
The meeting is held in a wheelchair accessible facility. Contact the Office of the City Clerk, 1 Frank H. Ogawa Plaza, 
Room 201, or call (510) 238-3611 (VOICE) or (510) 238-6451 (TTY) to arrange for the following services: Sign interpreters or 
Phonic Ear hearing devices for hearing impaired; 2) Large print Braille, or cassette tape text for visually impaired. Please 
refrain from wearing scented products to this meeting. 

Alameda County - Oakland 
Community Action Partnership (AC-OCAP) 

Visit us on the web at AC-OCAP.com or contact us by email at AC-
OCAP@oaklandca.gov   

Vision Statement: To End Poverty Within the City of Oakland and Throughout Alameda 
County 

Core Values: Community-Driven I Equitable I Collaborative I Impactful I Results-Driven 

Our Promise: Community Action changes people's lives, embodies the spirit of hope, 
improves communities, and makes Oakland and Alameda County a better place to live. 

We care about the entire community, and we are dedicated to helping people help 
themselves and each other. 

Executive Committee Meeting 
Thursday, October 26, 2023, 5:30 p.m. 

Locations to observe and make public comment:  

Oakland City Hall - 1 Frank H. Ogawa Plaza, Hearing Room 3 

Board member Frost 
1266 San Carlos Ave 
Concord CA 94518 

To Observe Virtually: 

Please click the link below to join the webinar: 
https://us06web.zoom.us/j/84517616622?pwd=lM18qAavBh0RCbQbgLHmzrEEFzzEtg. 
MCBzHoS_J0f-CuOi 

Webinar ID: 845 1761 6622 
Passcode: 794291 

To make public comment on zoom: Raise your hand during public comment, open form, 
or call for public speakers.  

Committee Membership: Monique Rivera (Board Chair), Sandra Johnson (Vice-Chair), 
Andrea Ford (Treasurer), Brigitte Cook (Secretary), Mitchell Margolis, Supervisor Lena 
Tam (Cesley Ford-Frost), and Supervisor Nate Miley (Angelica Gums) 

Staff: Dwight Williams and Ana Tellez-Witrago 
__________________________________________________________________________________________________

http://ac-ocap.com/
https://us06web.zoom.us/j/84517616622?pwd=lM18qAavBh0RCbQbgLHmzrEEFzzEtg.MCBzHoS_J0f-CuOi
https://us06web.zoom.us/j/84517616622?pwd=lM18qAavBh0RCbQbgLHmzrEEFzzEtg.MCBzHoS_J0f-CuOi


The meeting is held in a wheelchair accessible facility. Contact the Office of the City Clerk, 1 Frank H. Ogawa Plaza, 
Room 201, or call (510) 238-3611 (VOICE) or (510) 238-6451 (TTY) to arrange for the following services: Sign interpreters or 
Phonic Ear hearing devices for hearing impaired; 2) Large print Braille, or cassette tape text for visually impaired. Please 
refrain from wearing scented products to this meeting. 

DEFINITION OF TERMS: 

• Action Item: motion or recommendation requiring official vote and approval of the
Alameda County - Oakland Community Action Partnership Board to be effective.
• Informational Item: shall mean an agenda item consisting only of an informational
report that does not require or permit board action.

AGENDA 

1 5:30 p.m.  Call to Order/ Roll Call 

2 5:35 p.m. Recite Alameda County- Oakland Community Action Partnership 
(AC-OCAP) Promise 

3 5:40 p.m. Public Comment: (Specific Agenda Item (s): Audience Comment Period) 

ACTION ITEMS 
4 5:50p.m. Approving the Alameda County Low-Income Community Appointee 

of Reverend William B. “Quantum” Norwood II to the Alameda County-Oakland 
Community Action Partnership Board - Attachment A  

5 6:00 p.m. Scheduling of Items to the Standing Committees or Administrative 
Board  

INFORMATIONAL ITEMS 

6 6:05 p.m.  Committee Information 

7 6:10 p.m. Board members and vacancies- Attachment B 

8 6:15 p.m. Travel on City Business – Attachment C 

9 6:20 p.m. AC-OCAP Bylaws – Attachment – Attachment D 

https://acrobat.adobe.com/link/track?uri=urn:aaid:scds:US:6a0e10d0-4832-331f-bf5a-88bcdad61e8d
https://acrobat.adobe.com/link/track?uri=urn:aaid:scds:US:9279e192-1642-3869-b2b3-2c98b6a5ccec
https://acrobat.adobe.com/link/review?uri=urn:aaid:scds:US:476e2ee6-58a6-3537-a614-4ddae6b6d00a


The meeting is held in a wheelchair accessible facility. Contact the Office of the City Clerk, 1 Frank H. Ogawa Plaza, 
Room 201, or call (510) 238-3611 (VOICE) or (510) 238-6451 (TTY) to arrange for the following services: Sign interpreters or 
Phonic Ear hearing devices for hearing impaired; 2) Large print Braille, or cassette tape text for visually impaired. Please 
refrain from wearing scented products to this meeting. 

10 6:25 p.m.  Announcements 

11 6:30 p.m. Open Forum: (General Audience Comment Period) 

12 6:35p.m. ACTION ITEM: Adjournment 
a. The Next Executive Committee Meeting of November 23,

2023, is Canceled due to Thanksgiving.



* This document was redacted to remove personal and private information. AC-OCAP staff verified the addresses and
have the original application on file.
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PARTNERSHIP 

Helpir9 People. Changing Lives. 

COMMUNITY SECTOR 

City of Oakland/Alameda County 

Brigitte Cook (District 1) 
BCook@oaklandca.gov 

Mitchell Margolis (District 2) 
Mitchell.Margolis@rescue.org

David Walker (District 3) 
dWalke3@gmail.com

Vacancy (District 4) 

Monique Rivera (District 5) 
(Chair) 

morivera05@yahoo.com

Lawanda Smith (District 6) 
smithwanda519@gmail.com

Patricia Schader (District 7) 
Sahann1@gmail.com

Vacancy (Alameda County) 

Vacancy (Alameda County) 

Alameda County-Oakland 
Community Action Partnership 

2023 ADMINISTERING BOARD ROSTER 

ELECTED SECTOR 

City o(Oakland/Alameda County 

Sheng Thao 
City of Oakland Mayor 
1 Frank Ogawa Plaza 
Alternate: Dr. Kimberly

Mayfield
KMayfield@oaklandca.gov

Carroll Fife (District 3) 
Councilmember 
I Frank Ogawa Plaza, 2nd Fl. 
(510)238-7003 (Work)
cfife@oaklandca.gov
Alternate: Tonya Love 

TLove@oaklandca.gov

Noel Gallo (District 5) 
Councilmember 
1FrankH.Ogawa Plaza,2nd Fl. 
NGallo@oaklandca.gov 
(510)238-7005 (Work)
Alternate: Brittany Garza 

 8Garza@oaklandca.gov

Treva Reid (District 7) 
Councilmember 
1 Frank Ogawa Plaza, 2nd Fl. 
(510)238-7007 (Work)
treid@oaklandca.gov
Alternate: Jocelyn Mapp 

JMapp@oaklandca.gov

Supervisor Lena Tam 
County Supervisor, District 3 

1221 Oak Street, #536 
Oakland, CA 94612 
(510)272-6693 (Work)
BOS.District3@acgov.org
Alternate: Cesley Frost 

Cesley.Frost@acgov.org

Supervisor Nate Miley 
County Supervisor, District 4 
1221 Oak Street, #536 
Oakland, CA 94612 
(510) 272-6694 (Work)
Nate.Miley@acgov.org
Alternate: Angelica Gums 

Angelica.gums@gmail.com

PRIVATE SECTOR 

Andrea Ford (Treasurer) 
Agency Director Alameda 
County Social Services 
(510)259-3838 (Work)
aaford@acgov.org

Sandra Johnson (Secretary) 
United Seniors of Oakland & 
Alameda 
sjjej@aol.com

Vacancy (Private Sector) 

There are eighteen (18) Board Seats-10 members are needed for a quorum. 

