
City of Coos Bay 
Public Comment Policy 
Adopted: June 2, 2026 

Purpose 
The City of Coos Bay encourages public participation in City Council meetings. This Public 
Comment Policy establishes uniform procedures for receiving public comment in a manner that 
promotes transparency, accessibility, fairness, and orderly conduct of meetings.  Public 
comment procedures will be applied in a content-neutral and viewpoint-neutral manner. 
 
Scope 
This policy applies to public comment periods conducted during regular City Council meetings. It 
does not govern public hearings or other testimony processes that are regulated by Oregon law, 
the Coos Bay Municipal Code, or separate City procedures. 
 
Intent of Public Comment 
The public comment period is intended for members of the public to share ideas, information, 
and concerns with the City Council. It is not intended to be an interactive discussion or debate 
with Council or staff. 
 
Councilors and staff will generally not respond during the public comment period. The Presiding 
Officer may permit brief clarifying questions or factual corrections when appropriate. Substantive 
discussion or action, if appropriate, will occur at a later meeting. 
 
Public comment is limited to designated public comment periods, except during public hearings 
or when otherwise allowed under the Council Rules. 
 
Registration and Roster Requirement 
All persons wishing to address the Council during the designated public comment period must 
sign the official roster provided by the City Recorder prior to the meeting. 
 
Speakers must print: 

• Name 
• Address or city of residence 
• Subject of public concern 

 
The roster is used to organize the order of speakers and support accurate meeting records. 
 
Time Limits and Duration 

• Each speaker is limited to three (3) minutes. 
• The Presiding Officer may reduce the time per speaker when necessary due to the 

number of speakers or meeting time constraints. 
• Any reduced time limit will be applied uniformly to all speakers. 
• The Presiding Officer may limit the total duration of the public comment period to ensure 

orderly and efficient conduct of the meeting. 
 
Groups with Shared Viewpoints 
When three or more persons share a common viewpoint on a topic, the group is encouraged to 
select a spokesperson to present the group’s remarks. The Presiding Officer may allow 
additional speakers if time permits. 
Groups may also submit joint written materials for the record. 



 
Conduct and Decorum 
Public comment must comply with the decorum requirements contained in the Council Rules. 
 
During any designated comment period: 

• Remarks must be addressed to the Council as a whole through the Presiding Officer 
• Speakers must be recognized before speaking 
• Public comment is not an interactive discussion with Council 
• Personal attacks are prohibited 
• Speakers shall not impugn the motives of any Councilor, staff member, or other speaker 
• Personal, impertinent, slanderous, or unauthorized remarks are prohibited 
• Disruptive or boisterous behavior is prohibited 

 
The Presiding Officer is responsible for maintaining order and decorum. A person who violates 
these standards may be warned or directed to conclude their remarks. Continued disruption 
may result in removal from the meeting as provided in the Council Rules. 
 
In-Person Public Comment 
Individuals may provide comment in person during the designated public comment period after 
signing the roster. 
In-person comments are preserved through the official meeting video record, which serves as 
the official record of oral public comment. 
Speakers may submit supplementary written materials at the time they speak. Such materials 
become part of the written public comment record. 
 
Written Public Comment 
Written comments are accepted to allow participation by individuals who cannot attend in 
person or who wish to provide more detailed input. 
Submission Deadline 
Written comments must be received by 12:00 PM on the day of the meeting. 
Late submissions will be held for the next regular Council meeting. 
 
Submission Methods: 
 
Electronic Submission 

• Submitted through the City’s public comment form on the website 
• Automatically distributed to Council by email 

Hard Copy Submission 
• Delivered or mailed to the City Recorder 
• Must clearly identify: 

o Meeting date 
o Subject or agenda item (if applicable) 
o Commenter name and city of residence 

 
In-Person Written Submission at Meeting 

• May be submitted during the public comment period 
• Submitter must state their name and city of residence into the microphone 
• Distributed to Council during the meeting 

 
 
 



Written Public Comment — Record and Retention 
Written public comments submitted for a City Council meeting become part of the official 
electronic meeting record.  Oral public comments are preserved through the official meeting 
video record. Written public comments are preserved as part of the electronic meeting file 
maintained by the City Recorder. 
Written comments: 

• Are distributed to Council in accordance with this policy 
• Are retained in the City’s records management system 
• Are subject to Oregon public records law 
• Are available for public inspection upon request 

Written comments are not included in the published agenda packet and are not attached to the 
meeting minutes. 
 
Virtual Public Comment 
The City may allow virtual public comment when remote participation technology is available. 
Registration Deadline 
Virtual speakers must register with the City Recorder by 12:00 PM on the day of the meeting. 
Requirements 

• Must wait to be recognized before speaking 
• Same time limits apply as in-person speakers 
• Display name or phone number must match registration 
• Comments are preserved through the official meeting video record 

 
Anonymous Comments 
Anonymous or unsigned comment will not be accepted as public comment. Commenters must 
provide identifying information required by the roster or submission form, or virtual speaker 
registration process. 
 
Accessibility and Accommodations 
Individuals needing assistance or alternative methods to submit comment should contact the 
City Recorder in advance of the meeting. 
Language interpretation or other reasonable accommodations will be arranged when requested 
in advance and when feasible. 
 
Public Comment Announcement 
At the beginning of each public comment period, the Presiding Officer or designee will 
announce the public comment procedures, including the purpose of the public comment 
period and expectations for decorum and appropriate conduct. 
 
Legal Authority 
This policy is governed by: 

• Oregon Public Meetings Law 
• Oregon Public Records Law 
• City Council Rules 
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