
  

SALT LAKE COUNTY 

BOARDS AND COMMISSIONS: 

A HANDBOOK FOR MEMBERS 
 

 
 

 

Ben McAdams 

Mayor 
 
 
 
 
 

www.slco.org 

July 2017 (updated) 
 

This handbook is based partially on the Handbook for Members of Utah State Boards and Commissions 

(September 2002)



 

i 

 

 
“Never doubt that a small group of thoughtful committed citizens can change the 

world; indeed, it’s the only thing that ever has.”  

 

-Margaret Mead 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

Salt Lake County Volunteer Services 

Kendra Kahlow, Special Projects Manager 

Boards and Commissions 

2001 South State Street 

Suite N2-100 

Salt Lake City, UT 84114 

 

Hours: 8 am – 5 pm 

Telephone: (385) 468-7031 

Email: kkahlow@slco.org 

 

 

 

 

*Written by Jared Anderson, Board/Commission Intern 

*Revised by Brendan Botosan, County Mayor’s Office Intern 

*Revised by Kendra Kahlow, County Mayor’s Office 



 

ii 

 

TABLE OF CONTENTS 

 
1. INTRODUCTION ……………………………………………………………….. 1 

2. THE IMPORTANCE OF CITIZEN PARTICIPATION ………………………… 1 

3. THE APPLICATION PROCESS AT A GLANCE ……………………………… 2 

4. TYPES OF BOARDS AND COMMISSIONS ………………………………….. 2 

5. ROLE AND RESPONSIBILITIES OF A BOARD MEMBER …………………. 3 

6. CHARACTERISTICS OF AN EFFECTIVE BOARD MEMBER …………….... 3 

7. MEDIA GUIDELINES …………………………………………………………... 4 

8. ATTENDANCE REQUIREMENTS …………………………………………….. 4 

9. TERM EXPIRATION AND REAPPOINTMENT POLICY ……………………. 4 

10. INTRODUCTION TO APPLICABLE LAWS ……………………………….... 5 

11. PUBLIC ACCESS TO GOVERNMENT RECORDS …………………………. 5 

12. OPEN MEETING LAW ………………………………………………………... 8 

13. ETHICS ACT AND CONFLICTS OF INTEREST ……………………………. 11 

14. PARLIAMENTARY PROCEDURE …………………………………………... 14 

 

APPENDICES 

 
A:  OVERVIEW OF SALT LAKE COUNTY GOVERNMENT ………………… 29 

B:  IMPORTANT COUNTY WEBSITES ………………………………………… 32 

C:  OFFICIAL BOARD APPLICATION …………………………………………. 33 

D:  NEW BOARD MEMBER FORMS ……………………………………………. 35 

E:  RECORDS RETENTION SCHEDULE………………………………………… 39 

F:  PERSONAL NOTES………………….…………………………………………  40 



 

- 1 - 

 

1. INTRODUCTION 

 

Salt Lake County is fortunate to have many community-minded citizens who generously 

volunteer their time and expertise to serve on boards and commissions.  Serving is an excellent 

way to participate in local government and to make a personal contribution to the improvement 

of our community. If we are to have a government that is truly reflective of our democratic 

ideals, “of the people, by the people and for the people,” we must have the continued 

participation of the many dedicated board and commission members.  

 

This handbook is a compilation of information and suggestions to help you effectively serve on a 

county board or commission.  Some of the information summarizes laws that may affect your 

service.  It is important to note that this handbook contains only brief summaries; in all 

situations your duties and conduct need to follow the requirements of law.  If you have 

questions regarding your legal obligations as a board or commission member, please 

contact the Salt Lake County District Attorney’s Office for legal advice.    

 

2. THE IMPORTANCE OF CITIZEN PARTICIPATION 

 

Salt Lake County’s system of boards and commissions provides a way for residents who have 

special experience or interests to participate in the county’s decision-making process.  Mayor 

McAdams believes it is not only the right, but also the duty of citizens to assist the county in 

making the community decisions that will affect our shared future.  The board and commission 

system plays an important role in advancing important democratic principles, as diverse citizens 

come together across neighborhood and economic lines to determine citizen preferences and 

articulate them to county officials.    
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3. THE APPLICATION PROCESS AT A GLANCE 

 

 You must reside within the boundaries of Salt Lake County to be considered for service 

on a county board or commission. 

 If you are interested in serving on a county board or commission, please complete the 

application online via the link http://slco.secure.force.com/BoardApplication. It is also 

recommended that you attach a copy of your resume. If you need further assistance with 

the online application or would like to fill out a paper copy, please contact Kendra 

Kahlow, at the County Mayor’s Office. For additional information, please refer to the 

county’s boards and commissions website at www.slco.org/mayor/boards/. All volunteers 

will need to submit an application to be considered. 

 Board members are appointed by the Mayor, the County Council, or both. 

 Upon appointment to a county board or commission, each new member must complete a 

volunteer contract, a conflict of interest disclosure form, and a sexual harassment form.  

These documents can be obtained from your board or commission liaison.   

 

4. TYPES OF BOARDS AND COMMISSIONS 

 

As a board member, you are responsible for learning about your specific assignment.  Please be 

sure you know what type of board to which you are assigned and become familiar with its scope 

of authority and duties as outlined in the board’s bylaws and governing documents.  There are 

two major categories of boards in Salt Lake County: advisory and policy.   

1. Advisory board: An advisory board provides advice, support, and makes 

recommendations to another person or entity that is charged with making policy 

for the benefit of the general public. 

2. Policy board: A policy board possesses a portion of the decision-making power 

of the county to enable it to make policy for the benefit of the general public. 

 

A list of Salt Lake County’s various boards and commissions is available online at 

www.slco.org/mayor/boards/.  

 

 

 

 

 

 

 

http://slco.secure.force.com/BoardApplication
http://www.slco.org/mayor/boards/
http://www.slco.org/mayor/boards/
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5. ROLE AND RESPONSIBILITIES OF A BOARD MEMBER 

 

As a member of a Salt Lake County board or commission, you are expected to:  

 Learn about your board’s mission, purpose, function, and the specific role you 

play as a member.   

 Know the authority your board has in shaping public policy.  Respect that 

authority and work within the framework established by the bylaws and 

governing documents. 

 Agree to make your board membership a priority and devote an appropriate 

amount of time, energy, and creativity to the assignment. 

 Prepare for, attend, and actively participate in all board meetings. 

 Research issues and form reasonable opinions based on facts. 

 Maintain a good working relationship with fellow board members, board staff, 

department administration, and county officials. 

 Treat the widely varying viewpoints of fellow board members and members of 

the public with respect so that all citizens are encouraged to participate in 

government. 

 Maintain a county-wide perspective.  It is critical that board members ensure 

that a wide variety of viewpoints from the community are considered when 

acting in their official capacity.   

 

6. CHARACTERISTICS OF AN EFFECTIVE BOARD MEMBER 

 

An effective Salt Lake County board member possesses: 

 A commitment to the public and to the mission of the board. 

 Experience dealing with the values, vision, and long-term interests of county 

residents. 

 Well-developed civic, interpersonal, and professional sensitivities and skills. 

 An ability to assemble and evaluate information and to communicate his or her 

own views with honesty, directness, and integrity. 

 A determination to share power and negotiate fairly, to affirmatively participate 

in board discussions and decision-making, and to delegate or allow others to 

make decisions as needed. 

 A willingness to develop a sound understanding of board subject matter by 

doing all required “homework.”   

 An ability to perform tasks with independent judgment and courage. 
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7. MEDIA GUIDELINES 

 

The public has a right to know how we conduct ourselves while in public service.  To ensure that 

our work is correctly represented, we must set and meet high standards of professionalism when 

working with the media.  Board members can meet these standards by working closely with the 

Mayor’s Public Information Office (PIO) when responding to media requests.  If a board or 

commission member receives a media request, the member should contact the PIO to ensure that 

pertinent and reliable information is shared with media outlets.  Public Information Officers are 

located in the County Mayor’s Office and can be reached at (385) 468-7000.   

 

8. ATTENDANCE REQUIREMENTS 

 

In order to conduct business, a simple majority of voting members (or ‘quorum’) must be 

present.  Therefore, meeting attendance is crucial.  Most boards have strict attendance policies 

within their bylaws, and board and commission members may be removed if they fail to attend 

their respective meetings.  Appointees are expected to adhere to attendance policies and make 

board meetings a priority.   

 

9. TERM EXPIRATION AND REAPPOINTMENT POLICY 

 

On average, county board members serve three-year terms; 

however, term lengths vary according to the stipulations set 

forth in the boards’ bylaws.  When a mid-term vacancy 

occurs, the member occupying the vacant seat fills the 

remainder of the unexpired term.  Mayor McAdams makes the 

final decision regarding all appointments and reappointments, 

and he prefers to limit board membership to two terms.  

