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I. Purpose/Intent
The purpose of this Administrative Policy is to establish procedures pertaining to the governance of the Boards and Committees established by the City Commission of Hallandale Beach.
II. Definitions

None

III. Policy
Committees & Boards are created by the City of Hallandale Beach to serve in an advisory capacity. There are two types of Boards and Committees.  Standing Boards and Committees are created by Ordinance, are permanent and can only be amended or eliminated by Ordinance.  Chapter 2 of the Code of Ordinances specifies the details regarding standing Boards and Committees.  Other Boards and Committees are created by motion or resolution, are not permanent, and can be amended or eliminated by motion or resolution.  

The following are Standing Boards and Committees Created by Ordinance:

· Beautification Advisory Board

· Charter Review Committee

· Civil Service Board

· Code and Permitting Advisory Committee
· Golden Isles Safe Neighborhood District Advisory Board 
· Human Services Advisory Board

· Historic Preservation Board

· Nuisance Abatement Board (City Commission)

· Planning and Zoning Board

· Police and Fire Pension Board

· Public Transportation/Flood Mitigation Board

· Records Retention Committee (City Officials)

· Recreation Advisory Board
· Three Islands safe Neighborhood District Advisory Board
· Unsafe Structures Board (pursuant to Florida Building Code 115.13)
The following are Boards and Committees Created by Motion or Resolution:

· Community Relations Committee

· Education Advisory Committee

· Marine Advisory Committee
· Parking Committee
· Community Partnership Grants Committee

· Community Police Advisory Committee
· Community Redevelopment Agency Advisory Committee
Members of Boards and Committees meet, research and report their findings and recommendations to the City Commission as required by the City Commission in the formation of the Committee or Board.

IV. Procedures

The following guidelines apply to all Committees and Boards. The name of “Committee” or “Board” is chosen by the Commission.

Establishment of Board or Committee, Membership and Operations:
1. The City Commission, by majority vote, will create a Board or Committee by Ordinance, Resolution or Motion. The Commission states the Board/Committee’s function, purpose, name, beginning and termination dates (Boards may be on-going), as applicable. Boards and Committees must have at least five (5) members, with the number of members stipulated at the time the Board or Committee is established or amended.

2. The City Commission selects the Board and Committee members in accordance with the enabling Ordinance, Resolution or Motion.  At any given time, Board members may not serve on more than one Board and one Committee or on two Boards or on two Committees. Boards and Committees may establish standing or ad hoc subcommittees to carry out Board and Committee functions. Members of a subcommittee are appointed by the members of the Board or Committee and participation on a subcommittee does not constitute appointment to the Board or Committee.  Members of the subcommittee report to the Board or Committee which established the subcommittee. Accordingly, subcommittee members may also serve on one Board or one Committee or on two Boards or two Committees. Once a Board or Committee has been terminated or completed, members may be appointed to another Board or Committee.

3. Except as authorized by the enabling Ordinance, Board/Committee members may not be members of the City of Hallandale Beach City Commission or City of Hallandale Beach Officials or Employees.  Board or Committee members shall be City residents unless composition of the Board or Committee is otherwise constituted.  The City Commission, officials and employees may attend or be designated to attend the Board and/or Committee meetings in an advisory or administrative capacity, such as a liaison function, without voting privileges. 
Individual members of the Commission may not give direction to nor interfere with Board or Committee actions.
4. The Board or Committee shall nominate a Chairperson, Vice-Chair, Secretary and Treasurer (if necessary) at their first Board or Committee meeting. Boards and Committees will operate under ‘Roberts Rules of Order’. The Secretary shall be the note taker.  Typed minutes must be distributed within two (2) weeks of meeting.

5. Meetings may begin and end at any time the Board or Committee determines, by majority vote. Meetings must be advertised by the City Clerk and the Secretary of the Board or Committee MUST inform the City Clerk of the next TWO (2) month’s meeting dates that day after each board or committee meeting.  Therefore, the boards must have ‘meeting dates’ as an item on their agenda each month, unless meetings will be on a regular schedule.

