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Territory Acknowledgment

We acknowledge that the land on which we
live and work is the traditional territory of
the Coast and Straits Salish Peoples.

Specifically we recognize the Lekwungen
Peoples, known today as the Songhees and
Esquimalt Nations, and that their historic
connections to these lands continue to this
day.
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Introduction

Thank you for volunteering to be a member of Oak Bay’s Parks, Recreation and
Culture Committee.

The Committee plays an important role in advising Council and helping to promote
community wellness, inclusivity and healthy active living opportunities for residents
of all ages, abilities and backgrounds. The members bring valuable perspectives

on the sense of community in Oak Bay and assist Council to address a variety of
matters related to District parks, community recreation and culture as referred or
approved by Council.

The Oak Bay Parks, Recreation and Culture Committee is a Select Committee

of Council in accordance with section 142 of the BC Community Charter (refer to
Schedule E for further information). The Committee has a mandate to advise
Council on a range of Parks, Recreation and Culture matters. The Committee’s
specific duties are spelled out in the Parks, Recreation and Culture Committee
Terms of Reference, which was adopted in 2022. The Terms of Reference are in-
cluded in this manual as Schedule A. The role and mandate of the Committee are
described in detail in the following pages.

While Parks, Recreation and Culture Committee members are sought for the per-
sonal skills they bring to the Committee, they are expected to represent the collec-
tive desires of the community in their recommendations.

We hope this manual will be helpful to you in your role with the Parks, Recreation
and Culture Committee.




The mandate of the Parks, Recreation and Culture Committee is clearly laid
out in the Committee’s Terms of Reference (Schedule A). You are expected to
provide a community perspective and advice to Council on a variety of Parks,
Recreation and Culture matters in Oak Bay, with an emphasis on inclusivity
and creating healthy, active living opportunities for residents of all ages, abili-
ties and backgrounds.

Specifically, the Parks, Recreation and Culture Committee Terms of Reference
sets out the following duties for the Committee:

1. Provide a community perspective and input to Conncil on all matters referred to the
Compmittee, which may include (but is not necessarily limited to) new Parks, Recreation
and Culture initiatives or projects under consideration, potential service level adjust-
ments, as well as facility development, expansion and/ or rebabilitation.

2. Provide feedback and recommendations to Council during the development of depart-
ment Master Plans or strategic plans.

3. Review and provide feedback to Council, as requested, on draft policies and strategies
under consideration by the Parks, Recreation and Culture department.

4. Provide advice to Council, as requested, on specific arts and culture-related initiatives,
which may include proposed gifts, donations, bequests, deaccessions and loans of art-
work to the Municipal collection.

5. Review and evaluate (relative to the program criteria) nominations for the annual
Wall of Fame Community Recognition program and recommend award recipients to
Council.

Volunteers from the Committee membership may be requested, from time to
time, to assist with implementation of community-based parks, recreation and

culture events and initiatives, including assisting with Arts Laureate projects
and/or possible jurying of artwork submitted to the ArtsAlive program.

Mandate

This document is
intended to provide
information and context;

it is not a legal document

Where there is a conflict
between a District bylaw
or provincial legislation
and this manual, the
bylaw or legislation will

prevail

The Parks, Recreation
and Culture Committee
is an advisory body to
Council. The Committee
has no decision making
responsibility or
authority and does not
establish policy




Functions

The specific functions of the Parks, Recreation and Culture Committee are:
® Respond to issues referred by Council and Staff

® Bring a community lens to the table when deliberating matters before the
Committee that fall within its mandate

® Provide information, advice or recommendations to Council or Staff on
specific issues related to its mandate as requested

As an Advisory Body to Council, the Committee plays an important role in con-
sidering Parks, Recreation and Culture matters that could have long term impact
on our community.

It is therefore critical that members of the Committee, both as individuals and
as a collective group, take care to understand the issues at hand and approach
matters with an open and enquiring mind when developing recommendations.
During discussion and deliberation, you must bear in mind the Committee man-
date as laid out in the Terms of Reference, together with any applicable legisla-
tion, policies and other guidelines.

The list of the Committee’s duties spelled out in the Terms of Reference is quite
extensive and you will have plenty of work to do! It is critical for members

to understand, however, that your role is that of an advisory body. Staff and
Council will request and value your input on matters related to parks, recreation
and culture. However, the Committee does not oversee or make recommenda-
tions on operational matters or the day to day functions of the department.




Membership

Volunteering for the Parks, Recreation and Culture Committee is an opportunity
for citizens to become actively involved in our community and provide in-depth
consideration of issues related to parks, recreation and arts/culture within the
District of Oak Bay.

Composition

The Committee is composed of up to seven volunteer members appointed by
Council. At least two thirds of the volunteer members must be residents of

the District of Oak Bay. In making appointments, Council seeks to ensure that
members have a broad range of demonstrable skills, experience and/or interests
related to the Committee’s mandate encompassing parks, recreation and arts/
culture. Council will also endeavour to achieve diverse representation with re-
spect to various characteristics, such as age, gender, ethnicity and ability.

The Committee membership also includes one Council Liaison appointed by
the Mayor who is a voting member in accordance with section 142 of the BC
Community Charter. 'The Committee is rounded out by one Staff Liaison and a
Recorder.

Terms

Members are appointed by Council for one term at a time, usually starting in
January. Terms are generally two years, as determined by Council. If you wish
to serve beyond your initial term, you may apply to be reappointed to the Com-
mittee for each additional term, and may serve for a total of six years.

Members who have served the maximum of six years must step away from the
Committee for at least one term, unless Council deems their reappointment to
be necessary for expertise and continuity purposes.

If a Committee member resigns before the end of their term, Council may
appoint a replacement to complete the remainder of the term. If the replace-
ment wishes to continue as a member of the Committee, they would apply for
reappointment at the appropriate time.

A member who misses three successive Committee meetings -- except because
of illness or as previously approved by Council -- is considered to have resigned
from the Committee.

Chair and Vice Chair

The Committee has a Chair and Vice Chair, who are elected at the first meeting
of each year by the members to serve for the current term. The Chair is respon-
sible to manage Committee meetings, and to work with staff to develop meeting
agendas. The Vice Chair serves as Chair in his or her absence. The Chair and
Vice Chair may serve no more than two consecutive years in the position.




Guiding Documents

Some familiarity with the Local Government Act and Community Charter, and the Dis-
trict’s Official Community Plan, will help you in your role as a Committee member.