However, county ordinance allows board and commission members serving terms of three years 

or less to be reappointed upon a majority vote of the board or commission itself.  For board 

members serving terms longer than three years there is a limitation on reappointment to a second 

term unless good cause exists to reappoint those members.   

 

Please note the term expiration date in your appointment letter.  As that date nears, be 

prepared to notify the board staff and the Mayor’s Office if you would like to continue your 

board service.  A reappointed member may be asked to complete a new volunteer contract, 

conflict of interest form, or other disclosure forms.   
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10.  INTRODUCTION TO APPLICABLE LAWS 

 

According to Salt Lake County Ordinance 2.07.030 (“Government in the Sunshine”),  

Salt Lake County is considered an open records and open meetings government and all elected 

officials, officers and employees are directed to observe, with exactness, all applicable 

provisions of state statute and county ordinance regarding open records and open meetings 

including, but not limited to, the Government Records Access and Management Act, the Open 

Meetings Act and county ordinances regarding those state statutes. 

 

11.  PUBLIC ACCESS TO GOVERNMENT RECORDS (GRAMA) 

 

Utah law requires government agencies to make their records available to the public.  The Utah 

law dealing with records is the Utah Government Records Access and Management Act (Title 

63G, Chapter 2, Utah Code Annotated), known as “GRAMA” for short.  The general purpose of 

GRAMA is to establish that the majority of government records are available to the public, to set 

specific procedures for classifying records as either public or confidential, and to permit citizen 

access to those records in accordance with established procedures.   GRAMA is a complicated 

law, but it is essential that you be aware of two important components:  First, it requires a 

governmental agency to classify and retain government records in accordance with the agency’s 

approved retention schedule.  Second, it requires the governmental agency to provide copies of, 

or permit access to, government records in its possession upon written request.   

 

The requirements of GRAMA apply to government agencies, not to individuals.  In nearly every 

case a request for records under GRAMA is directed to an agency, and it is the agency that is 

responsible for responding to the request.  However, you have obligations under GRAMA as you 

serve in an official capacity on a board.  This section of the handbook outlines general rules for 

you to follow to keep you safely within the law.  It also elaborates on further aspects of GRAMA 

to enhance your background knowledge of the subject.   

 

Overview 

GRAMA provides that almost all records held by the county are open and available to the public.  

There are, however, two notable exceptions to the general rule of public access: first, any record 

which is expressly designated as confidential, by statute, is not a public record; second, certain 

records may be classified as confidential if disclosure would constitute a “clearly unwarranted 

invasion of personal privacy.” § 63G-2-302(2)(d).  

 

GRAMA requires state and local governments to classify all documents as either public or non-

public.  Non-public documents include those records classified as “private,” “controlled,” or 

“protected.”  A “private record” generally contains information about a specific individual and is 
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available only to that person or to their legal representative.  These include medical records, 

certain financial information, personal identifiers, and other personal information.  A “controlled 

record” consists of a subject’s medical or mental health records in which a doctor certifies that 

the record should not be released to the subject, as access might be detrimental to the subject’s 

health or to another person’s safety.  A “protected record” is one in which the privacy interest is 

held by the government itself and the release of such information might be harmful to 

government processes and activities, such as investigations, audits or similar matters.  These 

might include trade secrets, test questions, real estate purchase information, attorney client 

materials, the minutes of closed meetings, and any information that may jeopardize government 

security. In addition, an individual’s home address, home telephone number, or personal mobile 

phone number is classified as protected if the subject of the record is required to provide that 

information to comply with a law, ordinance, rule or government order and has a reasonable 

expectation of privacy. § 63G-2-305(50).       

 

General Rule 

As a board member, you can most easily satisfy the requirement to retain records by making a 

practice of promptly providing board staff with a copy of 1) any record you create as part of your 

official service, and 2) any record you receive from outside the agency in the course of your 

official service.  This latter category could be letters, graphs, handouts, emails, or anything given 

to you by constituents, advocates, or others that deal with board business or official duties.  If 

you follow these suggestions, the staff will be responsible for following the record retention 

requirements. 

 

You can satisfy your obligation to disclose public records by simply forwarding any request you 

receive under GRAMA to agency staff.  Please do so immediately, as GRAMA imposes a 

deadline for a response of ten (10) business days for most requests; and five (5) business days if 

it benefits the public.  These requests are generally from the media.  The staff will analyze the 

request and write a response.  Depending on the nature of the request, the staff may contact you 

to ask for documents in your possession that may need to be included in the response.  Please 

continue to retain (or turn over to the staff) any documents you think may be subject to request 

until all appeals on the request have expired.   

 

Exceptions 

Records that board members create or receive in the course of their work as board members are 

government records and are subject to GRAMA, but there are some legal and practical 

exceptions to this rule. 

 Records a board member receives from staff supporting the board.  Staff will be 

responsible for complying with GRAMA requirements for these records. 
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 Records a board member receives from sources outside of the agency, copies of 

which are also given to staff supporting the board.  Again, staff will be 

responsible for complying with GRAMA requirements for these records. 

 Board members’ notes or memoranda made in connection with an adjudicative 

hearing.  These are not records under GRAMA §63G-2-103(22)(b)(xi)(D). 

 Board members’ notes and daily calendars, prepared by them for their own 

personal use.  These are not records under GRAMA §63G-2-103(22)(b)(ix). 

 Junk mail or commercial publications received by a board member in the 

course of their work.  These are not records under GRAMA §63G-2-

103(22)(b)(vi). 

 

If you routinely provide staff with copies of records you create or receive, it is unlikely that you 

will have records that do not fit into one of the exceptions described above.  If all records in your 

possession fit within one of the exceptions described above, you have no additional obligations 

under GRAMA.  If you leave the board, please provide any records that remain in your 

possession to department staff.  

 

Records Retention 

The Volunteer Services Program has established an approved 

records retention schedule to assist board members and liaisons in 

determining what types of records to keep and for how long, and 

how they are classified under GRAMA. 

 

Other Aspects 

There are two other GRAMA provisions with which a board 

member should be familiar: 

 

GRAMA §63G-2-201(8)(a) states: “A governmental entity is not required to create a record in 

response to a request.”  Often requests labeled as request for records are really requests for 

information that would require an agency to create a record in response.  If there are no existing 

records responsive to a GRAMA request, that is a sufficient response.   

 

GRAMA §63G-2-205(3) states: “Unless otherwise required by a court or agency of competent 

jurisdiction, a governmental entity may not destroy or give up custody of any record to which 

access was denied until the period for appeal has expired or the end of the appeals process, 

including judicial appeal.”  This means that, once a GRAMA request is received, board 

members and other agency personnel may not destroy a record, or even return it to the person 

who provided it, until the matter has been resolved.   
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Privacy 

A board member with records that are private, controlled, or protected should manage and 

dispose of those records in a manner that protects their confidentiality.  GRAMA §63G-2-801 

specifies criminal penalties for intentional disclosure of these records.  In addition, although the 

law is undeveloped in this area, it is possible that governmental entities and employees may be 

found liable for damages if records containing private information are wrongfully released.   

 

 

12.  OPEN MEETING LAW 

 

The Utah Open Meetings Act (Title 52, Chapter 4, Utah Code Annotated) requires boards and 

commissions to open their meetings to members of the public and press.  This law was enacted 

by the state legislature to ensure that the “people’s business” is done publicly and in the open.  It 

applies to any administrative, advisory, or policy body consisting of two or more people, 

supported by tax revenue, and vested with authority to make decisions.  For the most part, county 

boards and commissions are required to hold open meetings but may, in appropriate 

circumstances, close part of an open meeting to discuss certain statutorily-designated topics. 

 

Topics Which May Be Discussed in Closed Meetings. Section 52-4-

205 of the Open Meetings Act identifies the topics that may be 

discussed in a closed meeting.  Only the following topics may be 

discussed: 

 Discussions about Individuals.  Section 52-4-

205(1)(a) allows the board to go into executive session 

to discuss “the character, professional competence, or 

physical or mental health of an individual.” 

 Discussions Related to Collective Bargaining.  

Section 52-4-205(1)(b) allows boards to close 

meetings when “strategy sessions to discuss collective  

bargaining” are discussed.   

 Strategy Sessions about Pending Litigation.  Section 

52-4-205(1)(c) allows the board to close a meeting for 

“strategy sessions to discuss pending or reasonably 

imminent litigation.”  If the board were sued, for 

example, this exception would allow the board to meet with its attorneys to plan 

its strategy or settlement response in a particular piece of litigation.  This 

exception would not, however allow a board to exclude the public from the 

board’s discussion about a controversial topic that could conceivably result in 

some future litigation.   
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 Discussions Regarding Acquiring Real Property.  Section 52-4-205(1)(d) 

provides for closure of meetings for “strategy sessions to discuss the purchase, 

exchange, or lease of real property when public discussion of the transaction 

would disclose the appraisal or estimated value of the property under 

consideration or prevent the public body from completing the transaction on the 

best possible terms.” 