Staff: Dwight Williams, Acting Director; Lisa Diangson, Administrative Assistant 

P: (510) 238-23621 Email: AC-OCAP@oaklandca.gov I Website: AC-OCAP.com 
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BYLAWS OF THE CITY OF OAKLAND-ALAMEDA COUNTY 
 COMMUNITY ACTION AGENCY 

ADMINISTERING BOARD 

ARTICLE I 

PURPOSE OF THE AGENCY 

The Community Action Agency (CAA) has the responsibility to plan, develop and execute the 

Community Action Agency Program for alleviating poverty and working toward institutional 

change to enhance the ability of the poor in the City of Oakland-Alameda County (excluding 

Berkeley) to achieve self-sufficiency.  

ARTICLE II 

ORGANIZATION OF THE CAA 

The CAA is comprised of the Community Action Agency Governing Board ("Governing Board" 

also referred to herein as the "Oakland City Council"), the Community Action Agency 

Administering Board, and a staff.  

A. The Governing Board is the Oakland City Council.

B. The Community Action Agency Administering Board shall be comprised of 18

members or such additional number of members as are provided for by these

Bylaws whose selection and terms of office are defined in Article IV.

C. The Community Action Agency's staff is headed by a staff director who is

appointed by the City Administrator upon review and recommendations from the

Community Action Agency Administering Board.  Under administrative control

of the City Administrator, the staff director of the CAA is responsible for making

recommendations to and receiving policy direction from the Governing Board

(the Oakland City Council) regarding fiscal and program policies; for assuring

compliance with conditions under the provisions of the Economic Opportunity

Act Amendment of 1967, Section 211(e); for administration of the Oakland City
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Council personnel, fiscal and program policies.  The staff director exercises 

supervision and coordination of CAA staff and program activities and shall be 

considered as the Executive Director of the Community Action Agency.  The staff 

director is responsible for daily conduct of his/her programs and staff within the 

City's overall administrative structure for management of programs and 

personnel.  The CAA staff is constituted according to the staffing requirements 

specified by approved projects and programs within the Community Action 

Agency.  Personnel policies will be determined by the Governing Board and shall 

be governed by the City's personnel regulations, appropriate employee 

organization memorandums of understanding and the State Department of 

Community Services And Development (CSD) regulations. 

ARTICLE III 

RESPECTIVE POWERS OF THE GOVERNING BOARD AND 

ADMINISTERING BOARD 

The scope of the authority of the Governing Board and the Administering Board is based on the 

provision contained in the 1979 45 CFR 1062.200. 

A. Powers of Governing Board

The Governing Board (the Oakland City Council), within the framework of the

Economic Opportunity Act Amendments of 1967 as amended and the Community

Services Administration Act of 1974 as amended, and PL97-35 and other applica-

ble funding sources, will:

1. Have final approving authority for the position of

Staff Director (Executive Director) after review and recommendation of the

Administering Board.

2. Ensure all CAA staff positions are filled in accordance

with established City personnel selection policies.
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3. Make final determination of all personnel, fiscal, and program policies.

4. Make final determination of overall program plans and priorities.

5. Enforce compliance with all conditions of SCSD grants.

6. Have final approval authority for all program proposals and budgets.

7. Determine, subject to SCSD regulations and policies, all rules of

procedure for the Governing Board.

8. To the extent permitted by law, have the power to delegate any of the

above authorities to the Administering Board.

B. Delegation of Governing Powers by The Governing Board

The governing powers of the Governing Board (the Oakland City Council)

outlined in Section "A", shall not be subject to concurrence, veto, or modification

by any other local official or authority, unless pursuant to a delegation of powers

by the Governing Board to the Administering Board.

C. Duties of Staff Director

The Staff Director, under the administrative supervision of the City

Administrator, shall be responsible to the Governing Board for the proper and

efficient administration of the Governing Board's powers as outlined in "A"

above.

D. Powers of the Administering Board

The Administering Board, within the framework of the Economic Opportunity

Act Amendments of 1967, and the regulations and policy of SCSD and other

applicable funding sources, will:

1. Receive advance notice of, review, and have the opportunity to make

recommendations to the Governing Board on matters which concern the

exercise of any powers of the Governing Board as defined in Section "A"
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of the Article not explicitly delegated by the Oakland City Council to the 

Administering Board. 

2. Oversee the administration of all SCSD policies and standard guidelines of

all program, administrative, and financial policies and rules adopted by the

Governing Board.

3. Select its own officers, Executive Committee and other committees, and

under the direction of the Staff Director, have the assistance of the CAA

staff in performing its functions.

4. Exercise those powers of the Governing Board as defined in Section "A"

of this article which are specifically delegated to the Administering Board.

5. Provide advice, counsel and recommendations to the Governing Board on

the final selection of the Staff Director in accordance with approved

personnel practices and procedures.

ARTICLE IV 

ADMINISTERING BOARD MEMBERSHIP 

A. The Administering Board shall consist of eighteen (18) members unless an

increase in membership occurs pursuant to the Petition process provided for in

these Bylaws.

B. Each member shall have an equal vote in all affairs of the Administering Board.

C. Unless the membership of the Administering Board is increased to more than

eighteen (18) members through the petition process, the composition of the

Administering Board shall be comprised of six (6) public official representatives,

nine (9) representatives of the poor, and three (3) representatives of private groups

and interests.
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1. PUBLIC OFFICIALS six (6) seats)

a. Public Officials, in order to be eligible to serve on the

Administering Board, must be currently holding office and

represent the highest area(s) of poverty or if such elected public

officials designate a representative, they must have general

governmental responsibilities which require them to deal with

poverty-related issues.

b. The Public Sector shall consist of the Mayor of the City of

Oakland (1), three (3) other Oakland City Council Members se-

lected by the Oakland City Council-, and two (2) Alameda

County Board of Supervisors. One of the Oakland City Council

members and one of the Alameda County Board of Supervisors

shall personally sit on the Administering Board.  The Mayor,

three (3) of the Council Members, and one of the Alameda

County Board of Supervisors may be represented by a designated

representative of their individual choice. Designated

representatives shall not be allowed to appoint or select

alternates.

2. REPRESENTATIVES OF THE POOR Nine (9) seats)

a. There shall be a maximum of nine (9) seats occupied by

representatives from the designated CAA districts. The seven (7)

Oakland Community Development Block Grant (CDBG) districts

identified by the Governing Board as the poorest districts and two

(2) low-income representatives from Alameda County will

comprise the CAA districts to be represented on the Board.
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b. One representative of the poor shall be democratically elected

and/or selected by the membership of the seven (7) poorest

Oakland CDBG districts; two representatives of the poor shall be

democratically selected by residents of Alameda County; and each

representative must be a resident of the district which he/she

represents.

c. The following rules and procedures shall govern the selection of

members representing the poor.
(i) Neighborhood meetings will be held, and a democratic

election and/or selection made for representation from

those districts on the Administering Board.

(ii) The representatives of the poor must be at least 18 years of

age, low-income where feasible, and a resident of the

district which he/she represents.

3. REPRESENTATIVES OF PRIVATE GROUPS AND INTERESTS

(Three (3) Seats)
a. The CAA Administering Board shall meet to determine the private

organizations which would most strengthen and contribute to the

current overall goals and objectives of the Community Action Agency.

b. Once organizations have been selected, each organization must select a

person to represent it.  That person shall either live or work in

Oakland/Alameda County (excluding Berkeley).

c. Each of the private group representatives shall serve at the pleasure of

the appointing organization. Private sector seats will be reevaluated as
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necessary based upon CAA program priorities, and representation 

demands.  

4. CONDITIONS OF BOARD MEMBERSHIP
The following conditions of membership apply to members of the

Community Action Agency Administering Board according to the

categories of membership indicated.

a. Terms of office for representatives of the poor and of private groups

and interests shall be staggered as determined by the Administering

Board. Beginning with the terms of the representatives who take

office following those Board members holding office on September

30, 2001, representatives' terms shall end December 31.  After the

initial staggered term, members shall be elected and/or selected or

appointed to three-year terms.

b. The term of membership to the Administering Board for public

officials or their representatives shall be conterminous with the

term of public office from which their board membership derives.

