
 

AGENDA 

Human Services Commission Regular Meeting 

6:30 PM - Wednesday, February 28, 2018 

City Hall Council Chambers, Sammamish, WA  
Page  Estimated 

Time 
 
 CALL TO ORDER 6:30 pm 
 
 ROLL CALL  
 
 APPROVAL OF AGENDA  
 
 PUBLIC COMMENT 6:35 pm 
 
 WELCOME & INTRODUCTIONS 6:45 pm 
 
 CHAIR/VICE CHAIR ELECTIONS 7:00 pm 
 
 PRESENTATIONS 7:10 pm 
 
 1. Introduction to Advisory Boards  
 
 INTRODUCTION TO COMMISSION BYLAWS 7:30 pm 
 
2 - 5 2. Bylaws Discussion - Review Draft 

View Draft Bylaws 

 

 
 ADJOURNMENT 8:30 pm 
 
  

  

  
Human Services Commission meetings are wheelchair accessible. American Sign 
Language (ASL) interpretation is available upon request.  Please phone (425) 295-
0500 at least 48 hours in advance. Assisted Listening Devices are also available upon 
request. 
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CITY OF SAMMAMISH HUMAN SERVICES SAMPLE COMMISSION BYLAWS

ARTICLE I:  MEMBERS

The Human Services Commission consists of seven (7) members who are appointed by the City Council, 
per the authorizing ordinance O2017-443.

ARTICLE II: PURPOSE

The Human Services Commission serves in an advisory capacity to the City Council, providing guidance 
and recommendations in meeting the human service needs of the Sammamish community. The City 
Council reviews and approves all policy recommendations provided by the Commission.

ARTICLE III:  DUTIES & RESPONSIBILITIES (O2017-443)

The Human Services Commission shall make reports and recommendations to the City Council 
concerning human services issues including:

1. Development and assessment of human services in the City.
2. Determination of priorities of human service needs within the City.
3. Evaluation and recommendation on funding requests submitted to the City.
4. Review of City actions which may affect the availability and quality of human services provision 

in the City.
5. Coordination with other groups and human services planning agencies and organizations to 

pursue the goal of regional cooperation in the planning, funding and delivery of human services. 
6. May provide recommendations to the City Council on emerging issues and concerns related to 

human services. 

As an advisory board, the Human Services Commission shall not direct significant staff work, nor is the 
Commission authorized to commit any funds of the City without approval from the City Council.

ARTICLE IV:  OFFICERS (O2017-443)

The elected officers of the Commission shall consist of a Chair and Vice-Chair. The Vice-Chair serves in 
the absence of the Chair. In the absence of both, the Chair and Vice-Chair, the members present shall 
elect a Chair Pro-Tempore.

The term of office for Chair and Vice-Chair is one (1) year with the possibility of reelection. For Chair Pro- 
Tempore, the term shall be only for the meeting at which appointed. In the event of a vacancy from 
office, a replacement Chair and/ or Vice-Chair shall be elected to serve the unexpired term of the vacant 
office(s).

Process/Timeline:

 At the February meeting the following process is conducted for the new Chair and Vice Chair 
positions:

o Motion to elect Chair and Vice Chair will be placed on the agenda and election will occur 
at meeting.

o Each Commission member has the opportunity to nominate a candidate.
o Nominations do not require a second vote.
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o If no further nominations, the Chair declares nominations closed.
o Voting takes place in the order nominations are made.
o Commissioner’s will be asked for a voice vote and a raise of hands.
o Once a nominee receives a majority vote they are declared elected to the position.
o If none of the nominees receive a majority vote, nominations are requested again, and 

the process repeated until a candidate receives a majority vote. 
o The process is repeated for Vice Chair.
o A tie vote will result in failed nomination.

 One year terms for Chair and Vice Chair take effect at the 1st meeting in February.
 Repeat cycle annually.

Chair/ Vice Chair Duties:

 Run/facilitate Human Services Commission meetings in a fair, efficient, productive, informative 
manner;

 Act as spokesperson to City Council and when necessary, to the public and/or media;
 Work with City staff to schedule/calendar and meeting agendas.

The Vice Chair is to attend meetings with staff and Chair and to fulfill duties of the Chair in the Chair's 
absence.

ARTICLE V: MEETINGS

The regular meetings of the Commission are normally held on the 2nd Wednesday of every calendar 
month at a time set in advance by the Commission so as to ensure reasonable public participation. 
Meetings are not held during the month of August. Staff is responsible for notice to the public and to 
generate and update a calendar for upcoming Human Service Commission meetings.

