability on the 
City Council Calendar.  All resources and schedules are listed. 
 
1) Select CALENDAR on left pane of Outlook.  
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Council Calendar – Reserving City Council Meeting Rooms 
(Page 2 of 3) 
 
2) Select “New Meeting” from the toolbar. 
 

 
 

3) Select the TO button and type CITY-COUNCIL-CALENDAR as well as any other 
specific meeting attendees that you would like to receive the calendar invite. 

 
NOTE: When reserving the Lynwood Roberts Room, type both CITY-COUNCIL-
CALENDAR and SJCR-1st-LYNWOOD ROBERTS ROOM as attendees.  
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Council Calendar – Reserving City Council Meeting Rooms 
(Page 3 of 3) 
 
4) Make sure to enter the meeting details in the SUBJECT and LOCATION dialog boxes.  

Noticed or Non-Noticed Meeting must be inserted in the Subject Box as well as the 
Council Members calling the meeting.  List which room is being reserved in the Location 
Box. The most common options are Council Chambers, Conference Room A, 
Conference Room B, Don Davis Room, or Committee Room B (Lynwood Roberts Room 
will automatically populate when selecting SJCR-1st- LYNWOOD ROBERTS ROOM as 
an attendee).  
 

5) Select the Start and End time under the drop down calendar box. 
 

 
 

 
6) Give as much contact information (mandatory) in the larger dialog box as possible.  The 

Executive Council Assistant’s names, email, address and contact number must be 
included in this box. 

 
7) Select SEND. 
 
8) You will receive a confirmation that your meeting has been scheduled.  If you have not 

complied with the process above, your request will be declined with an explanation 
requesting compliance for posting.  Please resend information with necessary changes 
and your meeting request will be confirmed. 
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II. COMPLIANCE and TRANSPARENCY 

 
A. Council Public Notices – Web Application 
 
In accordance with Chapter 15, Ordinance Code, the City Council public meeting notices 
shall be provided on the Council’s internet website and provide swift public notice to all of 
Jacksonville.  The City Council Public Notice Web Application may be assessed at 
http://apps.coj.net/CouncilPublicNotices/Meetings/ShowMeetingsTablePage.aspx. The 
online application provides for searches by meeting date, Council Member, meeting initiator 
and meeting keyword. 
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B. Video and Audio Records Management Protocol 
 
In accordance with Federal ADA requirements, all live streamed meetings must be closed 
captioned.  All City Council publicly noticed meetings are closed captioned and posted to 
the City Council’s webpage at http://www.coj.net/city-council/city-council-meetings-
online.aspx.  Regular and Special meetings of the Council, Standing Committees, Special 
Committees, Sub Committees, Member to Member, and any Task Force of the Council are 
placed on the livestream and captioning schedule.  Meetings that fall outside of the 
previous list and have not been previously scheduled for closed captioning, will not be 
allowed to live stream, NO exceptions. 
 
The Council Secretary/Director has developed a Standard Operating Procedure (SOP) 
regarding Video and Audio Records Management.   
 
SOP – Video and Audio Records Management 
(Page 1 of 2) 
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SOP – Video and Records Management 
(Page 2 of 2) 
 

According to Federal requirements, any live streamed meeting must have close captioning 
Additionally, any item posted to the webpage or viewing must have captioning as a part 
of the archival retrievable visual or audio content. Noticed meetings scheduled as listed 
above, in the locations above will be placed on the livestream and captioning schedule. 
Meetings that fall outside of the list above and that have not been previously scheduled 
for closed captioning will not be allowed to live stream, no exceptions. Recordings of 
these meetings will be posted online after captioning has been added.  There is a 2-3 day 
delay for captioning of non-live streamed audio/video meetings (i.e. all meetings held in 
the 4th Floor’s Conference Room A, Conference Room B, Don Davis Room, Committee 
Room B, and any meeting in the Chambers or Lynwood without scheduled captioning). 
Minutes/Briefs will be made available online immediately after they have been prepared 
for distribution by staff. 
 