 Discussions Regarding Sale of Real Property.   Section 52-4-205(1)(e) provides 

for closure of meeting for “strategy sessions to discuss the sale of real property” 

under certain circumstances.   

 

Initial Open Meeting with Quorum Present. Boards may not close a meeting or go into 

“executive session” without first convening an open meeting at which a quorum is present. (A 

“meeting” of a board includes any meeting, other than a chance meeting, in which a quorum of 

the board convenes to discuss or act upon a subject over which the board has jurisdiction). 

 

Two-Thirds Vote Required. If the board wishes to conduct a closed session, it must first vote on 

whether a closed session is permissible under the Utah Open Meetings Act.  A two-thirds 

affirmative vote is required. 

 

Minutes Must Reflect the Votes and Reasons for the Closed Meetings. The board minutes must 

indicate the statutory reason(s) for the closed session and must show how each member voted on 

the proposed closing. 

 

Board Must Verify that the Closed Meeting Discussed Only Permissible Topics.  The Board may 

close a meeting only to discuss a topic listed in Utah Code Annotated §52-4-205.  If the board 

closes a meeting to discuss “the character, professional competence, or physical or mental health 

of an individual” or “the deployment of security personnel, devices or systems,” the board chair 

must sign a sworn affidavit to that effect.  If the purpose of the closed meeting is to discuss any 

other statutorily-permissible topic, the board must either tape-record the closed session or keep 

detailed written minutes of the closed session.  If a judge later decides that the closed meeting 

was unlawful, the judge must release the tapes or the minutes. 

 

Closed Meetings Are Never Required.  The Open Meetings Act allows the board to close a 

meeting to discuss certain statutorily-designated topics, but the Act does not require any meeting 

to be closed.  Generally speaking, even if the Open Meetings Act allows the board to close a 

meeting, the board should consider whether it is in the public interest to conduct the discussion 

in secret.  For example, the statute allows a closed meeting to discuss the character or 

professional competence of an individual.  This provision protects that individual’s privacy 



 

- 10 - 

 

interests.  If the individual actually prefers to have the discussion conducted openly, however, 

the board may not be justified in relying on this statutory basis for a closed meeting.   

 

No Final Decisions or Actions in a Closed Meeting.  Although board 

members may discuss certain topics in a closed meeting, any actual votes or 

decisions must be made in an open meeting.  Section 52-4-204(3) states 

that “no…resolution, rule, regulation, contract or appointment shall be 

approved at a closed meeting.” 

 

Penalties for Violating the Open Meetings Act.  If a court finds that a 

public body has violated the Open Meetings Act, the court may declare that 

any final action taken at the meeting is void and may order the public body 

to pay the opposing party’s attorney fees and release the tape or minutes of the closed meeting.   

 

Attendance by Members of the Public.  Members of the public and media are permitted to attend 

board and commission meetings, but the board or commission has final say as to whether they 

can speak or participate in the meeting.  A person attending a meeting is permitted to record 

those proceedings, as long as the recording process does not disrupt the meeting.  A board or 

commission has the authority to remove a member of the public if that person’s attendance 

disrupts the meeting. 

 

Electronic Meetings. A board or group may convene and conduct 

an electronic meeting in accordance with 52-4-207 if it has 

adopted a resolution, rule or ordinance governing its use.  The 

ordinance may prohibit or limit the use of electronic meetings, 

establish voting requirements, and establish other conditions to 

govern the meeting in compliance with this section. 

 

Notice of Meetings.   Any board or group which is covered by 

the Open Meetings Act is required to publish notice of its meetings. If the group conducts 

meetings on a regular basis all year long (such as on the second and fourth Tuesday of each 

month) then it is required to publish an annual notice of the regular meeting schedule. This 

notice must include the date, time, and place of regularly scheduled meetings. In addition to an 

annual notice, every individual meeting of the group must be preceded by a 24-hour notice which 

includes an agenda of items to be discussed, along with the date, time, and place of the meeting.  

This notice must be posted at the public body’s office or at its regular meeting place and a copy 

of the notice must be given to a local media representative.  In addition, public notice must also 

be published to the Utah Public Notice Website not less than 24 hours prior to the meeting. Your 

board or commission’s agency staff is responsible for preparing these notices.    
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Meeting Minutes.  The Open Meetings Act also requires agency staff to take minutes of board 

and commission meetings.  Those minutes need to include date, time, and place of meetings, 

members present and absent, matters discussed and votes taken, names of citizens and others 

appearing and their statements, and other information pursuant to the Act.      

 

 

13.  ETHICS ACT AND CONFLICTS OF INTEREST 

 

All Salt Lake County employees, elected and appointed officials, and volunteer board members 

must abide by two significant statutes in Utah law which prohibit, or require disclosure of, 

certain actual or potential conflicts of interest between their public duties and private business 

interests.  The Utah Public Officers’ and Employees’ Ethics Act (UCA §67-16-1, et seq.) and the 

County Officers and Employees Disclosure Act (UCA §17-16a-1, et seq.) set the following 

requirements: 

 

13.1   Prohibited Acts 

 No employee, officer or board member shall:  

1. Use county office or employment for private advantage by revealing 

confidential, controlled, private or protected information gained through 

that office or employment.  

2. Use his/her county position to secure special privileges.  

3. Accept other employment that would reasonably be expected to interfere 

with the ethical performance of public duties. 

 No employee, officer or board member shall 

knowingly receive, accept, take, seek or solicit, 

directly or indirectly, any gift or loan for 

him/herself or another person.  

 No employee, officer or board member, acting in an 

official capacity, may accept payment for helping a 

private person or business in any transaction with 

the county.  Payment may be accepted if the 

transaction is not in the employee’s official capacity 

and disclosure is made as set forth hereafter. 

 Employees may not be involved with any private business which is regulated by 

the county, may not be involved in any transaction between their private 

business interests and the county, and may not be involved in any other actual or 
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potential conflict of interest unless the nature and extent of the private business 

interest(s) are disclosed as explained below.  

 

13.2   Conflict of Interest Disclosure 

 Any county officer, employee or board member who receives payment for 

helping a private person or business in a transaction with the county must 

disclose the payment. 

 Any county officer, employee or board member involved in a private business 

which is subject to county regulation must disclose that involvement.  If the 

regulation is made by the agency or board of which the officer or employee is a 

member, disclosure must be made annually, and again at each meeting in which 

the officer’s or employee’s business is discussed.  Such oral disclosures shall be 

made part of the minutes of the meeting. 

 Any county officer, employee or board member involved with a private 

business that does or anticipates doing business with the county must disclose 

that involvement. 

 Any county officer, employee or board member who has a personal or business 

interest of any kind which raises an actual or potential conflict of interest with 

county duties must disclose that interest. 

 All written disclosures must be sworn statements containing the information 

required above and be attached to the official ‘Salt Lake County Disclosure 

Statement.’  All such statements are public records and open to public 

inspection.  All disclosures must be made as follows: Orally, in any meeting of 

a county agency, board or division where a transaction is discussed involving a 

matter in which the officer, employee, or board member has an interest; and 

again in writing when the conflict arises.  The general written disclosure must 

be re-filed every January of each year that the outside interest persists and must 

be filed with the officer’s, employee’s or board member’s immediate 

supervisor, division director, department head, board liaison, or elected official, 

and the County Council.   

 

13.3   What is a Conflict of Interest? 

One question which often arises is, “What constitutes a potential conflict of interest?” It is 

generally considered that a potential conflict of interest is any direct and immediate interest or 

relationship, including financial interest, with persons or businesses regulated by or directly 

affected by decisions of the Board, or persons or organizations which may present requests or 

issues before the Board. This includes the interest of a spouse or other member of the immediate 
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family or household, and the interest of any other person who is constructively controlled by the 

member. 

 

It is recognized that some relationships and interests have more "potential" for being a conflict of 

interest than others. There are some interests and relationships which because of their nature are 

insignificant. The financial interest may be so small or the relationship so remote that it does not 

present an actual conflict.  

