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COLORADO PARKS AND WILDLIFE COMMISSION POLICY 
 

TITLE: OPERATIONS, COMMUNICATIONS, AND PROCEDURES 
Effective Date:  January 10, 2019 

 
I. PURPOSE 

 
The policy is intended to establish guidelines to facilitate effective Commission 
operations and communications and to summarize the primary role and authority of 
the Commission. 

 

II. AUTHORITY 
 
Colorado Revised Statutes 

A. 33-09-101 Commission - creation - composition - terms - vacancies - 
removal - meetings - strategic plan - legislative declaration 

B. 33-09-102 Powers and duties of commission – rules 
C. 33-10-106 Duties of the commission - rules 
D. 33-10-107 Powers of commission - rules – definitions 
E. 24-4-103 Rule-making - procedure - definitions - repeal 
F. 24-6-402 Meetings - open to public – definitions 

 
III. POLICY STATEMENT 

 

A. ROLE AND AUTHORITY OF THE COMMISSION 
 
Colorado statutes require the Division of Parks and Wildlife (Division) to 
operate under the jurisdiction of a Commission appointed by the Governor 
and confirmed by the Senate. 
The Commission is comprised of 11 voting members and 2 ex officio members 
(C.R.S. 33-9- 101). The commission is “vested with all the powers, 
responsibilities, obligations, functions, and duties that previously were under 
the jurisdiction of the former wildlife commission or the former board of 
parks and outdoor recreation as of June 30, 2011” and in addition to any 
other specific grant of rule-making authority, “the commission may adopt or 
revise any rules, in accordance with article 4 of title 24, C.R.S., that the 
commission deems necessary or convenient to effect the purposes of, and 
fulfill its duties under, this title” (C.R.S. 33-9-102). 

 

As necessary, the Commission establishes broad policy statements that 
provide direction to the Division for purposes of managing state parks, 
outdoor recreation programs and the wildlife resources of Colorado. 

 

B. ROLE OF THE DIRECTOR 
 
The “office” and duties of the Director of the Division were created in 
C.R.S. 33-9-103. The Director is the head of the Division and has general 
supervisory control of and authority over all activities, functions and 
employees of the Division. In addition, “[t] he director shall exercise all the 
powers and perform all the functions of the commission in the interim 
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between its meetings, subject to the ratification of the commission. The 
director shall act as recording secretary for the commission and is the 
custodian of all minutes and other records of the commission. The director 
shall perform such duties as prescribed by the commission, by the 
executive director, or by law; except that the director has no authority to 
promulgate rules.” (C.R.S. 33-9-103(3)). 

 

C. ELECTION OF OFFICERS 

 
i. The Commission will hold an election annually to select officers. The 

new officers take over immediately upon election. Terms will last 
one year. 

ii. Commissioners will elect from among themselves a Chair, Vice-
Chair and Secretary. The Director (or designee) is responsible 
for an accurate record of Commission business. 

 

D. COMMISSION MEETINGS 

 
i. Time, Location and Number of Meetings - The commission will meet 

as often as necessary and will conduct at least two meetings per 
calendar year at locations west of the continental divide (C.R.S. 33-
9-101(10)(b)). The dates and locations of regularly scheduled 
meetings will be determined by the Commission and an annual 
schedule of these meetings will be made public. Special meetings 
may be called by the Chair and the Chair will provide sufficient 
notice of these meetings to each Commission member and the 
public. 

ii. Attendance and Quorum – Commissioners are expected to attend at 
least eighty percent (80%) of Commission meetings. When a 
Commissioner is not able to attend a meeting, they will notify the 
Director and Chair as soon as possible to ensure a quorum will be 
achieved. A majority of the Commission will constitute a quorum. No 
vote of the Commission will take place without a quorum present or 
on a call. 

iii. Role of the Commission Chair – To provide leadership to the full 
Commission and to provide policy direction and guidance to the 
Director and leadership staff as necessary, both during Commission 
meetings and between meetings. The Chair is the primary liaison 
between the Commission and the Director. 