6. Board and Committee meetings shall be scheduled so as not to conflict with other Board and Committee meetings. The Chair of the Board or Committee or the staff liaison must review the City Calendar to prevent scheduling conflicts.  The meetings of Boards and Committees may NOT conflict with any City of Hallandale Beach Commission meetings, Special Meetings or Workshops that are posted.  However, the City Commission may schedule a Town Hall meeting, Special Meeting, or Workshop on the same date and time as a Board or Committee meeting. 
7. Quorums for Boards and Committees are as stated in the enabling Ordinance or other action.  If not stated, a quorum is considered met when at least 51% of the members are present.

8. The City Clerk and the City Attorney shall provide an overview of “Florida Sunshine Laws”, the City’s Code of Ethics Manual, Protocol Manual and related documents at the first meeting of a newly established Board or Committee and every two years thereafter following City Commission elections and appointments.  The City Clerk shall schedule and conduct at least once per year an orientation program when several new members to a Board or Committee are appointed
9. Once a year all new members of Boards and Committees shall attend a workshop to review ethics, protocol, sunshine law, Board and Committee Administrative Policy and other member responsibilities as may be applicable.  This workshop shall be presented by both the City Clerk and City Attorney’s offices.

10. All members of a Board or Committee will receive the Code of Ethics Manual for Elected and Appointed Officials, Employees and Advisory Boards and Committees and Other Organizations, a copy of the City’s Protocol Manual, a copy of the Board and Committee Administrative Policy, and other information as applicable, as part of their membership package.

.

11. The City Commission must first approve events desired by Boards and Committees before the event is scheduled.
Terms of Appointees:

1. For Standing Boards and Committees, all appointees are filled every two (2) years, following the City’s regular elections, except for the Unsafe Structures Board with members serving three years, and the Charter Review Committee which is created and members selected every eight (8) years.  For other Boards and Committees, appointments are filled as indicated by policy. 
2. Appointees serve at the pleasure of the nominating commissioner or other appointing authority.  If re-elected, the commissioner may choose to re-appoint or replace their appointees. However, members shall continue to serve until re-appointed or until replaced.
3. If the nominating commissioner vacates his or her office for any reason, the terms of respective Advisory Board or Committee member nominated by that commissioner shall terminate at the same time the commissioner’s office is vacated. However, members shall continue to serve until reappointed or replaced. 
4. Upon certification of an election in which a new City Commissioner has been elected, the City Clerk shall notify the incoming commissioner of all the Advisory Board or Committee members that will now appear as his/her appointment if confirmed.  The City Clerk shall notify Advisory Board or Committee members nominated by the outgoing commissioner of their re-appointment or their replacement.  The City Clerk shall update the appointment logs to reflect the incoming commissioner’s appointment of the Advisory Board or Committee member as of the date of the election. 
5. Best efforts shall be employed to ensure that membership of all City Boards and Committees will fairly represent the diverse population and demographics of the City.

Except where otherwise provided by, or inconsistent with, the City of Hallandale Beach Charter and Code of Ordinances, policy or Protocol Manual, a person appointed to a Board or Committee:

1. Shall be a resident of Hallandale Beach and shall maintain residency in Hallandale Beach during the term of appointment.

2. Shall be prohibited from serving as an appointee of more than one Board and one Committee or on two Boards or on two Committees, if the City Commission is the sole appointing authority

3. If an elected City Commissioner, shall not be prohibited from simultaneously serving on boards or agencies to which at least one (1) such elected official is required to be appointed. In addition, a City Commissioner may serve as an appointee to one (1) other board which requires the appointment of either an elected county official or an elected municipal official.
4. No City employee or official shall be appointed by a City Commissioner to a Board or Committee unless stipulated by Ordinance.
The provisions of 1. through 4. shall be applied upon approval of this policy.
Absences and Removals:


All appointees and alternate appointees to a quasi-judicial Board or Committee 
are to attend all Board or Committee meetings. 