 

Types of interests to be considered as potential conflicts of interest include relationships or 

interests with persons, business enterprises, or nonprofit, professional, charitable, religious, 

social, educational, recreational, environmental, public service, and civic organizations,  

1. With which you are connected as a member, employee, officer, owner, director, 

trustee, partner, advisor, or consultant; 

2. In which you have any continuing financial interest as a creditor or through 

ownership of stocks, bonds, or other securities, ownership of real property rights 

in lands, or through a pension or retirement plan, shared income or otherwise; or 

3. To which you are financially indebted. 

 

Violation of the above provisions may subject the officer, employee or board member to 

disciplinary action, in addition to the possibility of criminal prosecution.  Any violations will be 

thoroughly investigated and prosecuted.  Please be aware that this summary is a shortened and 

simplified statement of the legal requirements involved in this area.  Your conduct will be 

governed by the law and not by this review.  Feel free to direct any questions regarding the 

law’s ethical and disclosure requirements to the Civil Division of the Salt Lake County District 

Attorney’s Office: (385) 468-7700 or at districtattorney@slco.org. 

 

14.  PARLIAMENTARY PROCEDURE 

 
The information provided in this section is based on Robert’s Rules of Order Newly Revised 

(2000), the most widely used parliamentary authority (or manual of parliamentary law) in the 

United States.   

 
The great lesson for democracies to learn is for the majority to give to the 

minority a full, free opportunity to present their side of the case, and then for the 

minority, having failed to win a majority to their views, gracefully to submit and 

to recognize the action as that of the entire organization, and cheerfully to assist in 

carrying it out, until they can secure its repeal.        

            - Gen. Henry M. Robert  

               Author, Robert’s Rules of Order  

 

mailto:districtAttorney@slco.org
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14.1 WHAT IS PARLIAMENTARY PROCEDURE?                                  

Parliamentary procedure refers to the rules of 

democracy—that is, the commonly accepted way in which 

a group of people come together, present and discuss 

possible courses of action, and make decisions.  

Parliamentary procedure is used by all types of decision-

making bodies on a daily basis: school boards, 

homeowners' associations, city councils, and non-profit 

boards of directors, for example.  More importantly, 

parliamentary procedure defines how groups of people, no 

matter how formal or informal, can most effectively meet 

and make decisions in a fair, consistent manner—and 

make good use of everyone's time.  

 

The objectives of parliamentary procedure are to: 

 Define membership classifications, rights, and obligations; and 

 Define the rules and procedures for conducting business. 

 

Parliamentary procedure is based upon: 

 The will of the majority; 

 The right of the minority to be heard; 

 Courtesy and justice for all; and 

 Consideration of one subject at a time. 

 

14.2 WHY USE PARLIAMENTARY PROCUDURE?                                                                            

Knowledge of basic parliamentary procedure prepares a board member to be more effective 

when participating in meetings and allows the member to understand and support the 

fundamental principles of parliamentary law.  Robert's Rules of Order Newly Revised provides 

perhaps the best summary of the broad benefit of parliamentary law to organizations: 

“The application of parliamentary law is the best method yet devised to enable 

assemblies of any size, with due regard for every member's opinion, to arrive at 

the general will on the maximum number of questions of varying complexity in a 

minimum time and under all kinds of internal climate ranging from total harmony 

to hardened or impassioned division of opinion." (RRONR, 10th ed., p. xlviii). 

 

While parliamentary procedure cannot guarantee that every member of an organization is pleased 

with the outcome of a decision, it aims to ensure that every member is satisfied by the manner in 

which the decision was made, and that the organization makes decisions efficiently but with 

consideration for every member's opinion.  
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14.3 GENERAL PRINCIPLES OF PARLIAMENTARY PROCEDURE 

Every board member should be familiar with the following simple rules and customs: 

 All members have equal rights, privileges, and obligations; rules must be 

administered impartially.  

 The minority has rights which must be protected.  

 Full and free discussion of all motions, reports, and other items of business is a 

right of all members.  

 In doing business, the simplest and most direct procedure should be used.  

 Logical precedence governs introduction and disposition of motions.  

 Only one question can be considered at a time.  

 Members may not make a motion or speak in 

debate until they have risen and been recognized 

by the chair and thus have obtained the floor.  

 No one may speak more than twice on the same 

question on the same day without permission of 

the assembly. No member may speak a second 

time on the same question if anyone who has not 

spoken on that question wishes to do so.  

 Members must not attack or question the motives of other members. 

Customarily, all remarks are addressed to the presiding officer.  

 In voting, members have the right to know at all times what motion is before the 

assembly and what affirmative and negative votes mean.  

 

14.4 PARLIAMENTARY TERMS 

 Addressing the Chair: Getting the chair's attention by saying, e.g., "Madam 

Chairwoman," "Mr. Chairman," "Madam President," or "Mr. Moderator."  

 Agenda: Order of business; program of a business meeting.  

 Ad Hoc Committee: Committee established for a specific purpose, for a particular case.  

 Adjourn: To end a meeting.  

 Announcing the Vote: In announcing the vote on a motion, the chair should:  

1. Report on the voting itself, stating which side has prevailed;  

2. Declare that the motion is adopted or lost; and  

3. State the effect of the vote or order its execution.  

 Ballots: Slips of paper for voting.  

 Carried: Passed or adopted; used in referring to affirmative action on a motion.  

 Caucus: Private session in advance of a scheduled meeting.  

 Chair: the Chair, Chairman, Chairwoman: To preside over; the presiding officer.  

 Chairman/Chairwoman Pro Tem: Presiding officer for the time being.  
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 Commit: To refer to a committee.  

 Convene: To open a session.  

 Division of the Assembly; a Division: A vote retaken for the purpose of verifying a 

voice vote or show of hands; a division may be ordered by the chair or by a single 

member.  

 Division of the Question: A motion to divide a pending motion into two or more 

separate questions in order that they may be considered separately.  

 Election by Acclamation: Election by unanimous consent; used when only one person 

has been nominated for an office.  

 Ex-officio: By right of office.  

 Expunge: To eliminate part of a motion by crossing out or drawing a line around words; 

one never erases, since the original text may be needed for the minutes.  

 Germane: Closely related, relevant; amendments and debate must be germane to the 

question at hand.  

 Having the Floor: Having been recognized by the chair to speak.  

 Immediately Pending Question: The last motion stated by the chair.  

 In Order: Correct according to rules of parliamentary procedure.  

 Main Motion: A motion which brings before the assembly some new subject upon which 

action of the assembly is desired.  

 Majority: More than half of the votes cast by persons legally entitled to vote, excluding 

abstentions.  

 Minutes: Written records of business transacted.  

 Motion: A proposal by a member, in a meeting, that the assembly take a particular 

action.  

 Nominate: To propose an individual for office.  

 Obtaining the Floor: Securing permission to speak.  

 Orders of the Day: Agenda for a meeting.  

 Parliamentarian: Parliamentary adviser to the presiding officer.  

 Pending Question: A motion awaiting decision.  

 Plurality: In an election, the largest number of votes given a candidate when three or 

more candidates are running; a plurality that is not a majority never elects anyone to 

office except by virtue of a special rule previously adopted.  

 Point of Information: Request for information concerning a motion.  

 Precedence: Take Precedence: Priority in rank; to outrank.  

 Previous Question: Motion which, if adopted, orders an immediate vote.  

 Proxy: A person authorized to vote for another.  
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 Question of Privilege: A device that permits a request or main motion relating to the 

rights and privileges of the assembly or any of its members to be brought up for 

immediate consideration because of its urgency, e.g., a motion to turn the air conditioner 

up or a motion to close the windows so that people can hear.  

 Quorum: The minimum number of members who must be present at a meeting for 

business to be legally transacted.  

 Recess: A short intermission.  

 Recognize: To allow someone to obtain the floor in order to speak.  

 Rescind: To repeal, annul, cancel, or revoke formally.  

 Resolution: Motion used to express the sentiment of a group, usually beginning with the 

words "resolved that...."  

 Rising Vote: A vote taken by having members stand.  

 Roll Call Vote: A procedure by which the vote of each member is formally recorded in 

the minutes.  

 Second: To indicate support for consideration of a motion by saying: "I second the 

motion."  

 Slate: List of candidates.  

 Unanimous (or general) Consent: A means of taking action on a motion without a 

formal vote. When a presiding officer perceives that there is little or no opposition to a 

motion before the assembly, business can often be expedited by the chair's simply calling 

for objections, if any. If no objection is heard, the motion is adopted; if even one member 

objects, the motion is brought to a formal vote by the usual procedure.  

 Voice Vote: A vote taken by having members call out "aye" or "no" at the chair's 

direction.  

 Yield: To give the floor to the chair, to another speaker, or to a motion taking precedence 

over that being considered.  

 

14.5 STANDARD AGENDA  

If an organization's established rules do not specify an order of business, parliamentary law 

provides the following standard agenda for a meeting: 

1. Call to order 

2. Reading and approval of minutes 

3. Reports of officers and standing committees  

4. Reports of ad hoc committees  

5. Unfinished business  

6. New business  

7. Announcements  

8. Adjournment  
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14.6 TRANSACTING BUSINESS 

I. Quorum: 

 A quorum is the minimum number of members who must be present at a 

meeting for business to be legally transacted.  