Outside departments, boards, agencies, or organizations for meetings that are 
scheduled for Council facilities fall under the directives listed above, without exceptions. 
Expenses for captioning services will be borne by the user or user agency. Upon 
request of use of the facility (ies), acceptance of the requirements for Federal ADA 
captioning has been established and accepted. 
 
The Office of the Council Director, Council Systems Information Team have worked 
diligently and tirelessly over approximately past three years to provide not only live 
captioning (30 year history) but archived captioning of audio and video documents. 
Granicus has allowed for scheduling, live captioning, indexing, and viewing of captioning 
on archived videos. 
 
Technology is ever changing… additional system improvements and upgrades to the 
Council Chamber will take place in 2019 and 2020. Mock meetings and Training Sessions 
for the use of equipment will be held during the June 7, 2019 Executive Council Assistants 
and Council Staff Training Orientation. 
 
Please contact Dr. Cheryl L Brown, Director/Council Secretary at 904.630.1452 or 
CLBrown@coj.net. 
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C. Gift Disclosure – Web Posting 
 
In accordance with Chapter 15, Ordinance Code, registries shall be established wherein 
gifts will be identified by date, donor, type, purpose, and city officer or employee carrying 
out the purpose; and shall be posted on a city internet site.  The Jacksonville City Council 
Gift Disclosure Registry may be accessed at http://www.coj.net/City-Council/Gift-
Disclosure-Registry.aspx as shown below: 
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D. Lobbyist Registry – Web Posting 
 
In accordance with Chapter 602, Ordinance Code, the Director/Council Secretary shall 
maintain a book of registration statements and oaths submitted by lobbyists, as well as any 
correction and amendments made to the statements.  Lobbyist lists and information is 
available online at http://www.coj.net/City-Council/Lobbyist-Information.aspx as shown 
below:  
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E. Council Invocations – Web Posting 
 
In accordance with the Council President’s Policy, the Director/Council Secretary shall 
maintain a record of the name of the person performing the invocation at each Council 
meeting and their religion denomination.  The Council Invocation policy and list are 
available online at http://www.coj.net/city-council/council-invocations as shown below:  
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F. Secondary Employment – Disclosure  
 
In accordance with Chapter 602, Ordinance Code, all employees of the City must disclose 
secondary employment.  Employees must obtain prior approval before taking secondary 
employment and once approval for secondary employment has been received, the 
employee must register that employment.  Human Resources Directive #519 (revised May 
7, 2018), regarding Secondary Employment, is available on the COJ Portal at  
http://www.coj.net/departments/ethics-office/secondary-employment.aspx.  Highlights of the 
policy are shown below and on the following pages. 
 
Effective January 1, 2008, the secondary employment of appointed employees, including 
projected hours per year, is published online at: http://www.coj.net/Departments/Ethics-
Office/Disclosures.aspx.   
 
 

DEFINITIONS 
Secondary Employment 

Secondary employment refers to a second job held by a full-time City of 
Jacksonville employee. This secondary employment includes contract, self-
employment and part time work as well as any employment for another 
person or organization for any period of time while employed by the City of 
Jacksonville. 
Secondary employment includes: 
�operating a business. 
�providing paid consultancy services to another person or organization. 
�partnerships and directorships of companies; (Note: any position that involves being 
engaged in the business of the company in an employee’s spare time). 
�paid work outside; and/or, 
�voluntary employment in return for a benefit. 
�employment undertaken while on approved leave (either paid or unpaid). 
�employment that generates any taxable income on a W-2 form or a 1099 form, and 
work that an employee is doing that is not currently generating income (example: a 
business the employee is “getting off the ground” or one in which the employee’s 
spouse is receiving the salary and the employee is not generating income.) Any 
outside work is covered.  
 
If in doubt, declare it or discuss it with your DEO. Military duties are not 
considered to be secondary employment. 
 
