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Policy Number: Resolution Date Approved: Supersedes the
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and Policies:
P10-107 R2023-008 May 16, 2023 N/A
Policy: Advisory Committee Policy

Purpose: The purpose of this policy is to establish general procedures applicable to
all regular and ad hoc advisory committees. The provisions of this policy
shall govern all regular and ad hoc advisory committees unless otherwise
specifically provided by resolution of the Board of Park Commissioners (the
“‘Board”) or as may be required by state law.
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Section 1. Definitions.
"Ad hoc advisory committee" or “advisory committee” means any committee created by
the Board to give advice on subjects and perform such other functions as prescribed by
the Board. Advisory committees shall also include steering committees.

Section 2. Purpose and application.
Advisory committees exist for the primary purpose of gathering information and
presenting options and recommendations for legislative consideration to the Board.
Advisory Committees are created by resolution of the Board. Advisory committees do not
possess independent official responsibility nor independent authority beyond that
provided by resolution of the Board or as expressly provided at law.

In establishing an advisory committee, the Board shall consider the following:

Scope of work and a clear task description;

B. For regular advisory committees: a sunset provision;

C. For ad hoc advisory committees: term of the committee and a sunset provision;

D. Membership, nomination, and confirmation process, and residency or other
special member requirements;

E. Term of membership;

F. Who the committee reports to (the Board or the Executive Director);

G. Board member liaison (if any);

H. Time frames for committee action on tasks;

Time frames for Board or committee action, for example, periodic or interim
reports;

J. Staffing (if any) for the committee, and which PenMet Parks department bears
the staffing responsibility or expense for the committee; and

K. Any other matters deemed relevant to the committee's work.

Section 3. Scope of work.

A. Each advisory committee, when it is formed, will have a specific statement of purpose
and function, which will be re-examined periodically by the Board to determine its
effectiveness. This statement of purpose, as well as other information regarding
duties and responsibilities, will be made available to all members when appointed.
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B. The Board may determine by resolution any specific guidelines or tasks to be referred
to the advisory committee.

C. The Board may request from the advisory committee a scope of work within the area
of responsibility specified by the Board.

Section 4. Membership, nomination, appointment and residency
requirements.
The number of members and any specific qualifications of each advisory committee
member shall be set forth by Board resolution. Unless otherwise specifically provided by
applicable resolution or as may be required by state law, the following procedures and
requirements shall apply to all members of each advisory committee:

A. At the time each advisory committee is formed, the Board shall decide, by super
majority, whether the committee members, at the time of nomination and
continuing uninterrupted thereafter while serving on the committee, should be
residents of and/or work in PenMet Parks’ jurisdictional boundaries,
representatives of local governmental agencies and/or representatives from non
profit, charitable or service organizations.

B. Each person to be considered for appointment shall be nominated by a Board
committee, Board member or the Executive Director for a specific numbered
position on each advisory committee and for a specified term.

C. Advisory committee members shall be appointed by Board resolution and shall
commence service as provided in Section 7 below.

Section 5. Officers—Identification and election.
Each advisory committee shall elect from its membership a presiding officer who shall be
referred to as the chairman, chairwoman or chairperson, as determined appropriate by
the committee. Such officer shall serve for one year, or until the committee discontinues
its operation, whichever is shorter. The committee may elect other officers as it deems
necessary.

Section 6. Quorums, transacting business.

A majority of the appointed members of the committee shall constitute a quorum for the
transaction of business. An affirmative vote of the majority of a quorum in attendance at
any meeting shall be necessary to transact business or carry any proposition.

Section 7. Terms of office or vacancies.

The term for an advisory committee member shall be specified by the Board in the
resolution establishing or providing for the committee or in the resolution appointing the
advisory committee member. Vacancies for the unexpired term shall be filled by the
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Board upon nomination in the same manner as the original appointment. Membership
vacancies other than through expiration of term shall be filled for the unexpired term. Any
member may be removed by Board action at any time based upon the Board deciding
removal is in PenMet Parks’ best interests.

Section 8. Conflicts of interest.
Members of advisory committees shall be subject to Chapter 42.23 RCW, Code of Ethics
for Municipal Officers. If any members of an advisory committee conclude that they have
a conflict of interest or an appearance of fairness problem with respect to a matter that is
pending before the committee, so that they cannot discharge their duties on the
committee, they shall disqualify themselves from participating in the deliberations and the
decision-making process with respect to the matter.

Section 9. Liaisons and representatives.
A Board member may be assigned to an advisory committee for the purpose of providing
a constructive relationship between the Board and the advisory committee without
implying direction, review or oversight of the activities of the advisory committee.

Section 10. Procedures, records and minutes.
The advisory committee shall be governed by Roberts Rules of Order as the same may
be updated or amended. The committee may adopt supplementary rules of procedure.
The committee shall provide for the taking of minutes and maintaining the records of its
meetings.

Section 11. Meetings.

The advisory committee shall decide upon regular meeting dates and times as provided
in the Board resolution establishing the committee. All meetings of the entire body of the
advisory committee shall be subject to all requirements of the Washington Open Public
Meetings Act (Chapter 42.30 RCW) and shall be open to the public to promote
transparency. The meetings shall be held at a public place at a regularly scheduled time,
or at a special meeting time. Notice of all meetings shall be provided to the Executive
Director or designee for publication on the PenMet Parks’ website. Records of documents
and information considered must be maintained by the advisory committee and are
subject to the Public Records Act, Chapter 42.56 RCW.

Section 12. Communications to the Board.

A. Expressions of an advisory committee's position, recommendation or request for any
action shall be in the form of a resolution, motion or other written communication
setting forth the reasons, facts, policies and/or findings of the committee to support
the communication, and shall be directed to the Board and Executive Director.
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B. Communications from the advisory committee shall be acknowledged by the Board.

Should any Board member determine that any such communication should be
officially answered by the Board, that matter shall be placed on the Board’s agenda
under new business for the current meeting or any subsequent meeting.

Section 13. Staff Relationship to Advisory Committees.

Staff support and assistance may be provided to advisory committees. Advisory
committees, however, do not have supervisory authority over PenMet Parks’ employees.
While staff may work closely with advisory committees, staff members remain responsible
to their immediate supervisors and, ultimately, to the Executive Director. The members
of the advisory committees are responsible for the functions of the advisory body. Staff
members are to assist the advisory committee chair to ensure appropriate compliance
with state law and this policy.

Section 14. Compensation and reimbursement of expenses.

Members of an advisory committee shall serve without compensation. Members shall be
reimbursed for expenses that are incidental to that service, as long as such expenses are
authorized by the Board or Executive Director in advance. Members must seek pre-
authorization for any proposed expense or the expense will not be reimbursed.

Section 15. Dissolution of Advisory Committees.

The Board may dissolve any advisory committee that, in the Board’s opinion, has
completed its working function or for any other reason.
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