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Board and Commission Policy

BACKGROUND

The City Council, through the Charter, has the authority to establish advisory boards and
commissions. The following are those currently established: Airport Board, Advisory Planning
Commission, Arts & Culture Commission, Harbor Commission, Heritage Preservation

Commission, Human Rights Commission, Library Board, Sister Cities Commission,
Sustainability Commission, and Youth Commission.
Except for the Advisory Planning Commission and the Charter Commission, the Council has
authority to create advisory boards or commissions as it deems appropriate. Each city in
Minnesota must have an Advisory Planning Commission and each city that is organized as a
Home Rule City must have a Charter Commission.
In addition to the advisory boards listed above, the Council has created two boards of
authority. They are the Housing and Redevelopment Authority and the Port Authority,
collectively referred to as " authority boards." Each has been created by resolution and falls
under the guidelines of the State' s empowering statutes. Please see Special Agency
Provisions of this policy for further details.
The City, through an estate gift, has received the T. B. Sheldon Theatre and is required, through
the terms of the gift, to have an Auditorium Board. The board, to be known as The T. B.

Sheldon Auditorium Board, was created through a city ordinance. Please see Special Agency
Provisions of this policy for further details.
All board and commission appointments will be made by the Mayor with confirmation from the
City Council with the exception of the Charter Commission and the Harbor Commission.
The purpose and overview of each Board and Commission is described in the Overview of

Boards and Commissions document. This policy does not apply to Joint Powers Boards.
PURPOSE

The purpose of this policy is to set forth the organizational structure of the Council' s advisory
boards and commissions, the Auditorium Board, and the two authority boards.
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ORGANIZATION OF BOARDS, COMMISSIONS, AND AUTHORITIES
A. Each board and commission is authorized to have a maximum number of members.
B.

The terms of board and commission members are three years expiring on December
31, unless specified by the Charter or state statutes or other controlling documents.
The Housing and Redevelopment Authority Board, T. B. Sheldon Auditorium Board, and
Charter Commission are the exceptions).

C.

Persons interested in being a board or commission member must complete an
application and return it to City Hall. Applications are available and can be submitted
online at the City of Red Wing' s website at www. red- wing. org. Paper applications can
be filled out and mailed or delivered to City Hall. The application will be forwarded to the
Mayor or responsible party for consideration.

D. Except where provided in the City Charter and the City Code, board and commission
members must be residents of the City of Red Wing for at least six months. The Mayor
will direct the City Administration staff to confirm the residency of each applicant
through one of the following means:
Election roster

Utility billing
State I D

Affidavit signed by a Red Wing resident that includes the address of the
individual signing the affidavit, the applicant' s address, and the affiant' s sworn
statement that the applicant has lived in Red Wing for at least six months.
If staff are unable to confirm an applicant' s residency through these methods, staff may
look at additional factors as noted in Chapter 2, Section 2. 08, Subd. 4 of the City Code,
including, but not limited to, other evidence that demonstrates the individual lives within
the City limits. The applicant has the burden to provide proof of residency to City
Administrative staff.
E.

Each board member or commissioner is eligible to serve two terms.

F.

Board or commission members may be appointed to serve a partial term.

G. For boards and commissions with three- year terms, a board and commission partial
term is defined as fewer than18 months. A term of 18 months or more will be considered

a complete term. Boards and commissions with longer terms, such as the Housing and

Redevelopment Authority Board and the T. B. Sheldon Auditorium Board, will define
partial terms as half of the regular term.
H.

Board or commission members can return to two full additional terms if they are off for
at least 12 months.

I.

Board and commission members can only serve on one advisory board at a time with
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the exception of the Charter Commission. Any member of the Charter Commission can
also serve at the same time on any other advisory board of the city.
J.

The Charter Commission is a statutory obligation for all Home Rule Cities. Minnesota
Statutes Section 410. 05, Subdivision 1 describes the appointment process. Subdivision
2 describes the terms of the Commissioners. Each Charter Commissioner serves a fouryear term.

K.

One member of the Library Board can be a resident of rural Goodhue County.

L.

Two Airport Board members can be residents of Pierce or Goodhue County.

