ADVISORY BOARD & COMMITTEE
PARTICIPATION HANDBOOK

City of Gainesville’s Guide to
Informed Neighbor Participation




City Commissioners

Harvey L. Ward, Jr., Mayor Administration

Desmon Duncan-Walker, District 1 Kristen J. Bryant, City Clerk
Ed Book, District 2

Casey Willits, District 3

Bryan Eastman, District 4

James Ingle, At-Large A

Cynthia Moore Chestnut, At Large B

Dear Neighbor,

This handbook contains the information you will need to better understand your responsibilities
as an advisory board and/or committee member. It also includes some of the rules that govern
all board and committee members, such as parliamentary procedures and Florida’s

Government-in-the-Sunshine Law.

The City of Gainesville has an exciting future, and we want you to be a part of it. Your valuable
knowledge and expertise are essential as we prepare for the many challenges ahead.

Again, thank you for serving as an advisory board and/or committee member. We look forward
to working with you.

Sincerely,

Harnvey L. Ward, .

Harvey L. Ward, Jr., Mayor
City of Gainesville

P.O. Box 490 m Gainesville, Florida 32627 m Tel. (352) 334-5016 m Fax (352) 334-2036
Commission E-Mail: citycomm@gainesvillefl.gov m Home Page: www.gainesvillefl.gov
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City Commission Contact List

Mayor Harvey L. Ward, Jr.
mayor@gainesvillefl.gov

Commissioner Desmon Duncan-Walker, District 1
walkerdn@gainesvillefl.gov

Commissioner Ed Book, District 2
bookea@gainesvillefl.gov

Commissioner Casey Willits, District 3
willitscw@gainesvillefl.gov

Commissioner Bryan Eastman, District 4
eastmanbm@gainesvillefl.gov

Commissioner James Ingle, At-Large A
inglejw@gainesvillefl.gov

Commissioner Cynthia Moore Chestnut, At-Large B
chestnutcm@gainesvillefl.gov

Email the Commission as a whole: citycomm@gainesvillefl.gov
Telephone: (352) 334-5016
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A quasi-judicial board means any board created by the city commission whose powers, jurisdiction,
and authority include the final determination, or adjudication of any personal or property rights,
duties, or obligations.

An advisory board means any board created by the city commission whose powers, jurisdiction, and
authority are solely advisory and do not include the final determination or adjudication of any personal
or property rights, duties, or obligations.

Advisory Board and Committee members should have:

The expertise necessary to accomplish the board’s objectives.
A reputation for integrity and community service.

An interest or experience in the board's area of service.
Sufficient time available to prepare for and attend meetings.

Members of the boards listed below must file financial disclosure forms. A Form 1, Statement of
Financial Interest, must be filed with the Alachua County Supervisor of Elections within 30 days of
appointment.

Members exiting one of these boards must file a financial disclosure statement within 60 days of
leaving. More information and the required forms can be found at: www.ethics.state.fl.us.

Boards which require financial disclosure include:

Board of Trustees of the Consolidated Police Officers’ and Firefighters’ Retirement Plan
City Plan Board

Code Enforcement Special Magistrate

Development Review Board

Gainesville Housing Authority

Page 4 of 9




Electing Officers

Advisory Board members elect a Chair, Vice-Chair, and any other officers required by their founding
legislation or bylaws yearly. Members should not accept a nomination if there is less than a year left in
their term. Reappointment is not a guarantee.

Correspondence & Communication

Any use of City government logos or letterhead must be coordinated with the staff liaison to prevent
misrepresentation of board or City policies. Formal correspondence which states the board's position
on an issue should always be coordinated with your staff liaison and approved by the respective
Charter Officer.

Staff liaisons:

e Enter record requests into the JustFOIA system. All documentation from meetings must be
retained, including notes and all documents presented to the staff liaison during the meeting.

e Create the meeting agenda, with help from the board chair utilizing the agenda management
system provided by the City Clerk’s Office

e Supply background information on agenda items one (1) week in advance of the meeting.

e Attend board or committee meetings in a non-voting capacity.

e Record attendance of members in the agenda management system, notify members whose
attendance record puts them in jeopardy of removal, and notify the City Clerk’s Office of any
members removed for attendance.

e Take and distribute meeting minutes, including retaining meeting documentation.

e When requested, staff may make recommendations on agenda items. The board makes the
final decision.

e Inform board or committee members of City Commission actions concerning recommendations
and appeals.

e Review applications for vacancies for minimum qualifications.

e Provide technical and administrative assistance to the board or committee.

e Provide initial orientation and continuing education for board or committee members.
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Board and Committee members and staff share these responsibilities:

e Be on time for meetings.

e Know and practice parliamentary procedure, as utilized by the board or committee.

e Be familiar with the issues. Review backup information, the agenda and prior minutes before
the meeting.

e Be courteous to each other and to members of the public.

e Be open and responsive to questions and concerns.

Frequently Asked Questions

Q. How often does my board meet?
A. The number of times a board meets depends on its area of service, goals and mission. Please check
with your staff liaison regarding meeting times, dates and locations.