All regular and special meetings of the Commission are open to the public.

ARTICLE VI: AGENDA AND STAFF REPORTS FOR MEETINGS

A copy of the agenda and accompanying materials for each meeting should be provided to each 
member not less than four (4) business days prior to the date of the meeting.

The City Manager shall appoint appropriate staff to assist the Human Services Commission as necessary 
for the proper operation of the commission.

ARTICLE VII: MINUTES AND RECORDS

The approved action minutes serve as the record of actions taken. Draft action minutes will be provided 
to the Human Services Commission Chair for initial review and correction. The Chair's proposed final 
minutes will be distributed to the entire Human Services Commission for review. Approval will occur at a 
subsequent Commission meeting.

ARTICLE VIII: PUBLIC INVOLVEMENT

Public comment at the beginning of each meeting is limited to three (3) minutes per individual, or five 
(5) minutes per group.  At the end of public comment and at the discretion of the Chair, the commission 
may ask questions. 
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ARTICLE IX:  PUBLIC STATEMENTS FROM THE COMMISSION

Any member of the Commission has a right to express personal views and opinions. However, 
statements representing the views or recommendations of the Human Services Commission must be 
authorized by a majority or consensus of the Commission.

ARTICLE X:  EX-PARTE CONTACTS AND SHARING OF INFORMATION

It is in the public interest that, to the greatest extent possible, all members of the Human Services 
Commission have an opportunity to be aware of and act upon the information that is available to other 
members. All members should place upon the record of the Human Services Commission the substance 
of all ex-parte contacts that have occurred during the time a matter has been introduced and is still 
before the Human Services Commission for a recommendation.

ARTICLE XI:  CONFLICT OF INTEREST

If an actual or perceived conflict of interest exists that affects the work of the Commission, it is each 
member's responsibility to openly describe the issue, and refrain from any subsequent Commission 
participation, deliberation or voting on the subject.

ARTICLE XII:   ORDER OF BUSINESS

The Chair may adjust or amend the order of business as needed. The regular meetings normally use the 
following format:

 Call to Order
 Roll call
 Approval of Agenda
 Approval of Minutes
 Public Comment 
 Agenda Items
 Adjourn

The Chair shall conduct meetings in an open, fair and transparent manner. In the event of a procedural 
question, the Chair may refer to Roberts Rules of Order for guidance.

ARTICLE XIII:  ATTENDANCE

Each Human Services Commission member should strive to attend all Commission meetings, to read 
materials beforehand and to participate fully.

Except in instances of sudden illness or other unforeseen hardship, members should advise the staff and 
the Chair/Vice Chair, of their intended absence prior to 4:30 p.m. on the day prior to the meeting.  
Excused absences will be noted for the record at the roll call.

If a Commissioner’s repeated absence hinders her or his ability to effectively contribute to the 
Commission, the Chair will have a discussion with said Commissioner and then determine whether or 
not to recommend to the City Council, in concert with City Staff, a new appointment for said 
Commissioner’s position.   

ARTICLE XIV: RECOMMENDATIONS OF THE COMMISSION
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The Human Service Commission’s goal is to provide a consensus recommendation to the City Council. 
When a consensus cannot be reached, a majority vote is taken. Minority positions may be conveyed as 
well. 

To document the actions taken by the Human Services Commission, staff will prepare a written 
statement or memorandum, including the facts, findings and rationale for the final recommendations. 
The Chair of the Human Services Commission will present the recommendations to the City Council on 
behalf of the Human Services Commission.

ARTICLE XV:  CODE OF CONDUCT

The Human Services Commission has developed the following 'group norms' to define the expectations 
for conduct by Commissioners and the interaction among members.  It is the intent that these be 
simple, self-explanatory and self-enforced. The Chair is empowered to remind members as the need 
arises to employ these norms.  Commissioners will demonstrate respect for members of the public, staff 
and other Commissioners by:

 Attending each meeting and arriving on time (if late arrival is necessary, please call or email 
ahead)

 Reading materials in advance, coming to the meeting prepared, and submitting questions in 
advance

 Respectful and attentive listening to the speaker (minimal side discussions)
 Speaking respectfully to and about the public, staff and other Commissioners

Bylaws adopted the Human Services Commission [Date of Approval]

Human Services Commission Chair Signature Date
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