Conflict of Interest ‐ exists when the outside employment could reasonably be 
expected to impair independence in judgment or performance of a City 
employee’s duties. Some examples of conflicts occur when: 
�the company the employee works for has any business dealings with the City of 
Jacksonville. 
�secondary employment is undertaken during the same hours that an employee is 
being paid as a City employee, if not on approved leave. 
�secondary employment makes use of any City of Jacksonville facility, equipment or 
resource including but not limited to telephone, computer software and information 
technology resources and fleet vehicles. 
�secondary employment makes use of or may commercially benefit from information 
the employee possesses by virtue of their employment with the City of Jacksonville. 
�COJ employees are required to provide verification of any approved secondary 
employment to any COJ agency when providing vendor services directly to COJ. 
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SECONDARY EMPLOYMENT POLICY STATEMENT 

An employee must not engage in private employment or contract work 
outside the service of the City of Jacksonville that could reasonably be 
expected to impair independence in judgment or performance of City duties. 
 
Employment with the City of Jacksonville carries with it an obligation to act in 
the public interest.  Accordingly, employees must abide by the standards 
provided in the Ethics Code, obey the law and consider the spirit of the law. 
 
An employee must not engage in secondary employment outside the 
services of the City if prohibited from doing so by the appropriate approving 
authority or unless the employee has agreed in writing to any of the terms 
and/or conditions placed on the secondary employment by the 
appropriate approving authority. 
 
APPLICABILITY 
Appointed Officials and Employees Reporting to the City Council 

All employees appointed by the City Council, while full – time employees of 
the Council, must obtain prior approval from the Council President/Designee 
before accepting secondary employment. 
 
ANNUAL RENEWAL 

On an annual basis, by March 31st of each year, all employees with approved 
Secondary Employment will be required to verify their information with 
Employee Services. Employees must send an email to 
secondaryemployment@coj.net stating there has been no change and they 
request their approval be extended for another year or follow the directions 
below to update their request. 
 
Any failure to follow this renewal process by the deadline will result in the 
immediate termination of the employee’s Secondary Employment 
authorization. 
 
VIOLATIONS 

Not reporting secondary employment or any violations of the Secondary 
Employment Directive may result in disciplinary action, up to and including 
termination and/or preventing rehire, if deemed appropriate. 
 
Any violations identified are to be reported to the Office of Ethics, 
Compliance and Oversight within three (3) calendar days. 
 
Questions concerning this policy may be directed to the City’s Ethics Officer 
at ethics@coj.net or the appropriate DEO. 
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PROCEDURE FOR APPOINTED OFFICIALS AND EMPLOYEES 

1. Requests to engage in secondary employment shall be submitted using the 
attached form. The employee shall submit the form with the required 
information to his/her DEO with a copy to the direct supervisor for approval 
prior to commencing secondary employment. 
2. The DEO will conduct the initial review of the secondary employment for 
any potential conflict issues, conferring with the Ethics Officer and General 
Counsel’s office as necessary. 
3. The DEO will then forward the recommendation to the Director/Chief for 
departmental recommendation. 
4. The department recommendation shall be submitted, within five (5) days of 
receipt, to the Director of Employee Services /designee or appropriate 
appointing authority for approval. 
5. The Employee Services recommendation shall be submitted to the Mayor’s 
designee for final approval. 
7. The employee shall be notified of the recommendation of approval or 
denial. A copy of the request/notification form shall be placed in the 
employee’s personnel file. 
8. After receipt of this approval, Employee Services will update the master list 
of Appointed City employees engaged in secondary employment for 
publication to the coj.net website and the Employee Portal. 
 
UPDATES OF APPROVED SECONDARY EMPLOYMENT 

Employees must provide a new request through the same procedure used for 
initial submittals, for the following reasons: 
�The duties and responsibilities of secondary employment changes, 
�termination of secondary employment, or 
�duties and responsibilities of City employment changes. 
 
If any of these conditions are met: 
1. All full time employees must provide secondary employment information 
updates, within thirty (30) days of the change, by using the attached form. 
The DEO will review the change and confer with the City Ethics Officer and 
General Counsel’s Office as necessary to determine if a conflict of interest 
exists. 
2. The DEO will then forward the recommendation to the Director/Chief for the 
departmental recommendation. 
3. Directors/Chiefs are responsible for ensuring notifications of secondary 
employment are appropriately evaluated and forwarded to the Director of 
Employee Services /designee or appointing authority for consideration and/or 
approval within five (5) days of receipt. 
4. For Appointed Officials and Appointed Employees, the Employee Services 
recommendation shall be submitted to the Mayor’s designee for final 
approval. 
5. The employee shall be notified of any conflicts that may result in a denial or 
a direction to cease the secondary employment. A copy of the notification 
form shall be placed in the employee’s personnel file and a fully executed 
copy will be sent to the employee for his/her records. 
6. After receipt of this approval/notification Employee Services will update the 
master list of City employees engaged in secondary employment and post to 
the coj.net website and the Employee Portal as appropriate. 
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III. COUNCIL OFFICE PROTOCOLS and PROCEDURES 

