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POLICY TITLE:  Board Meeting Agenda 
POLICY NUMBER: 4205 
 
 
4205.1 Agenda preparation. The General Manager, in cooperation with the Board President, shall prepare an 
agenda for each regular and special meeting of the Board of Directors in accordance with the Brown Act. Any 
Director may contact the General Manager no later than 12:00 p.m. on the Wednesday prior to the meeting 
date and request an item to be placed on the agenda. 
 
4205.2 Public requests. Any member of the public may request that a matter directly related to District busi-
ness be placed on the agenda of a regularly scheduled meeting of the Board of Directors, subject to the follow-
ing conditions: 
 

4205.2.1 The request, if any, must be in writing and be submitted to the General Manager together with 
supporting documents and information, if any, at least five (5) business days prior to the date of the 
meeting. 
 
4205.2.2 The General Manager shall be the sole judge of whether the public request is or is not a "mat-
ter directly related to District business."  
 
4205.2.3 The General Manager shall determine the timing of when the item will be placed on the 
agenda. 
 
4205.2.4 The public member requesting the agenda item may appeal the General Manager’s decision 
at the next regular meeting of the Board of Directors. Any Director may request that the item be placed 
on the agenda of the Board’s next regular meeting. 
 
4205.2.5 No matter which is legally a proper subject for consideration by the Board in closed session 
will be accepted under this policy. 
 
4205.2.6 The Board of Directors may place limitations on the total time to be devoted to a public re-
quest issue at any meeting, and may limit the time allowed for any one person to speak on the issue at 
the meeting. 

 
4205.3 Agenda descriptions. All Board agendas shall include an unambiguous description of each item on the 
agenda to be discussed, including closed session items. The General Manager shall ensure that the description 
gives notice to the public of the essential nature of business to be considered. 



 

4205.4 Agenda posting. Agendas for regular meetings shall be posted 72 hours in advance of the meeting and 
agendas for special meetings shall be posted 24 hours in advance of the meeting. The posting must occur at 
the post office, within the District Office and on the District Website homepage through a provided direct link. 
The internet posting shall occur on the District’s primary website homepage through a prominent, direct link to 
the current agenda. The agenda shall also be accessible in an open format by that date. 
 
 
4205.5 Agenda packages. When distributing agenda packages and other materials to members of the Board 
of Directors, those materials should be provided to all members at the same time. Agenda packages, except for 
closed session materials, should also be made available to the public once distributed to the Board.  
 
4205.6 Public comment.  
 

4205.6.1 For regular meetings the Board shall provide the public with an opportunity to address not on-
ly any item on the agenda but any item within the subject matter jurisdiction of the District. 
 
4205.6.2 For special meetings, the Board shall provide the public with an opportunity to address any 
item on the agenda. 
 
4205.6.3 The Board may not prohibit public criticism, but shall control the order of the proceedings, in-
cluding placing reasonable time limits on public comment. 
 
4205.6.4 The Board may not require members of the public to give names or sign a register as a condi-
tion of attendance or speaking. 

 
4205.7 Closed sessions. The Board may conduct a closed session during a noticed meeting for certain mat-
ters, as identified on the agenda, where it is necessary to conduct business in private. Major reasons for per-
missible closed sessions, as authorized by the Brown Act, include real property transactions, labor negotiations, 
and pending litigation. The Board shall allow public comment on any closed session item before going into 
closed session. 
 
4205.8 Items not on the agenda. The Board shall not discuss or take action on any item that does not appear 
on the posted agenda except that the Board may act on items not on the agenda to address emergency situa-
tions, subsequent need items, and hold-over items from a continued previous meeting held within the prior five 
days. The Board may also respond to public comments and make announcements.  
 



 

 

BOARD 

 

POLICY TITLE: Duties of the Board President 

POLICY NUMBER: 4110 

 
 
4110.1 Presiding Officer: 
The President of the Board of Directors shall serve as the presiding officer at all Board meetings.  
  
In the absence or disability of the President, the Vice President of the Board of Directors shall serve as the pre-
siding officer over all meetings of the Board. If the President and Vice President of the Board are both absent or 
disabled, the remaining members present shall select one of themselves to act as temporary presiding officer of 
the meeting. 
 
The presiding officer shall have the same rights as the other members of the Board in voting, introducing mo-
tions, resolutions and ordinances, and any discussion of questions that follow said actions. The presiding officer 
may move, second, debate, and vote from the chair. 
 
4110.2  Duties Regarding Meetings: 
The President shall preside over and conduct all meetings of the Board of Directors, shall carry out the resolution 
and orders of the Board of Directors, and shall exercise such other powers and perform such other duties as the 
Board of Directors shall prescribe including, but not limited to, the following:  

a) Call the meeting to order at the appointed time;  
b) Announce the business to come before the Board in its proper order;  
c) Enforce the Board's policies in relation to the order of business and the conduct of meetings;  
d) Recognize persons who desire to speak, and protect the speaker who has the floor from  

   disturbance or interference;  
e) Explain what the effect of a motion would be if it is not clear to every member;  
f) Restrict discussion to the question when a motion is before the Board;  
g) Rule on parliamentary procedure;  
h) Put motions to a vote, and state clearly the results of the vote; and 
i) Preserve order and decorum. 

 
4110.3  Responsibilities: 
Responsibilities of the President include, but are not limited to, the following:  

a) Sign all instruments, act, and carry out stated requirements and the will of the Board;  
b) Sign the minutes of the Board meeting following their approval;  
c) Appoint and disband all committees, subject to Board ratification;  
d) Call such meetings of the Board as he/she may deem necessary, giving notice as prescribed by law;  
e) Coordinate the preparation of meeting agendas with the General Manager;  
f) Confer with the General Manager or designee on crucial matters which may occur between 

   Board of Directors meetings;  
g) Be responsible for the orderly conduct of all Board meetings; 



 

 

h) Be the spokesperson for the Board; and 
i) Perform other duties as authorized by the Board. 

 
In the absence or disability of the President, the alternate presiding officer may temporarily carry out these re-
sponsibilities until such time as the President is able to resume his or her responsibilities. 
 
The President of the Board of Directors shall serve as the presiding officer at all Board meetings.  
  
In the absence or disability of the President, the Vice President of the Board of Directors shall serve as the pre-
siding officer over all meetings of the Board. If the President and Vice President of the Board are both absent or 
disabled, the remaining members present shall select one of themselves to act as temporary presiding officer of 
the meeting. 
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