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PURPOSE OF BOARDS AND COMMISSIONS
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ROLE OF THE CHAIR
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ROLE OF THE CLERK/STAFF LIAISON
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TERM EXPIRATION (FOR CLERKS/STAFF LIAISONS) 

• The designated Assistant Clerk to the Commissioners will proactively run expiration 
reports for all Boards and Commissions to track upcoming term expirations six months 
in advance.

• The Assistant Clerk to the Commissioners will coordinate with the Chairperson and 
Staff Support/Clerk of each specific Board or Commission via email regarding 
upcoming term expirations.

• The Chairperson and Staff Support/Clerk of each specific Board or Commission   
should be proactively monitoring their respective members’ terms also. 

• The Chairperson and Staff Support/Clerk   should query the member whose term 
expiration is approaching as to whether the member wishes to be considered for 
reappointment, if eligible,. This information should be forwarded to the designated 
Assistant Clerk to the Commissioners via email

7

Presenter Notes
Presentation Notes
Note for Bullet #4: the Chairperson and Staff Support/Clerk   should query the member whose term expiration is approaching as to whether the member wishes to be considered for reappointment, if eligible,. This information should be forwarded to the designated Assistant Clerk to the Commissioners via email (don’t add but talk about: in order that the appropriate action can be taken for reappointment or vacancies.)



NEW MEMBER CHECKLIST (FOR CLERKS/STAFF LIAISONS) 
•
•
•
•
•
•

•

•
•

• NEW MEMBER CHECKLIST 
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Presenter Notes
Presentation Notes
Title 

https://acrobat.adobe.com/id/urn:aaid:sc:VA6C2:523ab88b-2dec-4848-86fe-679ed0a4960b


ROLES OF MEMBERS
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•

•

•
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BOARDS AND COMMISSIONS REPORTS 

• Attendance Report and Annual 
Report are due in January

• Email reminders will start going out in 
fall to prepare and remind 

•
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BOARDS AND COMMISSIONS ATTENDANCE POLICY 

• BCC Attendance Resolution 
•

11



ATTENDANCE REPORTS 
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• Chairs must forward an attendance report at 
the end of each year to the Clerk’s Office who 
will then review and present a summary to the 
Board of County Commissioners to include any 
recommendation for a member(s) to be 
removed due to nonattendance.

• Sample Copy of an Attendance Report

https://acrobat.adobe.com/id/urn:aaid:sc:VA6C2:0d5cd54c-564a-4110-a658-da88bf252a50


BOARDS AND COMMISSIONS WEBPAGES 

•
•

•
•
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BOCC WEBPAGE REFERENCE
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OPEN MEETINGS ACT 

•

• Open Meeting Act Manual
• Open Meetings Act Introduction Training
•
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https://www.marylandattorneygeneral.gov/OpenGov%20Documents/omaManualPrint.pdf
https://www.igsr.umd.edu/VLC/OMA/class_oma_intro1.php


ILEGISLATE 

•

• iLegislate presentation 
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https://charlescountymdgov-my.sharepoint.com/:p:/g/personal/elkinsc_charlescountymd_gov/Ef6YRFZ7m89FuxaYv3f3lf4Bhrwl8DmefxBdebpbPNoayw?e=n3rIzz


MEETING MINUTES

• The purpose of taking meeting minutes is to have a summation and point of 
reference to record the points discussed.  

• Minutes are to include essential details such as the date of the meeting, a list 
of attendees, agenda for the meeting and any action taken or required.  
Minutes are a way to track of the essence of a meeting and the progress of 
action and planning.

• Open meeting minutes and closed meeting minutes are to be recorded 
and approved for all Boards and Commissions meetings.  Open meeting 
minutes should only reference if a closed meeting took place and should 
cite the provision for which that portion of the meeting is closed and a “form 
of statement for closing a meeting” should be completed and attached to 
the minutes.  

• Closed session minutes should be recorded separate from the open meeting 
minutes and are not made available to the public. 
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PUBLIC INFORMATION AND OPEN MEETINGS

• The exercise of the powers of the Boards and Commissions shall follow all relevant 
provisions of the Maryland Public Information Act, State Government Article § 10-611 et. 
seq., and the Open Meetings Law, State Government Article § 10-501 et. seq. All Boards 
and Commissions meetings shall be open to the public.  The Board and Commission has 
the right to close the public meeting for a closed session to discuss certain personnel 
issues, confidential business proprietary matters, and for other purposes as permitted by 
the Open Meetings Law (see attached Form of Statement for closing a Meeting).

• Meeting notices for scheduled meetings shall be posted on the County’s official 
bulletin board located in the atrium of the Charles County Government building at the 
entrance of the Commissioners’ Meeting Room five (5) business days prior to the 
meeting.  Notices for unplanned or emergency meetings shall be posted as soon as 
possible on official bulletin board.  Meeting notices shall also be posted on the Charles 
County Government website via the ICG Workgroup Application.  (See SOP#CC.1.009)

18



CODE OF ETHICS 

• Chapter 170, Charles County Code of Ethics 
• Members of all Boards and Commission are subject to, and must 

adhere to, the provisions of the Charles County Code of Ethics 
(Charles County Code Chapter 44 – Ethics and Chapter 170 – 
Ethics, Code of).

• Upon appointment, the Staff Support/Clerk shall provide each 
member with a copy of the Code of Ethics.

• Members are requested to acknowledge receipt of the Code of 
Ethics, in writing and this is to be forwarded to the designated 
Clerk/Staff Liaison.
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https://www.charlescountymd.gov/home/showpublisheddocument/17269/638350426073630000


ETHIC LAWS & REQUIREMENTS

• Financial conflicts of interest 
• Prohibited employment 
• Misuse of position and property. 
• Disclosing confidential information 
• Regulations 
• Political activities being separate from Boards and Commissions job 
• Solicitation of gifts 
• How to handle ethical issues 
• Questions relating to ethical issues 
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RULES OF ORDER 

•

•
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CHARLES COUNTY/MARYLAND CODE

• Charles County Code

• Maryland Code

•
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https://ecode360.com/CH0836
https://advance.lexis.com/container?config=00JAA1NTM5MzBmZC02MTg2LTQzNmEtYmI5Yy0yZWEwYzA1OGEwNTYKAFBvZENhdGFsb2fdgr2eooaZj7MpSZGOIwWq&crid=239ee7ec-1240-48f5-a94b-ad69a8c1a2ee&prid=8948234f-6efd-4c4f-a780-e1efe1eead89


QUICK REFERENCE GUIDE 
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https://acrobat.adobe.com/id/urn:aaid:sc:VA6C2:6ec804a1-f51f-4cfc-af74-d5419d75ba02


BCC MANUAL 
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Link to Boards and Commissions Manual

https://acrobat.adobe.com/id/urn:aaid:sc:VA6C2:168ed6c2-08e2-4dc2-ba1a-d5794410da52


Charles County Government
200 Baltimore Street, La Plata, MD

MD Relay Service: 7-1-1

Equal Opportunity Employer
It is the policy of Charles County to provide equal employment opportunity to all persons 

regardless of race, color, sex, age, national origin, religious or political affiliation or opinion, 
disability, marital status, sexual orientation, genetic information, gender identity or expression, 

or any other status protected by law.

www.CharlesCountyMD.gov
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