 An organization, in its established rules, may define its own quorum.  

 In the absence of such a provision, the quorum is a majority of the entire 

membership.  

 

II. Obtaining the Floor: 

 Before a member in an assembly can make a motion or speak in debate, he or 

she must obtain the floor; that is, the member must be recognized by the chair as 

having the exclusive right to be heard at that time.  

 If two or more members rise to seek recognition at the same time, the member 

who rose and addressed the chair first after the floor was yielded is usually 

entitled to be recognized. A member cannot establish "prior claim" to the floor 

by rising before it has been yielded.  

 

III. Introducing Business (Making Motions): 

 Business may be introduced by an individual member or by a committee.  

 Business is always introduced in the form of a motion.  

 

IV. Seconding a Motion: 

 After a motion has been made, another member, without rising and obtaining 

the floor, may second the motion.  

 A second merely implies that the seconder agrees that the motion should come 

before the assembly and not that he or she necessarily favors the motion.  

 A motion made by a committee requires no second, since its introduction into 

the assembly has been approved by a majority of the committee.  

 The purpose of a second is to prevent time from being consumed by the 

assembly having to dispose of a motion that only one person wants to see 

introduced.  
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V. Placing a Motion before the Assembly: 

 After a motion has been made and seconded, the chair repeats the motion 

verbatim, thus placing it before the assembly for debate and action.  

 During the brief interval between the making of a motion and the time when the 

chair places it before the assembly by restating it, the maker of a motion may 

modify or withdraw it simply by stating the intention to do so; after the motion 

has been restated by the chair, it is officially before the assembly and must be 

dealt with appropriately (e.g., adopted, rejected, postponed).  

 

VI. Debate: 

 Every member of the assembly has the right to 

speak on every debatable motion before it is 

finally acted upon; this right cannot be interfered 

with except by a motion to limit debate.  

 All discussion must be confined to the 

immediately pending question and to whether or 

not it should be adopted.  

 While debate is in progress, amendments or other secondary motions can be 

introduced and disposed of accordingly.  

 In an organization that has no special rule relating to the length of speeches, a 

member can speak no longer than 10 minutes unless he or she obtains the 

consent of the assembly; such permission can be given by unanimous consent or 

by means of a motion to extend debate. Likewise, debate may be curtailed by a 

motion to limit debate.  

 No member may speak twice on the same motion at the same meeting as long as 

any other member who has not spoken on the motion desires to do so.  

 Unless the rules are suspended, a member who has spoken twice on a particular 

question on the same day has exhausted his or her right to debate that question 

for that day.  

 During debate, no member can attack or question the motives of another 

member.  

 The maker of a motion, although allowed to vote against it, is not allowed to 

speak against it.  
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VII. Amendments: 

 As noted above, before a motion has been restated by the chair, the maker has 

the right to modify his or her motion or to withdraw it entirely. After it has been 

restated by the chair, however, a motion may be modified only by means of an 

amendment.  

 There are six ways to amend a motion:  

1. Add words, phrases, or sentences at the end 

of a motion  

2. Insert words, phrases, or sentences  

3. Strike words, phrases, or sentences  

4. Strike and insert words, phrases, or sentences  

5. Strike and add words, phrases, or sentences  

6. Substitute whole paragraphs or an entire text  

 Only two amendments (primary and secondary) may be pending on a main 

motion at any time.  

 Discussion of an amendment must relate only to the amendment, unless the 

whole motion is involved by substitution.  

 An amendment must be germane to the question under consideration.  

 

VIII. Voting: 

 Unless special rules apply, a majority decides. A majority is more than half of 

the votes cast by persons legally entitled to vote, excluding blank ballots or 

abstentions.  

 Unless otherwise provided for, voting is by voice vote.  

 If the presiding officer is a member of the assembly, he or she can vote as any 

other member does when the vote is by ballot. In other cases, the presiding 

officer, if a member of the assembly, can (but is not obliged to) vote whenever 

his or her vote will affect the result; i.e., he or she can vote either to break or to 

create a tie.  

 A member has no right to explain his or her vote during voting since that would 

be the same as debate at such a time.  

 Any member may request a division of the assembly if there is uncertainty as to 

the true result of the vote.  
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IX. Announcing a Vote: 

 In announcing the vote on a motion, the chair should:  

1. Report on the voting itself, stating which side has 

prevailed  

2. Declare that the motion is adopted or lost  

3. State the effect of the vote or order its execution  

 For a voice or rising vote in which no exact count is taken, the chair might say, 

for example, "The ayes have it, the motion carries, and the brochure will be 

published." For a vote in which an exact count is taken, the chair might say, 

"There are 14 in the affirmative and 15 in the negative. The negative has it and 

the motion is lost. No additional funds will be spent on publicity at this time."  

 

X.  Adjournment: 

 A motion to adjourn may be made by any member. It may be made during the 

consideration of other business, although it may not interrupt a speaker.  

 A motion to adjourn is not in order when the assembly is engaged in voting or 

verifying a vote.  

 If the motion to adjourn is voted down, it may be made again only after the 

disposition of some business.  

 The motion to adjourn is out of order when the assembly is arranging for the 

time and place of the next meeting.  

 When it appears that there is no further business to be brought before the 

assembly, the chair, instead of waiting for a motion, may simply adjourn the 

meeting.  

 

14.7  PROCEDURE FOR HANDLING A MOTION 

 A member rises and addresses the presiding officer.  

 The presiding officer recognizes the member.  

 The member states the motion.  

 Another member seconds the motion.  

 The presiding officer restates the motion, thus placing it before the assembly for    

consideration.  

 The assembly may discuss the motion if it is debatable and amend the motion if 

it is amendable.  

 The presiding officer takes the vote.  

 The presiding officer announces the result. 
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14.8 TYPES OF MOTIONS – DEFINITIONS AND EXAMPLES 

I. Privileged Motions: Motions which do not relate to the pending business, yet deal with 

matters of such urgency or importance that, without debate, they are allowed to interrupt 

the consideration of anything else. 

 Adjourn: Terminates the meeting. "I move that we adjourn."  

 Recess: Permits a short intermission in a meeting. "I move that we recess for 10 

minutes" or ". . . until 2:00" or ". . . until called to order by the chair."  

 Raise a Question of Privilege: Permits a request or main motion relating to the 

rights and privileges of the assembly or any of its members to be brought up for 

immediate consideration because of its urgency. "I rise to a question of privilege 

affecting the assembly."  

 Call for the Orders of the Day: Requires that the adopted agenda or order of 

business be followed. "Mr. Chairman, I call for the orders of the day" or 

"Madam President, I demand the regular order."  

 

II. Subsidiary Motions: Motions which assist the assembly in treating or disposing of a 

main motion. They have the effect of hastening action upon, delaying action upon, or 

modifying the main motion. 

 Lay on the Table: Lays a pending question aside temporarily when something 

more urgent has arisen. "I move to lay the question on the table," or, "I move 

that the motion be laid on the table."  

 Previous Question: Ends debate and orders an immediate vote. "I move the 

previous question," or, "I move we vote immediately on the motion."  

 Limit or Extend Debate: Modifies debate by limiting or extending the number 

or length of speeches. "I move that debate be limited to one speech of two 

minutes for each member," or, "I move that the speaker's time be extended three 

minutes."  

 Postpone to a Certain Time: Defers consideration to a definite day, meeting, 

or hour, or until after some particular event. "I move that the question be 

postponed until the next meeting," or, "I move to postpone the motion until after 

the address by our guest speaker."  

 Refer to a Committee: Gives a motion more detailed attention or permits it to 

be handled in privacy. "I move to refer the matter to the Program Committee."  

 Amend: Modifies a main motion by inserting, adding, striking, striking and 

inserting, striking and adding, or substituting some specific language. "I move 

to amend by adding the words . . .," or, "by striking . . .," or, "I move to 

substitute for the pending motion the following: ...."  
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 Postpone Indefinitely: Disposes of a question without bringing it to a direct 

vote. "I move that the motion be postponed indefinitely."  

 

III. Main Motion: A motion which brings business before the assembly and which can be 

made only while no other motion is pending. "I move we have a banquet." 

 

IV. Incidental Motions: Motions which deal with questions of procedure and arise out of 

another pending motion or item of business. An incidental motion is related to the 

parliamentary situation in such a way that is must be decided before business can 

proceed.  With the exception of the motion to appeal from the ruling of the chair, they are 

not debatable. 

 Point of Information: Inquires as to the facts affecting the business at hand and 

is directed to the chair or, through the chair, to a member. "I rise to a point of 

information," or, "A point of information, please."  

