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STAFF REPORT 

MEETING 

DATE: October 24, 2017 

TO: City Council 

FROM: Russ Thompson, Public Works Director 

PRESENTER: Russ Thompson, Public Works Director 

SUBJECT: RECEIVE A REPORT AND APPROVE PROPOSED PUBLIC 

ENGAGEMENT POLICIES AND PRACTICES FOR THE PUBLIC 

WORKS DEPARTMENT FOR CITY FUNDED CAPITAL 

IMPROVEMENT PROJECTS 

REQUEST 

Receive a report and approve proposed Public Engagement policies and practices for the Public 

Works Department for Capital Improvement Projects. 

BACKGROUND AND ANALYSIS 

At its November 29, 2016 meeting, the City Council provided direction for staff to improve 

and enhance the City’s public notification and engagement efforts, including capital 

improvement projects.  The proposed enhancements included a tiered approach to public 

notification of proposed projects that associate the level of public notification with the type of 

community impact (see Attachment 1). 

Council’s direction was to “develop and improve capital improvement project noticing and clarify 

procedures”.  Staff proposes the following: 

1. Define Capital Improvement Project types as “Tier 1 - Major”, Tier 2 – Moderate”, “Tier

3 - Minor”, and “Tier 4 - Exempt”;

2. Create greater clarity relating to the types of projects which require public noticing; and

3. Define the mailed notice radius of all capital improvement projects from 300 to 1,000 feet

from the subject property and to require the posting of an on-site notification sign for Tier

1 and 2 project types.

Required Capital Improvement Project Noticing 

The Zoning Code currently does not require capital projects to notify surrounding properties. 

Based on Council direction and community interest, Staff has included all levels of capital projects 

into the outreach plan.  Past practice of the City has varied from robust outreach and engagement 

on large master planning or public building projects to virtually no public outreach on smaller 

projects.  Typically, there would be a brief review of a list of proposed capital projects during the 

annual budget process, where justification would often be solely based on adopted plans or studies. 

Once a larger project is designed and a CEQA determination made, it is considered at a regular 
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Council meeting for approval of the CEQA findings, and the final project plans and specifications 

are authorized for bidding. 
 

The goal of the updated outreach effort is to provide more outreach to the public earlier in the 

design process, hold workshops where appropriate, and provide project webpages to make detailed 

information available to the public. 
 

Current Noticing for Capital Improvement Projects 

 

Public noticing requirements for capital improvement projects is not currently regulated by the 

City’s Municipal Code.  Past practice has been that larger projects typically follow a similar review 

and approval process as performed for private development based on the scope of the project scale 

or the community impact.   
 

In Novato, the smaller, less impactful projects are delegated to the Public Works Director for 

decision on process.  For example, building or structural projects are typically issued building 

permits, however site grading and minor building modifications, including projects installing 

replacement structures, are developed internally by Public Works staff and do not typically require 

notification of nearby property owners.  
 

Typical deferred maintenance projects, including road resurfacing projects, include workshops, 

mailed notices and construction phase “courtesy notices” to help keep the public informed.  Even 

small routine maintenance projects that could impact neighborhood traffic or noise levels now 

include construction notifications to residents by way of “door hangers”, or perhaps an a-frame 

sign for a short-term project within a park.   
 

Projects involving new public buildings or larger facilities are typically reviewed by the Design 

Review Commission, advanced to the Planning Commission to weigh-in on General Plan 

conformity, and then on to City Council for a final approval.   
 

Most cities in Marin and Sonoma County provide some level of notification of capital 

improvement projects to residents.  Most utilize the workshop concept to ask for and receive 

community input and support. 
 

Proposed CIP Public Noticing 
 

Staff proposes public noticing for capital projects based on project size and impact to the 

community as detailed in the table included in Attachment 1.  The level of outreach and breadth 

of noticing is scaled based on the cost of the project, and its potential for community impact.  

Routine maintenance projects would be exempt.  The Public Works Department has already started 

to implement enhanced noticing on City projects pursuant to previous Council direction.  
 

In general, mailed notices for capital projects would be similar to that currently required of private 

development projects. In addition, on-site signage would be required for Tier 1 (4’x 8’ sign) and 

Tier 2 (11”x17” sign) projects.  The onsite signs include a web address (URL) for the project’s 

webpage for all Tier 1 and 2 projects providing project details (plans, studies, staff reports, 

eNotification sign-up), status and hearing schedule.   
 