 
A. Council Suite Visitors 
 
Constituents and other visitors are to be escorted in and out of the Council Suite area.  The 
receptionist will contact the ECA to inform them of the visitor’s arrival.  The ECA is to greet 
the visitor in the reception lobby and personally escort to them to their meeting destination.  
Upon completion of the meeting, the ECA must escort the visitor back to the reception 
lobby.  Please do NOT take the visitor to other offices within the Council Suite, nor allow 
the visitor to exit on their own.   
 
If the visitor has multiple meetings, the process still applies.  Once your meeting is 
complete, escort the visitor back to the reception lobby and inform the receptionist that the 
visitor has another appointment within the office.  The receptionist will make the appropriate 
contact necessary to facilitate the visitor’s meeting schedule. 

 
B. Public Documents and Cash Handling Procedures 
 
Members of the public and the media often request copies of documents and other 
materials that are subject to the public records laws of the State of Florida.  A public record 
is a document, in any form, made or received in connection with the city’s official business.  
A few examples of public records are letters, reports, meeting minutes, maps, video/audio 
tapes, legislative bills, calendars, e-mail messages and electronic data. 
 
All requests for public records must be coordinated through the Legislative Services 
Division, which maintains a ledger of Public Record Requests.  Section 119, Florida 
Statutes, provides that requests can be made in any form, meaning that a requestor cannot 
be compelled to submit a request in writing and may not be required to provide their name 
or address.  Follow-up questions may be asked to ensure clear understanding of the 
request and/or ensure a method of contact once the requested information is available. 
 
In accordance with Section 119, Florida Statutes, the processing cost of providing a public 
record may be charged.  The requestor should be made aware of any potential costs 
associated with document production in advance. 
 
The Council Secretary/Director has developed Standard Operating Procedures (SOP) 
regarding Public Document and Cash Handling for the Office of City Council and the Value 
Adjustment Board.  Additionally, the City of Jacksonville Department of Finance has also 
published a SOP both for Cash Receipts (available online at 
http://inside.coj.net/af/ac/Shared%20Documents/Cash%20SOP%20revised%202016.pdf)  
and for Imprest/Petty Cash Funds (available online at 
http://inside.coj.net/af/tr/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Faf%
2Ftr%2FShared%20Documents%2FPolicies%20and%20Procedures&FolderCTID=0x0120
0094785EB03574CF4692B3E1EA947A8950&View={2E0CFD81-6A2D-47F9-857A-
0EFB6BB667D6}). 
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SOP – City Council Proper Dissemination of Public Documents & Cash Handling 
(Page 1 of 7) 
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SOP – City Council Proper Dissemination of Public Documents & Cash Handling 
(Page 2 of 7) 
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SOP – City Council Proper Dissemination of Public Documents & Cash Handling 
(Page 3 of 7) 
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SOP – City Council Proper Dissemination of Public Documents & Cash Handling 
(Page 4 of 7) 
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SOP – City Council Proper Dissemination of Public Documents & Cash Handling 
(Page 5 of 7) 
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SOP – City Council Proper Dissemination of Public Documents & Cash Handling 
(Page 6 of 7) 
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SOP – City Council Proper Dissemination of Public Documents & Cash Handling 
(Page 7 of 7) 
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SOP – Value Adjustment Board Proper Dissemination of Public Documents & Cash Handling 
(Page 1 of 7) 
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SOP – Value Adjustment Board Proper Dissemination of Public Documents & Cash Handling 
(Page 2 of 7) 
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SOP – Value Adjustment Board Proper Dissemination of Public Documents & Cash Handling 
(Page 3 of 7) 
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SOP – Value Adjustment Board Proper Dissemination of Public Documents & Cash Handling 
(Page 4 of 7) 
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SOP – Value Adjustment Board Proper Dissemination of Public Documents & Cash Handling 
(Page 5 of 7) 
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SOP – Value Adjustment Board Proper Dissemination of Public Documents & Cash Handling 
(Page 6 of 7) 
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SOP – Value Adjustment Board Proper Dissemination of Public Documents & Cash Handling 
(Page 7 of 7) 
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C. Framed Resolutions / Certificates of Recognition 
 