 Parliamentary Inquiry: Requests the chair's opinion-not a ruling-on a matter 

of parliamentary procedure as it relates to the business at hand. "I rise to a 

parliamentary inquiry," or, "A parliamentary inquiry, please."  

 Division of the Assembly: Calls for a verification when a member doubts the 

accuracy of a voice vote or show of hands. "Division!," or, "I call for a 

division."  

 Division of a Question: Permits a motion to be divided into two or more parts 

in order that they may be considered separately. "I move to divide the motion so 

that the question of purchasing decorations can be considered separately."  

 Withdraw a Motion: Permits a member to remove his or her question from 

consideration even after the motion has been restated by the chair. "Mr. 

Chairman, I move that I be allowed to withdraw the motion."  

 Objection to Consideration: Suppresses business that is undesirable or that 

might prove damaging to the organization. "Madam President, I object to the 

consideration of the question." 

 Appeal from the Ruling of the Chair: Challenges a ruling of the chair. A 

majority vote sustains the ruling. "I appeal from the decision of the chair."  

 Point of Order: Challenges an error in procedure and requires a ruling by the 

chair. "I rise to a point of order," or, "Point of order!"  

V. Motions that Bring a Question Again before the Assembly: Motions which bring up a 

previously considered question. 

 Reconsider: Allows a question previously disposed of to come again before the 

assembly as if it had not previously been considered. The motion to reconsider 
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can be made only by a member who voted on the prevailing side and only on 

the same day the original vote was taken. The motion is debatable only if the 

motion to be reconsidered is itself debatable. "I move to reconsider the vote on 

the motion relating to the annual banquet."  

 Discharge a Committee: Takes a matter out of a committee's hands and places 

it again before the assembly as a whole. "I move that the committee considering 

what band to hire for the benefit dance be discharged."  

 Rescind a Motion Previously Adopted: Voids a motion previously passed. "I 

move to rescind the motion passed at the last meeting relating to where we will 

go on the ski trip."  

 Take from the Table: Allows the assembly to resume consideration of a 

motion previously laid on the table. "I move to take from the table the motion 

relating to presenting plaques to graduating members."  

 Suspend the Rules: Temporarily sets aside a rule to permit the assembly to take 

an action it could not otherwise take. "I move to suspend the rules which 

interfere with considering the motion to hold a get-acquainted banquet for new 

members."  

 Appeal from the Ruling of the Chair: Challenges a ruling of the chair. A 

majority vote sustains the ruling. "I appeal from the decision of the chair."  

 Point of Order: Challenges an error in procedure and requires a ruling by the 

chair. "I rise to a point of order," or, "Point of order!"  
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14.9 PRECEDENCE OF MOTIONS  
 

To understand parliamentary procedure, one must understand the ‘order of precedence’ concept. 

Order of precedence tells a member whether or not, at any given time during a meeting, a given 

motion may be made. A motion that is higher in precedence than the immediately pending 

motion may be introduced, but a motion that is lower in precedence than the immediately 

pending motion would not be in order.   

 

Ranking Motions 

The following motions are listed in their order of precedence, with the highest ranking at the top.   

 

Privileged 

Motions: 

Requires 

Recognition? 

Requires 

a 

Second? 

Debatable? Amendable? Vote 

Required? 

May be 

Reconsidered? 

1.  Adjourn  Yes Yes No No Majority No 

2.  Recess  Yes Yes No Yes Majority No 

3.  Raise a 

Question of 

Privilege 

No No No No -- No 

4.  Call for 

the Order of 

the Day 

No No No No 2/3 (1) No 

Subsidiary 

Motions 

      

5.  Lay on 

the Table 

Yes Yes No No Majority No 

6.  Previous 

Question 

(Close 

Debate) 

Yes Yes No No 2/3 Yes 

7.  Limit of 

Extend 

Debate  

Yes Yes No Yes 2/3 Yes 

8.  Postpone   Yes Yes Yes Yes Majority Yes 

9.  Commit 

or Refer to 

Committee  

Yes Yes Yes Yes Majority Yes 

10. Amend  Yes Yes Yes Yes Majority Yes 

11.Postpone 

Indefinitely  

Yes Yes Yes No Majority Aff. (2) 

Main 

Motion 

Yes Yes Yes Yes Majority Yes 
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Non-Ranking Motions 

 

Incidental 

Motions 

Requires 

Recognition? 

Requires 

a 

Second? 

Debatable? Amendable? Vote 

Required? 

May be 

Reconsiderd? 

Point of 

Information 

No No No No -- No 

Parliamentary 

Inquiry 

No No No No -- -- 

Division of 

the Assembly 

No No No No -- No 

Division of a 

Question 

Yes Yes No Yes Majority No 

Withdraw a 

Motion 

Yes Yes No No Majority Negative
 
(3) 

Objection to 

Consideration 

No No No No 2/3 Negative (3) 

Suspend the 

Rules 

No No No No 2/3 No 

Appeal from 

the Ruling of 

the Chair 

No Yes Yes No Majority 

or tie 

Yes 

Point of 

Order 

No No No No -- No 

Motions that Bring A Question Again Before the Assembly                                               

Reconsider No Yes Yes (4) No Majority No 

Discharge a 

Committee  

Yes Yes Yes Yes Majority 

or 2/3 (5) 

Negative (3) 

Rescind  Yes Yes Yes Yes Majority 

or 2/3 (5) 

Negative (3) 

Take from 

the Table 

Yes Yes No No Majority No 

 

 

 

Note 1: Must be enforced on the demand of one member unless it is set aside by a two-

thirds vote. 

Note 2: Only an affirmative vote may be reconsidered. 

Note 3: Only a negative vote may be reconsidered.  

Note 4: The motion to reconsider is debatable only if the motion to be reconsidered is 

itself debatable. 

Note 5: Requires either a simple majority (with prior notice), or a two-thirds vote, or a 

majority of the entire membership. 
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14.10 TIPS ON PARLIAMENTARY PROCEDURE 

 Since the secretary is responsible for keeping accurate records of business 

transacted, the chair may require that main motions, amendments, or 

instructions to a committee be in writing.  

 It is a general rule that no member should be present in the assembly when any 

matter relating to himself or herself is under consideration.  

 A question cannot be postponed beyond the next regular meeting.  

 Calls of, "Question! Question!" by members from their seats are not motions for 

the previous question and are simply informal expressions of individual 

members' desires to proceed to a vote; these calls are disorderly if made while 

another member is speaking or seeking recognition.  

 A question laid on the table remains there until taken from the table or until the 

close of the next regular meeting.  If not taken up by that time, the question 

dies.  

 Abstentions do not count in tallying the vote; when members abstain, they are in 

effect only attending the meeting to aid in constituting a quorum.  

 Working as a committee of the whole enables the full assembly to give detailed 

consideration to a matter under conditions of freedom approximating those of 

an ad hoc committee.  In such a committee, the results of votes taken are not 

final decisions of the assembly but are taken up by the assembly as committee 

recommendations.  The proceedings of a committee of the whole are not entered 

in the minutes of the assembly.  

 Motions are out of order that present essentially the same question as a motion 

already considered at the same meeting.  

 All persons present at a meeting have an obligation to obey the legitimate orders 

of the presiding officer.  Members, however, can appeal from the decision of the 

chair, move to suspend the rules, or move reconsideration, depending on the 

circumstances of the chair's ruling. A member can make such an appeal or 

motion whether or not the order involved applies to him or her personally.  
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APPENDIX A: 

AN OVERVIEW OF SALT LAKE COUNTY GOVERNMENT 
(As of 03/27/2013) 

 
I.  Form of Government 

Salt Lake County operates under a Mayor-Council form of government which separates executive and 

legislative governing powers.  Citizens approved the Mayor-Council form of government on November 2, 

1998, thereby dissolving the office of County Commissioners.  The new plan became operational on 

January 1, 2001.  