iv. Agenda Items and/or Activities – The Chair is responsible for 
providing direction to staff on and approving final meeting agendas. 
Any Commissioner may request that an item be placed on the agenda. 
Such requests will be directed to the Commission’s assistant. The 
Commission’s assistant will subsequently confer with the Director and 
the Chair. If approved by the Chair, Division staff will work with the 
Chair and the Commissioner requesting the item to ensure that staff is 
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appropriately prepared for that item. If the Chair does not support a 
request to add an agenda item or items, the requesting Commissioner 
may bring the matter up to the entire Commission for a decision at its 
next meeting. 

v. Consent Agenda – The consent agenda is used to efficiently act on 
recommendations that are deemed noncontroversial, routine or 
perfunctory. If a Commissioner requests further consideration of an 
item on the consent agenda, that item can be withdrawn from the 
consent agenda and discussed and/or acted upon separately as 
determined by the Commission. Public requests for individual 
discussion of or action on consent agenda items must be endorsed by 
a Commissioner. In order to ensure that staff is sufficiently prepared 
for the removal of a consent agenda item for additional discussion, 
the request should be made as much in advance of the meeting as 
possible. Changes to the published consent agenda should be noted at 
the beginning of the Commission meeting during the appropriate 
agenda item (“Corrections to the Agenda; Corrections/Removal of 
Consent Agenda Topics”). 

vi. Draft Agendas – The Chair is the primary Commission contact for 
Division staff involved in developing the meeting agenda. The Division 
provides iterative drafts of upcoming meeting agendas to the Chair 
for feedback and ultimate approval. Final agenda approval usually 
occurs slightly more than two weeks prior to the scheduled meeting. 

vii. Commission Action Items – During Commission meetings when 
direction is provided to the Division by the Commission relative to 
an agenda item, Division staff responsible for that agenda item will 
capture that information to ensure the Division follows up on the 
Commission’s feedback or direction. It is especially valuable to staff 
for the Chair to confirm that requests or suggestions from individual 
Commissioners are supported by a majority of Commissioners at the 
meeting. 

viii. Mailing - The agenda and related materials (to the extent they are 
available) will be publicly posted to the Commission’s web page 
approximately 1 business day after the information has been sent 
electronically to the Commission. This slight delay is intended to 
allow the Commission at least one business day (or in many cases a 
weekend) to review the agenda and material prior to receiving any 
public input or inquiries regarding the meeting. Any revisions to the 
agenda will be emailed to the Commission and posted on the 
website as soon as possible. 

ix. Calling Additional In-person or Telephonic Meetings – Any 
Commissioner may request an unscheduled Commission meeting (in-
person or conference call) in situations where an item needs full 
Commission consideration and/or vote prior to the next regularly-
scheduled meeting. However, only the Chair has the authority to call 
a meeting unilaterally, so Commissioner(s) are required to contact 
the Commission’s assistant to request that the Chair call the meeting. 
In the case that the Chair is unwilling or unable to call such a 
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meeting, the matter may be submitted to the entire Commission for a 
decision at its next meeting. In this instance, Division staff will 
ensure proper public notice. 

x. Outreach Surrounding Commission Meetings – Commission meetings 
are open to the public and must follow Colorado’s Open Meetings 
statutes. The Division will undertake appropriate pre- and post-
meeting outreach to the public and media sources following 
Commission meetings. This outreach may include meeting highlights 
and Commission actions taken, including positions and Division 
direction voted on by the Commission. 

xi. Executive Session – The Commission may conduct business in 
executive session, which will be closed to the public, under the 
following conditions:  

1. The executive session is held during a regular or special 
meeting of the Commission. 

2. After consultation with its Attorney General’s representative, 
the Commission announces to the public present at the 
meeting the topic of discussion and the specific provision of 
24-6-402, C.R.S., authorizing the executive session. 

3. Two-thirds of the Commission (8 out of 11 board members) 
votes in the affirmative to conduct business in executive 
session. 

a. Discussions that occur in an executive session shall be 
recorded as specified in The Colorado Open Meetings 
Law, (24-6-402, C.R.S). 

b. No adoption of any proposed policy, position, 
resolution, rule, regulation, or formal action will occur 
at any session that is not open to the public. 

