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Office of Community & Civic Life 

Bureau Advisory Committee (“Body”)


I. Body created on October 15, 2018, by the Office of Community & Civic Life bureau director. 

A. [bookmark: A._Purpose]Purpose

· To provide input on the strategy for incorporating equity into Community & Civic Life’s work to support the achievement of the three citywide racial equity goals from the Office of Equity and Human Rights:
	
1. We will end racial disparities within city government, so there is fairness in hiring and promotions, greater opportunities in contracting, and equitable services to all residents.

2. We will strengthen outreach, public engagement, and access to City services for communities of color and immigrant and refugee communities, and support or change existing services using racial equity best practices.

3. We will collaborate with communities and institutions to eliminate racial inequity in all areas of government, including education, criminal justice, environmental justice, health, housing, transportation, and economic success.

· Informed participation in Community & Civic Life's annual budget process;
· Provide guidance to the Director on the effective use of resources as it relates to the overall budget;
· Review bureau goals, program priorities, and spending;
· Be an ambassador for the work of the bureau and for the City.

B. [bookmark: B._Sponsor_Bureau:______________________]Sponsor Bureau: Office of Community & Civic Life

C. [bookmark: C._Bureau_liaison/title:________________]Bureau liaison/title: Director, Business Operations Supervisor, Executive Assistant

D. Advise to the Bureau Director

II. [bookmark: II._City_Role]City Role
The Bureau will provide a staff person to assist with technical support, substantive expertise, logistical assistance, administrative assistance, and advice to the Body. The Bureau will also provide public notice of all meetings, post materials to a webpage, and prepare meeting summaries that outline the issues discussed, the areas in which there is agreement, and any remaining issues on which agreement was not reached.
		
III. [bookmark: III._Frequency_of_Meetings]Frequency of Meetings
[bookmark: The_Body_shall_meet_at_least________time]The Body shall meet at least six times each calendar year and as otherwise necessary to conduct its business. Meetings shall be conducted in accordance with the operating procedures specified herein.

IV. [bookmark: IV._Membership_and_Term]Membership and Term
Members of this advisory bodies are public officials. They should become familiar with rules and responsibilities described at the “Oregon Government Ethics Law - A Guide for Public Officials” (Oregon Government Ethics Commission).

A. Total membership 9-13 seats

B. Terms staggered 

C. Term Limits
1. Members may serve any number of terms not to exceed eight years of total consecutive service. Completion of an unexpired term does not apply toward the eight-year cumulative.

2. At the completion of each term, regardless of term length, incumbents are required to complete notice of intent to continue to serve and discuss mutual benefits of continuing on the Body with the designated bureau staff liaison.

3. Members interested in continuing service beyond eight years must sit out for two years before reapplying to serve on the same advisory body.

Members may not have alternates and all serving members are selected and appointed to full terms. Whether a seat is filled for the remainder of the vacated term or anew will be determined by the appointing entity. If there are vacancies, including if a position becomes vacated during a term, normal recruitment processes should follow. The process includes recruitment applications, vetting and selecting members, and appointment by the Elected-in-Charge (for bodies advising Council) or bureau director (for bodies advising a bureau program or bureau director).

V. [bookmark: _bookmark0][bookmark: V.__General_Operating_Procedures][bookmark: A._Disclosure_of_Conflicts_of_Interest_[]General Operating Procedures
A. Disclosure of Conflicts of Interest [or other connection]
· [bookmark: _A_public_official_is_required_to_make_]A public official is required to make an announcement of the nature of a conflict of interest each time the issue giving rise to the conflict of interest is discussed or acted upon.
· [bookmark: _The_announcement_needs_to_be_made_on_e]The announcement needs to be made on each occasion when the public official is met with the conflict of interest, and the public official must disclose the nature of the conflict of interest.
· [bookmark: _For_example,_an_elected_member_of_the_]For example, an elected member of the City Council would have to make the public announcement one time when met with the conflict of interest, but only one time in each meeting of the City Council. If the matter giving rise to the conflict of interest is raised at another meeting, the disclosure must be made again at that meeting.
· [bookmark: _Another_example_would_involve_an_emplo][bookmark: _Staff_are_obligated_to_keep_a_record_o]Bureau liaison and/or staff are obligated to record and keep all conflicts of interest that are announced during each meeting.
· [bookmark: _If_it_is_found_that_a_member_did_not_d]If it is found that a member did not disclose a conflict of interest, staff must alert the Bureau Director of the instance as soon as the incidence is known.
· [bookmark: _Any_potential_or_actual_conflict_of_in]Any potential or actual conflict of interest noted by staff will be included in the recommendation report provided to City Council or other final decision-making body.