Community Charter

The BC Community Charter provides the statutory framework for all municipalities in

B.C. except the City of Vancouver. The Community Charter sets out municipalities’

core areas of authority, including:

*  Broad powers (for example, municipal services, public spaces, public health regu-
lation and entering into agreements)

e Property taxation

e Financial management

e  Procedures (for example, adopting bylaws)

*  Bylaw enforcement

The Community Charter’s broad powers include fundamental municipal powers:
e Corporate (“natural person”) powers

e Service powers

e Regulatory powers

e Specific powers (for example, expropriation)

To balance the broad powers provided to local governments, the Community Charter [
contains accountability and public participation provisions, such as:
e Elector approval processes

¢  Annual municipal reporting

e Ethical conduct rules for elected official

Local Government Act
Certain provisions of the Loca/ Government Act apply to municipalities for matters not
covered by the Community Charter. The Local Government Act also covers import-

ant authorities for both municipalities and regional districts, such as planning and land |k
use powers and statutory requirements for administering elections.



https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/r15001_00

Official Community Plan

The Official Community Plan (OCP) represents a vision for the future of our
community and is a framework to guide growth and decisions about the use of
land and the character of the community. The OCP and its related Schedules
describe how and where residential, commercial and other types of development
will occur; guide the provision of necessary road, water, sewer and other infra-
structure; and provide policies for environmental, economic and community
well-being;

Specific OCP goals related to the work of the Parks, Recreation and Culture
Committee include the following:

Community and Social Well-being — Encourage and support community and
social facilities and services that benefit residents of all ages and needs, foster
interaction across generations and cultures, and strengthen community networks
and services in recreation, education, and health and well-being,

Arts and Culture — Encourage and support arts and culture in Oak Bay for the
benefit of residents, tourists, and economic development.

Parks and Open Space — Maintain and enhance parks and open space, in-

cluding trails and walkways, and provide opportunities for residents to enjoy
the natural beauty of the municipality and to pursue active and healthy outdoor
lifestyles.



https://www.oakbay.ca/sites/default/files/ocp/2020-OCP.pdf
https://www.oakbay.ca/sites/default/files/ocp/OCP-Schedules-2020.pdf
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Roles in the Decision-Making Process

Council

Council is the ultimate decision-making body with respect to adopting and
amending the OCP and Bylaws, as well as approving new projects, plans, policies
and initiatives related to the Parks, Recreation and Culture Department. Council
also appoints one member to serve as the Council Liaison on the Parks, Recre-
ation and Culture Committee.

Parks, Recreation and Culture Committee

The Parks, Recreation and Culture Committee has the responsibility of giving
advice and acting as a community lens as requested by Council or staff on matters
the fall within its mandate. While the Committee’s role is advisory, it involves

a unique set of responsibilities and is an important part of the District’s overall
decision-making process.

Most of the work of the Committee will be to provide advice, feedback or recom-
mendations to Council or staff as requested on the items outlined in the Terms
of Reference and detailed on the following pages. A Council referral will gen-
erally come to the Committee in the form of a Council resolution accompanied
by a statf report. Staff may also seek the Committee’s input on matters that will
ultimately go to Council for approval.

Staff

One department Staff member is appointed to the Committee as a staff resource
and liaison, and other District Staff may attend meetings to provide additional
technical advice as needed on specific matters. The Staff Liaison also works with
the Chair in developing meeting agendas. A Staff member will act as Recorder
and take minutes at the meetings.

The Staff Liaison is the main contact for all Committee members who require
information about the Committee itself, contents of an agenda, or other related
matters. You are encouraged to reach out to the Staff Liaison with any questions

you may have.




Role of the Committee

The Committee’s responsibilities are outlined below. It is vital that you
remember that the Committee is an advisory body. You will not be
involved in matters that relate to the day-to-day operations of the depart-
ment, such as staffing, programming or maintenance of parks and facili-
ties, unless requested to provide a policy perspective by staff or Council.

There are many opportunities to volunteer for specific events or initiatives
in addition to serving on the Parks, Recreation and Culture Committee.
Talk to the Staff Liaison, or check out the Community Arts Volunteer
Team page on the District website.

Provide a Community Perspective to Council

From time to time, Council will refer a matter to the Committee for

review, feedback and/or recommendations as requested. Items could in-
clude but are not limited to new projects or initiatives being contemplated, =
overall service levels, or the development, rehabilitation or expansion of 2
any of the District’s parks or recreation facilities.

Feedback and Recommendations on Plans

The Committee is expected to review and provide its perspective on the
development of strategic plans and Master Plans related to patks, recre-
ation and arts/culture. Examples of current plans in place under the put-
view of the Parks, Recreation and Culture Department include the Carnar-
von Park Master Plan, and the Urban Forest Strategy. The Committee’s
advice could also relate to ways to seek community input on proposed
initiatives (for example, the Carnarvon Park building redevelopment).

Review and Provide Feedback on Policies & Strategies
When department policies and strategies are in development or under
review, staff may seck feedback from the Committee before taking them
to Council for approval/adoption. Examples of such policies where the
Committee has been asked for feedback include the Public Art Policy and
the Wall of Fame policy.



https://www.oakbay.ca/parks-recreation/programs-registration/community-arts-volunteer-team
https://www.oakbay.ca/parks-recreation/programs-registration/community-arts-volunteer-team

Provide Advice on Arts and Culture Initiatives

You may be asked to provide input on specific arts and culture-related
matters that are under consideration by Council. These could include,
but are not necessarily limited to, proposed loans, gifts or bequests, or the
acquisition or deaccession of artwork. You could also be asked to advise
Council and/or Staff on the process of selection and location for a pro-
posed new piece of public art.

Wall of Fame

A key role of the Committee is to review the nominations for the Wall of
Fame program and to recommend award recipients to Council for approv-
al and announcement. Your recommendations for award recipients will
be based on the Wall of Fame policy and program criteria, as amended
from time to time. When considering nominations, the Committee may
determine that they wish to recommend amendments to the award critetia.
In this case, the Committee would make a resolution to recommend such
changes to Council. Council will make the final decision on these recom-
mendations.

Assisting with Events and Initiatives

Committee members may be asked to provide advice to staff or assist
with implementation of community events and initiatives led by the Parks,
Recreation and Culture Department.




Other Important Considerations

Council Strategic Priorities

Council’s strategic priorities guide policy and action for the District in the current term. It is important for Parks, Rec-
reation and Culture Committee members to take these priorities into account when considering matters related to the
Committee’s mandate. Council will be embarking on a new strategic planning process in 2023, and these priorities are
subject to change.

