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CITY TREES AND TREE PROTECTION ORDINANCE
ADMINISTRATIVE GUIDELINES
- PURSUANT TO P.M.C. 8.52

1) Decision-Making Responsibilities

2)

a)

b)

d)

Planning & Development Director (or Designee)

i) Private Tree Removal Request without a Discretionary Action
11) Private Landmark Tree Pruning Request

iii) Tree Protection Plan Review for Private Trees

iv) City Trees and Tree Protection Ordinance Violations

v) Removal of Exempt Trees

Public Works Director (or Designee)

1) Public Tree Removal Request

11) Public Tree Pruning Request

iii) Tree Protection Plan Review for Public Trees

iv) City Trees and Tree Protection Ordinance Violations

Discretionary Decision-Maker

i) Private Tree Removal Request with a Discretionary Action

City Council

1) Landmark Tree Designation

City Manager, any police officer or fire fighter

1) Determination that a tree is hazardous and authorization for immediate removal or
injury for the protection of life or property, pursuant to M.C. §8.52.080.C.

i1) Delegation of Authority — The City Manger delegates to the Public Works Director
(or Designee) the authority to make this determination.

Tree Removal Application Procedures

a)

Private Tree Removal Request without a Discretionary Action:

1) The applicant submits an Application for a Public or Private Tree Removal Request
and a Supplemental Application for a Private Tree Removal Request to the Plannming
& Development Department, Permit Center.
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b)

i1) The Planning Director assigns a Case Manager as expeditiously as possible after
receipt of the application.

iii) The Case Manager reviews the private tree removal criteria, and verifies that the tree
is on the specimen/native tree list; meets the minimum size requirement; and is in a
protected area of the site prior to further action. If the tree does not meet any of these
criteria, the applicant will be notified immediately that a tree removal request is not
necessary.

iv) For protected trees, the Case Manager may request the City’s consultant arborist
complete a Tree Evaluation Form if the removal request involves the questionable
health or condition of the tree, or to verify the tree species and size.

v) One or more consultant arborists shall be retained on an annual basis. If evaluation
by a consultant arborist is required, the Case Manager prepares a letter/memorandum
(including via email) to the consultant specifying the scope of work (i.e. verify tree
health) and work product expected (i.e. provide completed Tree Evaluation Form).
The Case Manager receives an estimate from the consultant of the hours to
accomplish the work, and expected timeframe for the work to be completed. The
Case Manager authorizes the consultant to proceed with the evaluation.

vi) The Case Manager prepares a decision letter based on removal criteria that may
include the consultant arborist’s recommendation. This letter is forwarded to the
Planning & Development Director for approval and signature. '

vii) The Case Manager notifies the applicant of the decision once the letter is signed, and
mails the original to the applicant. In addition, the Case Manager forwards a copy of
the signed letter to the Parks and Natural Resources Administrator (if the project also
involves public trees), City Council, Planning Commission, and any other bodies with
Call for Review authority.

viii)  For the removal of a Landmark Tree, procedures specified for removal of
landmarks in Chapter 17.62 must be followed.

Public Tree Removal Request:

i) The applicant submits an Application for a Public or Private Tree Removal Request
and Supplemental Application for a Public Tree Removal Request to the Public
Works Department.

ii) The Staff Arborist completes a Tree Evaluation Form and reviews the request for
compliance with the Public Tree Removal Criteria.

iii) The Staff Arborist prepares a decision letter and submits the recommendation, based
on the findings for tree removal, to the Public Works Director for approval and
signature.
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iv) For the removal of one or two public trees, the Staff Arborist notifies the applicant

and abutting property owners.

v) For the removal of three or more public trees, the Staff Arborist notifies the applicant,

abutting property owners, the City Council, applicable neighborhood associations,
and the Design Commission.

vi) The Staff Arborist forwards the approved decision letter to the Planning &

Development Case Manager if the tree removal is part of a discretionary action.

b) Private Tree Removal Request with a Discretidnary Action:

)

ii)

vi)

Applicant submits an Application for a Public or Private Tree Removal Request and
Supplemental Application for a Private Tree Removal Request along with a Master
Application and other applications as may apply to the Planning & Development
Department, Permit Center.