Resolution Drafting – The ECA of a Council Member wishing to sponsor a purely 
congratulatory or otherwise ceremonial resolution should contact the Chief of Research 
(Jeff Clements at jeffc@coj.net / 630-1405) for drafting assistance and he will assign 
appropriate staff based upon expertise and distribution of workload.  Requests for a 
resolution should include relevant information regarding the event or individual to be 
honored.  Draft resolutions are returned to the requesting sponsor for review, revisions and 
final approval to submit the resolution for introduction.  Resolutions approved for 
introduction are forwarded to the Office of General Counsel for final approval as to legal 
form and for submission to the Legislative Services Division for numbering and placement 
on the next available Council Agenda for first reading. The Research Division is not 
involved in scheduling presentations of approved resolutions to the honorees at City 
Council meetings; the resolution sponsor or their ECA should coordinate with the honoree 
and with the Legislative Services Division (Carol Owens at cowens@coj.net / 630-1683 or 
Jessica Matthews at jmatthews@coj.net / 630-5611) to reserve a mutually agreeable 
presentation appointment slot at a future Council meeting. 
 
Certificate Drafting – The ECA of Council Members wishing to congratulate or honor a 
person, institution or event for some activity, occasion, anniversary, etc. that does not rise 
to the importance of meriting a full City Council resolution may request the Research 
Division to draft an honorary certificate for presentation. Requests should be made to the 
Chief of Research (Jeff Clements at jeffc@coj.net / 630-1405) for assignment to a staff 
member based upon expertise and distribution of workload.  The certificate – printed on 
parchment paper with an embossed foil city seal – can be requested and signed by one or 
more Council Members on their own volition and presented to the honoree by the Council 
Member(s) in an embossed blue folder.  

 
D. Council Member Mail 
 
Each Council Member is assigned a slot in the City Council mailroom, located just outside 
of the reception lobby.  The receptionist will place mail addressed to Council Members 
within their marked slot.  The ECA is responsible for retrieving their Council Member’s mail 
and processing all mail received in compliance with all applicable public records 
requirements.  
 
E. Council Member’s Communications Allowance 
 
Sec. 10.105 (c), Ordinance Code, provides for a Communications Allowance, at the request 
of Council Members; “City Council Members and appointed officials or employees of the 
legislative branch as authorized by their Director may receive a monthly allowance not to 
exceed $100 for cellular phone service and converged data device service. The use shall 
be requested and verified…” 
 
For additional information about the Communications Allowance, Council Members should 
contact Laura Dyer, Executive Administrator, (ldyer@coj.net / 630-1403).  
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F. Long Distance Telephone Calling 
 
If you are authorized to make long distance telephone calls: 

 Dial 9, followed by 1, the area code, and telephone number 
 After the beeps, dial the five-digit code on the back of your City ID Badge 

 
If you are not authorized to make long distance telephone calls, but need that ability, 
contact the Administrative Services Division for authorization. 
 
G. Phone Layout and Commonly Used Features 
(Page 1 of 2) 
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Phone Layout and Commonly Used Features 
(Page 2 of 2) 
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H. Computer Maintenance and Support 
 
The Information Systems staff are your contact for any computer equipment problems.  
Staff will evaluate the problem and either make the necessary adjustment or make contact 
for further repair.  Notify these individuals in the event of an outage, issue, malfunction of 
any electronic equipment, computers, or devices. It is imperative that these individuals are 
made aware of any and all problems prior to contacting outside sources. They will evaluate 
the problem and coordinate the appropriate repair.  Do NOT contact the Information 
Technologies Division (ITD) directly.  Always contact Steve Cassada (scassada@coj.net / 
630-4482) or Louie Marino (lmarino@coj.net / 630-1400) for assistance.   