Any appointee to a Board or Committee or alternate appointee to a quasi-judicial Board who has three (3) unexcused consecutive absences or has four (4) unexcused absences in one (1) calendar year shall be automatically removed as a member of the respective Board or Committee.  The Chair of the Board/Committee or staff liaison shall report such absences to the City Clerk.  The City Clerk, through the City Manager ,shall advise the Commission of the removal of the Board/Committee member.  Each Board/Committee member removed shall be notified in writing by the City Clerk. 
Excused Absences are absences for reasons such as illness, family emergencies, military obligation, court imposed legal obligations, participation in City activities or other reasons deemed appropriate by the Chair, or in the Chair’s absence, by the Staff liaison.  The member must advise the Chair or Staff Liaison in advance in order for the absence to be excused. 

The City Clerk will administer semiannual reviews in January and June of attendance records for all Boards and Committees to determine compliance with the attendance requirements for appointees.
Members of Boards and Committees who are more than fifteen (15) minutes late to a meeting will automatically be recorded as having an unexcused absence, unless they have called in advance to notify the Chair or Staff Liaison that he or she will be delayed.  However, the member may fully participate in the business of the Board or Committee once they have arrived to the meeting, including voting on items.
Vacancies:
The City Clerk’s Office will advertise the availability of Board and Committee openings.  If new members are to be appointed, then the following procedures will be utilized:
1.
Applicants are to complete a Board and Committee Application attached hereto as Attachment One and submit to the City Clerk. Applicants can also complete a Board and Committee application on the City’s website.  Following review for completeness the City Clerk forwards the application to the City Manager’s Office with a memo which specifies the Board or Committee of interest to the applicant and whether there are currently openings.  
2.
As applications are received, the City Clerk, through the City Manager, will advise the Commission of the application and vacancies. Appointments will be considered during the “City Commission Communications” portion of Commission Meetings. 
3.
Individuals seeking appointments to Boards and Committees are to complete the application and submit to the City Clerk in advance of appointment by the Commission.  However, appointees will complete an Application following appointment if not received prior to the appointment.

4.
On an as needed basis, the City Clerk will place an advertisement in a local newspaper or in other venues advising of vacancies on Boards and Committees, the meeting schedule of said Boards and Committees and encourage the public to submit an application for consideration of appointment.

Post Appointment Activities:
The following procedures will be followed after the appointment  or removal of a Board of Committee member:

1.
Within 5 days of the appointment, the City Clerk’s Office will notify the department liaison to the Board or Committee with new member information.
2.
Within 5 days of the appointment, the liaison department will notify the Chair of the new appointment and also advise the new member with meeting times and location.

3.
Within 10 days of the appointment, the City Clerk’s Office will update the Board and Committee roster listing to reflect the new appointment and generate a congratulatory letter which will include an identification card for the new member, Sunshine Law information, Board or Committee information, the City’s Code of Ethics and Protocol Manuals, this Administrative Policy and other pertinent information.
4.
Within 5 days of the removal of an appointee, the City Clerk, through the City Manager, shall advise the Commission of the removal of the Board/Committee member.  Each Board/Committee member removed shall be notified in writing by the City Clerk.  
Voting for Officers for Board or Committee:


The following procedures will be followed to elect the Chair, Vice Chair, 
Secretary and other officers (if needed):

1.
Elections will be held as agreed upon by the majority of the Board or Committee members.  However, there shall be an election held every two (2) years by every Board and Committee.  This election shall be held in January following the City’s Regular Election in November.  All Boards and Committees shall set an election calendar and forward a copy to the City Clerk’s Office.
2.
Each Board or Committee member shall have one vote for each office. 

3.
Elections shall be held by open or closed ballot as agreed upon by the majority of the Board members. 

4.
No Board or Committee member will be permitted to serve as more than one officer on any single Board or Committee.  However, a member may hold an office on a different Board or Committee. 

Responsibilities of Individual Board or Committee members:
1. The Chairperson (Chair) is responsible for hosting the meeting (keeping order/following the Agenda). The Chair is responsible for having an agenda, contacting ALL Board or Committee members to inform them of meetings, date reminders or changes or whatever is necessary for the meeting.