5. CONDITIONS FOR TERMINATION OF MEMBERSHIP

The following conditions will govern grounds for the termination of

membership on the Administering Board.

Membership on the Administering Board shall terminate on the

occurrence of any of the following:

 An Administering Board member who is required to be a resident of

the City of Oakland or Alameda County (excluding Berkeley) ceases

to be a resident of the City of Oakland or Alameda County (excluding

Berkeley).
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 A representative of the poor ceases to reside within the district repre-

sented. 

 The Administering Board member is convicted of a felony, or has a 

legal judgement of mental incompetence entered against him or her 

during his or her term in office. 

 The Administering Board member accumulates three consecutive 

unexcused absences from regular meetings or accumulates six 

absences from such regular meetings in any six-month period. If a 

public official member has three accumulated consecutive unexcused  

absences from Board Meetings or six unexcused absences in any six-

month period, the public official member shall be notified by a letter 

stating that the Administering Board is requesting the appropriate 

Public Official replace said public official member.  The 

Administering Board shall, in writing, notify the Public Official of the 

said public official member's unexcused absences from Administering 

Board meetings, and request the Public Official to replace the said 

public official member.  

In each of the above-mentioned conditions for termination, the member 

will be notified in writing of the cause for such termination and will be 

given the opportunity to respond prior to being removed from the 

Administering Board. 

 If as a result of redistricting of the CAA districts by the Governing 

Board/Alameda County (excluding Berkeley), a district has more than one 

sitting representative, then the term of all the representatives of the district 

but one shall terminate.  In such an event, the representative to remain 

shall be chosen from among the sitting representatives by a random draw.  
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6. CODE OF ETHICS OF ADMINISTERING BOARD MEMBERS 

 The presiding officer shall maintain order in the meetings, having the 

authority to refuse the floor to any person, and may limit or extend the 

time allocated to any speaker.  Each member of the Administering Board 

has a duty to: 

a. Refrain from accepting gifts or favors or promises of future 

benefits which might compromise or tend to impair independence 

of judgement or action. 

b. Provide fair and equal treatment for all persons and matters coming 

before the Board.  Refrain from abusive conduct, personal charges 

or verbal attacks upon the character, motives, ethics or morals of 

other members of the Board, staff or public or other personal 

comments not germane to the issues before the Board. 

c. Learn and study the background and purposes of every item of 

business before voting. 

  d. Faithfully perform all duties of office. 

e. Refrain from disclosing any information received confidentially 

concerning the business of the Agency, or received during any 

closed Executive Session of the Board held pursuant to state law. 

f. Decline any employment incompatible with public duty. 

g. Listen courteously and attentively to all public discussions at 

Board meetings and avoid interrupting other speakers, including 

other Board members, except as may be permitted by established 

Robert’s Rules of Order. 

h. Faithfully attend all meetings of the Board unless unable to do so 

because of disability or some other compelling reason. 
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i. Maintain the highest standard of public conduct by refusing to 

condone breaches of public trust or improper attempts to influence 

policy, and by being willing to censure any member who willfully 

violates the rules of conduct contained in this Code of Ethics. 
 

7. VACANCIES 

   A vacancy shall occur when: 

 A Board Member is notified by the Administering Board, in writing, 

of his/her termination of membership. 

 A Board Member notifies the Administering Board, in writing, of 

his/her resignation. 

 The Governing Board, (the Oakland City Council) removes a Public 

Official for cause. 
When a vacancy occurs in the private groups and interest membership, the 

affected private groups or interest shall be notified, in writing, by the 

Chairperson to select a replacement.  If the affected private group or 

interest should fail to appoint a replacement within thirty (30) days after 

receipt of said written notice, or if a private group or interest itself 

withdraws from membership, the Chairperson shall notify the CAA Board 

to approve a recognized community organization selected in accordance 

with the provision of Section 3.a of this Article.  When a vacancy occurs 

among the membership of the poor representatives, and the remaining 

term is more than one year, the affected district shall democratically select 

a representative to fill the vacancy. 
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8. PETITION PROCESS 

a. Any community agency or representative group of the poor which 

feels inadequately represented on the Administering Board may 

petition for adequate representation. 

i. Any community agency or representative 

group of the poor may file a written petition to the 

Administering Board for adequate representation.  Said 

petitions must contain 50 members' signatures of said 

representative group. 

ii. The community representative group petitioning for 

adequate representation shall show that the attendance at its 

meeting is over 50 members.  The petitioning community 

representative group shall demonstrate that it does not 

discriminate in its membership because of race, sex, age, 

sexual orientation, religion, national origin or disability. 

Said petition by the community representative shall be 

submitted at any regularly scheduled meeting of the 

Administering Board. 

iii When a petition conforms to the submission compliance 

requirements, the Administering Board shall: 

 Schedule and conduct a Public Hearing before the 

Administering Board within 60 days of receipt of 

petition. 

 Determine: 

(a) The authenticity of the petition and the 

structure and membership of the 

community representative group. 
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(b) If the structure and nature of the petitioner 

conforms to the spirit and intent of the 

Community Action Agency's purposes and 

objectives. 

(c) If the petitioner, in part, cannot be 

adequately represented by the existing 

structure of the Administering Board. 

(d)    If the presence of the petitioner's 

representative on the Board would, in fact, 

enhance the programs of the Community 

Action Agency. 

iv. The findings made by the Administering Board after 

conducting the scheduled Public Hearing as to the 

determination of eligibility for the petitioner for 

representation on the Administering Board shall be 

reported, in writing, to the Governing Board, and to the 

petitioner and shall include a statement of the Community 

Action Board's reasons for its determination.  The final 

determination of the petitioner's eligibility for 

representation on the Administering Board shall be made 

by the Governing Board (the Oakland City Council).  The 

Governing Board shall either accept or reject the 

Administering Board's determination of petitioner's 

eligibility and shall notify the State Department of 

Community Services And Development (SCSD). 

v. The Governing Board's determination that the petitioner's 

eligibility for representation on the Administering Board is 
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justified and required so that petitioner can be adequately 

represented in the Community Action Agency's purposes 

and objectives, then the community representative group 

will select a representative to the Administering Board. 

vi. If the petition process results in the placement of an 

additional representative of private groups interests on the 

Administering Board, the ratio of at least one-third (1/3) 

representatives of the poor will be maintained.  In no event 

will total Administering Board membership exceed twenty-

four (24).  If the petition process will cause membership to 

exceed twenty-four, the Administering Board will 

investigate those private groups and interests represented 

and make recommendations to the Governing Board (the 

Oakland City Council) as to those private groups and 

interests to be represented on the Administering Board to 

maintain a total maximum membership of twenty-four (24). 

The selection of a person to fill an additional seat on the 

Administering Board from private groups and interests will 

be in accordance with Section C.3 of these Bylaws.  
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ARTICLE V 

OFFICERS OF THE ADMINISTERING BOARD 

The Officers of the Administering Board shall consist of Chairperson, Vice-Chairperson, 

Secretary, and a Treasurer. 

The officers shall serve a term of two years.  Election of each officer shall be at the regular 

monthly meeting of the Administering Board in December bi-ennially to take effect in the 

following January.  Unless otherwise provided herein by these bylaws, interim elections shall be 

called by the Administering Board Chairperson to fill unexpired terms resulting from vacancies 

to various officer positions.  Unexpired terms of one year or less may be filled by appointment of 

the Board Chairperson.  Removal of any officer from his/her position may be initiated by any 

Administering Board member through introduction of a motion, provided the issue of such 

removal was made an item of a called or regular meeting Agenda prior to the meeting.  Removal 

of said officer requires a two-thirds vote of the total membership. 

 

A. CHAIRPERSON 
The chairperson shall preside over all meetings of the Administering Board, and 

provide the initiative and leadership necessary to the proper functioning of the 

meetings with assistance of the Staff Director.  The Chairperson shall serve as the 

Administering Board's principal channel of communication with the Oakland City 

Council, Alameda County Board of Supervisors, and the Staff Director, and the 

principal channel of communication with the Administering Board's wishes to the 

Staff Director in its role of providing overall policy and program direction to the 

Community Action Agency Program.  The Staff Director shall consult with the 

Chairperson of the Administering Board on plans, projects, progress and problems 

of the program, and communicate the need for Administering Board actions to the 
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Administering Board.  The Chairperson shall keep the Administering Board 

apprised of the City Administrator’s role as the organizational element through 

which administration of the CAA's paid staff and its several projects and 

programs are affected by the Administering Board.  The Chairperson of the 

Administering Board shall also serve as Chairperson of the Executive Committee. 