M. The Harbor Commission consists of up to seven members. Three Harbor
Commissioners will be appointed by the Port Authority President and confirmed by the
Port Authority Board, and three Harbor Commissioners will be appointed by the Mayor
and confirmed by the City Council. The seventh commissioner will be appointed by the
Mayor and confirmed by the City Council and by the Port Authority Board.
N.

Members of the Human Rights Commission, Sister Cities Commission, and

Sustainability Commission may be drawn from within the limits of the Independent
School District 256. The number of nonresident members must not constitute a quorum
or more of the commission or board.

O.

Board and commission members will receive no compensation for service to the city.
Authorities can determine compensation without City Council authorization. Board and
commission members serving a minimum of one full term will receive a nominal gift for
their service at the end of their term( s) of service.

P.

Board and commission members will be appointed to their position by the Mayor and
confirmed by the City Council, per the City Charter, with the exception of the Charter
Commission.

Q. The Charter Commission consists of not less than seven and no more than fifteen

members. The City Council can appoint up to seven members and the Charter
Commission can appoint up to eight members.

R. City Administration staff will maintain the official board, commission, or authority
membership list, which contains appointment and reappointment dates, term expiration
dates, and designation of appointment body, if applicable.
S.

Each board and commission will have a staff liaison which is appointed by the Council
Administrator.

T.

The City Attorney will be the legal counsel to each board and commission unless
specifically authorized by the City Council to seek outside legal aid. The Charter
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Commission can elect, per state statute, to spend up to $ 1, 500 to employ an attorney
and other personnel to assist in amending or revising the City Charter.
U.

Boards or commissions may have adult and/ or student advisory members. Advisory
members will be appointed by the Mayor and confirmed by the City Council, to serve
terms consistent with the board or commission they are appointed to. Advisory student
appointees will be on a June 1 — May 31 annual term. Advisory members are non- voting
members, are not counted for purposes of a quorum, and may live outside of the city
limits.

V.

The City Council Administrator serves as an ex -officio member on all boards,
commissions, and authorities and, as such, is not counted for the purpose of

determining a quorum and does not have the right to vote.

W. Board and Commission members may be issued iPads to utilize Granicus for agenda
preparation/ distribution efficiency. Members may access Granicus on personal iPads. It
will be up to the City to determine which boards and commissions are issued iPads.
Distribution will depend on the size of the agenda and materials, the frequency of
meetings, and the budget.

PROCEDURES FOR BOARDS AND COMMISSIONS
A.

On the fourth Thursday in February of each year, the City will honor each outgoing
boardor commission member who has served at least a full term with a nominal gift. The

Mayor and/ or Council President will award the gift at a recognition event. Boards and
commissions should not accept gifts from the public with the exception of the Sister

Cities Commission. The Sister Cities Commission can accept gifts from Red Wing' s
sister cities or its delegates. Sister Cities Commission members can accept nominal

gifts from sister cities delegations. No other gifts from the City of Red Wing will be
accepted by board and commission members.
B.

In the first month of appointment, all new board and commission members will receive

orientation materials from the staff liaison, including the current roster of members for
the board or commission they have been appointed to, rules the board or commission
operates under, and this Board and Commission Policy.

C. At the first regular meeting of the calendar year, each board and commission will
consider the following items:
1.

Swear in any new members

Swearing in of new members shall be done by the Mayor. In the Mayor's absence,
the Council liaison shall swear in the new members. In the Mayor' s and Council

liaison' s absence, the staff liaison may swear in the new members. Certificates,
once signed, should be filed in the office of the City Clerk.
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2.

Election of Chairperson and Vice Chairperson
Boards and commissions have the right to elect or appoint additional positions such

as a secretary or subcommittee chair. Individuals can only hold the position of Chair
or Vice Chair for a maximum of two consecutive years.

3.

Adoption of rules of order

The City Council will adopt rules of order at its organizational meeting. Following
their adoption, boards and commissions will be asked to adopt Rules of Order and

Procedures that are similar to the City Council' s adopted Rules of Order and
Procedures. Please refer to the most current Rules of Order and Procedures for
specifics.

4.