Q. What is the attendance policy?

A. Advisory Boards and Committees — 2 excused absences; may be removed for failure to attend 3 of
preceding 6 meetings; Quasi-judicial and Administrative Boards — 1 excused absence; may be removed
for failure to attend 2 of preceding 6 meetings (City Code of Ordinances, Art. V, Div. |, Sec. 2-247).

Q. How long will | serve?

A. Members of the SHIP — Affordable Housing Advisory Committee members may serve up to three (3)
consecutive terms. Unless otherwise outline in a board or committee’s ordinance or by-laws, all other
board or committee members have no limit on the consecutive terms they may serve.

Q. What if | can't finish my term?
A. Submit a letter of resignation to your City staff liaison and Board Chair. Resignations are effective
upon acceptance of the City Commission.

Q. May | serve another term?

A. Yes. You will need to reapply at the end of your term, unless you are appointed to complete a
partial term of six months or less. In this case, the appointed will complete that partial term plus a full
—term to be served consecutively.

Q. May | serve on more than one board at the same time?
A. Yes, you may serve on two advisory board or committees or one quasi-judicial and one advisory
board or committee.

Q. Who do | call if | have a question about advisory board or committee procedures or need more
information on some aspect of City operations?

A. A staff liaison or designee will be in attendance at all meetings and are available by phone or email.
Contact information is available on Advisory Board and Committee List.
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Florida Sunshine Law & Public Records

Florida’s Sunshine Law was enacted in 1967. It establishes a basic right of access to most meetings of
boards, commissions and other governing bodies of state and local governmental agencies or
authorities.

The Sunshine Law requires:

1) Meetings of public boards or commissions must be open to the public;
2) Reasonable notice of such meetings must be given;
3) Minutes of the meetings must be taken and promptly recorded.

The Sunshine Law applies to elected and appointed boards and committees at the state and
local level and to any gathering of two or more members of the same board to discuss some
matter that will foreseeably come before that board for action.

Florida’s Public Records Law provides a right of access to the records of state and local governments.
Public Records include all materials (e.g. e-mails, sound recordings, software, etc.) made or received by
a public entity or representative used to perpetuate, communicate, or formalize knowledge in
connection with the transaction of official business. Every person who has custody of a public record
shall permit the record to be inspected and copied at a reasonable time by any person desiring to do
so.

e Most of what members say or do at a board meeting is public record.

e [f you receive requests from neighbors or members of the news media for public records in
your custody, you must (with certain limited exceptions) provide access.

e City staff must enter records requests pursuant to City Human Resource Policy G5.

e Members and/or City staff may not manipulate the timing of the release of public records.

Meeting Guidelines

e Review meeting materials before the meeting.

e A guorum, simple majority, of the board must be present to take action, unless otherwise
stated in the board’s bylaws or other legislation.

e The Chair is in charge of the meeting.

e The board may establish and publicize general guidelines governing the length of presentations
and public participation.

e After any presentations and public participation, the board members may ask questions.

e Avoting board member should make a motion to the issue at hand. After the motion is
seconded, the Chair can open the floor to board discussion and public comment.

e The vote then takes place.

Page 7 of 9




Voting conflicts

Members must not vote on an issue that may result in a special private gain or loss to them or their
relatives, business associate, or employer and/ or client (for example, the member owns something
that would be affected by the vote).

If a conflict is known subsequent to notification:

e The member must provide a memorandum of voting conflict with the board or committee staff
liaison for inclusion in the meeting minutes.
https://www.ethics.state.fl.us/Documents/Forms/Form%208B.PDF

e Member may participate in the discussion but must abstain from voting.

If the conflict is unknown prior to the meeting:

e Disclose orally at the meeting on the record.

e Within 15 days of the meeting, file a memorandum of voting conflict with the board/staff

liaison.

e Member may participate in the discussion, but must abstain from voting.

Members should contact their Staff liaison and the City Attorney’s Office (352-334-5011) if they have
a question about a voting conflict.

Parliamentary Procedure

These commonsense rules allow for the orderly flow of ideas and discussion and are widely used to
govern meetings.

Rules and/or by-laws govern the board.
Please reference this online guide to parliamentary procedure and Robert’s Rules

https://www.montana.edu/extension/localgov/resourcesandhandouts/referencedocuments/Parliame
ntary%20Procedure%20and%20Roberts%20Rules.pdf
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OTHER INFORMATION

The Office of the City Clerk’s Advisory Board and Committee webpage has information on all the
boards and committees to which the City Commission makes appointments.

On this website you can find:
e Advisory board and committee descriptions

e Staff liaison contact information
e Member rosters for each advisory board and committee

Additional information, as well as a copy of this handbook, is available online at:
https://www.gainesvillefl.gov/Government-Pages/Government/City-Clerk/Advisory-Boards-Committees

For assistance, please contact Jertoyia Russell, Executive Assistant, Sr., Office of the City Clerk (352) 334-5016
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