B. VICE-CHAIRPERSON 
The Vice-Chairperson, in the absence or inability of the Chairperson to act, shall 

exercise all the powers and perform all the duties of the Chairperson.  In the event 

the Office of Chairperson is vacated in mid-term, the Vice-Chairperson shall 

succeed to the Office of Chairperson. 

C. SECRETARY 
The Secretary, in the absence or inability of the Chairperson and the First Vice-

Chairperson to act, shall exercise all of the powers and perform all of the duties of 

the Chairperson.  The Secretary is responsible to ensure that minutes of each 

official meeting of the Administering Board are recorded, and that any errors in 

the minutes are presented to the Administering Board for correction.  The 

Secretary is also the official custodian of documents and records of the 

Administering Board, including minutes, committee reports, and correspondence 

to the Administering Board.  The Secretary is empowered to obtain services and 

assistance through the Staff Director in the recording of the minutes and in 

maintaining custodial files of the Administering Board's documents and records. 

 

 

D. TREASURER 
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The Treasurer shall serve as the Chairperson of the Finance Committee of the 

Board.  The Treasurer of the Administering Board shall have access to financial 

records of the CAA, but otherwise shall exercise no custodial or investment 

control over the assets and finances of the CAA, since those responsibilities rest 

with the Governing Board (City Council).   

ARTICLE VI 

COMMITTEES OF THE ADMINISTERING BOARD  

A. The Administering Board shall have six standing committees, the Executive, the 

Personnel and Training, Program Planning, Fund Development, Advocacy and the 

Finance committee. Each committee shall serve as a working extension of the 

Administering Board in its consideration of issues, opportunities and plans in the 

area of the committee's particular attention.  As such, the committee shall receive 

assignments from and report its findings and recommendations to the 

Administering Board.  In special instances the Executive Committee may be 

empowered by the Administering Board to act for the full Board in deliberating 

an issue and reaching a decision or taking an action.   

The composition of each committee shall fairly, but need not exactly, reflect the 

composition of the full Administering Board, except as specified in Paragraph B.1 

of this Article below.  The committee members will be selected by the 

Community Action Agency Board Chairperson.  A committee quorum shall 

consist of 50% of the total committee membership, including vacancies.   

B. The composition and responsibilities of each committee are as follows: 

 

 

 

1. THE EXECUTIVE COMMITTEE 
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The Executive Committee shall have at least three (3) members and 

include as one of its members the Administering Board Chairperson. 

The composition of this committee shall be at least one representative 

from the public officials, one representative of the poor and one 

representative of private groups and interest.  Membership shall fairly 

reflect the proportion that each of these three groups represents on the 

Administering Board.  The Administering Board Chairperson shall serve 

as Chairperson of the Executive Committee.   

a. The Executive Committee may act for the Administering Board on 

matters which cannot await the next scheduled meeting of the 

Board, as determined by the Executive Committee, and notify the 

Board, at its next meeting, of that action. 

 

2. PERSONNEL AND TRAINING COMMITTEE 
The Committee Chairperson shall be selected by the Chairperson of the 

Administering Board and the committee membership shall fairly, but need 

not exactly, reflect the composition of the Administering Board.  

a. The Personnel and Training committee reviews the requirements 

for staff in conjunction with the CAA budgeting process and will 

address similar issues as necessary. 

 

3. PROGRAM PLANNING COMMITTEE  

            The Committee Chairperson shall be selected by the Chairperson of the  

                                    Administering Board and the committee membership shall fairly, but need 

                                    not exactly, reflect the composition of the Administering Board.  
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a. The Program Planning committee is responsible for working to 

implement the agencies strategic plan, and identify/develop  

programs and services that support the agency’s mission.  

 

                       4. FUND DEVELOPMENT COMMITTEE 

                                    The Committee Chairperson shall be selected by the Chairperson of the  

    Administering Board and the committee membership shall fairly, but need  

                  not exactly, reflect the composition of the Administering Board.  

 

   a. The Fund Development committee is responsible for leveraging  

    and maximizing existing funds and identifying new funding  

    opportunities/activities.  

 

5.         ADVOCACY COMMITTEE 

 The Committee Chairperson shall be selected by the Chairperson of the  

 Administering Board and the committee membership shall fairly, but need  

 not exactly, reflect the composition of the Administering Board.  

 

 a. The Advocacy committee is responsible for providing advocacy,  

  support, and education to increase awareness and to assist in the  

  development of strategies to impact issues that affect the low- 

  income population.  

 

 

 

6. FINANCE COMMITTEE 
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The Administering Board Treasurer shall serve as Committee Chairperson 

of the Finance Committee.  The Committee exercises the following 

responsibilities: 

a. The Finance Committee reviews and analyzes the CAA's financial 

policies and procedures and information reporting systems, with a 

view toward maximizing their effectiveness as tools in 

management decisions. 

b.  The Committee shall review, in detail each quarter, programs 

which deviate significantly from the budget, reporting to the 

Administering Board the cause of the variance and expenditure 

rate, the corrective action necessary, the person responsible for 

said corrective action, and the date at which corrective action is 

expected to bring the deviation into alignment. 

c. The Finance Committee shall review audits in detail, identify 

financial management weaknesses, and make recommendations to 

the Administering Board to resolve any cost questions in internal 

and external audits. 
 

D. OTHER COMMITTEES 

In addition to the Executive, the Personnel and Training, Program Planning, Fund 

Development, Advocacy, and Finance committees, the Administering Board 

operates with other ad-hoc committees as the need arises to provide special 

services, analyses review, investigation or research for the Administering Board.  

Such committees and each committee Chairperson shall be appointed by the 

Administering Board Chairperson.  The purpose of the committees appointed 
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under this paragraph shall be stated in the direction creating such committee(s) so 

as to permit the committee Chairperson to report accomplishments of the com-

mittee to the Administering Board, and such committees shall cease to function 

upon completion of the specific assignment for which the committee was 

activated.  No committee shall disband without having submitted a final written 

report to the Administering Board, including its final recommendations.  

Dissolution of the committee shall be by declaration of the Administering Board 

Chairperson unless the Administering Board approves a motion to continue the 

committee in existence. 
 

ARTICLE VII 

MEETINGS OF THE ADMINISTERING BOARD 

             The meetings of the Administering Board shall be as follows: 

A. Regular Meetings 

1. Regular meetings of the Administering Board shall be held on the second 

Monday of each month (unless changed by Board action) at a place and 

time determined during the preceding Board meeting.  If a regular meeting 

would otherwise fall on a holiday, it shall instead be held on the next 

scheduled regular meeting day unless otherwise noticed seven (7) days in 

advance. 

2. Written notice of the regular meeting of the Administering Board with 

previous minutes and the meeting agenda of the forthcoming meeting 

shall be sent to each Administering Board member at least seven (7) days 

prior to the meeting and shall be posted.  Special meetings may be called 

upon notice which is received upon at least two business days prior to the 

meeting.  Special meetings held other than in the regular meeting place 
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require 15 days notice.  Meetings may be canceled only upon receipt of 

two (2) business days' notice. 

3. Written notice of regular meetings shall also be sent to any person, 

organization, corporation or entity requesting said notice of the Secretary 

and upon notification by said person's organization, corporation or entity 

of the address where said notice is to be mailed. 

 In the event the business calendared on the agenda of any regular meeting is not 

completed at the said regular meeting, the said regular meeting may be continued 

to a subsequent date by approved motion of the Administering Board, and this 

meeting shall be considered to be a continuation of the regular meeting so long as 

a majority of the members of the original meeting are in attendance. 

 

 TIME, PLACE, AND NOTICE OF PUBLIC MEETINGS 

 All public meetings shall be held at a time and place convenient to the public.  