Diverse Housing: reviewing and
planning for community needs while
reflecting Oak Bay’s unique character

Achieve Sustainable Service Delivery:
integrating an Asset Management

Program with a long-term Financial Diverse

Plan Housing

Service Excellence: optimizing oper-

ational effectiveness and fostering Sustainable
public engagement Service

Quality of Life: stewarding the com-
munity’s history, landscape, culture,
and amenities within the context of
southern Vancouver Island

Community Health and Resilience:
committing to economic, environmen-
tal, and social sustainability within

the District’s operations and decision
making

Council Decision Making
Advisory bodies like the Parks, Recreation and Culture Committee play a key role in helping Council make decisions
for the well-being of the community, along with other important input that contributes to a well-rounded deci-
sion-making process. Recommendations from Advisory Bodies and Staff are two of multiple inputs to this process,
and Council’s decision on a given matter may not always align with your recommendations when multiple other
factors are taken into account. This is a foundational piece of understanding, All those associated with the District
must accept with respect and tolerance for sometimes opposing opinions and the complexity of Council’s gover-
nance and decision making;
Plans and

Policies :
Regulation

and
Legislation

Council
Decision
Making

Advisory
Bodies
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Meetings

Meeting
agendas are
prepared
by Staff in
consultation
with the
Committee
Chair

Minutes are
taken by Staff
following
the format

outlined in
Schedule H

The Parks, Recreation and Culture Committee typically meets quarterly for a maximum
of two hours, and meetings are generally held at the Municipal Hall. A meeting may be
cancelled in the event that there are no staff or Council referrals to consider. Depend-
ing on workload, the Committee may be asked to meet more frequently. Meetings are
based on the meeting format outlined in the Council Procedure Bylaw and use ‘Robert’s
Rules of Order’ to facilitate discussion, as this allows everyone to be heard and to make
decisions fairly without confusion.

Agenda

The format for Parks, Recreation and Culture Committee meeting agendas generally
follows the format outlined in Schedule E. Our goal is to provide the agenda to each
member five days before the scheduled meeting. Agendas are also published on the
District’s website. Agenda packages will include Staff reports and related materials. 1f
you have questions about anything in the agenda, you are encouraged to contact the
Staff Liaison before the meeting to give them adequate time to research the response
and provide the information to all Committee members.

Public Attendance & Participation

Parks, Recreation and Culture Committee meetings are open to the public and meeting
agendas are posted on the District website and at Municipal Hall. Members of the
public may not make verbal or written submissions to the Committee.

The Committee may invite experts on matters related to the Committee’s mandate to
attend a meeting for discussion on predetermined topics. Such invitations must be
decided in advance by a Committee vote, and form part of the formal meeting agenda.

Voting and Quorum

In order for the Parks, Recreation and Culture Committee to meet and make recom-
mendations there must be a quorum, or simple majority, of the voting members. With
a full complement of seven volunteer members plus one voting Council member, quo-
rum is five. If there is no quorum 15 minutes after the meeting start time, the meeting
will be adjourned. This could result in projects being delayed or Council proceeding
without advice from the Committee, so it is important that you attend the meetings and
arrive on time.

All members of the Committee must vote on all recommendations unless they have
declared a conflict of interest and left the meeting. Any member who abstains from
voting will be deemed to have voted in favour of the motion. In the case of a tie vote,
the motion will be considered defeated.

Closed Meetings

When it is appropriate to close a meeting, the Committee may do so with the advance
approval of the Corporate Officer and by adopting a resolution stating the reason

for holding the closed meeting, in accordance with the Community Charter. Committee
members may not discuss publicly, nor post on social media or in another forum and
subjects or issues discussed in the closed meeting without a Council resolution autho-

rizing disclosure.



Recommendations

Recommendations on Referrals from Council or Staff

When you are considering a referral from Council or a mandate-related request from staff,
you are usually required to make a corresponding recommendation to Council by way of a
resolution.

The recommendation that the Committee arrives at may well be different from the options
provided by Staff, in a staff report, which is a perfectly acceptable outcome after you have
carefully considered the matter and the options during your discussions. Remember, how-
ever, that your decision must be based on the information presented to you and on your
mandate. Similatly, Council will give your recommendations careful consideration, but will
ultimately make their own decision based on a variety of factors and input from a number
of sources in addition to Parks, Recreation and Culture Advisory Committee and its other
Adpvisory Bodies.

Recommendations on Other Matters

The Committee may, by way of resolution, refer other issues raised at meetings for Council
= consideration if appropriate. Should you wish to refer a matter in this way, it must fall with-
in your mandate, fit into the current Council priorities and help achieve Council objectives.

It is important to remember as well that Staff work is directed by Council priorities and the
current workload and that there may not be capacity to take on new initiatives.

. Agenda Recommendations
Members of the Committee may also wish to invite experts to address the Committee, or
consider other matters that they believe fall within the Committee’s mandate. The correct
way to bring such items forward is to ask the Chair or Staff Liaison to add an item to the
agenda of an upcoming Committee meeting, After discussion, Committee members will
have the opportunity to vote on whether or not to move forward with the item.

r



Expectations

Parks, Recreation and Culture Committee members are expected to conduct
themselves with professionalism, providing well-considered and timely respons-
es to Council and Staff as appropriate. Members should endeavour to carry out
their work effectively, efficiently and creatively, while maintaining actual and
perceived separation from influences that could disrupt thoroughness, balance
and objectivity in recommendations. This becomes increasingly important when
you consider, individually and collectively, how matters related to the Commit- OAK B AY
tee’s mandate fit into established policies and Master Plans, legislation such as
the District’s Official Community Plan, and Council’s priorities. MUNICIPAL HALL

A 1906

2167
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In addition, there are several District of Oak Bay policies that directly apply to
Advisory Body members in terms of expectations regarding conduct. Specif-
ically, these include the Respectful Workplace Policy, Council Code of Ethics
and the Commission and Committee Policy. These policies are provided in the
Schedules to this Manual.

>

=

While Parks, Recreation and Culture Committee members are appointed for the
personal skills and knowledge you bring to the Committee, you are expected to
represent to the best of your ability the desires of the community in your rec-
ommendations or findings.