 
I. Printer Maintenance 
 
Replacement cartridges for desktop printers can be found in the City Council mailroom. 
Staff can help identify which cartridge is required for your printer and aide with replacement 
if necessary. Always contact Information Systems staff to replace cartridges for the 
industrial printers found in the Supply Room and in the Research Division. For all 
maintenance issues, please notify staff and do not attempt to troubleshoot any desktop or 
industrial printer.  Contact Steve Cassada (scassada@coj.net / 630-4482) or Louie Marino 
(lmarino@coj.net / 630-1400) for assistance.   

 
J. Audio / Video Staff 
 
If your Council Member requires audio or video recording for a non-regular meeting, such 
as a constituent workshop or Town Hall meeting, staff availability must be scheduled in 
advance.  Contact Steve Cassada (scassada@coj.net / 630-4482) or Louie Marino 
(lmarino@coj.net / 630-1400) for assistance. 

 
K. Building Maintenance Issues 
 
All requests for building maintenance issues, including light bulb replacement, are 
coordinated through the Administrative Services Division.  Contact Nancy Carlos 
(ncarlos@coj.net / 630-2430) for assistance.  
 
L. City Council Travel 
 
Council Members may request approval from the Council President to attend events (at the 
City’s expense) that are held out of the city/county, for City Council business, providing 
that: 1) funding is available, and 2) they obtain prior approval by the Council President.  
Council Members may not exceed $3,000 per fiscal year for Council-related travel 
expenses.   
 
For additional information (including regulations and forms) regarding City Council travel, 
please refer to the Administrative Services section of the manual (Section V. Allowance, 
Equipment & Travel, Part C., page 83) or contact Laura Dyer, Executive Administrator, 
(ldyer@coj.net / 630-1403).   
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M. Parking – St. James Garage 
 
The St. James Garage is a restricted parking location.  The Council has assigned parking 
via the Director/Council Secretary with strict guidelines for payment and processes.  
Council Members under Ordinance 2012-215-E are eligible to receive a parking benefit, if 
they choose, for a City paid parking space in the St. James Garage.  If the Council Member 
elects to accept this benefit it will be shown on their W-2 as a benefit.  This benefit is non-
transferrable, meaning if the City of Jacksonville provides the payment, ONLY the Member 
can park in the assigned space.   
 
If the Council Member elects to pay for the space, via payroll deduction, his/her Executive 
Council Assistant can park in the space with the Council Member’s approval.  Note, if the 
Council Member is parked in the assigned space, the ECA must exit the St. James 
Garage.  Council Members, ECA’s, or authorized employees are not allowed to park in 
spaces that are not assigned to them, including unmarked or disabled spaces.  With the 
approval of the Council Member, the ECA can pay for the Council Member’s unused space, 
via payroll deduction.  Again, there is only one space per Council Member, thus only the 
Council Member or the ECA can park in the garage, not both.  The City of Jacksonville 
sends personnel to ensure that only authorized vehicles are utilizing the assigned spaces 
and violators will receive a warning and after that a ticket.  If violations continue, security 
access maybe removed from the individual’s badge. 
 
Contact Dr. Cheryl L Brown, Director Jacksonville City Council (630-1452 / 
CLBrown@coj.net) for additional information or assistance.   
 
N. Parking – Library Garage 
 
In accordance with Sec. 802.114, Ordinance Code, citizens attending any Council or 
Committee meetings or special government function or event at City Hall, may have their 
parking validated, for up to four-hours, for the Library Parking Garage.  The citizen must 
bring the parking ticket issued to them when they enter the Library Parking Garage to the 
Council staff person for validation.   Note:  The Council staff person must write down the 
last four digits from the citizen’s parking ticket on the log provided along with the other 
pertinent information; therefore, if the citizen does not provide the original parking ticket, the 
parking can NOT be validated.  Both the original parking ticket and the validation ticket are 
required to exit the parking garage. 
 
