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Why A New Handbook?

• Last version created in 1997
• PLACE project identified key 

principles and expectations for civic 
engagement

• We heard from many folks that 
commission support should be a 
priority
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Presenter
Presentation Notes
Note that this handbook is a joint effort of the Board, staff, and citizens working together to identify the key needs and latest information to support Arlington County advisory groups



Advisory Groups in Arlington

• 34 Commissions
• 19 External Groups
• 3 County Manager Groups
• 8 Review Boards with “judicial” role
• 62 civic, citizen, and homeowners 

associations
• Over 100 community service 

organizations 
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Presenter
Presentation Notes
Many Arlingtonians serve on volunteer groups and board. We have prepared a handbook to help folks understand the specifics of working on groups that provide direct policy advice to the Board, while also providing broad advice and information on how to make advisory groups work overall.
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Presenter
Presentation Notes
This graphic shows the wide variety of groups and commissions that report to the Board and how they align with County Government Agencies



What’s In The Handbook?

• Membership Processes
• Expectations
• Legal Requirements 
• Roles and Responsibilities
• Communication Protocols
• Guidance for Effective Meetings and 

Outreach
• Preparing the Charter
• Links, resources, contacts
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Presenter
Presentation Notes
The handbook provides important orientation for all members to understand, with the major sections listed hereIt also provide more in-depth guidance for leaders to assist in effective meetings and communication



Handbook Highlights

• Expectations
• Framework for Civic Relationships
• Legal Requirements
• Communication
• The Charter
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Presenter
Presentation Notes
Tonight we are just going to highlight some key items in the handbook that everyone needs to knowI encourage everyone to read the new handbook and use it to manage their work. We are also in the process of developing a companion handbook for staff liaisons and they are a resource to you with any questions you may have



Civic Engagement Expectations

• Commitment reflects our common support 
for substantive input and effective process.

• Clarity requires that we establish clear 
and transparent goals and direction.

• Connections recognizes the diversity of 
our community and the desire to engage 
all voices in our work.
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Presenter
Presentation Notes
One major result from PLACE was to highlight six key expectations for ALL participants in our shared and individual roles to help govern our community.These expectations were capture in the Framework for Civic Relationships which I will present shortlyThe first three of these expectations are commitment, clarity, and connections



Civic Engagement Expectations

• Communication helps us to ensure we 
listen and engage in dialogue to exchange 
and evaluate ideas and to deepen our 
understanding of the entire community.

• Civility underscores our desire to ensure 
that mutual respect supports all interaction.

• Capacity reflects our belief in continuous 
learning.
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Presenter
Presentation Notes
The second three of these expectations are communication, civility, and capacity



Framework for Civic Relationships
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Presenter
Presentation Notes
A joint Board/community/staff working group established this Framework for Civic Relationships to help identify and clarify our roles and responsibilities working together. We built on these concepts to identify key expectations in the Handbook.  It can be found on p 7 of the handbook



Expectations for the County Board

• Provide clear guidance 
• Ensure timely consideration of all policy 

recommendations 
• Assign a Board Liaison 
• Consider the group’s advice at Board meetings
• Give regular feedback 
• Actively recruit and support new members
• Give the opportunity to provide specific budget 

advice
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Presenter
Presentation Notes
One of the main points we heard from advisory group members was the desire for clarity in the Boards expectations of Commissions and what Commissions can expect from the BoardHere is what you can expect from us



Expectations for Advisory Groups

• Provide direct recommendations and advice 
• Bring matters to the Board’s attention related to 

policy implementation or the need for new or 
revised policies

• Ensure that all external communication is vetted 
with the County Board Liaison

• Be ambassadors within the community to 
encourage understanding

• Convene community dialogues, as appropriate, 
to help educate the Arlington community 

• Work cooperatively with staff
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Presenter
Presentation Notes
This is what we are looking for in our advisory boards and their members



Expectations for Staff Liaisons

• Provide subject matter expertise
• Identify upcoming County Board agenda items 

that may be of interest or concern
• Assist with communication to the County Board
• Assist with outreach to the broader community 
• Orient new members
• Support meetings administratively and 

logistically
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Presenter
Presentation Notes
Staff liaisons play a critical role in this process and we look to the advisory groups and liaisons to form the strong working relationships needed to make the overall process work