Creation of an annual work plan

Each board and commission should discuss in January its goals for the upcoming
year. This can be done in a regular meeting or at a separate meeting. Part of the
discussion should be the anticipated use of funds within the budget set for the board
or commission in the current year. Educational opportunities in the form of

conferences, programs, or training are permissible budget items for boards and
commissions limited to funds available in the respective budgets.

5.

Notice of Board and Commission Training

Each year the City will conduct board and commission training for all members on
pertinent public laws and/ or applicable policies or procedures. The City will
determine the contents of such training and how the training will take place.
D. Agendas, minutes, and supporting materials for all regular meetings, special meetings,
and workshops will be prepared for each board and commission with consultation
between the board or commission chair and staff liaison.
E. The staff liaison will be required to post 72 hours' notice of all regular meetings,
special meetings, and workshops.These notices will be sent to administration for

distribution and posting.
F.

Minutes and agendas for all regular meetings, special meetings, and workshops will be

sent to all board and commission members at least three days ( 72 hours) prior to the

meeting date. The Mayor and City Council will receive the board and commission
packet at the same time as board and commission members via email.

G.

Board or commission members are expected to attend the majority of regular and
special meetings and workshops. However, unavoidable conflicts occur, especially with
boards and commissions that are very active, and/ or have a significant workload that
may drive special meetings. Board and commission members who have unavoidable
absences shall contact the staff liaison to request an excused absence. Excused
absences will be granted to all members who contact the staff liaison in advance of the
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meeting. Members who miss three consecutive meetings that are unexcused, and/ or
miss 50 percent of regularly scheduled meetings and workshops in a 12 -month period
will be contacted by the staff liaison. The staff liaison will keep an attendance roster and
monitor absences.

H.

The advisory commissions and boards of the Council are not subject to the Open
Meeting Law ( OML) because the Council has not authorized them to make any decisions
on behalf of the City or the Council, and they do not consist of a quorum or more of
elected officials. The Red Wing Council authorizes advisory commissions and boards to
conduct their meetings in- person or virtually without complying with the OML
requirements related to virtual meetings. The advisory commissions and boards,
however, are expected to comply with the following procedures: allow public access to
their meetings, either virtually or in- person; post notice of meetings 72 hours in advance
of the meeting; ensure minutes of each meeting are prepared; committees must be less
than a quorum; any gathering of board or commission members outside of a meeting
must be less than a quorum unless noticed accordingly; and serial meetings or
communications are prohibited. ( Please note that the Port Authority, the Housing and
Redevelopment Authority, the T. B. Sheldon Auditorium Board, and the Charter
Commission are subject to the OML.)

All regular and special board and commission meetings will take place in the Red Wing
City Council Chambers or virtually as determined by the board or commission and will
be broadcast live on Channel 6, the local government access channel, and streamed

live on the City' s website. Recordings of meetings will be rebroadcast on Channel 6
and may be viewed any time on the City' s website. In the event a board or commission
meeting in which action is to be taken is moved off-site, the meeting shall be digitally
recorded, unless approved by the City Council or if it is physically impossible or
impractical to do so. All board and commission workshops will be audio recorded.

SPECIAL AGENCY PROVISIONS

The Port Authority and Housing and Redevelopment Authority ( HRA) have taxing authority.
The Port Authority Board was established in 1985 per Enabling Resolution No. 2226
adopted by the Red Wing City Council on July 8, 1985, and amended February 12, 1996,
per Resolution No. 3643) pursuant to Minnesota Statutes Section 469. 081; and amended
March 8, 1999, ( per Resolution No. 4185);
6136); and amended August 22, 2011, (

and amended July 12, 2010, ( per Resolution No.
per Resolution No. 6312); and amended May 12,

2014, ( per Resolution No. 6685); and amended November 28, 2016, ( per Resolution No.
7030).

On June 28, 2011, the Red Wing City Council adopted Resolution No 6291, approving
legislation in laws of Minnesota 2011, Chapter 17, Section 1, changing the length of a term
for a Port Authority member from six years to three years, which applied retroactively to all
terms beginning on or after January 1, 2011.
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The Housing and Redevelopment Authority was established in 1966 per Resolution
adopted by the Red Wing City Council at a meeting held on March 3, 1966, pursuant to
Minnesota Statutes Section 469. 003. Each board member serves a five- year term as

established by state law.