Public notice of each meeting shall state the time and place at which the meeting 

shall be held and the agenda for the meeting, and shall be given not less seven (7) 

days before the day of the meeting.  Notice of a meeting shall be given by: 

a. Forwarding a formal notice of the meeting to each person who has 

submitted a written request for copies of such notice; 

b. forwarding a formal notice of the meeting to every member of the 

principal representative board of the agency; and 

c. posting in the City Clerk's Office and an external bulletin board 

accessible twenty-four hours a day at least seventy-two (72) hours 

prior to the meeting. 
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B. Special Meetings 

1. Special meetings of the Administering Board may be called upon motion 

and approval by a majority of the members of the Administering Board or 

by the Executive Committee or by the Chairperson. 

2. Written notice of special meetings of the Administering Board shall be 

delivered to each Board member's address at least two business days prior 

to said meeting, together with the agenda containing the items to be 

considered at said special meeting. 

3. Written notice of regular meetings shall also be sent to any person, 

organization, corporation or entity requesting said notice of the Secretary 

and upon notification by said person, organization, corporation or entity of 

the address where said notice is to be mailed. 

4. Only the agenda item or items will be discussed at the special meetings. 

 

C. Notification of Meeting 
The Secretary, utilizing the services of the CAA staff as requested through the 

Staff Director, notifies each Administering Board member of each regular 

meeting and each special meeting. 

D. Rules Governing Meetings of the Administering Board 

1. No action of the Administering Board shall become effective without 

receiving the affirmative vote of a majority of the quorum present.  A 

quorum consists of a majority of the total membership of the 

Administering Board including vacancies.  Member's attendance is 

recorded by the Secretary or staff at each meeting.  The presiding officer 

convenes the meeting at the appointed time or upon arrival of the quorum, 

whichever occurs later.  No meeting is held if the quorum is not in 
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attendance within forty-five (45) minutes of the scheduled starting time, in 

which case the presiding officer so advises the members present, who are 

then free to depart.  The presiding office shall, upon losing a quorum after 

having convened a meeting, dismiss the meeting after having established 

that a quorum of members is no longer on the premises. 

2. Every meeting of the Administering Board is public except those which, 

under personnel policies and rules of the CAA, must be held in executive 

session and must comply with the provisions of the Ralph M. Brown Act.  

Approval of such a motion for executive session requires an affirmative 

vote of two-thirds (2/3) of the members present and a report of any action 

taken in closed session must be read in the next regular open meeting.  

3. A closed session meeting may be held for the purpose of discussing the 

selection of an Executive Director in accordance Oakland Municipal Code 

Section 2.20.110. 

4. The Secretary of the Administering Board ensures the recording of the 

minutes of each Administering Board meeting.  For reasons of practicality, 

the Board may require the Staff Director to furnish a Recording Secretary to 

take the minutes during the board meetings and to transcribe the minutes for 

the Board Secretary.  

5. Roberts' Rules of Order - Newly Revised serves as the rules for the 

conduct of the Administering Board meetings, and for parliamentary 

procedure at each meeting, except: 

a. Where Robert's Rules may be suspended by a simple majority vote 

of the Administering Board Members present, then where Robert's 

Rules offer alternatives in procedures and conduct, and the 

alternative which is to apply is adopted by approved motion at the 

time the issue exists.  Such alternative procedure shall be followed.  
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Such a motion may be approved by a simple majority of those 

Board Members present. 

b. Proxy voting by any Administering Board Member shall be 

prohibited at meetings of the Administering Board and its 

Committees. 

ARTICLE VIII 

MEETINGS OF THE ADMINISTERING BOARD COMMITTEES 

Each committee of the Administering Board shall conduct its meetings and discharge its duties in 

accordance with rules which the Committee sets for itself on the occasion of its first meeting 

following appointment of its slate of members.  The first meeting of a committee shall be called 

by its Chairperson during a regular meeting of the Administering Board, or by personally 

contacting each member of the Committee with announcement of the meeting if such a meeting 

is required before the next regular meeting of the Administering Community Action Agency 

Board. 

No decisions or recommendations shall be developed by any Committee except in a session 

attended by at least a majority of the number of voting members of the Committee.  All 

Committees shall keep minutes and present them to the Administering Board. 

The Executive Committee shall keep minutes of each meeting, and the minutes of each meeting 

shall be presented at the next regular meeting of the Administering Board, accompanied by 

motion of the Executive Committee Chairperson for the Board's ratification of decisions and 

actions taken by the Executive Committee acting for the Administering Board. The quorum 

requirement for the Executive Committee shall be one-half (1/2) of the total committee members 

plus one (1) of the total number of voting members of the Executive Committee. 

 

ARTICLE IX 

AMENDMENT OF BYLAWS  

A. AMENDMENT OF BYLAWS BY THE ADMINISTERING BOARD 
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1 These Bylaws may be amended, or new Bylaws adopted, at any regular 

meeting of the Administering Board provided that notice of the proposed 

action shall have been sent to each member of the Administering Board at 

least fifteen (15) days before said meeting.  A two-thirds (2/3) vote of the 

total Administering Board membership shall be required to amend and/or 

adopt new Bylaws. 

2. The Administering Board may amend, without consent of the Governing 

Board, only those elements of these Bylaws which do not give itself 

powers that are reserved for the Governing Board (the Oakland City 

Council).  Amendments may include: 

a. Definition of the offices of the Administering Board; 

b. Definition of the method, frequency and timing by which each 

Administering Board Officer is elected to his or her office; 

c. Definition of the standing committees of the Administering Board 

and the method of selecting the Chairperson and members of each; 

d. Definition of the prerogative of the Administering  Board to 

establish ad hoc or temporary committees of the Board; and 

e. Definition of the rules for the conduct of official meetings of the 

Administering Board or any of its committees during the presence 

of a quorum for such meetings. 

3. The Administering Board may recommend Bylaws amendment to the 

Governing Board, which amendments are not provided for in Paragraph 

"B" above.  Said recommendations are stated in a letter or memorandum 

from the Administering Board Chairperson. 

a. The Governing Board, by recorded vote, rejects a motion before 

the Oakland City Council to accept the recommended amendment; 

or 
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b. The Governing Board (the Oakland City Council), by recorded

vote, may move to table or otherwise postpone its vote on a motion

to accept or reject the recommended amendments.

B. AMENDMENT OF BYLAWS BY THE GOVERNING BOARD

The Governing Board (the Oakland City Council), upon its favorable consider-

ation of a motion before it to amend these Bylaws made by its own initiative, shall

submit the proposed amendment for consideration and recommendation to the

Administering Board before voting final approval of the amendment.  The

Governing Board (the Oakland City Council) shall communicate the proposed

amendment to the Administering Board in time for the Administering Board

members to be notified, at least fifteen (15) days in advance of the next regular

meeting of the Governing Board that the meeting's agenda includes consideration

of a proposed amendment of the Bylaws by the Governing Board (the Oakland

City Council).  A two-thirds (2/3) vote of the total Administering Board

membership shall be required to recommend approval or rejection to the

Governing Board (the Oakland City Council) of the proposed amendment of the

Bylaws.

The Chairperson of the Administering Board shall communicate the results of

such a vote to the Governing Board (the Oakland City Council).  The absence of

such a communication to the Governing Board (the Oakland City Council) within

two (2) working days after the second regular meeting of the Administering Board

following receipt of the proposal for amendment of the Bylaws by the

Administering Board Chairperson shall be considered by the Governing Board as

approval by the Administering Board of the proposed change to the Bylaws.

In the event that the Administering Board rejects the Governing Board's (the

Oakland City Council's) proposed amendment of the Bylaws, then, and in that
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event, the Governing Board (the Oakland City Council), within thirty (30) days, 

shall reconsider its recommended amendment to the Bylaws and set a date, time 

and place for the meeting to reconsider its recommended amendment to the 

Bylaws and give written notification of said meeting to the Administering Board.  

The Governing Board’s (the Oakland City Council) approval and adoption or 

rejection by a majority vote of the proposed amendment of the Bylaws at said 

meeting will be final. 
 