The Planning & Development Director assigns a Case Manager as expeditiously as
possible after receipt of the application.

The Case Manager reviews the private tree removal criteria, and verifies that the tree
is on the specimen tree list; meets the minimum size requirement; and is in a
protected area of the site prior to further action. If the tree does not meet any of these
criteria, the applicant is notified immediately that a tree removal request is not
necessary.

For protected trees, the Case Manager may request the City’s consultant arborist |
complete a Tree Evaluation Form if the removal request involves the questionable
health or condition of the tree, or to verify the tree species and size.

If evaluation by a consultant arborist is required, the Case Manager prepares a
letter/memorandum (including via email) to the consultant specifying the scope of
work (i.e. verify tree health) and work product expected (i.e. provide completed 7ree
Evaluation Form). The Case Manager receives an estimate from the consultant of the
hours to accomplish the work, and expected timeframe for the work to be completed.
The Case Manager authorizes the consultant to proceed with the evaluation.

The Case Manager prepares a staff report and presents a recommendation to the
Decision-Maker based on the findings for removal of a protected tree.

vii) The Case Manager forwards a copy of the decision letter to the Parks and Natural

Resources Administrator (if the project also involves public trees) and any bodies
with Call for Review authority.



City Trees and Tree Protection Ordinance Admmlsu ative Guidelines
Revised August 10, 2004
Page 4 of 7

vii) For the removal of a Landmark Tree, procedures specified for removal of landmarks
in Chapter 17.62 is followed.

3) Tree Pruning Request

a) Private Landmark Tree Pruning Request:

i) The applicant submits an dpplication for Landmark Tree Pruning to the Planning &
Development Department, Permit Center.

ii) The applicant certifies by signature on the application that the pruning activity will be
conducted according to the International Society of Arboriculture standards and under
the direction of a certified arborist.

iii) A Planner at the Permit Center Counter reviews and approves the application.

b) Public Tree Pruning Request:

i) The applicant submits a Public Tree Pruning Request to the Public Works
Department.

ii) The Staff Arborist considers the request based on the provisions of Chapter 8.52,
other ongoing public tree work and availability of resources.

iii) The Staff Arborist notifies the applicant in writing of the decision and includes the
reasons for the decision in the letter.

4) Tree Protection Plan Review

a) For Protected Trees on Private Property:

1) The applicant submits a Tree Protection Plan in compliance with the Tree Protection
Guidelines and the Submittal Requirements for a Tree Protection Plan.

ii) The Case Manager reviews the plans for compliance with the guidelines and plan
requirements. For Tree Protection Plans submitted without a discretionary action, if
the plan is inadequate, or is deficient for any reason, the Case Manager denies
approval of the plan and requests the applicant to correct the plans prior to
resubmittal. For Tree Protection Plans submitted with a discretionary action, if the
plan is inadequate, or is deficient for any reason, the Case Manager deems the
application incomplete.

iii) Once the Case Manager has determined that the plans meet the basic requirements for
review, the Case Manager may retain the City’s consultant arborist to review the
plans for compliance with the guidelines. The Case Manager prepares a
letter/memorandum (including via email) to the consultant specifying the scope of
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work (i.e. verify tree health) and work product expected (i.e. provide plan
corrections). The Case Manager receives an estimate from the consultant of the hours
to accomplish the work, and expected timeframe for the work to be completed. The
Case Manager authorizes the consultant to proceed with the evaluation.

iv) The Case Manager conditions all approved Tree Protection Plans with the
requirement that the project arborist (the applicant's consultant) prepare a letter
stating the status of the trees' health, and how compliance with the Tree Protection
Plan was achieved for the review and acceptance by the Planning & Development
Director. No Certificate of Compliance or Completion can be issued until the letter

‘has been submitted and approved.

v) The Case Manager may set-up a final inspection request for plan compliance in
Tidemark and check-off the final inspection box requirement on the building
plancheck signature routing sticker(s) on all plans.

b) For Public Trees:

i) The applicant submits a Tree Protection Plan in compliance with the Tree Protection
Guidelines and the Submittal Requirements for a Tree Protection Plans to the Public
Works Department for review.

ii) The Staff Arborist reviews the plans and may monitor the project as necessary.

