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ADVISORY COUNCIL AND ADVISORY GROUPS

POLICY AND GUIDELINES

STAFF OPERATIONAL GUIDELINES

1. The assigned AQMD executive staff liaison, with input from the appropriate Board Committee Chair and Advisory Group Chair/members will:

a) Develop agenda for upcoming meetings and acquire approval by the Executive Officer and Chair of the Advisory Group, or their designee.

b) Prepare and distribute the agenda and supporting materials at least one week in advance of the meeting.

c) Prepare minutes.  Route for review.  Submit, including copies of all attachments and presentation materials, to the Chair of the Advisory Group and members no later than one week prior to the next meeting.

d) Note member absences in the minutes of each meeting.

e) Ensure that Advisory Groups’ Charters and Mission Statements are reviewed by the Groups at least annually.  Changes or suggestions shall be presented to the appropriate Board Committee.

f) Maintain accurate membership, terms of appointment, and attendance records.

g) Prepare and submit quarterly attendance reports, including attendance by alternates, to the appropriate Board Committee.

h) Notify Advisory Group members in writing at least sixty (60) days prior to the expiration of their term of appointment.

i) Provide secretarial support to all committees and supply the equipment and facilities to produce all pertinent materials.

2.
Additional General Enhancements for Groups: 

a) Advisory Group members should designate an alternative member. 

b) Membership should include culturally diversified stakeholders and representatives from community/environmental groups, labor, academia, and businesses.

c) Encourage academic contacts to become participants for rulemaking, new technology development, and outreach efforts.

d) Secure university recognition for academic representation for Advisory Group participation.

e) Advisory Group members should identify local community events, suggestions for AQMD community involvement, and event/activity sponsorship.

f) Identify and explore further ways and means to enhance environmental group and community group participation in the Advisory Group process.

REPORTING TO COMMITTEE

3.
Each Advisory Group will:
a) Report on an on-going basis to their Board Committee.

b) Forward recommendations to their Board Committee for approval before initiating a Group program such as a conference, etc.

4.
Ethnic Community Advisory Group Recommendation
On an as-needed basis, hold a joint meeting with the Local Governing/Small Business Assistance Advisory Group.
ANNUAL REVIEW

5. The chair of each Advisory Group, with the assistance of the executive staff liaison shall:
a) Ensure consistency between the Charter and Advisory Group activities and considerations.

b) Confirm that all Advisory Group actions are within the course and scope of individual Charters.

c) Review the existing Groups and their Charters to determine if the existing Group structure is serving the needs of the District.

d) Analyze the effectiveness of each Group in meeting the recommendations to the appropriate Board Committee regarding membership and Advisory Group mechanics.

APPOINTMENT OF MEMBERS

6. The Advisory Group chair shall explain procedure of attendance at first meeting for newly appointed Advisory Group members.
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