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affected applicants each have received at least four affirmative votes, the Mayor
would ask the city attorney to draw the name of the person to be appointed.

If vacancies still exist after the appointment process is conducted, staff shall
inform Council of alternative courses of action.

D Exception:
(a) Board of Building Code Appeals

1. In the event an appeal to be heard by the Board of Building
Code Appeals is filed and the board lacks a quorum, the
Director of Community Development shall select a
temporary board member(s) to hear such an appeal. Any
temporarily appointed board member(s) shall hear no more
than three appeals within 12 months and shall meet all
eligibility requirements as described in this policy.

Oath of Office '

Each board and commission member, before entering upon the discharge of the
duties of his/her office, shall sign the City’s Code of Ethics document and take,
subscribe to, and file with the city clerk the following oath or affirmation:

“I do solemnly swear (or affirm, as the case may be) that I will support the
Constitution of the United States and the Constitution of the State of California,
and that I will faithfully discharge the duties of the office of (here inserting the
name of office) according to the best of my ability.” (Source: City Charter
Section 910)

After taking the Oath of Office and signing the Code of Ethics in the Office of the
City Clerk, each board and commission member shall have the opportunity to
receive a ceremonial Oath of Office at a regularly scheduled Council meeting.

Required Training/Conferences and Disclosure Obligations

(D Mandatory training shall be provided to all board and commission
members by the City through the Office of the City Manager, including an
orientation session for new members. Training shall be delivered as
deemed necessary by the Council and/or city manager and may include
topics germane to a specific board or commission and/or training generic
to all boards and commissions (e.g. ethics training or “how to run a
meeting” for board and commission chairs).

(I)  Conferences are conducted periodically by outside groups to assist
members of boards and commissions in meeting their respective
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responsibilities more effectively. The City’s interests are often served by
participation in the educational and training programs offered at the
conferences. Each member of City boards and commissions may attend
related training and/or conferences, provided that the conference subject
matter pertains directly to the function of the board and commission and
that funds for this purpose have been budgeted.

Designated boards and commissions are subject to conflict of interest
provisions of the Political Reform Act and must file Statements of
Economic Interests. Statements must be filed within 30 days of taking
office and thereafter annually, as well as upon leaving office.

California Government Code Section 87200 (the Political Reform Act)
specifically applies to:

e Members of the Planning Commission

The City’s Conflict of Interest Code requires appointees of designated
boards and commissions to file Statements of Economic Interests. The
City’s Conflict of Interest Code designates members of the following
boards and commissions to file Statements of Economic Interests:

e Members of the Board of Building Code Appeals
e Members of the Heritage Preservation Commission
e Members of the Housing and Human Services Commission

G. Officers

@

Selection of Chair and Vice Chair

Unless otherwise dictated by City Charter, each board and commission
shall, within the month of July each year, or during the next regularly
scheduled meeting if a July meeting is not otherwise necessary, elect one
of its members as presiding officer, to serve commencing after the end of
the meeting, upon completion of mandatory chair training and ideally in
time to advise staff on the agenda for the next regularly-scheduled
meeting. The Board of Building Code Appeals must meet in July to select
a chair and vice chair if no meetings are scheduled in the future. The
selection of chair and vice chair shall be the last item on the agenda at the
scheduled meeting. All boards and commissions shall select their chair
and vice chair in accordance with practices and procedures outlined by the
Office of the City Clerk.
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Chair’s Role and Responsibilities

(a)
(b)

(c)
(d)

(e)

&)

(2
(h)

Attends training in how to be an effective chair prior to assuming the
role.

Presides at meetings of the board or commission, and follows Brown
Act requirements for conducting meetings.

Serves as a liaison to Council at City Council meetings.

Coordinates the scheduling of special meetings or cancellation of a
meeting with the staff liaison.

Coordinates the setting of the agenda with the staff liaison. Should the
chair and the staff liaison disagree regarding the agenda, the city
manager shall have final authority subject to appeal to the City
Council.

Board and commission chairs or a designated alternate must attend
Council meetings to present the board or commission’s position to
Council on any non-consent calendar item previously addressed by the
board or commission when only action minutes from the board or
commission meeting are available to Council. The chair or designated
alternate shall report back to their board or commission on Council's
discussion and ultimate decision.

Counsels and administers verbal reprimands and written warnings to
board and commission members who do not comply with City policy.
Meets with Council in a study session setting on a regular, quarterly or
otherwise schedule.

Vice Chair’s Role and Responsibilities

(a)

(b)
(c)

Attends training in how to be an effective vice chair prior to assuming
the role.

Serves as the presiding officer in the absence of the chair.

Joins board or commission chairs in meetings with Council in a study
session setting on a regular, quarterly or otherwise schedule.