Council recognizes the value of your commitment in terms of your time, helpful

ideas and expertise. In return, you can expect Council and Staff to provide:

* Commitment from Council to refer relevant matters to the Committee for
consideration as they arise

® Full information on the issues being addressed and effective staff support

® Orientation and training

¢ Feedback on the outcomes of your advice and recommendations once

Council has made a decision

It is important to be aware that the public also has expectations of you -- that
you will represent the interests of the community as a whole, and that you are
fair, objective and respectful in your considerations. Finally, it is vital that you
avoid any real or perceived conflict of interest (see page 18 for more on Conflict
of Interest).




Members should
endeavor to carry
out their work
effectively, efficiently
and creatively,
while maintaining
a separation from
influences that could
disrupt thoroughness,
balance and objectivity
in recommendations

It is expected that
all members will
conduct themselves
appropriately and
adhere to procedural
rules

Objectivit
Deciding on a recommendation can be a complex matter. Parks,

Recreation and Culture Committee members may face pressures to
influence a decision. Such pressures may include the following:

Peer Pressure

You may have social, professional or business contacts with people
who have interest in matters before the Committee. Such contacts
may be the source of relevant information, but they should not be
permitted to influence your decision-making before deliberations
begin.

Political Pressure

The Parks, Recreation and Culture Committee should seek to have
an effective and ongoing dialogue with Council through the Council
liaison’s participation in Committee meetings, as this helps create

a more cooperative and productive relationship through which

the interests of the community can be incorporated into deci-
sions. However, members of Council should not seek to influence
members of the Committee. Committee members should use their
own judgment in casting votes, to help to promote good Parks,
Recreation and Culture planning, Committee and Council members
should never meet to discuss related matters outside of formally
scheduled meetings.

Fairness & Legal Soundness

As representatives of the entire community, members should be
continually aware of the obligation to be fair and impartial. All
issues before the Parks, Recreation and Culture Committee must be
treated equitably. You should identify objective reasons for decisions
you make as a group, dealing with the merits of the issue in terms
of the Committee mandate and the applicable legislation and/or
guidelines, and not based on personal bias.




Conflict of Interest

Procedures for conduct where a conflict of interest exists are prescribed

in the Commmunity Charter Sections 100 to 101, as well as the Commission and
Committee Policy, Schedule B in this manual. A conflict of interest exists
where a Parks, Recreation and Culture Committee member is an interested
party to a matter under consideration by the Committee and/or the member
has a direct or indirect pecuniary interest in the outcome of the Committee’s
deliberations.

The following excerpt from the UBCM Advisory Service Fact Sheet Series,
No. 15: Conflict of Interest, describes some typical scenarios relating to con-
flicts of interest:

¢

Conflicts often occur between the member’s public duty and his or her
personal, business or property interests. The courts treat personal, business or
property interests of a spouse, child, parent, partnet, client (or in some cases,
a corporation) of the member the same way they treat the interests of the
member. If the member is in any way involved in a matter before Council that
actually advances (or appears to advance) any of these interests, a conflict of
interest may arise.

Business Interests

A member has a conflict of interest if he or she votes on a matter that helps
his or her own business, or hinders the competition.

Property Interests

If a member votes on a matter that makes his or her own property more or
less valuable in any way, a conflict arises.

Family Interests

If a member votes on a matter that is to be the benefit or disadvantage of
spouse, child or parent, as in increasing salary or increasing or decreasing
property values, a conflict arises. , ,

If you think you have a conflict of interest in a matter before the Parks, Rec-
reation and Culture Committee, you must:

* Declare to the Committee that a conflict exists

*  Not take part in the discussion of the matter or vote on a question in
respect of the matter

*  Remove yourself from the meeting during consideration of the issue and
not attempt to influence the vote (this is to be reflected in the meeting
minutes). If you are participating electronically, you will be placed in the
meeting’s virtual waiting room

* Not attempt in any way, whether before, during or after a meeting, to
influence other Committee members’ voting on any question in respect of
the matter

18
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Schedule A: Committee Terms of Reference

DISTRICT OF

OA K*BAY TERMS OF REFERENCE

Parks, Recreation and Culture Committee

Adopted: April 11, 2022
Amended:

MANDATE

The Parks, Recreation and Culture Advisory Committee is a select committee of Council established under
Section 142 of the Community Charter. The mandate of the Committee is to provide a community
perspective and advice to Council on Parks, Recreation and Culture matters in Oak Bay as per the
Committee’s assigned duties, with an emphasis on inclusivity and creating healthy, active living opportunities
for residents of all ages, abilities and backgrounds.

The duties of the Committee are to:

- provide a community perspective and input to Council on all matters referred to the Committee, which
may include (but is not necessarily limited to) new Parks, Recreation and Culture initiatives or projects
under consideration, potential service level adjustments, as well as facility development, expansion
and/or rehabilitation;

- provide feedback and recommendations to Council during the development of department Master
Plans or strategic plans;

- review and provide feedback to Council, as requested, on draft policies and strategies under
consideration by the Parks, Recreation and Culture department;

- provide advice to Council, as requested, on specific arts and culture-related initiatives, which may
include proposed gifts, donations, bequests, de-accessions and loans of artwork to the Municipal
collection;

- review and evaluate (relative to the program criteria) nominations for the annual Wall of Fame
Community Recognition program and recommend award recipients to Council.

Volunteers from the Committee membership may be requested, from time to time, to assist with
implementation of community-based parks, recreation and culture events and initiatives, including
assisting with Arts Laureate projects and/or possible jurying of artwork submitted to the ArtsAlive program.

MEMBERSHIP

The PRCAC shall be constituted and appointed by Council as follows:

e Uptoseven (7) volunteer members appointed by Council, a minimum of two thirds of which must be
residents of Oak Bay

*  One Council Liaison appointed by the Mayor (voting member, as per the Community Charter)

* The District’s Arts Laureate shall be an ex-officio, non-voting member of the Committee, providing

regular activity updates to the Committee to promote Arts Laureate projects and/or seek volunteer
assistance with implementation.

The District will seek volunteer members with a broad range of demonstrable skills, experience and/or
interests related the Committee’s mandate encompassing parks, recreation and arts/culture, and will

20 X




endeavour to achieve diverse representation with respect to various characteristics, such as age, gender,
ethnicity, and ability.

APPOINTMENT AND TERM

Members will be appointed for terms of one to two years, as per the Committee and Commission Policy.
All members wishing to seek re-appointment by Council must re-apply at the end of each term.

Members who have served the maximum tenure permitted under the Committee and Commission Policy
(six consecutive years) are subject to a mandatory one-term absence from the Committee prior to seeking
re-appointment for any subsequent term unless Council deems their reappointment to be necessary for
expertise and continuity purposes.