Being a Commission Member

• Work within the group’s specific mission
• Understand the role of “policy advisor”
• Commit to attendance and preparation
• Practice civility and collaboration
• Communicate and seek understanding of the 

community’s perspectives as one means of 
identifying effective and acceptable solutions

• Work effectively with County staff
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Presenter
Presentation Notes
It is important for all members to understand clearly the mission and scope of their advisory group, we want to make sure that we get a good fit between individuals and groups so that we have good representation in the community and that commissions focus their time and energy where they can actually make a differenceOn page 10 of the handbook, we have included a short overview call “Governance 101” to distinguish between Setting and monitoring the implementation of policy (the job of the Board), and Implementing policy (the job of the County Manager and County staff). –your job is to advise us in setting and monitoring policyWorking in a civil and collaborative manner is central to the Arlington Framework for Civic Relationships



Staying Legal-Open Meetings

• Rules apply when 3 or more advisory group 
members get together – formally or informally, in 
person or electronically:

– Meetings publicly posted at least 3 working days ahead
– Must be open to the public, with a very few legal exceptions
– At least one copy of all agenda packets and materials made 

available for public inspection
– Written minutes made publicly available 
– Permit public to photograph, film, record, or otherwise reproduce 

any portion of a meeting 
– No voting by secret or written ballot 

14

Presenter
Presentation Notes
The handbook provides a clear description of legal requirements and your staff liaison can also help with this Open meetings are one of the most important requirements, you cannot meet with more than one other of your colleagues without a formally noticed meetingThere are only a few instances where a closed meeting is allowed and in general, electronic participation is not permitted



Staying Legal-FOIA

• Under the Freedom of Information Act 
(FOIA),if requested, advisory group 
members are required to produce all 
information, including any emails or notes 
related to the topic in question

• Arlington County’s Custodian of Records 
reviews all documents prior to release to 
ensure compliance and redacts information 
that is not responsive to the request

15

Presenter
Presentation Notes
In addition to legal FOIA requirements, transparency is encouraged for all groups and good record-keeping makes this job easier,Groups are required to produce meeting summaries and we are encouraging up-to-date maintenance of your web sites to ensure that the community can stay current with your activities



Staying Legal-Conflicts of Interest

• Applies to all citizen advisory groups appointed 
to make non-binding recommendations to the 
Arlington County Board or the County Manager

• Potential conflict if you or your immediate family 
members expect to receive $10,000 or more 
annually from a property or business, own an 
interest greater than 3 percent in a business, or 
own more than a $10,000 interest in real or 
personal property that may be affected by the 
actions of your group 
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Presenter
Presentation Notes
COI rules are clearly laid out in the handbook and your staff liaison can assist with any forms that you needWe will stay on top of any new ethics legislation coming from Richmond and let you know of additional requirements as they occur



Communication Protocols

• Work closely with Board liaisons
• Work closely with staff liaison
• Coordinate with groups with related work
• Ensure that Clerk receives all communication
• Only Chair or designated spokesperson speaks 

to the media, keep all other comments as 
personal, not the opinion of the board
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Presenter
Presentation Notes
Good communication is critical to effective groupsWe want to know what you are doing and so does the community



Get the Word Out

• All groups ensure that current information is on 
the group web site

• Be responsive to community requests for 
information

• Help the broader community understand your 
work and deliberations

• Post meeting summaries promptly
• Connect with broader community (use the IAP2 

Spectrum for guidance as to level)
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Presenter
Presentation Notes
The Board adopted the IAP2 Spectrum in December 2012 as a guide to use when designing engagement with the broader community.  The IAP2 Spectrum helps identify the appropriate level of civic engagement in an issue by considering the role and potential for public influence on the outcome. The IAP2 Spectrum can also help to clarify the role of the advisory group and set expectations among members of the group’s potential influence on any given topic.



New Standard Charter Format

• Charters are being refined to ensure that all 
charters are up to date and in a consistent 
format

• Seeking to have revised charters in place for all 
commissions by 7/1/14

• This is an opportunity to review, refine, and 
recalibrate your work and ensure that all 
members share a common understanding and 
approach to the work

• Work closely with your Board and staff liaisons
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Presenter
Presentation Notes
On page 27 you will find an outline for the new Standard CharterWe are looking to have all advisory groups bring their charters up to date by July of this yearWe hope that you will work closely with your staff liaisons and use this opportunity to ensure that your documents and understanding of your work are aligned and incorporate the latest approaches to our collaborative and civil approach to working together
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