ARTICLE X 

A. Conflict of Interest 

 1. Prohibition Against Acceptance of Gifts and Gratuities. 

a. Employees of the CAA, delegate agencies, members of employees' 

immediate family, and members of the CAA Governing Board and 

Administering Board, are prohibited from accepting gifts, money 

and gratuities and purchasing and renting goods, space and service 

from: 

(i) Persons receiving benefits or services under any program 

financially assisted by the State of California Department 

of Community Services And Development, or 

(ii) Any person or agency performing services under contract, 

or 

(iii) Persons who are otherwise in a position to benefit from the 

actions of any employee or Board member. 

b. Members of employees' immediate family shall include any of the 

following persons:  father, mother, husband, wife, son, daughter, 

brother, sister, father-in-law, mother-in-law, son-in-law, daughter-

in-law, brother-in-law and sister-in-law. 



28 

2. Any Administering Board member that possibly might personally profit

from a decision made by the Administering Board must make a full disclo-

sure of it and get the facts into the minutes of the Board meeting.  Such

decisions must be supported by a majority of the board members who have

no personal interest in the matter.
The CAA and its delegate agencies shall comply with all provisions noted in order to 

prevent conflicts of interests in connection with the purchase and rental of goods, space, 

and services for use in programs assisted under the State of California Community 

Services and Development (CSD). 

B. Compensation
Administering Board members are not allowed to be paid compensation except

for allowances to those members whose income is below the poverty guidelines.

Administering Board members may also be reimbursed for their expenses to

attend official meetings up to four (4) meetings per month based on Federal

regulations regarding allowances and reimbursements for Policy making bodies.

All major decisions about allowances and reimbursements shall be made by the

full Administering Board.

C. Requirements for Inspection and Examination
Books and records of the CAA shall be made available to the public pursuant to

the provisions and restrictions of Federal Regulations.  A copy of the amended

Bylaws shall be maintained on file with the City Clerk's office.
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	WELCOME TO OAKLAND CITY GOVERNMENT!
	Congratulations on your appointment to one of Oakland’s boards, commissions, or committees. All of these entities are referred to generally in this handbook as “boards.”  Oakland relies on its many boards to provide critical guidance in City decisions and to serve as important forums for public participation.  With this privilege comes your responsibility to comply with governmental integrity laws and to uphold the public’s trust.  This Handbook for Members of Boards and Commissions is intended to help you understand this new responsibility and to help guide you in your role as a board member for the City of Oakland.  
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	CHECKLIST OF ORIENTATION ACTIVITIES
	Below is a list of activities for you to accomplish during your first 30 days as a Commissioner:
	Step
	Action
	Completed
	1
	Take the Oath of Office – City Clerk’s Office
	1 Frank Ogawa Plaza (City Hall), 2nd Floor
	2
	File Form 700 – Statement of Economic Interests with the Office of the City Clerk:
	https://www.fppc.ca.gov/Form700.html
	To file your Form 700 electronically (recommended), contact Krystal Sams in the City Clerk’s office at ksams@oaklandca.gov. 
	Note: Form 700 must be filed within 30 days of you being sworn in.
	3
	Watch the Public Ethics Commission’s Introduction to the Oakland Government Ethics Act Video
	4
	Register and complete the Public Ethics Commission’s On-Demand Government Ethics Training for Form 700 Filers
	5
	Register and complete the Public Ethics Commission’s On-Demand Open Meetings Sunshine Training 
	6
	Review your Commission/Board’s applicable laws, by-laws, policies, and procedures with your board/commission staff
	7
	Ask questions about your Commission’s procedures and process if you are unclear about the process or information provided to you
	8
	Ask the Public Ethics Commission for advice or assistance upon need
	Website: www.oaklandca.gov/pec 
	Email: ethicscommission@oaklandca.gov 
	Phone: (510) 238-3593
	Location: 1 Frank Ogawa Plaza (City Hall), Room 104
	OAKLAND GOVERNMENT ETHICS ACT
	In 2014, the Oakland City Council passed the Government Ethics Act (GEA) which provides a comprehensive framework of ethics laws for public servants in Oakland. Provisions in the GEA include conflicts of interests, misuse of City position/resources, gift restrictions, and more. The GEA mirrors the State of California’s Political Reform Act (PRA) and codifies state ethics laws at the local level. Let’s take a look at some of these provisions as they pertain to your work as a board member in Oakland.
	Conflicts of Interests and Personal Gain

	The laws pertaining to conflicts of interest are too broad and complex to permit a detailed discussion in this Handbook.  However, it is important for people participating in City government to have a basic understanding of conflict laws so they know how to spot a potential conflict situation, should one arise.   
	Most financial conflict of interest laws are contained in the California Political Reform Act of 1974 (“PRA”).  Basically, the PRA states that a financial conflict of interest may exist when a person influences a decision that will materially affect an economic interest connected to you or your immediate family. Let's take a look at these highlighted terms:
	A person “influences” a government decision when he or she makes or participates in making it; or when he or she attempts to use his or her official position to affect the outcome of the decision.  It is often not enough just to refrain from voting on a matter that may involve a conflict of interest – the law requires that you completely refrain from all participation or attempts to influence the outcome! 
	The law identifies six basic kinds of “economic interests:”  
	 business entities in which you, your spouse or your dependent children have an investment;
	 real property in which you, your spouse or your dependent children have an investment; 
	 sources of income paid to you or your spouse 12 months before the governmental decision was made;
	 business entities in which you hold a position of management, employment or executive responsibility; 
	 persons who have given or promised you gifts totaling $250 or more within 12 months before the time you make a governmental decision; and
	 the personal finances of you and your immediate family.
	Filing Statements of Economic Interest (Form 700)

	The PRA requires every city in California to adopt a conflict of interest code.  The underlying principle behind this code is to ensure that decisions are made by public officials openly, honestly, and free from the motivation of personal gain.  Most members of Oakland's boards and commissions have been identified as decision-makers subject to its conflict of interest code.  A list of these boards and commissions can be found in Appendix C. 
	If you are a member of one of the public bodies listed on Appendix C, you are required to file periodic “Statements of Economic Interests,” (otherwise known as a “Form 700”).  A Form 700 must be completed and filed with the Office of the City Clerk at the following times: 
	 Within 30 days after assuming office.
	 Annually on April 1 of each year.  
	 Within 30 days of leaving office.
	You may file electronically through the City Clerk’s office (Elections web-page).  Alternatively, you may file a hard copy with the City Clerk, located on the first floor of City Hall.  Instructions and the period covered by each type of statement are included with the forms used for filing.  
	Form 700’s are kept available for public inspection by the Oakland City Clerk.  State law permits a penalty of $10 per day for late filings, and failure to file the form is subject to a maximum fine of $5,000 per violation.  Also, remember that you must complete and return your forms even if you have "no reportable interests" to disclose.
	Gift Restrictions

	One of the most common issues which people encounter is whether it is permissible to accept gifts while serving on a board or commission.  The basic rule is that if you are a member of a board or commission whose members are required to file a Form 700, you may not accept gifts from any single source totaling more than $250 in a calendar year.  
	The Oakland Government Ethics Act also imposes a $50 annual gift limit from restricted sources who are individuals that (1) are doing business with or seeking to do business with the department your board oversees or (2) in the prior 12 months attempted to influence you in any legislative or administrative action.
	Any gift that you receive of $50 or more must be disclosed on your Form 700.
	There are exceptions to the above gift rules, such as gifts from family members, personalized plaques and trophies valued at less than $250, informational material provided to assist you in your official duties, and free admission or discounts to informational conferences or seminars. Contact the Public Ethics Commission for a list of gift exceptions.
	Confidential Information 

	During the term of your service, you will gain access and receive a considerable amount of information from staff to assist you in the decisions you will be tasked to make. Some of that information may prove to be very valuable to those seeking to do business with the City or seeking to influence a decision before your board. A public servant cannot disclose any confidential information acquired during the course of their official capacity for the purpose of private gain or interests.
	For example, your committee just received an advance copy of a Request for Proposals (RFP) from department staff for the provision of consulting services. The RFP will not be available to the public until next month. Your husband’s business partner is a consultant. You are prohibited from telling your husband’s business partner about the RFP until it is made public.
	Misuse of City Resources/Position