The Committee will elect a Chair and Vice-Chair annually from amongst its volunteer members. As per the
Committee and Commission Policy, the Chair is appointed for a maximum of one two-year term, unless
otherwise extended by Council. The roles and responsibilities of Chair, Vice Chair and members are
outlined in the Committee and Commission Policy.

Any member who fails to attend three successive meetings of the Committee, except because of illness or
with leave of Council, will be deemed to have resigned their membership.

MEETING PROCEDURES

The provisions of the current Council Procedure Bylaw and Committee and Commission Policy will govern
the meetings of the Committee. All decisions of the Committee will be reached by consensus or a majority
vote of the members present, provided a quorum is present.

At the first meeting after its appointment, the Committee shall develop a proposed annual schedule of
regular meetings for approval by the Chief Administrative Officer or Corporate Officer. Regular meetings
will generally take place on a quarterly basis, if there is business to consider. As per the Council Procedure
Bylaw and the Committee and Commission Policy, there will be no committee meetings in August and
during a local government election year there will be no meeting held in the month of the municipal
election. Special meetings, if necessary, shall be at the call of the Chair, in consultation with the Staff
Liaison, and with the approval of the Chief Administrative Officer or the Corporate Officer.

As per the Committee and Commission Policy, Committee meetings shall be adjourned no later than two (2)
hours from the scheduled start time of the meeting. If business cannot be completed within two (2) hours,
the Chair, in consultation with the Staff Liaison, may request a special meeting as outlined above. If the
Chair and Staff Liaison identify that the scheduled business on an upcoming meeting agenda may require
more than two (2) hours to complete, they may seek advance approval from the Chief Administrative
Officer or Corporate Officer for an extension to the 2-hour time limit. Approval for the extension should be
confirmed in advance of agenda publication, and quorum must be maintained throughout the meeting.

As per the provisions of the Community Charter, all Committee meetings shall be open to the public.
Where it is appropriate to close a meeting to the public, the Committee may do so with the advance
approval of the Corporate Officer and by adopting a resolution in accordance with the Community Charter.

2|
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Public participation in the Committee proceedings is not permitted, pursuant to the Committee and
Commission Policy. This is to allow the Committee members to focus on the matter before them, and to
direct all public input to Council as the District’s main governing and decision-making body.

A member of the Committee who has a direct or indirect pecuniary interest, or another interest in the
matter that constitutes a conflict of interest in a matter before the Committee, distinct from that
possessed in common with the public generally (ex. a personal gain or personal relationship with artists
selected for commissions or shortlisted for artist calls), shall:

a) In open session declare such interest;
b) Refrain from participating in any discussion or voting on the matter; and
c) Leave the meeting room for the duration of discussion or voting on the matter.

AGENDAS AND MINUTES

Committee meeting agendas and minutes must be prepared, distributed, posted and filed in accordance
with the current Council Procedure Bylaw, the Committee and Commission Policy, and all related corporate
administrative guidelines.

STAFF SUPPORT

Staff support for the Committee will be provided by one Staff Liaison from the Parks, Recreation and
Culture Department and one Recording Secretary. The roles and responsibilities of the Staff Liaison and
Recording Secretary are outlined in the Committee and Commission Policy. The Parks, Recreation and
Culture Department is the primary contact for the Committee and will provide the required professional
and clerical support.

REPORTING TO COUNCIL

Committee recommendations, strategies and actions will generally be conveyed to Council in staff reports
prepared by the Staff Liaison, or their designate. All recommendations related to the acquisition of public
art will first be referred to staff as per the Public Art Policy, as may be amended or replaced from time to
time. Council decisions will be reported back to the Committee by the Council Liaison.

REMUNERATION AND BUDGET

Members of the Committee shall serve without remuneration; however, they may be reimbursed for
expenses incurred while engaged in Committee duties. Pursuant to the Committee and Commission Policy,
these expenses must be pre-approved by the Chief Administrative Officer or Director of Financial Services,
as appropriate. Operational funding for the Committee is provided through the Parks, Recreation and
Culture annual budget.

ALIGNMENT WITH COUNCIL STRATEGIC PRIORITIES

Ensure Access to Diverse Housing Options within the Built Environment
Achieve Sustainable Service

Provide Service Excellence

Enhance and Promote Quality of Life and Sense of Place

Demonstrate Leadership in Fostering Community Health

O\ooo
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POLICY VISION

Local government Committees and Commissions are strong public engagement tools for civic involvement. For
the District of Oak Bay, they are primarily established to inform Council's governance role and associated
decision-making process through the receipt of input, advice and recommendations that represent the broader
interests of the community.

PURPOSE
To outline the guiding principles and procedures for the establishment and conduct of the District's Committees
and Commissions.

APPLICATION AND SCOPE

o This Policy applies to all Committees and Commissions established by the Mayor and/or Council.

¢ This Policy does not apply to Council or Committee of the Whole.

e This Policy is to be used in conjunction with the District’s current Council Procedure Bylaw, Council's
Code of Ethics, Respectful Workplace Policy, applicable Council resolutions and any additional
legislation specific to Committees or Commissions.

e This Policy works in conjunction with the appropriate Terms of Reference or Establishing Bylaws as
approved by Council.

DEFINITIONS

For all definitions not specifically covered below, Section 40(1) of the Interpretation Act (British Columbia)
provides that definitions in the Local Government Act and the Community Charter (British Columbia) are deemed
to apply to bylaws made under those Acts.