2. The Vice-Chair will perform the duties of the Chair in the Chair’s absence. If the Chair knows ahead of time that he/she will be absent, the Chair is required to inform the Vice Chair. The Chair and Vice Chair shall determine who will create the agenda and disseminate it to the Board or Committee members for the meeting

3. The Secretary will take “action” minutes and/or notes of each meeting.  The minutes shall include the date, time, location and name of the board, the name of the committee members and whether they are in attendance, all motions, the makers and those who second, and the vote.  Verbatim minutes are not necessary.  The secretary will have two (2) weeks from the day of the meeting, to type up minutes and email or mail a copy to each member and to the Staff Liaison.  Within five (5) days of approval of the minutes by vote of the Board or Committee a copy must be sent to the City Clerk for distribution to the City Manager and City Commission.

4. The Treasurer (if necessary) will be in charge of all funds allocated to the Board or Committee and must keep accurate records and receipts for all purchases and sales.  A report is due to the City Clerk and Staff Liaison each month, within two (2) business days after the meeting. Cash only must be used for purchases, unless otherwise noted by City Commission action.  A special Board or Committee account may be set up by the City Clerk if directed so by the City Commission.  The money received from the Board or Committee must be received by the City for deposit on the 15th of every month, minus a set amount of petty cash (amount noted by City Commission within resolution).
5. Members of the Board or Committee can be assigned to fact-finding sub-committees to do research.  As a member of a fact-finding sub-committee, members may meet and discuss the fact finding subject as determined by the committee, subject to the “Florida Sunshine Laws.”  The meetings of members of subcommittees of Boards and Committees who are not members of the Boards or Committees are also subject to the “Florida Sunshine Laws.”
6. Members may vote at Board or Committee meetings, provide input when called upon by the Chair or during discussion.  Members will follow agenda, uphold Robert’s Rules of Order and respect each other’s right to speak their opinions.  Members of subcommittees who are not appointed to a Board or Committee, report to and make recommendations to the Board or Committee members.  However, they are not eligible to vote as a Board or Committee member.
7. Members of a Board or Committee must contact the Chairperson or the Staff Liaison of the Board or Committee if the member is going to be absent from or late to a meeting.  The Chairperson shall determine if the absence is accepted based on the criteria provided in this administrative policy.  The Chairperson must announce at the meeting the absence and whether the absence is excused or unexcused. 
8. Members of the Board or Committee who choose to no longer be a member are required to send a letter of resignation.  The letter must be sent to the Chairperson of the Board or Committee with a copy forwarded to the Staff Liaison and the City Clerk.
9. Staff liaisons of quasi-judicial Boards shall call each member in advance of the Board meeting to determine attendance and advise the Chair.  If there is no quorum, the meeting will be cancelled.
10. Staff Liaisons will provide the City Clerk’s Office with the following information via e-mail within two (2) days of the meeting: the date, time, location of the meeting, that a quorum was present or not present, and attendance record of Board/Committee members, including any excused or unexcused absences.  The City Clerk’s Office will track the meetings of all Boards and Committees ensuring minutes are received, a quorum is present and that attendance for all members is tracked.
11. The Staff Liaison will advise the City Clerk’s Office within two (2) days of the Board or Committee decision to change the date, time and/or location of any Board or Committee meeting.

12. Members of Boards and Committees and Staff Liaisons are subject to the “Florida Sunshine Laws”, Florida Ethics Laws, the City Code of Ethics Manual, the City Protocol Manual and other applicable State Statutes, City Code of Ordinances and City Policies.  This includes the requirement to disclose any Conflict of Interest and complete the appropriate forms. Forms are available in the City Clerk’s Office and in the City’s Web site. 
Annual Board and Committee Reports:
The following procedures will be followed regarding annual Board and Committee Reports presented to the City Commission.

1.  The annual report from each Board and Committee will be scheduled by the City Clerk’s Office.  The City Clerk’s Office will provide written notification of the date of the report presentation to the Board or                 Committee Chair, with copy to the Board or Committee Liaison, at least                 30 days in advance.
2. The Board or Committee Chair or designee, in conjunction with the departmental liaison, shall prepare the annual report. The annual report shall be submitted by the departmental liaison to the City Clerk so as to be received at least 16 days in advance of the date scheduled for the presentation to the Commission.  The report shall be included in the Commission agenda packet as backup for the item.