O. Parking – Elected Official Decal 
 
In accordance with Sec. 802.105(b), Ordinance Code, “Vehicles of elected City officials, 
members of the Legislature elected in whole or in part by electors residing in the City and 
elected officials of the Urban Services Districts, upon request, shall be exempt from the 
overtime parking provisions of this Chapter; provided, that the overtime parking violation 
occurred while the official was pursuing his official duties; and further provided, that the 
vehicle bears a seal captioned Public Official issued by the Mayor…” 
 
Council Members requesting a decal for on-street parking must complete the Parking 
Sticker Request Form and submit it to Katrina Fisher (kfisher@coj.net / 630-2794). 
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FORM – Request for 2019 Elected Official Parking Sticker 

 
 



 51

P. Office Supplies 
 
The Administrative Services Division is responsible for ordering all office supplies and 
equipment, both standard and special orders.  Council Members and ECAs do not have the 
authority to independently purchase any goods or services. 
 
For additional information regarding the ordering of supplies, equipment and services, 
please refer to the Administrative Services section of the manual (Section VI. Office 
Supplies, Advertising, Mail Outs, Stationery, & Business Cards, Part A., page 124) or 
contact Nancy Carlos, Administrative Assistant II, (ncarlos@coj.net / 630-2430). 
 
Q. Copy Center Services 
 
The Copy Center will perform print/copy/assembly/mailing jobs for Council Members.  Prior 
approval by the Council Director for each job is required and expenses are monitored to 
ensure no Council Member exceeds their annual allocation.  Although this does not include 
routine mail, mass mailings (more than 25 pieces of mail), packages, and large print jobs 
(more than 50 one-sided black & white pages or more than 25 one-sided color pages) 
require prior approval by the Council Director and will be processed by the Copy Center.  
The printers located in the Council suites are not to be used for large print jobs. 
 
For additional information regarding the Copy Center services, please refer to the 
Administrative Services section of the manual (Section VI. Office Supplies, Advertising, 
Mail Outs, Stationery, & Business Cards, Part A., page 124) or contact Nancy Carlos, 
Administrative Assistant II, (ncarlos@coj.net / 630-2430). 
 
R. Advertising 
 
Council Members may request that their community meetings be advertised in The Florida 
Times Union (and other newspapers upon request).  All advertising must be submitted to 
the Chief of Administrative Services in order to be placed.  Neither Council Members, nor 
Executive Council Assistants are permitted to place their own ads.   
 
For additional information regarding advertising procedures, please refer to the 
Administrative Services section of the manual (Section VI. Office Supplies, Advertising, 
Mail Outs, Stationery, & Business Cards, Part B., page 128) or contact Nancy Carlos, 
Administrative Assistant II, (ncarlos@coj.net / 630-2430). 
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IV. RECORDS MANAGEMENT AND RETENTION 
 
Records Management, Retention and proper storage of records is critical.  Removing 
inactive files several times a year will assist you in maintaining a structured document 
system.  As a reminder, ECA’s are responsible for transmitting all records for themselves 
as well as their Council Member’s Office.  Katrina Fisher and Jessica Matthews will be 
available to assist you with the proper way to box items that you may wish to send to 
Central Storage.  Remember, Legislative Services will not take boxes for Records 
Retention that are not correctly indexed and marked for storage.  Katrina will provide the 
clearance for submittal to Jessica for final bar code and storage.  The most commonly used 
retention codes are: 
 

 Example: 
– Box 1 contains Correspondence – Code 17 
– Box 2 contains Budget Records – Code 58 
– Box 3 contains Budget Supporting Documents – Code 88 
– Box 4 contains Legislation – Code 119 

 
The staff member preparing the box for storage will know best what documents are 
contained within the box and should always refer to the SOP - Records Management 
Program (attached) for appropriate coding. 
 
The following documents are provided regarding records management and retention: 
 

 SOP – City of Jacksonville Records Management Program 
 SOP – Records Transmittal and Cartons for Storage at Off-Site Records Storage 

Center 
 FORM – Records Retention Box Content Form 
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SOP – City of Jacksonville Records Management Program 
(Page 1 of 88) 
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SOP – City of Jacksonville Records Management Program 
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