
APPOINTMENT AND VACANCIES

Unless otherwise provided by state law or by the ordinance establishing the particular board or commission,
the following guidelines will be used in dealing with appointments and vacancies to boards and commissions.

When a vacancy occurs on a board or commission by removal of a member or resignation, the Council-
appointed alternate shall automatically be recommended to the City Council for appointment to the position.
If there is no alternate, or if the vacancy occurs due to expiration of term of office, the following steps will
be taken unless otherwise directed by the City Council:

1. The chairperson shall notify the City Manager’s Office of the vacancy.

2. Upon notice of the vacancy or not less than 75 days prior to the expiration of a term, whichever is applicable,
the City Manager’s Office will notify the City Council of the vacancy and advertise for the position. Said
advertisement shall include, at minimum, publication of a notice in a newspaper of general circulation within
the city. The City Manager’s Office shall establish a closing date for the receipt of applications, which date
shall be not less than 30 days from the date of first newspaper advertisement. Applications received after the
closing date shall not be considered by the interview committee.

2. The chairperson should announce the vacancy at the first meeting after being notified of the vacancy
and urge the members to solicit qualified candidates.

3. Applications shall be in a form determined by the City Manager, but shall include, without limitation,
a question related to the applicant’s current service on other city boards and commissions.

4. Private interviews for the position shall occur within a reasonable time following the closing date
for receipt of applications and shall be scheduled by the staff liaison. Except as otherwise provided
by a formal action of the City Council, the interview committee shall consist of the following
persons: the City Council liaison; the staff liaison; and the chairperson.

5. Immediately following the interviews, the interview committee shall advise the City Manager’s
Office of its recommendation, and the City Manager’s Office will endeavor to place the matter on
the next available City Council agenda for consideration of appointment.

6. The recommendation of the interview committee and the appointment by the City Council shall be
based upon qualification, experience, knowledge, interest, willingness to serve, ward residency, the
need for a diverse cross-section of the community, past and current service on other city boards and
commissions, and other factors deemed relevant by the City Council. The recommendation of the
interview committee shall be considered but shall not be binding upon the City Council.

7. The City Manager’s Office shall forward a letter of appointment and a Handbook for Boards and
Commissions to the newly appointed member.