Webpages for current Tier 1 and 2 applications in the capital improvement budget can be found 

at: www.novato.org/pwprojects.  The cost of mailed Public Works notices (currently average $600 

in postage and staff time for a mailed notice) will be absorbed by the project budget.  
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Onsite Signage 

 

Staff recommends that onsite signage be based on 

the size of a proposed project and that signs be 

placed onsite within 90-days of approval of the 

capital improvement budget.  Smaller projects 

would have an 11”x17” laminated notice 

mounted onsite.   

 

The purpose of the onsite signage is to inform the 

community of the proposed project and to advise 

interested persons that they may obtain detailed 

information about the project, including plans 

and hearing dates, on the project webpage.  

 

These onsite signs briefly describe the project, 

provide staff contact information and identify a 

friendly URL to the project webpage on the 

City’s website (e.g. novato.org/projectname). 

The project webpage provides project plans and 

studies, meeting/hearing dates, approximate 

budget and funding source, a status update and 

additional project details.   

 

It is proposed that the sign information remain 

static, and direct interested persons to the City’s 

website for more specific information, which is 

updated on a regular basis by staff. Fabrication, 

installation, and removal of the large onsite signs 

is accomplished by hiring a local sign company 

at a current cost of approximately $600.  Larger 

projects may warrant two on-site signs. 

 

The smaller onsite signs would be installed by the 

project engineer as part of their normal site 

inspection. 

 
Mailed Public Notice Format 

 

The format of public notices for City capital improvement projects is shown on Attachment 2 

below.  Public Works proposes to use green colored cardstock to make the notices more 

identifiable.  The content of the notices will be less formal than those legally required for land 

development projects, but will still convey key information and where the public can go for more 

details on the proposed project. 

 

 

 

 

 

3



4 

 

ENVIRONMENTAL ASSESSMENT 

 

The proposed outreach policies are not subject to the California Environmental Quality Act 

(CEQA) pursuant to Sections 15268 and 15061(b)(3) as they do not involve any significant 

changes to, or effect on the physical environment. 

 

PUBLIC OUTREACH 

 

The City Council held a work session last November with a substantive public session addressing 

the City’s engagement efforts. 

 

FISCAL IMPACT 

 

Increased outreach has resulted in staff devoting more time in preparation efforts and more time 

responding to public inquiries.  Staff estimates that 5 to 10% of staff time on any given project is 

devoted to enhanced public outreach, workshops, and maintenance of project webpages.  The 

individual project budgets currently absorb the cost of this outreach, including the cost of mailed 

noticing and on-site signage.  The proposed mailed noticing and on-site notification signs will add 

anywhere from $750 to $3,000 to typical capital projects. 

 

Based on an average of 30 projects per year managed by the Public Works Department the 

increased staff time devoted to outreach, and additional noticing and signage expenses will 

increase aggregated project costs citywide between $50,000 and $100,000 per year. 

 
RECOMMENDATION  

 

Receive the report and approve the proposed Public Engagement policies and practices for the 

Public Works Department for Capital Improvement Projects. 

 

ALTERNATIVES 

 

1. Request additional information or analysis from staff. 

2. Modify the current policies and practices and adopt modified outreach efforts, such as 

reducing or expanding the proposed mailed notice radii.  

 

ATTACHMENTS 

 

1. Capital Project Noticing Tiers 

2. Example of Typical Capital Improvement Project Mailed Notice  
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ATTACHMENT 1 

 

Public Works Capital Improvement Project Noticing  
 

Level Project Types Noticing Requirements Public Engagement 

 

TIER 1 

 

LARGE PROJECTS 

Either projects that have 

construction cost over $1M or that 

will have significant impact on 

entire neighborhoods, or directly 

impact 500+ residents (i.e. traffic 

flow changes, major public 

transportation projects, facilities that 

serve or impact the entire 

community, etc.).  

 

Examples include:  

 New public buildings 

 New public parks 

 Major roadway widening 

 Facility Master Plans 

 Infrastructure Master Plans 

 

  

 

 

• Notice properties within 1,000 feet 

(at a minimum), including known 

HOAs 2 weeks in advance of either 

public meetings or start of construction 

• Print newspaper ad for all public input 

meetings 

• Project webpage with friendly URL 

• E-notification of all large project 

updates to project subscribers 

• Next Door notification to impacted 

neighborhood(s) 

• 4’ x 8’ project sign installed on-site 

once project has been approved as a 

CIP, information will be updated once 

specific information is known 

(construction schedule) 

• Standard construction noticing prior to 

construction (and during if 

significantly modified) to all properties 

within 600 feet  

• Citywide and Public Works 

Department Facebook page posts and 

updates 

 