The T. B. Sheldon Auditorium Board was established by Resolution of October 7, 1904,
and subsequently amended in 1985 by Ordinance No. 12, Third Series. Each board
member shall hold office for a term of five years for up to three successive terms. Terms
start on the first of January.
The Port Authority, HRA, and Sheldon Auditorium can set rules of order different than the
City Council but will have rules on file that were approved by their respective boards.
The Sheldon Auditorium Board and both authority boards can elect to have a separate
attorney. Employees of the Sheldon Auditorium Board and Port Authority Board have
access to the City Attorney because they are city employees.

The Port Authority, HRA, and Sheldon Auditorium can receive funds on their own behalf
without City Council approval.
ROLE OF THE COUNCIL LIAISON

The Council President shall appoint Council Members to serve as liaisons to all boards and

commissions. Council Members are not voting members of boards and commissions, with the
exception of the Port Authority.
The appointments will occur at the first meeting of the regular City Council meeting following
the organizational meeting. The appointments can be changed by the City Council President,
based on a request of the Council Member or for non -observance of the guidelines listed
below.

Council liaisons are held to the same attendance standard as board and commission

members ( see Page 5, Section G).
Council liaisons are expected to sit at the table of the board or commission.

Council liaisons are expected to participate in the discussion and offer suggestions on how

to work effectively with the City Council.
Council liaisons are expected to relay issues to the City Council as requested by the Chair
of the board and commission.

ROLE OF THE STAFF LIAISON
Each board and commission will have a staff liaison, and each staff liaison will have a job

description. Each staff liaison will be appointed by the Council Administrator for each board
and commission. Each staff liaison will support its board or commission by providing clerical
support, processing financial requests, notifying members of training opportunities,

coordinating all legal questions, and generally providing guidance. All work projects
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anticipatedby the board and commission must be approved as a work project by the staff
liaison' s supervisor. Staff is expected to follow the guidelines listed below:

Staff liaisons are expected to attend all of their assigned board or commission meetings

and if they cannot, they must find a staff replacement to attend the meeting.
Staff liaisons shall cause minutes of the meetings to be kept and in all cases approved

minutes shall be electronically filed in Laserfiche.
Staff liaisons will work with the chair of the board or commission to create the agenda for

the monthly meeting and/ or workshop and distribute the agenda and minutes at least three
days ( 72 hours) prior to the board or commission meeting.
Staff liaisons are expected to provide support and information to the board or commission,

but not participate in the debate of issues or vote on any issues.
Staff liaisons are responsible to get action items from boards and commissions on the City
Council agenda in a timely manner.
Staff liaisons are responsible for processing all financial transactions, including
reimbursements and payment authorizations.

ADVISING CITY COUNCIL

Each board and commission is to advise the City Council on matters that fall within their
responsibilities. Council liaisons shall report during the " Board and Commission" portion of the
City Council agenda. Boards and commissions are encouraged to provide the City Council
with formal reports on a scheduled basis, whether that is quarterly or semi- annually, etc. All
agenda items must be submitted the week prior to the City Council meeting.
EDUCATION AND ADVOCACY

Each board and commission may educate the public and may take a specific position on
issues that fall within their mission statement. Positions of boards and commissions may or
may not be adopted by the City Council. Unless the City Council provides express
permission, any advocacy position of a board or commission may not be portrayed as the
position of theCity Council or the City of Red Wing.
Boards and commissions may use city funds for the purpose of educating the public, if funds
are available in the board' s or commission' s budget. In educating the public, boards and
commissions must present the information as a neutral educator and refrain from any type of
endorsement of a certain viewpoint. They cannot use city funds to advocate a position on any
issue without City Council approval.
FACILITY USE

Boards and commissions may use City facilities for educational purposes at no cost. To do so,
the board and commission should reserve the facility through their staff liaison. A board or
commission may reserve City facilities for advocacy purposes only upon prior City Council
approval. For such advocacy purposes, the board or commission must reserve the facility in
the same manner as any other private group or individual, including paying the general facility
rental fee; not utilizing taxpayer dollars.
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