 

II.  Elected Officials 

Assessor, Kevin Jacobs 

Salt Lake County Government Center 

2001 South State Street, N2-600  

Salt Lake City, Utah 84114-4575 

385-468-8000 

 

Auditor, Scott Tingley, CIA, CGAP 

Salt Lake County Government Center 

2001 South State Street, N3-300 

Salt Lake City, Utah 84114-4575 

385-468-7200 

 

Clerk, Sherrie Swensen 

Salt Lake County Government Center 

2001 South State Street, S1-200 

Salt Lake City, Utah 84114-4575 

385-468-7399 
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Salt Lake County Council 

2001 So. State, Suite N2-200 

P.O. Box 144575 

SLC, UT 84114-4575 

Front Desk  -  385 468-7500 

 
District Council Member Contact Information Council 

Adviser 

Contact Information 

At 
Large 

A 
(2020) 

Jenny Wilson 
 

385 468-7451 
jwilson@slco.org 

Maryann 
Martindale 
& Weston 
Clark 

385 468-7451 
mmartindale@slco.org 
wclark@slco.org 
 

At 
Large 

B 
(2016) 

Richard 
Snelgrove 
 

385 468-7452 
rsnelgrove@slco.org 
 

Sam 
Klemm 

385 468-7452 
sklemm@slco.org 
 

At 
Large  

C 
(2018) 

Jim Bradley  
 

385 468-7453 
jbradley@slco.org 

Robert 
Sampson 

 
385 468-7453 

rsampson@slco.org 

 

1 
(2018) 

Arlyn Bradshaw 
 

385 468-7454 
ARBradshaw@slco.org 
 

Isaac 
Higham 

385 468-7454 
Ihigham@slco.org 
 

2 
(2016) 

Michael Jensen 385 468-7455 
mhjensen@slco.org 
 

Ryan Perry 385 468-7455 
RPerry@slco.org 
 

3 
(2014) 

Aimee Winder 
Newton 

385 468-7456 
anewton@slco.org 

Nic Dunn 
 

801-349-5961 
njdunn@slco.org 
 

4 
(2016) 

Sam Granato 385 468-7457 
SGranato@slco.org 
 

Leslie 
Reberg 
 

385 468-7457 
lreberg@slco.org 
 

5 
(2018) 

Steve DeBry 
Chair 

385 468-7458 
SLDeBry@slco.org 
 

Vacant  385 468-7458 
 
 

6 
(2016) 

Max Burdick 
 

385 468-7459 
MBurdick@slco.org 
 

Sally 
Jacobsen 

385 468-7460 
sjacobsen@slco.org 
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Arlyn Bradshaw 

 

Aimee Newton 

 

Jim Bradley 

 

Max Burdick 

 

Michael Jensen 

 

Jenny Wilson 

 

Richard Snelgrove 

 

Sam Granato

 

 

District Attorney, Sim Gill 

Salt Lake County Government Center 

2001 South State Street, Suite S3-600 

Salt Lake City, Utah 84114-4575 

385-468-7700 

 

Mayor, Ben McAdams 

Salt Lake County Government Center 

2001 South State Street, Suite N2-100 

Salt Lake City, Utah 84114-4575 

385-468-7000 
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Recorder, Gary Ott 

Salt Lake County Government Center 

2001 South State Street, Suite N1-600 

Salt Lake City, Utah 84114-4575 

385-468-8145 

 

Sheriff, Vacant 

Salt Lake County Government Center 

2001 South State Street, Suite S2-700 

Salt Lake City, Utah 84114-4575 

385-468-9898 

 

Surveyor, Reid J. Demman 

Salt Lake County Government Center 

2001 South State Street, Suite N1-400 

Salt Lake City, Utah 84114-4575 

385-468-8240 

 

Treasurer, K. Wayne Cushing 

Salt Lake County Government Center 

2001 South State Street, Suite N1-200 

Salt Lake City, Utah 84114-4575 

385-468-8300 

 

 

 

 

III.  Departments and Divisions 

a. Department of Administrative Services 

1. Addressing 

2. Contracts and Procurement 

3. Facilities Management  

4. Fleet Management 

5. Human Resources 

6. Information Services 

7. Print & Digital Copy Services 

8. Records Management (Archives) 

9. Volunteer Services 

 

http://www.slco.org/depts/deptAdminFacMang.html
http://www.slco.org/depts/deptAdminIs.html
http://www.slco.org/depts/deptAdminRm.html
http://slsheriff.org/index.html


 

30 

 

b. Department of Community Services 

1. Center for the Arts 

2. Clark Planetarium 

3. Visit Salt Lake 

4. Discovery Gateway Children’s Museum 

5. Parks and Recreation 

6. Salt Palace Convention Center 

7. South Towne Exposition Center 

8. Zoo, Arts, and Parks 

 

c. Department of Human Services 

1. Aging and Adult Services 

2. Behavioral Health Services 

3. Health Department 

4. Community Innovation 

5. Criminal Justice Services 

6. Library Services 

7. USU Extension Services 

8. Youth Services 

 

d. Department of Public Works 

1. Animal Services 

2. Flood Control Engineering  

3. Garbage and Recycling 

4. Landfill and Recycling 

5. Operations 

6. Planning and Development 

7. Recycling 

 

e. Office of Regional Development 

1. Emergency Services 

2. Community Resources and Development  

3. Economic & Business Development 

4. Criminal Justice Advisory Council 

5. Planning & Transportation 

6. Special Projects & Grant Partnerships 

 

f. Salt Lake County Justice Court 
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APPENDIX B: 

IMPORTANT COUNTY WEBSITES 

 
1. Salt Lake County Homepage: http://www.slco.org  

 

2. Boards and Commissions List/Application: www.slco.org/mayor/boards/ 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

http://www.slco.org/
http://www.slco.org/mayor/boards/
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SALT LAKE COUNTY VOLUNTEER CONTRACT 
 
If I am accepted as a Salt Lake county volunteer, I agree to perform the volunteer duties (as specified in 
my selected job description) to the best of my ability and in a professional manner. I will appreciate 
constructive feedback. If problems arise such as scheduling, I will notify my supervisor as soon as 
possible before my assigned shift. 
 
CONFIDENTIALITY: 
I agree to maintain the same strict confidentiality regarding my duties that is expected of the paid staff. 
 
RELEASE: 
While performing volunteer work assignments and duties, the undersigned volunteer (unsalaried worker), 
authorized by the Division Director, shall be deemed an employee of Salt Lake County only for the 
purpose of the following liabilities and insurance coverage. 

 
A. Medical Benefits under Worker’s Compensation for any injury sustained by him/her while 

                 engaged in performance of any service; 
B. Properly licensed operation of County vehicles or equipment; 
C. Liability protection normally afforded salaried employees. 

 
If I, as a Salt Lake County volunteer, will be driving on county business or transporting clients while 
using my personal vehicle, in the event of a car accident, I shall immediately contact my own insurance 
carrier and report the accident; damages due to accidents must be covered by my own insurance carrier. If 
involved in an accident while on County business I must also file a report with County Risk Management 
according to Salt Lake County Wide Policy 1011, Accident Reporting. Upon request, the Volunteer 
Coordinator will provide assistance to complete this report. (Refer to Volunteer Policy #4009 on 
Volunteer Auto Use.) 
 
With this knowledge, the undersigned volunteer hereby releases Salt Lake County, its agents and 
employees from any liability or obligation arising from, or in connection with, the undersigned’s 
Volunteer Activities with Salt Lake County other than stated above. 
 
I have read the sexual harassment and discrimination information _______ (Initial) 
 
If necessary, I have submitted a Statutory Ethical and Disclosure form _______ (Initial) 
 
I have read and understand the above conditions. 
Volunteer Signature: ___________________________________________________________________ 
 
Parent or Guardian signature if under 18: ___________________________________________________ 
 
Signature of Agency Representative: _______________________________________________________ 
 
Date: ________________________________________________________________________________ 

 
 
 

 

 



 

- 37 - 

 

SEXUAL HARASSMENT AND DISCRIMINATION PREVENTION FOR VOLUNTEERS 

Salt Lake County does not tolerate discrimination, retaliation or any form of harassment based on race, color, 

national origin, religion, age, disability, genetic information, gender identity, pregnancy, sexual orientation, 

marital status and military or veteran status.  

 

Harassment, Discrimination and Retaliation are defined under Federal Law and County Policy 3-100 as:  

1. Discrimination: Any adverse employment action taken based upon an employee, applicant, or volunteer’s 

race, color, national origin, religion, age, disability, genetic information, gender, gender identity, 

pregnancy, sexual orientation, marital status and military or veteran status. Sexual harassment is a form 

of discrimination and will not be tolerated.  

2. Harassment: Any unwelcome or unsolicited derogatory terms, comments, jokes, innuendos, other verbal, 

visual or physical conduct based upon race, color, national origin, religion, age, disability, genetic 

information, gender, gender identity, pregnancy, sexual orientation, marital status and military or veteran 

status that unreasonable interferes with an employee’s working conditions.  

3. Retaliation: An adverse employment action taken or credible threat of an adverse employment action 

against an employee, volunteer or applicant as a result of participating in a protected activity if there is a 

causal connection between the threatened or adverse employment action and the protected activity. 

Retaliation can include a wide variety of conduct intended to restrain or has the effect of restraining 

employees from participating in protected activities. For example, being fired or demoted, a reduction in 

pay, denying training opportunities, etc.  