 

 

• Public workshop(s) during project 

master planning 

• City Council presentation during 

Capital Improvement Projects 

budget presentations 

• Recreation, Cultural and 

Community Services Commission 

(RCCS) presentation for park 

projects 

• Planning Commission 

presentation for applicable non-

park projects 

• City Council approval of plans 

prior to bid 

• City Council award of 

construction contract 

• City Council approval of Notice of 

Completion of project 

construction 
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TIER 2 

 

MODERATE PROJECTS 

Either projects that have 

construction costs between $175k 

and $1M or that have a quantifiable 

impact to a neighborhood or area 

immediately adjacent thereto, 

typically 50 to 500 residents.  

 

Examples include:  

 Pavement rehabilitation 

 Traffic signal improvements 

 Infrastructure 

modifications, incl. bridge 

work and street lane 

reconfigurations 

 Park renovation projects 

(that install new features, 

not just replacements) 

 Additions to existing public 

buildings (more than a 10% 

increase or >1,000sf, 

whichever is less) 

 

 

 

• Notice properties within 600 feet (at 

a minimum) in advance of public 

meetings or start of construction, 

including known HOAs 

• Project webpage with friendly URL 

• E-notification of project updates to 

project subscribers 

• NextDoor notification to impacted 

neighborhood(s) 

• 18” X 24” steel framed sign installed 

on-site 

• Standard construction noticing prior to 

construction to all properties within 

600 feet  

• Construction schedule confirmation 

via “door hanger” notices to fronting 

property owners (to be completed by 

contractor, after staff approval) 

• Citywide and Public Works Facebook 

page posts and updates 

 

 

 

 

• Neighborhood meeting(s) during 

design phase (minimum of 1) as 

needed 

• Request Design Review 

Commission approval for 

additions to public buildings 

(more than a 10% increase or 

>1,000sf, whichever is less) 

• BPAC to review plans for streets 

and intersections with significant 

bicycle or pedestrian serving  

facilities 

• Request project approval of the 

RCCS on park projects 

• City Council presentation during 

CIP budget approval process 

• City Council in separate public 

meetings to: 

o Approve plans prior to bid 

o Award construction 

contract 

o File Notice of Completion  

 

TIER 3 

 

 

 

SMALL PROJECTS 

Either project costs are between 

$45k and $175k or will directly 

impact less than 50 residents. 

Project impacts may entail 

construction noise or temporary 

parking changes. 

 

 

 

• No mailed notice for project planning, 

design, or project approval 

• Project identified on department 

webpage, projects listed by theme, i.e. 

streets, parks, storm drains, etc. 

 

 

• Provide information to Safe 

Routes to School Committee when 

applicable 

• Provide informational update to 

the RCCS on park projects  

• Provide informational update to 

the BPAC for minor work on 
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Examples include:  

 Enhanced crosswalks 

 ADA ramp installations 

 Small improvements or 

reconstruction of City 

facilities (less than 10% 

expansion or <1,000 sf, 

whichever is less) 

 

• Courtesy notice prior to construction to 

immediate neighborhood, typically 

within 300 feet of construction site 

• NextDoor notification to those directly 

impacted 

• Public Works Facebook page posts and 

updates 

 

bicycle or pedestrian serving  

facilities 

 

 

 

TIER 4 

 

MINOR PROJECTS 

Project costs under $45k or will not 

directly impact residents or 

businesses. Project impacts may 

entail minimal construction noise or 

short-term traffic impacts. 

 

Examples include:  

 Update park landscaping 

and/or irrigation 

 Minor playground upgrades 

 Fence work 

 

 

 

• No mailed notices 

• No individual project webpage, 

typically listed in group of projects by 

theme 

• Courtesy work area signage prior to 

and during construction  

• May be highlighted on social media 

 

 

 

• Provide informational update to 

the RCCS on park projects  

• Provide informational update to 

the BPAC for minor work on 

bicycle or pedestrian serving  

facilities 

• Provide informational update to 

the Streetscape Committee on 

median or landscaping projects  

 

 

EXEMPT 

 

DEFERRED MAINTENANCE 

Project costs typically under $10k or 

performed by City staff.  

 

Examples include:  

 Restriping parking lot 

 Replace drinking fountain 

 Restroom painting 

 

 

 

• No mailed notices 

• Work area construction barricades as 

needed 

• No social media coverage 

 

 

 

 

• No public outreach 
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ATTACHMENT 2 

 

Typical Capital Improvement Project Mailed Notice  
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