Meetings, Attendance and Quorums (see also Council Policy 7.3.8 Posting of
Agendas and Procedure for Confirming Proper Posting and Notice of Meetings)

@

Meetings

Each board and commission shall hold regular meetings and special
meetings as it may require. All meetings shall be open to the public and
meet Brown Act requirements (with the exception of certain disciplinary
review proceedings of the Personnel Board).
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All board and commission meetings shall operate under Parliamentary
Procedure. Should this policy and Parliamentary Procedure conflict, this
policy shall take precedence.

Attendance

Each member of a City board or commission is expected to attend all
regularly scheduled meetings*, and as many special meetings as possible.
When a board or commission member knows in advance that he/she will
be absent from a meeting, the member shall give advance notice to the
chair and/or staff liaison.

The board/commission chair shall, in consultation with the staff liaison,
propose that each absence be “excused” or “unexcused”. Each board or
commission shall then determine by general consent (or, failing to achieve
general consent, by majority vote) their members’ absences from regularly
scheduled meetings as excused or unexcused** and shall include that
record in official meeting minutes. Absences from special meetings shall
be recorded but shall not be classified as “excused” or “unexcused”.

Unexcused absences from three consecutive regularly scheduled meetings,
or from more than 25% of all regularly scheduled meetings over any
twelve consecutive month period, shall result in that member’s seat being
declared vacant by the city clerk. Any declaration of vacancy based on
unexcused absence from more than 25% of all regularly scheduled
meetings over any consecutive 12-month period shall be appealable to the
City Council. (Declarations based on absence from three consecutive
regularly scheduled meetings are Charter-based and are not appealable.)

Board and commission members are responsible for monitoring their own
attendance records. Staff shall prepare for the City Council semi-annual
reports of all the City’s boards and commissions showing the attendance
of each member at both regular and special meetings during the past 12
months. The percent of regularly scheduled meetings attended shall only
be shown for board and commission members having been in office at
least six months.

Council shall take into consideration board and commission member
attendance records, including tardiness, when evaluating the overall
performance of board and commission members.

* Regularly scheduled meetings are defined as those in alignment with the
general description provided the public as to the times that board or
commission routinely meets. For example, if the Heritage Preservation
Commission is advertised as meeting the first Wednesday of every month,
meetings held on these dates only shall be considered “regular meetings”.
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Any other meetings shall be considered special meetings. Regularly
scheduled meeting dates and times for all boards and commissions shall
be posted on the City’s Web site and in the Boards and Commissions
Handbook.

** FExcused absences shall be limited to those which meet both of the
following requirements:

(a) The absent member must have informed the chair and/or the City
staff liaison to the board or commission, of their intended absence
prior to the scheduled meeting. (Failure to inform the chair or the
staff liaison prior to the meeting shall result in an unexcused
absence, unless extenuating circumstances prevent advance notice),
and

(b)  The absence is due to one of the following:

i A death in the family,

i1 Personal illness,

1il Board or commission-related business,

v Personal leave (limited to one per fiscal year for those

boards/commissions meeting monthly or less frequently
and to 10% of regularly scheduled meetings for those
meeting more frequently)

v Emergency, or
vi Decision by member’s supervisor in employment or
required military service,
vil Maternity leave.
Quorums

Boards and commissions have a quorum when a majority of their current
membership is present. “Current membership” is defined as the official
membership, less any seats that are formally vacant through resignation,
unfilled vacancy or removal.

Majority and Abstentions

Board and/or commission motions shall be approved by a majority of legal
votes cast. Members who fail to vote are presumed to have waived the
exercise of their right and to have consented to allow the will of the
organization to be expressed by those voting. The tabulation of a vote is
based on the number of members present and voting. Abstentions are not
counted, since a member who abstains voluntarily relinquishes his or her
vote, and is not counted in the results. (Source: The Standard Code of
Parliamentary Procedure, 4" Edition)
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(V)  Ad-hoc Committees

Ad-hoc committees may be established as required to facilitate the study

of Council-directed or staff-requested initiatives. These
committees will be project-specific and will function only for the duration
of the project.

Duties

Aside from obligations related to attendance and training noted elsewhere in this
policy, the general duties for all board and commission members are:

) General Duties
(a) Work Plans

- Each board and commission shall create an Annual Work Plan
which is a 12-month calendar of the policy issues the
board/commission will be acting on during the year.

(b)  Study Issues Process

The Study Issues process is designed to assist City Council with
setting priorities for the coming calendar year. Board and
commission members have two roles in this process:

e To advise Council regarding the identification of policy
issues to study '

e To advise Council on those issues Council has decided to
study

Within one month of origin, new study issue papers sponsored by
Council or a board or commission will be presented to respective
boards or commissions, or at the next regular meeting of the
respective board or commission.

(© Budget

Board and commission members have two roles in the budget
process:

e To advise Council regarding the identification of budget
issues

e Provide Council a recommendation regarding the city
manager’s recommended budget for content under the
purview of their board or commission.
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