 
Preventing Harassment: 

1. The first line of prevention is to avoid doing or saying anything that might offend someone. 

2. The second line of prevention is to report incidents of harassment or discrimination under County Policy 

3-100: Workplace Harassment, Discrimination, and Retaliation Complaints Procedure.  

a. You may report to any supervisor in your area, the County EEO Manager at 385-468-0585, the 

County Human Resources Division Director, your Volunteer Coordinator, the County Mayor, any 

County Council member, or Utah Antidiscrimination Division.  

 
*Salt Lake County will not tolerate any harassment in the workplace and policy provides for immediate 
investigation with appropriate discipline for anyone who engages in such conduct.  

. 

 
 
 
 
 
 

Volunteers,  
Harassment or Discrimination is NOT to be taken lightly, anyone engaging in conduct prohibited by law could 
be held personally liable! Harassment or Discrimination is NOT to be taken lightly, anyone engaging in conduct prohibited by law could 
be held personally liable! 
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     SALT LAKE COUNTY 
DISCLOSURE STATEMENT 

 
TO:   ALL SALT LAKE COUNTY OFFICERS, VOLUNTEERS, AND EMPLOYEES 
FROM:   OFFICE OF THE DISTRICT ATTORNEY FOR SALT LAKE COUNTY 
SUBJECT:  STATUTORY ETHICAL AND DISCLOSURE REQUIREMENTS 
 
All Salt Lake County employees, elected and appointed officials, and volunteer board members be aware of and abide by two 
significant statutes in Utah law which prohibit, or require disclosure of, certain actual or potential conflicts of interest between 
their public duties and private business interests, if any. The Utah Public Officers’ and Employees’ Ethics Act (§§ 67-16-1, et 
seq.,U.C.A., 1953 as amended) and the County Officers and Employees Disclosure Act (§§ 17-16a-1, et seq., U.C.A., 1953 as 
amended) set the following requirements: 
 
PROHIBITED ACTS: 
   
1. No employee, officer or board member shall (1) use County office or employment for private advantage by revealing 

confidential, controlled, private or protected information gained through that office or employment, (2) use his/her 
County position to secure special privileges, or (3) accept other employment that would reasonably be expected to 
interfere with the ethical performance of his public duties. 

 
2. No employee, officer or board member shall knowingly receive, accept, take, seek or solicit, directly or indirectly, any 

gift or loan for him/herself or another person. 
 
3.  No employee, officer or board member, acting in an official capacity, may accept payment for helping a private person 

or business in any transaction with the county. Payment may be accepted if the transaction is not in the employee’s 
official capacity and disclosure is made as set forth hereafter. 

 
4.  Employees may not be involved with any private business which is regulated by the county, may not be involved in any 

transaction between their private business interests and the county, and may not be involved in any other actual or 
potential conflict of interest unless the nature and extent of the private business interest(s) are disclosed as explained 
below. 

 
DISCLOSURE: 
 
1.  Any county officer, employee or board member who receives payment for helping a private person or business in a 

transaction with the county must disclose the payment. 
 
2.  Any county officer, employee or board member involved in a private business which is subject to county regulation 

must disclose that involvement. If the regulation is made by the agency or board of which the officer or employee is a 
member, disclosure must be made annually, and again at each meeting in which the officer’s or employee’s business is 
discussed. Such oral disclosures shall be made part of the minutes of the meeting. 

 
3.  Any county officer, employee or board member involved with a private business that does or anticipates doing business 

with the county must disclose that involvement. 
 
4.  Any county officer, employee or board member who has a personal or business interest of any kind which raises an 

actual or potential conflict of interest with county duties must disclose that interest. 
 
5.  All written disclosures must be sworn statements containing the information required above and be in a form similar to 

that on the reverse side of this document. All such statements are public records, open to public inspection. All 
disclosures must be made as follows: Orally, in any meeting of a county agency, board or division where a transaction 
is discussed involving a matter in which the officer, employee, or board member has an interest; and again in writing 
when the conflict arises. The general written disclosure must also be re-filed every January of each year that the 
outside interest persists and must be filed with the officer’s, employee’s or board member’s immediate supervisor, 
division director, department head or elected official, and county council. 
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              SALT LAKE COUNTY 
DISCLOSURE STATEMENT 

 
Violation of these provisions may subject the officer, employee or board member to disciplinary action, in addition to the 
possibility of criminal prosecution. Any violations will be thoroughly investigated and prosecuted. Please be aware that this 
document is a shortened and simplified statement of the legal requirements involved in this area. YOUR CONDUCT WILL BE 
GOVERNED BY THE LAW, NOT THIS REVIEW. Feel free to direct any questions regarding the law’s ethical and disclosure 
requirements to the Civil Division of the Office of the District Attorney. 
 
DISCLOSURE OF PRIVATE BUSINESS INTERESTS (Use one form for each business entity or person involved.) 
 
Under the provisions of the Utah Public Employees’ and Officers’ Ethics Act, §§ 67-16-1 et seq., U.C.A., 1953 as amended and 
the County Officers and Employees Disclosure Act, §§ 17-16a-1 et seq., U.C.A., 1953 as amended, I, the undersigned, under 
penalties of perjury, make the following statement regarding my private business interests. (Type or print all information.) 
 
A. ___________________________________________________________________________________________________ 
    County Employee     Employed in (County Division)    County Phone 
 
      ___________________________________________________________________________________________________ 
     Employee’s Address 
 
B.  __________________________________________________________________________________________________ 
     Outside institution, entity, private business or person involved 
 
     __________________________________________________________________________________________________ 
     Describe county employee’s position or investment in the outside institution, entity, private business, or personal contract 
 
     _______________________________________________________________________________________________ 
     Outside institution, entity, business or person’s address and phone number 
 
C. Describe below the nature of the assistance you are providing to the institution, entity, private business or person named 
     above, or describe the nature of the economic interest or employment you hold in the private business. Also describe the 
     relationship with, or transaction between, the business, institution, person, etc. and Salt Lake County. Use more sheets if 
     necessary. (This disclosure statement will not be accepted as valid unless this section is completed.) 
 
 
 

 
 
 
 
 
 
 

_________________________________________________________ 
Employee Signature 

 
SUBSCRIBED and SWORN to before me this ________ day of ___________________________, 200____. 

 
_______________________________________________ 

NOTARY PUBLIC, Residing in 
 

_______________________________________________ 
[SEAL]                                                                                                         County                                    State 

 
This statement is a public document. It must be filed with the officer’s, employee’s, or board member’s immediate 
supervisor, division director, department director or elected official, and the COUNTY COUNCIL. It must be filed when 
the potential conflict arises. 
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APPENDIX E: RECORDS RETENTION SCHEDULE  

 

Volunteer 

Program Record 
Title Description Retention Classification Comments Schedule 

# 
Volunteer 
Services 
Program 

Annual 
Volunteer 
Reports 

These reports document the actions, 
accomplishments, and activities of the 
previous year. They are used to both provided 
program accountability and to give a historical 
perspective. They include statistics, reports, 
graphs, and assessment forms. 

Permanent Public Approved by GRAMPA 
5/19/2005. 

VL-001 

Volunteer 
Services  
Program  

Financial 
Records 

These records document the expenses of the 
Volunteer Program and are used to pay bills. 
The secondary use is to document past 
activities and are used in future budget 
planning. The records include expenses 
related to document such as receipts, 
correspondence, requisition order forms, 
faxes, invoices, price lists, and other financial 
documentation. 

4 years Public Approved by GRAMPA 
5/19/2005. 

VL-002 

Volunteer 
Services 
Program 

Volunteer 
Program 
Records 

These records document the function and 
organization of the Volunteer Services 
Program. They include the applications and 
resumes, board and commission membership 
database, correspondence, training materials 
and awards information.  May also include 
disclosure/conflict of interest documents and 
contracts/sexual harassment statements.  
Disclosure/conflict of interest documents and 
contracts/sexual harassment statements may 
also be retained by the board liaison.   

Maintain until 
updated or 
administrative 
need ends 

Primary: Public 
Secondary: 
Protected UCA 
63G-2-305(50) 

Protected information 
includes home address, 
home telephone number, 
cell number, and email 
address. 
 
   
Approved by GRAMPA 
4/18/2013 

VL-003 

Volunteer 
Services 
Program 

Volunteer 
Records  

These records document appointments of 
individuals to county boards and commissions.  
They include application forms, accompanying 
resume; disclosure/conflict of interest 
document, and contracts/sexual harassment 
statements. They are used for reference and 
administrative purposes.  

1 year after 
volunteer has 
left position 

Primary: Public 
Secondary: 
Protected UCA 
63G-2-305(50) 

Protected information 
includes home address, 
home telephone number, 
cell number and email 
address.  The 1 year 
retention is recommended 
by the DA’s office to cover 
Workers Compensation 
claims. 
 
Approved by GRAMPA 
4/18/2013 

 

VL-004 
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APPENDIX F: PERSONAL NOTES 

 
 