	As a board member, you play an important role in City government and have a certain measure of power.  It is important that you understand how you will use it to ensure that your actions are done in the interest of building and preserving public trust. The Government Ethics Act includes provisions that prohibit board members from using their position for private gain. 
	One provision forbids you to have a financial interest in any contract made by you or a board or commission on which you serve as a member.  This means that your board or commission cannot make or recommend a grant or a contract to a company or organization in which you or an immediate family member has an interest or serves as an officer or director.  
	Another provision forbids public servants from engaging in employment or activities that are incompatible with their public duties. 
	Revolving Door Rules

	Upon leaving public service, including a volunteer board/commission seat, a public servant may not, for one year after termination of his or her service, communicate with any officer or employee of the board/commission on which you served if the communication is on behalf of any other person and with the intent to influence a government decision.
	Fair Process

	It is important that public servants refrain from any action that can be perceived as giving privilege or special access to certain individuals. In particular, you may not receive anything of value from someone in exchange for an intended vote or official action. That is a bribe!
	SUNSHINE ORDINANCE
	All of Oakland's boards and commissions are required to conduct their meetings in public.  Most of the work and all of the decisions you will be making will take place at these public meetings.  It is therefore important that you understand how "open meeting" laws work, and how to prepare for meetings so you may participate effectively.
	There are two laws that help ensure that public meetings are properly announced and conducted.  The Ralph M. Brown Act is a state law that applies to all public bodies in the State of California.  The Oakland Sunshine Ordinance is a local law that supplements the Brown Act and provides even greater public access to the workings of Oakland government.  
	What Constitutes a Public Meeting 

	Under the Oakland Sunshine Ordinance, a "meeting" is defined as “any congregation of a majority of the members of a local body at the same time and location. . . to hear, discuss, deliberate, or take action on any item that is within the subject matter jurisdiction of the local body."
	This means that a meeting can occur at any time when a majority of members come together, even informally during a conversation following a formal meeting!
	Keep in mind:
	 A majority of the members of a local body are not permitted to use a series of communications of any kind, directly or through intermediaries, to discuss, deliberate, or take action on any item of business that is within the subject matter jurisdiction of the local body.
	 A meal gathering conducted before, during or after a public meeting is considered a part of the public meeting and must be properly noticed and made open to the public.
	 A "meeting" can occur if a staff or member of a public body calls, faxes or e-mails other members to develop a consensus regarding an item of business, even if the members never communicate to each other directly.  
	The Sunshine Ordinance does not include in its definition of a "meeting" individual conversations between members of a public body and a constituent; attending community meetings or conferences; or attending purely social, recreational, or ceremonial occasions (just so long as you do not discuss business items within the jurisdiction of your board or commission).
	Meeting Agenda

	Agenda Requirements
	Meeting agendas serve as the official “guide” for every public meeting.  They must specify the date, time, and location of the meeting and give a brief general description of each item of business to be transacted or discussed.  Usually, City staff works with the Chairperson and members of a public body to determine what items will be placed on future meeting agendas.  
	If an item is not on the agenda for a regular meeting, there may be no action or discussion about it at the meeting. 
	In rare, emergency situations, two-thirds of the members present at the meeting (or if less than two-thirds of the members are present, then all of the members) could determine that there is a need to take immediate action which came to the attention of the local body after the agenda was posted. To meet the requirements of this exception, the action must be: 
	1. required to avoid a substantial adverse impact if the meeting were continued;
	2. related to federal or state legislation; or,
	3. related to a purely ceremonial or commendatory action.
	If an item is not on the agenda for a special meeting, there may be no action or discussion on the item, period.   
	Check with the assigned staff member of your board for more information about agenda noticing requirements.
	Conduct of a Public Meeting

	The Brown Act and Sunshine Ordinance do not expressly provide how a public meeting must be conducted.  There are many issues that can arise before or during a public meeting that you are likely to encounter.  The following is a brief summary of those issues: 
	 Agenda Packages – An agenda or “meeting” package is usually assembled by City staff and sent to all board and commission members before the meeting.  It typically contains the agenda, reports, and any other material which provides background information or recommendations concerning the subject matter of any item on the agenda.  The agenda package may also include any other material that is forwarded to the local body before the posting of the meeting agenda.  
	Perhaps the most important thing to know about agenda packages is to read them before the meeting.  Board and commission members are encouraged to contact City staff prior to the meeting if you have questions or need clarification about any item.  
	Quorum – Unless otherwise provided in the city ordinance or resolution creating the public body, a majority of the members typically constitutes the quorum.  A quorum is necessary before a local body can take any formal action; a majority of a quorum is required to take action on behalf of the local body.  
	 No Barriers to Attendance – No local body shall conduct a meeting, conference, or other function in any facility that is inaccessible to persons with physical disabilities or where members of the public must pay or purchase something to gain entrance.  
	 Meetings Must Be Tape Recorded – All local bodies in Oakland must tape record their regular and special meetings.  All tape or video recordings are public records that must be available for inspection during regular business hours.  Any person may tape record, photograph, or videotape any meeting as long as such recording does not disrupt the proceedings.
	 Right to Public Comment at a Meeting – Every meeting at which action is proposed to be taken must provide an opportunity for members of the public to directly address the public body before action is taken on each item. In addition, every meeting agenda must provide an opportunity for members of the public to directly comment on anything within the body's subject matter jurisdiction.  This is usually accomplished by providing an “Open Forum” as a standing item on every regular and special meeting agenda. 
	While the local body may adopt reasonable rules regulating the order and decorum of public testimony, the local body may not prohibit criticism of its policies, procedures, programs, or services, or of its acts or omissions.  This generally applies to criticisms offered by a member of the local body as well.  Any time constraints that are imposed on public testimony must be adopted at the outset and uniformly applied.  
	 Cancellation or Continuation of an Agenda Item – An item on the agenda may be cancelled or continued by a vote of the local body at the meeting, or by issuing formal notice of the cancellation or continuance if known far enough in advance of the meeting.  Any continued item must specify the time and place of the meeting at which the item will be heard, and should be placed on the next meeting agenda.
	 Conditions on the Right to Attend or to Speak at a Public Meeting – A public body may request that members of the public wishing to speak provide their names on a speaker's card to facilitate staff responses or for inclusion in the minutes of the meeting.  However, the public cannot be required to give names or sign a register as a condition to attend a public meeting.  
	ROLES AND RESPONSIBILITIES
	While this handbook is intended to provide a basic overview of the operating guidelines and legal requirements that are common to all City boards and commissions, it is by no means an exhaustive guide to your participation in City government.  Most of your actions will be guided by your own good judgment and common sense.  The following is intended to serve as general guidelines when dealing with others who participate in City government.
	Expression of Personal Opinion

	Individual members of boards and commissions should not present their personal views or recommendations as representing the board or commission unless their respective board or commission has voted to approve such a position or action.  Members expressing views not approved by much of a board or commission should clearly state that their opinions are being expressed "personally" or as a “private citizen”.
	Role of the City Council and Mayor's Office

	Most of Oakland's boards and commissions were established to provide information and advice to the City Council or the Office of the Mayor.  As the elected representatives of the people of Oakland, the City Council and Mayor have the ultimate responsibility for making decisions that affect the City.  It is important to remember that not all of the recommendations from advisory bodies may be accepted by the City Council and Mayor in carrying out their respective duties.  Often final decisions must take into account a broader range of issues than the sometimes limited jurisdiction of an advisory body.  While disagreements can and do arise, it is important that the established laws and policies of the City be followed.  
	Role of City Staff

	City staff serves in a support capacity to Oakland's boards and commissions.  Staff is usually responsible for ensuring that meeting notices are properly and timely distributed, and provides Oakland's public bodies with the professional expertise for which they were hired.  While highly dedicated to the boards and commissions they serve, City staff is ultimately responsible to the administrative departments of the City.  Staff cannot and should not be directed to perform tasks that conflict with their established duties and work priorities.  In no event, may staff be directed to perform work for the personal advantage of board or commission members.
	Frequently City staff provides recommendations to public bodies on a variety of issues.  These recommendations are often based on the technical requirements of the law or established City policy.  While a board or commission is not always expected to adopt staff's recommendations, they should always be carefully considered before taking formal action.  
	Collaborating with the Public