B. Meetings will be conducted to foster collaborative decision-making using either:	Comment by Stan Penkin: If we are not operating with a voting process as said at our 11/18 meeting, these bylaws should stipulate that. The language is contradictory and confusing and needs clarity.	Comment by Stan Penkin: We should be adhering to one or the other. A bylaw should be more specific and not leave gray areas of procedure.
· Robert’s Rules of Order culminating in a majority vote; 	Comment by Stan Penkin: This another place where vote is referenced and inconsistent with the conversation on 11/18.
· Consensus Decision Making (including Modified Consensus Decision Making). This option still requires a quorum and a final vote. For example, if there are no vetoes, all voting members’ names are listed as “yay”, and abstentions are also noted.

VI. Removal of Members and Resignations
A. All members serve at the pleasure of the Bureau Director and may be asked to resign or be removed at the Director’s discretion at any time unless authority (for instance, Code, statute, etc.) exists requiring a different process.	Comment by Stan Penkin: This places too much discretion at the hands of the Director, no matter who it might be. Removal should be for cause. In any event, a democratic process would allow for an appeal to one’s removal. There is no process stipulated for that.

B. Any member who does not give notice that they intend to be absent from a scheduled meeting for more than 25 percent of the meetings in any 12 months of the service will be removed by the Bureau Director.

C. Process for removal
· For unexcused absences: Bureau liaison keeps attendance and informs Bureau Director of absences, who in turn informs the member in writing that they have been removed as a member of the Body.

D. Resignation process
Members are expected to make a good faith effort to complete their term. In cases where this is not possible, members are expected to provide notice to the City staff liaison in writing (preferred) or verbally. Members are encouraged to complete the Resignation Form and submit to City staff liaison.


VII. [bookmark: VIII._Facilitator_Role_(optional)]Communications
A. Members agree that transparency is essential to all deliberations. In that regard:
Advisory body members are required to notify City staff liaison of verbal communications with interest groups and all communications with media. Members are required to copy the City staff liaison and, when appropriate, the Facilitator on all written communications from/to interest groups (other than a group specifically represented by a member) commenting on the Body’s deliberations. These communications will be included in the public record as detailed below and copied to the Chair and/or full Body as appropriate.

B. On rare occasions, some advisory bodies may ask or be asked to write position letters to external groups or governments in support or opposition of policy issues that are relevant to the purpose and scope of the Body. This is accomplished by first proposing the position to the Staff Liaison to the advisory body. The Staff Liaison, in partnership with bureau leadership must approve the position before the letter has been drafted. The Staff Liaison and/or bureau leadership must work with the Office of Government Relations if the external communication is with a state, federal or tribal government. This process is required in accordance with Administrative Rule 3.01, which establishes the Office of Government Relations as the central coordinating body for this external intergovernmental outreach.

VIII. Public Meetings and Records
Meetings of the full body and subcommittee meetings are open to the public and will be conducted under the provisions of Oregon Public Meetings Law (ORS 192.610-690). The Bureau liaison will provide notice to the public regarding the dates, times, and locations of all meetings:
· Regular meetings:
· Best practices: at least one week,
· Minimum requirement: at least 48 hours,
· Special meetings: at least 24 hours.

[bookmark: _Hlk525655055]Per ORS 192.670(1), advisory body members can participate through telephonic conference calls. Requests for any other electronic communication means require approval from the Bureau liaison with City Attorney consultation. All records of the Body, including formal documents, discussion drafts, meeting summaries, and exhibits are public records. Communications among members related to the subject matter of this Body should not be treated as confidential and may be subject to public records requests. “Communications” refers to all statements and votes made during meetings, memoranda, work projects, records, documents, text messages, pictures, or materials developed to fulfill the charge, including electronic mail correspondence by and among the members. The personal notes of individual members taken at public meetings might be considered to be public record to the extent they “relate to the conduct of the public’s business,” (ORS 192.410(4)). Members are not allowed to deliberate towards a decision over e-mail, as public participation needs to be guaranteed through that process.
[bookmark: _GoBack]

IX. [bookmark: XI._Amendment_of_Bylaws]Amendment of Bylaws
The Body may vote to recommend to the Bureau Director amendment or repeal of these Bylaws. The Bureau may also recommend changes to the Bureau Director. The Bureau Director must sign off on original bylaws and any amendments to the bylaws. Members have no authority to amend bylaws without approval.	Comment by Stan Penkin: If edits remove reference to voting, it must also be addressed per my comments above.	Comment by Rodriguez, Michelle (Civic Life): Make edits to remove references to vote
[bookmark: The_Body_may_vote_to_recommend_to_the_El]
	Original Bylaws Created by:_________________________, on __________________.
[bookmark: (name/title)______(date)]					    (name/title)		                            (date)

	Approved by: _______________________________, on ______________________.
      (Elected/Bureau Director)		(date approved)


Amended: ______________________________________, on_____________________.
          (name, title)		(date amended)
[bookmark: Amended:________________________________]
Approved by: ______________________________________, on_____________________.    
                          (Elected/Bureau Director)		(date approved)

Amended: ______________________________________, on_____________________.
         (name, title)                                                                    (date amended)

Approved by: ______________________________________, on_____________________.
        (Elected/Bureau Director)		  (date approved)
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