“CAQ" means the individual appointed by Council as the Chief Administrative Officer for the District, or their
designate;

“Chair” means the Member presiding, appointed or elected in accordance with the Terms of Reference or
Establishing Bylaw, who is chairing a Meeting;

“Commission” means a Commission, including any Sub-Committees of a Commission, established pursuant to
the Community Charter or the Local Government Act;

“Committee” means a Standing, Select or other Committee of Council, including any Sub-Committees,
established pursuant to the Community Charter, but does not include Committee of the Whole;

“Corporate Officer” means the individual appointed by Council as the officer assigned the responsibility of
corporate administration of the Corporation, or their authorized deputy;

“Council” means the Municipal Council of The Corporation of the District of Oak Bay;

“Council Liaison” means a Member of Council appointed by the Mayor as a Member of a Committee or
Commission;

“Council Member” means the Mayor or a Councillor of the District of Oak Bay;
“Council Procedure Bylaw” the current Council Procedure Bylaw, as amended or replaced from time to time.
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“District” means The Corporation of the District of Oak Bay;

“Mayor” means the Mayor of the Corporation of the District of Oak Bay, Chief Elected Official (CEO), or the
person appointed by Council as Acting Mayor, or a Member of Council who is the presiding officer at a meeting
of Council;

“Member” means a person appointed as a volunteer to a Committee or Commission by Council;

“Municipal Hall” means The Corporation of the District of Oak Bay Hall located at 2167 Oak Bay Avenue, Victoria,
British Columbia;

“Recorder” means the staff Member designated by the CAO or Corporate Officer to provide administrative
support to the Committee or Commission. The Recorder is not a Member of the Committee, is not entitled to
vote, and is not counted in determining quorum;

“Respectful Workplace” means a work environment in which all individuals are treated with mutual dignity and
respect as per the District’s current Respectful Workplace Policy, as amended from time to time, and WorkSafe
BC legislation;

“Staff Liaison” means the staff person(s) designated by the CAO to support the Committee or Commission. The
Staff Liaison is not a Member of the Committee, is not entitled to vote, and is not counted in determining quorum.

RULES OF INTERPRETATION

In this Policy, the term “Advisory Body” refers to a Committee or a Commission, and the term “Advisory Bodies”
refers to both. The use of the word “advisory” shall not limit, in any manner, Council’s authority under the
Community Charter to delegate (by bylaw) further powers, duties and functions to a Committee or Commission,
to the extent provided within the Act.

PRINCIPLES
1. Municipal Governance and Decision Making

Municipal Council is the main governing and legislative body of the District of Oak Bay and is made up of the
Mayor and six (6) Councillors who are elected at large for a four-year term. Council receives input from Members
of the public, staff, Advisory Bodies (i.e. Committees and Commissions), and other sources to inform governance
decisions and plans.

Regulations
and
Legislation

Plans and
Policies

Committees
and
Commissions

Figure 1 — Components of Council’s Decision-Making
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Committees and Commissions provide advice and recommendations to Council on matters related to their
mandate or referred to them by Council. In some cases, Council may, by bylaw, delegate further powers, duties
and functions to Committees and Commissions, to the extent provided within the Community Charter. The
mandate of a Committee or Commission is outlined in the Terms of Reference or Establishing Bylaw as approved
by Council.

Staff are employees of the District of Oak Bay, who provide professional advice and expertise to Council,
implement Council's decisions and Strategic Priorities, and enforce the rules established by Council and relevant
legislation. Staff are also responsible for municipal operations dependent upon Council’s allocation of resources.

Members of the Public include residents, property owners, business owners or other stakeholders involved in
the community. There is a broad spectrum of direct and indirect ways that the public may be involved and
contribute to Council's decision-making process. The public may provide input to Council during public
consultation opportunities such as Public Hearings, the budget process and public input periods as per the
District’s current Council Procedure Bylaw. Another way is serving on a Council Committee or Commission.

Unless provided for in the applicable Terms of Reference or Establishing Bylaw, members of the public do not
present to Advisory Bodies. This is in order to allow the Committee or Commission Members to focus on the
matter before them, and to direct all public input to Council as the District's main governing and decision making
body, as per the District’'s current Council Procedure Bylaw, as amended from time to time.

Public input, while an important component of Council’s decision-making, is not a requirement for an Advisory
Body to make a recommendation for Council’s consideration (see Figure 1). The public may observe the
proceedings of the Advisory Body meeting and will have an opportunity to provide input to Council as noted
above, during regular Council or Committee of the Whole meetings, Public Hearings, public consultation
opportunities or by submitting written comments as outlined in the District’s current Council Procedure Bylaw.

2. Basis for Establishing Committees and Commissions

For the District of Oak Bay, Council Committees and Commissions are primarily established to augment
Council's governance role and associated decision making. Participation as a Member of an Advisory Body
also provides an additional opportunity for Members of the public to serve the community.

When considering the establishment of Committees and Commissions, Council will consider alignment with
each of the following:

Council's Strategic Plan and identified priorities and corporate objectives

the Official Community Plan and the identified goals

the Five-year Financial Plan and allocated resources

Council procedures to establish Committees and Commissions as outlined in the Council Procedure
Bylaw and in this Policy.

The mandates for each Committee and Commission should directly assist Council and the organization in
achieving its strategic priorities and corporate objectives. Refer to Appendix “A” for a detailed description of the
types of Committees or Commissions that may be established in accordance with the Community Charter or
Local Government Act.

3. Roles and Responsibilities
The main role of District of Oak Bay Committees and Commissions is to provide advice and recommendations

to Council on matters related to their mandate or referred to them by Council. The mandate of a Committee or
Commission is outlined in the Terms of Reference or Establishing Bylaw as approved by Council.
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The roles and responsibilities of key groups and individuals involved with Committees and Commissions is as
follows:

Council will:

e Appoint and remove Members of Committees and Commissions
e Appoint a Council Liaison to each Committee or Commission with full voting privileges and Membership
rights as appropriate, and as provided for in the Terms of Reference or Establishing Bylaw

Council Members who are attending (in person) an Advisory Body meeting of which they are not an appointed
Member:

* May participate in a discussion, only with the permission of the majority of all Members of the Committee
or Commission
*  Must not vote on a question

Committee or Commission Members will:

e Elect a Chair and Vice-Chair, if required, as per the Terms of Reference or Establishing Bylaw

e Attend orientation and training sessions as provided by the District

e Represent community interests within the mandate of the Advisory Body

e Participate and come prepared to meetings

e Make recommendations to Council in a collective manner; all Members have equal voting rights

e Adhere to District policies regarding conduct and Respectful Workplace behaviour

e Participate in the development of an Annual Work Plan (if required in the Advisory Body’s Terms of
Reference or Establishing Bylaw) and Annual Report to be approved by Council

Chairs (or Vice Chairs) will:

e Preside over and maintain order at meetings and ensures compliance with the District’s current Council
Procedure Bylaw

e Uphold the District’'s current Respectful Workplace Policy

e Set a positive tone for the Committee or Commission, establishing collaborative and respectful working
relationship amongst fellow Members and with District staff

e Maintain compliance with the Advisory Body's mandate as defined in the Terms of Reference or
Establishing Bylaw as approved by Council

e Ensure all Members, staff, and applicants, as appropriate, have an opportunity to participate and be
heard at meetings

e  Work with staff to develop agendas

e Facilitate adherence to agenda items

e Ensure a Member is not present at any part of a meeting where a conflict of interest has been declared

e Lead the development and presentation to Council of an Annual Work Plan (where required in the
Advisory Body’s Terms of Reference or Establishing Bylaw) and an Annual Report to Council, in
collaboration with the Staff Liaison and Council Liaison