 

E. COMMISSION COMMITTEE ASSIGNMENTS 

 
i. The Commission may approve the establishment of ad hoc liaison 

positions or committees in consultation with the Director provided 
that the responsibilities of the ad hoc position or committee do not 
overlap with those of any existing body. 

ii. Commission Chair and Commissioner Committee Assignments – The 
Chair will recommend to the Commission for its approval 
appointments to the committee and liaison positions. 

iii. Role of Commissioners as Committee Chairs – Standing or ad hoc 
Committee Chairs are responsible for oversight of the activities of 
the assigned committees and are expected to provide Committee 
actions/information back to the full Commission for consideration 
and discussion by the full Commission. 
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F. MINUTES 

 
i. Minutes of any meeting of the Commission or its committees will be 

taken and recorded. Such records will be open to public inspection 
following approval by the Commission. 

ii. Recorded information will include 1) the time and location of the 
meeting, 2) names of Commissioners present, and 3) actions 
taken by the Commission. Relevant information distributed at the 
Commission meeting or included in the Commission mailing will 
be made part of the public record. 

 

G. PUBLIC COMMENT 
 

i. The Commission actively promotes and encourages public comment, 
and will provide reasonable opportunity for public participation and 
input for the purposes of carrying out its duties and decision-making 
processes. The Chair will have the responsibility for establishing 
policy and procedure for accepting public input as well as 
determining meeting locations, times, and agendas. 

ii. Every agenda for a Commission meeting will provide the public an 
opportunity to address the Commission at each meeting during the 
posted public comment agenda item. A request to make comments 
should be made on a form provided for such purpose at the 
Commission meeting and will contain the name of the presenter and 
the topic to be addressed. Comments are generally limited to 3 
minutes unless the Chair grants additional time. 

iii. Members of the public wishing to provide a presentation to the 
Commission that exceeds 3 minutes in length or requires the use or 
provision of specialized equipment (slide show, PowerPoint, video, 
etc.) must submit a written request to the Chair of the Commission at 
least thirty days in advance of the Commission meeting. The request 
must include the subject matter of the presentation, the amount of 
time requested, the individual(s) presenting, and the equipment 
needed for the presentation. The granting of such requests is at the 
discretion of the Chair. 

In all cases, the Commission encourages and appreciates the provision of 
written materials on the subject matter of the comment or presentation prior 
to the meeting in question. 

 
H. GENERAL COMMUNICATIONS 

 
i. It is important that Commission members receive pertinent 

information in a consistent and uniform manner, that 
communication is efficient and timely, and that communication 
with Division leadership and other parties is accurate, consistent, 
and reflects the views and positions of the Commission as a whole. 

ii. The Commission should speak to all constituency groups with a 
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single voice to successfully carry out its communications function 
for the benefit of the Division and the public it serves. 

iii. Individual Commission members who speak for themselves will 
clearly establish that they are not speaking for the Commission as 
a whole. 

 
I. COMMUNICATION with the DIVISION 

 
i. Commission members will generally direct concerns or questions 

regarding any aspect of the Division's operations to the Director 
as a first point of contact. 

ii. Commission members will only make reasonable requests for 
information that are necessary for the purposes of fulfilling their 
duties as Commission members and will not request or use Division 
information for their own personal or business use. 

iii. In the spirit of open communication, individual Commission members 
will share any information pertinent to the Division with the Director 
in a timely manner. The Director will similarly share with the 
Commission any information pertinent to the Commission in a timely 
manner. 

iv. Information requested by an individual Commission member will 
typically be made available to all Commission members. 

 
J. COMMUNICATION with EXTERNAL PARTIES 

 
i. Communications by Commission members, when acting as 

Commission members, will be consistent with the statutory 
mandate of the Division, and represent the Division's interests. 

ii. Commission members will be respectful of the Commission, its 
policies, and its decisions in all external communications, even if 
they disagree with them. 

iii. Commission members will not communicate as a spokesperson on 
behalf of the Commission unless authorized to do so. When 
making public statements, the Commission member will make it 
clear whether they are communicating as a spokesperson on 
behalf of the Commission or communicating as an individual. 

iv. In situations that call for a spokesperson to communicate on 
behalf of the Commission, the Commission Chair will act as 
spokesperson or designate an alternate if necessary. 

v. Written press releases from the Division will be the responsibility of 
the Director and will clearly and accurately express the operations of 
the Division and the policies of the Commission. The Director will 
ensure copies of all press releases are made available to the 
Commission in a timely manner. 


