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ORIENTATION FOR COMMISSIONERS/BOARD MEMBERS 
 
1. City-Wide Commission/Board Roles and Responsibilities   

a. City Charter Sections 
b. Public Comment Procedures 
c. Commission/Board Tips 
d. Commonly Used Parliamentary Language/Actions 

 
2. Commission/Board Specific Structure and Culture 
 a. Bylaws/Rules of Order 
 b. Attendance Policy  
 c. Current Commission/Board Meeting Schedules 
 d. Current Commission/Board Committee Assignments 
 e. Other relevant materials 
 
3.  Commissioner/Board Member Information 
 a. Biographies 
 b. Contact information 
 c. Secretary Resume 

 
4. Director Information 
 a. Biography 
 b. Contact information. 
 
5. Current Department Documents 
 a. Most recent annual report 
 b. Most recent budget 
 c. Department organization chart 
 d. Other relevant materials 
 
6. Department Human Resource Information 
 a. Processing paperwork for hire 
 b. Payroll schedule 
 c. Information regarding obtaining badges/keys 
 
7. Required City Forms & Trainings 

• Sunshine Ordinance Training 

• Ethics Training 

• Statement of Incompatible Activities 

• SEI Forms  

• Sexual Harassment Training  
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8.  Logistics Information 

• Parking  

• Restroom codes 

• Miscellaneous  
 

9.  Department Staff Meetings/Tours 
   List Department Staff/Sections to assist with scheduling meetings/tours 

 
 