Council Liaisons will:

e Provide an information and liaison role between Council and the Committee or Commission, including
introducing any Advisory Body recommendations (excluding Land Use Applications), and providing
regular updates of key activities and achievements at Council meetings, including Member recognition
(e.g. milestone service anniversaries, retirements, etc.) as appropriate.

e Vote on recommendations to Council, if permitted by the Terms of Reference or Establishing Bylaw,
and in accordance with the Community Charter and Local Government Act
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Support the Chair to ensure that the work of the Committee or Commission falls within the established
mandate and priorities of Council and the District

Support the Chair in establishing collaborative and respectful working relationship amongst Committee
or Commission Members, and with District staff

Assist with the development of the Annual Work Plan, if required, and the Annual Report, including
supporting the Chair with presentation to Council

Present an Annual Report and Annual Work Plan, if required, to Council in collaboration with the Chair
and Staff Liaison

Attend and support staff in the delivery of Member orientation and training sessions

Report back to the Advisory Body on the outcome of any Council decisions (i.e. decision to approve,
deny or other) pertaining to recommendations related to land use applications

Staff Liaisons will:

Prepare technical reports and deliverables, and provide information and professional advice to the
Advisory Body

Provide professional recommendations which may not necessarily align with those of the Advisory Body
(i.e. staff recommendations are another component of Council’s decision making — see Figure 1)
Assist the Chair with meeting procedures, maintaining the Advisory Body’'s mandate and setting a
positive, collaborative tone amongst Committee or Commission Members and with District staff

Advise the Corporate Officer or CAO if an Advisory Body proceeds to consider a matter that falls outside
the scope of its mandate, as set out in its Terms of Reference or Establishing Bylaw

Support the Chair in developing agendas and gathering supporting documents, arranging meetings,
writing reports and recommendations to Council, developing Annual Reports and Annual Work Plans (if
required) and promoting effective Committee or Commission operation

Monitor and report on the Advisory Body’s budget, if applicable

In the absence of the Recorder, assist with the preparation of agendas and minutes

Following each regular recruitment process, work with the Corporate Officer to develop and deliver a
comprehensive Member orientation program, including roles and responsibilities and the mandate of
Committee or Commission

Perform other duties as assigned by the CAO regarding the function of the Committee or Commission

The Recorder will:

Prepare meeting agendas and meeting minutes in accordance with the District's established standards
Maintain Member attendance records and ensure that the Committee or Commission Membership list
and contact information is current, and updated regularly

Circulate completed agendas and official copies of minutes to the Corporate Officer for filing following
each meeting

Assist the Committee with logistical support such as arranging meeting space and completing required
set-up and clean-up

Assist the Chair and Staff Liaison to prepare routine correspondence as approved by the Committee,
as appropriate

The Corporate Officer is responsible for administrative oversight of all Committees and Commissions, and will:

Maintain official records of the Advisory Bodies
Coordinate recruitment and orientation of Advisory Body Members
Provide administrative advice and guidance as required to Members and Advisory Bodies as a whole
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e Report back to the Advisory Body, in the form of a memo, on the outcome of any Council decisions
pertaining to Committee or Commission recommendations on any matter other than land use
applications

4. Review of Committee and Commission Structure

In consultation with staff, Council will review the Committee and Commission structure and mandate on a regular
basis to determine continued alignment with Council’s strategic priorities and corporate objectives. The Advisory
Bodies and/or their respective Chairs will be invited to provide input to Council through means of a Member
survey or similar consultation method. The Terms of Reference and Establishing Bylaw for each Committee or
Commission will also be put before Council as part of the review process.

The first review shall take place approximately one year from the adoption of this Policy. Following that, a regular
review shall take place bi-annually. This is to provide for an earlier opportunity to assess the changes introduced
by this Policy, and to establish a schedule thereafter in which a review will not fall in the same year as a general
municipal election.

PROCEDURES AND ADVISORY BODY OPERATIONS
1. Procedure to Establish Committees or Commissions

In considering the formation of any new Committees or Commissions (except for Mayor’s Standing Committees),
Council will request staff to prepare Terms of Reference or an Establishing Bylaw for consideration by Council
prior to establishing the Committee or Commission.

At a minimum, each resolution or bylaw to establish a Committee or Commission must:
e Name the Committee or Commission;
e Establish the Terms of Reference;
e Establish the composition and terms of appointment of Members;
e Establish the requirements for reporting to Council; and
e Allocate any necessary budget or other resources required to support the activities of the Committee
or Commission.

2. Procedure to Establish Sub-Committees

(&) Upon request to Council and subsequent receipt of an authorizing resolution, a Committee may appoint a
Sub-Committee to deal with a matter in more detail and make recommendations to the Committee for
consideration. The Sub-Committee may be made up of a sub-section of the Committee Membership or may
include additional expertise as required. The same meeting procedures for the Committee apply to the Sub-
Committee. Council must approve a Terms of Reference as appropriate before a Sub-Committee can be
formed.

(b) All existing Sub-Committees are on hold pending completion of the procedure described in Section 2(a)
above and approval by Council.

3. Authority of Committees and Commissions

(a) Committees and Commissions must make recommendations to Council requesting authority to act unless
Council has granted delegated authority to make decisions in specific circumstances.
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Select Committee and Working Groups with a specific task must conduct their business in accordance with
the Terms of Reference and within the time prescribed by Council, following which they will report their
findings and opinions to Council for consideration in accordance with Section 12(b) of this Policy, under
Reporting.

Referral of matters to Committees and Commissions are made by Council. A Committee or Commission
may request to refer a matter to another Advisory Body for comment by making a recommendation to Council
in accordance with Section 12(b) of this Policy, under Reporting.

Advocacy and Representation

Members shall represent the mission and goals set out in the Terms of Reference or Establishing Bylaw of
the Committee or Commission to the best of their ability when designated as delegates for this purpose.

When presenting their individual opinions and positions outside of officially convened Advisory Body
meetings, Members shall explicitly state they do not represent the Committee, Commission or the District,
nor shall they allow the inference that they do.