5) City Trees and Tree Protection Ordinance Violations

a) Complaints - Minor Violations (i.e. pruning, garage sale sign tacked to public tree):

i) Either Planning and Development Complaint Tracking receives the complaint, Public
Works receives complaint, or staff witnesses violation in the field.

ii) When a complaint is received by Planning and Development, the Code Enforcement
Officer requests that the Public Work’s Staff Arborist meet at the site of the

complaint.

iii) When a complaint is received by Public Works, the Staff Arborist requests that the
Code Enforcement Officer meet at the site of the complaint.

iv) The Staff Arborist verifies the severity of the violation. If the Staff Arborist
determines it is a minor violation, the Code Enforcement Officer issues a citation to
those individuals responsible for the violation.

v) Both the Staff Arborist and the Code Enforcement Officer remain at the site until the
citation process is completed and the work has stopped and/or the violators have left
the site.
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b)

c)

vi) The Code Enforcement Officer records the violation through the Complaint Tracking
process.

vii) The Staff Arborist completes a work order form to record his field investigation.

Complaints - Major violations (i.e. cutting down a protected tree, pruning a landmark

tree):
i) Either Planning and Development Complaint Tracking receives the complaint, Public
Works receives the complaint, or staff witnesses a violation in the field.

i) When a complaint is received by Planning and Development, the Code Enforcement
officer requests that the Public Work’s arborist meet at the site of the complaint.

iii) When a complaint is received by Public Works, the Staff Arborist requests that the
Code Enforcement Officer meet at the site of the complaint.

iv) The Staff Arborist verifies the severity of the violation. If the Staff Arborist
determines it is a major violation (egregious or intentionally malicious act), the Code
Enforcement Officer or Staff Arborist immediately calls the Police Department to
investigate the tree vandalism. All work on the trees must stop.

v) Both the Staff Arborist and the Code Enforcement Officer remain at the site and
provide testimony to the Police Officer until the field investigation is complete.

vi) Major violations will be prosecuted as a misdemeanor and therefore Code
Enforcment will not issue a field citation.

vii) The Police Officer investigates the violation, and gathers other pertinent information.

viii)  The Staff Arborist identifies the tree species, size, and other characteristics;
photographs the site and tree; and collects physical evidence (i.e. leaves, bark, wood
samples, etc.) needed for prosecution. In addition, the value of the tree will be
computed by the arborist on a standardized form.

ix) The Staff Arborist notifies the City Prosecutor of the violation and forwards the
evidentiary items.

x) Code Enforcement records the violation through the Complaint Tracking process.

Tree Protection Plan Violations:
i) Violations of an approved Tree Protection Plan will be prosecuted as a misdemeanor

and follow the steps for a major violation listed above.

6) Landmark Tree Designation (Public & Private Trees)
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i) The applicant submits an Application for a Landmark Tree Designation to the
Planning & Development Department, Permit Center.

ii) The Planning & Development Director will assign a Case Manager as expeditiously
as possible after receipt of the application.

iii) The Case Manager reviews the application for compliance with the landmark tree
criteria and may request the City’s consultant arborist complete a Tree Evaluation
Form if the nomination is based on the size of the tree, or because it is one of oldest
species of its kind in Pasadena.

viii)  If the consultant arborist is retained, the Case Manager prepares a
letter/memorandum (including via email) to the consultant specifying the scope of
work (i.e. verify tree is largest of its kind) and work product expected (i.e. provide
completed Tree Evaluation Form). The Case Manager receives an estimate from the
consultant of the hours to accomplish the work, and expected timeframe for the work
to be completed. The Case Manager authorizes the consultant to proceed with the

. evaluation.

iv) The Case Manager prepares a staff report and presents a recommendation to the-
Historic Preservation Commission. -

v) The Historic Preservation Commission recommendation is forwarded and presented
to the City Council for approval.

vi) Upon City Council approval, the City Clerk is directed to record a covenant with the
Los Angeles County Recorder’s Office.