3.   The annual report shall contain the following information:


      a.
The purpose of the Board or Committee
      b.
A listing of the current members with notation of any vacancies
      b.
The significant activities or accomplishments during the past year


      c.   Priority activities for the coming year

d.

e.
Specific recommendations for City Commission consideration, if any, provided the recommendations have been approved for submittal to the Commission by the majority of the Board or Committee members.

4.
The attendance of the Board or Committee departmental liaison is required at the Commission meeting when the report is presented. 
V.
Other Responsibilities:

The City Clerk’s Office will establish the schedule for annual reports of Boards and Committees to the City Commission.

The City Clerk’s Office is responsible for updating this policy.
ATTACHMENT ONE

CITY OF HALLANDALE BEACH

BOARD AND COMMITTEE APPLICATION

Please use additional paper as necessary to respond to any of the questions on this application.
Questions may be directed to the City Clerk’s Office, 954-457-1340.

First Name:
____________________
Last Name:
____________________

Home Address:
__________________________________________________

City:
__________________________
State:
__________
Zip Code: ______

Home Phone:
____________________
Business Phone:  __________________

If Applicable, How Long Have You Lived in Hallandale Beach?
______________

Current Occupation:
__________________________________________________

Days Available To Attend Meetings:


Monday ____
Tuesday _____   Wednesday _____
Thursday _____   Friday _____

Hours Available To Attend Meetings:

Mornings _____
Middays _____
Afternoons _____
Nights _____

Prior Work/Volunteer Experience:

1.
_____________________________________________________________

2.
_____________________________________________________________

3.
_____________________________________________________________

4.
_____________________________________________________________

Why Do You Want To Serve On a Board or Committee?

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Please choose your first, second and third choices among the following Boards and Committees which are active in Hallandale Beach.  If you are interested in only one, this should be indicated.   (Descriptions are attached to this application)

Beautification Advisory Board 
 _____
Civil Service Board                           
_____   Education Advisory Committee 
 _____ Historic Preservation Board              
_____
 Human Services Advisory Board
 _____ Marine Advisory Committee            
_____   Parks & Recreation Advisory Board 
 _____
Planning & Zoning Board                
_____   Police/Fire Pension Board               
 _____ Unsafe Structures Board     
         
_____              

Transportation/Flood Mitigation Advisory Board    
_____
Code and Permitting Advisory Committee
   
_____
Community Grants Partnership Committee

_____

Community Police Advisory Committee

_____

Ad Hoc Cemetery Committee



_____
Parking Committee



_____
Community Redevelopment Agency Advisory Committee   ____
Other (Please Specify)                   
                  
_____  

What special qualifications do you feel you would bring to this board or committee?

____________________________________________________________________

____________________________________________________________________

Your application may be considered for other Boards or Committees than those you selected above.  If selected, would you be willing to serve on any other board or committee?
Yes _____
No _____

Your application is valid for one year from the date you submit it.  During that time, it will be automatically submitted for any vacancies which may occur.  You will not be contacted prior to each submittal.  Is this acceptable?  Yes _____
No _____

Please provide any additional information you feel would help the City Commission in appointing you to a Board or Committee:

______________________________________________________________________
______________________________________________________________________
SEND THIS APPLICATION TO THE CITY CLERK’S OFFICE, CITY OF HALLANDALE BEACH, 400 SOUTH FEDERAL HWY., HALLANDALE BEACH, FLORIDA, DROP OFF AT CITY HALL, ROOM 242 OR APPLY ONLINE AT WWW.COHB.ORG. 

===============================================================

FOR USE BY CITY OF HALLANDALE BEACH ONLY

Appointed To:

___________________________________________________
Date of Appointment:
___________________________________________________
Term of Appointment:
___________________________________________________
Please use additional paper as necessary to respond to any of the questions on this application. Questions may be directed to the City Clerk’s Office, 954-457-1340.
City of Hallandale Beach Boards and Committees

Ad Hoc Cemetery Committee: Is comprised of 5 members. The Committee acts in an advisory capacity to the City Commission facilitating the development of a comprehensive Cemetery plan including; use, beautification, headstone rehabilitation program, revenue sources and GPS Mapping Project for  the City of Hallandale Beach Cemetery.
Parking Committee:  Established for the purpose of facilitating the development of a recommended City-wide parking plan, including specific parking plans for designated areas of the City, evaluation of use of parking structures and long term leasing of locations for parking. 