Members of a Committee shall refrain from speaking on behalf of a Committee or Commission at non-
Committee/Commission events unless authorized to do so by the Advisory Body during a meeting.

Unless otherwise provided for in their Terms of Reference or Establishing Bylaw, or by Council resolution,
Committees and Commissions do not have the authority to communicate with other levels of government,
to pledge the credit of the District, or to authorize any expenditures to be charged to the District.

Members will not misrepresent themselves as having any authority beyond that delegated by Council as
outlined in the Terms of Reference or Establishing Bylaw.

Members will not identify themselves as a Member of an Advisory Body when speaking individually, as a
resident, to Council on a land use application.

Members will make decisions by a majority vote, in the best interests of the community. Regardless of how
individual Members vote on a matter, all Members have a duty to accept majority decisions of the Committee
or Commission as collective decisions.

Appointments and Recruitment

Staff will regularly review the terms of each Committee or Commission Member to determine any upcoming
vacancies. The first review shall take place approximately one year from the adoption of this Policy.
Following that, a regular recruitment shall take place bi-annually. This is to ensure that recruitment coincides
with the Committee and Commission Structure Review schedule described in Section 4 under Principles,
and to establish a regular recruitment schedule that does not fall in the same year as a general municipal
election.

During regular recruitment years, vacancies will be advertised in November, in the local newspaper, on the
District’'s website, and by any other method as determined by the Corporate Officer.
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Vacancies that occur partway through a Member’s term will be reviewed by staff to determine whether
recruitment is required prior to the regular time identified in sub-section (a) and (b) above, based on the
following criteria:

i.  impact on quorum requirements
ii.  timing of the vacancy

Appointments to Committees and Commissions will be made by Council in accordance with the Terms of
Reference or Establishing Bylaw.

Committee and Commission Members must be residents of the District of Oak Bay, except as provided in
the Terms of Reference or Establishing Bylaw. Resident appointees who move from the District will cease
to be Members of the Committee or Commission, except as provided for in the Terms of Reference or
Establishing Bylaw.

All applications for Membership on Committees or Commissions will be kept in confidence when submitted
to the District.

Committee and Commission Members will serve without remuneration.

Members may be reimbursed for pre-approved “out of pocket” expenses incurred in performing their duties.
These expenses must be pre-approved by the CAO or Director of Financial Services, as appropriate.

Applications for Membership shall be submitted on the District’s application form prescribed by the Corporate
Officer, as may be amended from time to time.

All applications submitted to the District will be provided to Council for their consideration at a closed (“in-
camera”) meeting, pursuant to Section 90 of the Community Charter. Council resolutions to appoint
Committee and Commission Members will subsequently be reported publicly in an open meeting of Council,
as a “Rise and Report” item.

Terms of Appointment

Committee and Commission Members (not including Council Liaisons) will be appointed for staggered terms
of one to two years.

(Amended December 7, 2020)

(Amended November 29, 2021)

Chairs elected or appointed by the Advisory Body will serve a maximum two-year term. Council may consider
any extenuating circumstances and extend the appointment of an Advisory Body Chair as it deems
necessary.

Committee appointments may continue until a successor is appointed by Council.

Unless otherwise appointed by Council, or as stipulated in sub-section (ii) below or in the Terms of Reference

or Establishing Bylaw, an individual can serve for up to six (6) consecutive years on any one Committee or
Commission.

i.  Council may also take into consideration any extenuating circumstances regarding the status

of any Committee or Commission appointments and extend any appointment as it deems

necessary.
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ii. Deleted (November 29, 2021)

(e) When considering re-appointments for a consecutive term, Committee and Commission stability and
Membership continuity may be considered.

() Subject to Section 6(c), Council may appoint Members to fill vacancies on any Committee or Commission
for the unexpired term of former Members. Inthe event of a vacancy, the person appointed to fill the vacancy
will hold office for the remainder of the term of the vacated office.

(g) At the completion of their term, all Members wishing to continue serving on the Advisory Body must submit
an application to Council for consideration of re-appointment during the appropriate recruitment period.

7. Committee Attendance

Unless otherwise provided for in the Terms of Reference or Establishing Bylaw, any Member who is absent
from three (3) consecutive scheduled meetings without permission or leave from, or without satisfactory reasons
to, the Committee or Commission Chair, will cease to be a Member of the Committee or Commission. The Staff
Liaison will be advised by the Committee or Commission Chair and will undertake the appropriate process to fill
the vacancy in consultation with the Corporate Officer.

8. Resignation of Member

Any Member wishing to resign from a Committee or Commission is requested to provide the resignation in writing
to the Committee or Commission Chair, with a copy to the Staff Liaison. The Staff Liaison will advise the
Corporate Officer of a vacancy. The Corporate Officer will action as appropriate.

9. Removal of Member from Committee or Commission

At the request of a Committee or Commission, or on its own initiative, Council may remove or request the
resignation of any of its Committee or Commission appointees for malfeasance, lack of attendance, violations
of the District’s current Respectful Workplace Policy, or any other good and sufficient cause.

10. Agendas

(&) The Staff Liaison is responsible, in consultation with the Committee or Commission Chair, for developing
the meeting agendas.

(b) Agenda packages will be prepared and distributed to Committee and Commission Members by the
Recorder, in accordance with the District’'s current Council Procedure Bylaw. Agenda packages will also be
posted to the District’'s website.

(c) Committee Members may submit agenda items to the Chair and Staff Liaison for review and approval.
Requests should be submitted at least seven (7) days in advance of the meeting and be accompanied by
any relevant background documents.

(d) As per the District’'s current Council Procedure Bylaw, late agenda items will not be placed on the agenda
for the next regular meeting unless, in the opinion of the Chair, in cooperation with the Chief Administrative
Officer or the Corporate Officer, the item is deemed to be urgent in nature.
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Minutes

Committee and Commission minutes will set out the Advisory Body’s recommendations in accordance with
the District’'s standards, as amended from time to time. The minutes will be recorded by the Recorder or
Staff Liaison.

The minutes, marked DRAFT, will be prepared and forwarded to the Staff Liaison for review.

Following review by the Staff Liaison the draft minutes will be posted to the District’'s website within seven
(7) days of the meeting date, with a disclaimer that the minutes are not official until adopted by the Committee
or Commission.

Minutes will be considered for approval and adoption by the Committee or Commission at its next meeting.
Once adopted, the minutes will be certified correct, and signed by the Recorder and the Committee or
Commission Chair. Draft minutes posted to the District’'s website must be replaced with adopted minutes,