	The earlier discussion in the section entitled "Public Meetings" highlighted specific requirements for keeping public meetings open and available to members of the public.  But there is more to serving as a board or commission member than mere compliance with the law.  Good public service demands that people be treated fairly, honestly and with the utmost of courtesy.  It is crucial for you to keep an open mind in all your deliberations, and to consider all opinions expressed at a public meeting before making a decision.  This not only encourages greater public participation, but rewards you with information and opinions you may not have previously considered.  
	Just as people have a right to expect the highest standards of decorum from their representatives, no one is expected to suffer from undue abuse or physical or verbal threats.  California law permits the removal of any person who willfully engages in disorderly conduct and disrupts the peace and good order of a public meeting. Check with your Commission’s assigned City Attorney as situations arise.  
	Attendance, Resignation, and Removal

	Oakland's boards and commissions simply cannot function without your attendance and active participation.  If you are required to miss a meeting, please inform City staff and the chairperson with as much advance notice as possible.  Some boards and commissions have specific requirements about missing more than a certain number of meetings without excuse or good reason.  In some cases, failure to regularly attend meetings could result in your removal from the board or commission.  
	Occasionally people are required to resign their seats on a public body before the end of their appointed term.  If this should occur, you should submit a letter stating your intention to resign and an effective date of your resignation to the Office of the City Clerk, the board and commission on which you serve, and a copy to City staff. 
	The Oakland City Charter provides that members of City boards and commissions may be “removed for cause” after a hearing and upon the affirmative vote of at least six City Councilmembers.  While there is no definition of what specific conduct would lead to such an action, board and commission members should realize that certain conduct, such as a constant failure to attend meetings without a legitimate excuse, could result in removal from office.  
	CITY GOVERNMENT STRUCTURE
	Structural Overview

	The City of Oakland has a Mayor/Council form of government. The Mayor is elected at-large for a four-year term, and can be re-elected only once. The Mayor is not a member of the City Council; however, he or she has a right to vote as one if the Council members are evenly divided on certain issues. The City Council is the legislative body of the City and is comprised of eight Council members. One Council member is elected “at large,” while the other seven Council members represent specific districts. All Council members are elected to serve four-year terms.  Every two years, the City Council elects one member to serve as President of the Council, with another member selected annually to serve as Vice Mayor.
	The City Administrator is appointed by the Mayor and is subject to confirmation by the City Council. The City Administrator is the Chief Administrative Officer of the City and is responsible for day-to-day administrative and fiscal operations of the City.
	Mayor
	The Mayor is Oakland’s chief elected officer.  He or she is specifically responsible    for presenting a balanced budget to the City Council, recommending legislation and measures for consideration by the City Council, appointing the City Administrator (subject to City Council confirmation), and generally promoting programs for the social, physical, economic and cultural development of the City.  
	City Council
	The City Council is the legislative body of the City, vested with the regulatory and corporate powers of the municipal corporation. The City Council establishes local policy and, together with the Mayor, is ultimately responsible to the people for the actions of the City. The City Council establishes priorities and direction for the City through the legislative process, adopts and monitors the annual operating and capital improvement budgets, makes appointments to various advisory committees and commissions, and serves as the Redevelopment Agency Board of Directors.
	City Administrator
	City Attorney
	City Auditor
	City Clerk
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	APPENDIX A: Robert’s Rules of Order
	Some public boards and commissions conduct their meetings according to a specific set of bylaws.  Often those bylaws, or the board or commission's own rules of conduct or procedure, state that meetings shall be conducted under the Robert's Rules of Order.  This appendix is intended to give you a summary of some of the most important Rules. 
	The most common application of the Rules is in making and voting on motions.  A motion is simply a proposal that is recognized by the presiding officer.  It can be changed (amended) or withdrawn before it is finally voted upon.  The following are the usual steps followed in making and voting on a motion.
	1. A member is recognized and states his or her motion;
	2. Another member seconds the motion; 
	3. The members debate the motion;
	4. The chair or presiding officer calls for a vote; and, 
	5. The chair or presiding officer announces the result of the vote and/or that the motion has carried or failed.
	After a motion has been made but before it is voted upon, any member may move to amend a pending motion.  The important thing to remember is that a pending motion may only be amended by adding or deleting words or phrases; you cannot use the amendment procedure to substitute a new or different motion in its place.  Once an amendment is proposed or seconded, a vote is taken on whether to accept the amendment before voting on the underlying motion.  
	Many boards and commissions have bylaws or informal agreements that determine how voting occurs.  Several of the most common ways are:
	1. By Voice – The Chairperson asks those in favor to say, “aye” and those opposed to say “no.”  Any member may move for an exact count. 
	2. By Roll Call or Ballot – Each member responds “yes” or “no” as the vote is taken.  These methods are used when a record of each person's vote is desired or required. 
	3. By Unanimous Consent – When a motion is not likely to be opposed, the Chairperson says, “If there is no objection ...” The membership shows agreement by its silence, however if any member objects, then the item must be put to a vote. 
	The Chairperson may properly seek unanimous consent ("If there is no objection...") on relatively non-controversial matters as an alternative to the formal motion process.  Typically this process is used to adopt minutes, adjourn, extend a speaker's time, and other similar matters.  It can be very effective in helping to move quickly through parts of an agenda.
	Anyone who has attended public meetings for very long will eventually encounter various motions or actions that are technically not appropriate under the Roberts Rules of Order.  Here are some of the most common:
	1. “I so move.” This motion sometimes comes after a long discussion or speech. The problem is that the discussion or speech may not precisely set forth what the board or commission is being asked to consider.  It is always better to make a clear and accurate motion.  
	2. “Call The Question.” Most people intend this motion as a request (and sometimes as a demand) to automatically end debate and put the item to an immediate vote.  The problem is that it takes a two-thirds vote to terminate a discussion.  Furthermore, state and local laws require members of the public to have an opportunity to address a public body before voting occurs.  The better course of action is to permit everyone to discuss a motion or item before the vote is taken.  (If there are too many speakers, consider limiting the time each speaker may have before the discussion begins.)
	3. “I Move To Table.” A “motion to table” or “lay on the table” is permitted only to temporarily interrupt an agenda to consider another matter (usually an emergency) out of turn. It is not the appropriate motion to use to kill or defeat a motion that is under consideration.  
	4. “Point Of Personal Privilege!” This exclamation is sometimes used to interrupt a speaker whenever another member's name is mentioned in a context the other member doesn't like or agree with.  Actually, a motion for privilege can pertain to the rights of the board or commission as a whole as well as an individual (for example: “Point of privilege, Madam Chair: Can we turn down the heat in this room?”), but it should only be used sparingly when a speaker’s remarks refer to another member.  Absent a grievous attack on your character, simply seek recognition from the Chairperson and wait your turn to speak or respond.  
	APPENDIX B: Useful Telephone Numbers
	Mayor's Office       238-3141
	City Council       238-3266
	City Administrator      238-3301 
	City Clerk       238-3612
	City Attorney        238-3601
	City Auditor       238-3378
	Office of Information Technology    238-2274
	Police Department (Non-Emergency)    777-3333
	Financial Services Agency     238-2220
	Fire Services Agency      238-3856
	Department of Human Resources    238-3112
	Human Services      238-3121
	Housing and Community Development    238-3015
	Parks & Recreation Agency     238-7275
	Planning and Building      238-3443   
	Public Ethics Commission     238-3593
	Public Library        238-3134
	Public Works Agency      238-3961
	Community & Economic Development Agency   238-3344
	Oaklanders Assistance Center     238-7366
	City Hall Security      238-3995
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	Affordable Housing and Infrastructure Bond Public Oversight Committee
	Alameda County-Oakland Community Action Partnership Administering Board
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	Commission on Aging
	Commission on Homelessness
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	Oakland Animal Services Community Advisory Commission
	Oakland Army Base Jobs Oversight Commission
	Oakland Housing Authority Board of Commissioners
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