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Town of Castle Rock

Agenda Memorandum

Agenda Date: 5/13/2025

Item #:  File #: ID 2025-060

To: Honorable Mayor and Members of Town Council

Through: David L. Corliss, Town Manager

From: Shannon Eklund, Executive Assistant

Town Boards and Commissions Interviews Schedule
________________________________________________________________________________

Boards and Commissions Interview Schedules and Locations
Below is a chart reflecting the number of applicants, the designated liaisons for each board or
commission, and the scheduled start time and location of each interview panel. All times are approximate,
and Council liaisons may participate on any interview panel he/she prefers.

Board/Commission Council Liaison Date/Time # Apps Location

Board of Adjustment Dietz / Hollingshead (alt) May 13, 5-5:45 PM 3 TMO Conference Room

Board of Building Appeals Hollingshead / Dietz (alt) May 13, 6-7 PM 3 TMO Conference Room

Castle Rock Water
Commission

Gray / Cavey (alt) May 13, 5-9:30 PM 13 TMO Conference Room

Design Review Board Davis / Brooks (alt) May 13: 5-5:30 PM 1 Sellars Gulch Conf Room

Election Commission Dietz May 13, 6-7:30 PM 6 Plum Creek Conf Room

Historic Preservation Board Gray / Davis (alt) May 13, 5:30-7:30 pm 6 Sellars Gulch Conf Room

Parks & Rec Commission Dietz / Hollingshead (alt) May 13, 5-9:45 PM 20 Rhyolite Conference Room

Planning Commission Gray / Cavey (alt) May 13, 5-9:30 PM 14 Council Chambers

Public Art Commission Hollingshead / Dietz(alt) May 13, 4:15-5 PM 3 Rhyolite Conference Room

Public Safety Commission Cavey / Hollingshead (alt) May 13, 5-9:30 PM 16 Legal Conference Room

Public Works Commission Hollingshead / Dietz (alt) May 13, 7-8 PM 4 TMO Conference Room
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RESOLUTION NO. 2019-048

A RESOLUTION APPROVING AN AMENDED POLICY REGARDING THE PROCESS

FOR THE APPOINTMENT OF CITIZEN VOLUNTEERS TO THE TOWN'S BOARDS

AND COMMISSIONS

WHEREAS, by Resolution No. 2017-033, the Town Council adopted a policy regarding
the process for the appointment of citizen's to the Town's various boards and commissions; and

WHEREAS, the Town Manager's office has assumed the responsibility of administering
the appointment process, necessitating the need to amend the policy to reflect the change in
workflow.

NOW, THEREFORE BE IT RESOLVED BY THE TOWN COUNCIL OF THE
TOWN OF CASTLE ROCK, COLORADO AS FOLLOWS:

Section 1. Approval. The Amended Policy Regarding the Process for Appointment
of Citizen Volunteers to the Town's Boards and Commissions is hereby approved.

PASSED, APPROVED AND ADOPTED this 7th day ofMay, 2019 by the Town Council
of the Town of Castle Rock, Colorado, on first and final reading by a vote of H for and G
against.

ATTEST:

dsa Anderson, To\mi21ei

Approved as to form:

Robert J.^entz, Town Attorney

TOWN OF CASTLE ROCK

Jason urayVMayor

Approved as to content:

DaviffL. Corliss, Town NManager
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Amended Policy Regarding the Process for the Appointment of Citizen 
Volunteers to the Town’s Boards and Commission 

 
 
 
The general guidelines for conducting interviews and making appointments which Town 
Council as used in the past includes the following: 

 
1) Interviews for all vacancies have been conducted on a single evening beginning at 

5 PM. This allows citizens applying for multiple openings to participate in interviews 
for each one. The scheduling of these appointments is coordinated by the Town 
Manager’s office. 

 
2) Copies of all applications for all Commissions will be distributed electronically to 

each Town Council member. The applications are not posted on the website as 
part of the packet, but should they be requested, they are subject to the Open 
Records law (redacting personal identifying information). 

 
3) Applicants are interviewed by a panel of three people including: 

 
• The primary Council liaison to the Commission, or where no liaison is 

assigned, a Town Council member designated to act as a liaison to the 
Commission for the purpose of interviewing applicants. A Town Council 
member is not required to attend the interview for a candidate to be 
recommended for appointment.  

 
• The Chair of the Commission, or if unavailable, the Vice Chair or a person 

designated by the Chair for the purpose of interviewing applicants. If the 
Chair of the Commission is applying for reappointment, an alternate 
representative must be designated. (Staff liaisons will contact their 
Commission to inform him/her of this process) 

 
• The Staff liaison to the Commission. The primary function of the staff 

liaison will be to advise the applicant on technical issues related to the 
functions of the Commission. The staff liaison will not make 
recommendations regarding appointments. 

 
4) All interviews are conducted at Town Hall. If an applicant is unable to attend an 

interview on the designated evening, it is left to the discretion of the interview panel 
to determine an alternate time for an interview if desired. The Executive Assistant 
schedules interviews approximately 15 minutes apart. Applicants will report to the 
Town Hall Atrium and will be directed to the appropriate room for interviews. The 
interview panel should interview all applicants for a Commission, including 
incumbents, and including those who indicated that a certain Commission was their 
second or third choice. 
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5) In prior years, the issue as to whether the interviews were open to the public was 
raised. The Town Attorney’s office advises there is no legal requirement to have 
these interviews be open; however, the final determination on this issue is at the 
discretion of Council. If a member of the public wishes to observe the interviews for 
any Board or Commission, and the interview panel has deemed this acceptable, it 
should be made clear that the role is of an observer, not a participant. At such time 
as the panel begins discussing its recommendations, the observer should be 
excused from the room. 
 

6) Prior Councils directed that no citizen should be appointed to more than ONE 
commission. Those citizens who are already serving on a commission, and 
selected for appointment to different commission, will be offered the option of 
which Commission to serve on. Appointment to one Commission may be made 
contingent on resignation from another Commission. 
 

7) Once all interviews are completed, recommendations for appointment will be 
submitted to the Town Manager’s office. The Executive Assistant will work with 
staff liaisons to determine if there are citizens recommended for appointment to 
more than one commission, and to work through any issues related to the 
applicant’s preferences and the needs of the Town. 
 

8) The names of the recommended applicants will be circulated among Town Council 
members. Historically, the recommendation of the interview panel has been 
accepted. The Executive Assistant will then prepare a list of all recommendations 
for appointment at the next Council meeting. Each Town Council member is 
requested to advise the Executive Assistant if there are any concerns regarding a 
specific recommendation so that the Executive Assistant can schedule that 
appointment for further discussion at the next Council Meeting. 
 

9) There is NO requirement to appoint everyone who applied for a certain 
Commission, even if the number of applicants was less than or equal to the 
number of vacancies. 
 

10) Applicants not chosen during the annual recruitment may be considered for interim 
positions as they become available during the year. 

5


	Agenda
	ID 2025-060 - AGENDA MEMORANDUM
	ID 2025-060 - RES 2019-048: Resolution Approving an Amended Policy Regarding the Process for Recruiting Citizen Volunteers to the Town's Boards and Commissions