Beautification Advisory Board:  Advises and recommends to the City Commission actions relating to the overall appearance of the City, long range plans for beautification projects, and other matters which may be referred to the Board by the City Commission.

Charter Review Committee: Is comprised of 7 members and 1 alternate. This is an Ad Hoc Committee appointed every eight years by the Commission to review the City Charter. Once appointed, Members serve until a report is rendered to the City Commission. The last Charter Review was completed in 2011
Civil Service Board:  Composed of both employees and residents, this Board is responsible for approving eligibility lists, approving hiring procedures, and settling employee disputes with the City over disciplinary actions.

Code and Permitting Advisory Committee:  Assists in public education regarding the various codes and ordinances which have no criminal penalty, including but not limited to occupational license, fire, building, zoning and sign codes.  Codes may also include state or county laws which are in effect in the City.  Makes recommendations to the City Commission regarding City codes and code compliance procedures.
Community Police Advisory Committee: The Community Police Advisory Committee is  comprised of seven (7) voting members. The purpose of the Committee is to present suggestions, concerns and recommendations to the Chief of Police, City Manager, and City Commission regarding the needs of the community and the Police Department.  The Committee will identify opportunities to enhance the public service provided by the Police Department to residents, visitors, and business owners of the City of Hallandale Beach by fostering harmony and improving communication.  

Community Grants Partnership Committee: The Committee is comprised of 8 voting members.  The Committee is established for the purpose of reviewing, monitoring, recommending and overseeing the Community Partnership Grants.  
Community Redevelopment Agency Advisory Committee: The Committee is comprised of 11 members whose function is to advise the Hallandale Beach Community Redevelopment Agency (HBCRA) on redevelopment strategies to be addressed and implemented in support of the redevelopment area in accordance with the HBCRA Plan.  
Education Advisory Committee:  Advises the City Commission on issues relating to educational matters which will impact the quality of education for City residents.
Golden Isles Safe Neighborhood District Advisory Board: Comprised of 7 members residing within the Golden Isles Safe Neighborhood District and advises the Board of Directors on matters relating to the Safe Neighborhood District.  
Historic Preservation Board:  Responsible for collection and archiving of historical data, promotion of the history of the City and recommends designation, regulation, and administration of historical, cultural, and related resources within the City.

Human Services Advisory Board:
Studies basic community problems and needs and develops plans of action to resolve the found needs.  Also disseminates information about current social service programs in effect within the City.

Marine Advisory Committee:  Composed of 7 members and advises the City Commission on marine related matters.
Nuisance Abatement Board:  Composed of the City Commission  and convenes as needed to  hear evidence relating to the existence of drug-related public nuisances on premises located within the City.
Parks & Recreation Advisory Board:  Makes recommendations concerning the operation of all public parks, playgrounds, undeveloped park lands, public beaches and other recreational facilities within the City.

Planning and Zoning Board:  Reviews and makes advisory recommendations to the City Commission on applications for changes to the zoning code or zoning map, conditional uses, variances, changes to the comprehensive land use plan, development review approval for major development, application for all plats, and other matters as deemed appropriate by the City Commission.

Police/Fire Pension Board:
Composed of residents and City Commissioners, this Board is responsible for determining how the pension plan for members of the police and fire departments is managed.
Three Islands Safe Neighborhood District Advisory Board: Comprised of 11 members residing within the Three Islands Safe Neighborhood District and advises the Board of Directors on matters relating to the Safe Neighborhood District.  

Transportation/Flood Mitigation Advisory Board:  Assists the City Commission in planning, developing and implementing a mass transit and flood damage prevention programs for the City.

Unsafe Structures Board:  Composed of 9 members of specific disciplines:  appraiser; architect; attorney; broker; electrical, general and plumbing contractor; engineer; and social services.  This Board hears and determines appeals from actions and decisions of the Building Official and hears and reviews applications from the Building Official where his decision in a Notice of Violation has not been brought into compliance.

