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Section I – Name and Authorization 

This chartered Commission of the City and County of San Francisco shall be under the jurisdiction of the Board of Supervisors and shall advise both the Board of Supervisors and the Mayor on issues relating to youth and children.  This Commission is hereby known as the Youth Commission (hereinafter called “Commission”).

Section II – Purpose and Duties

The purpose of the Commission is to collect all information relevant to advising the Board of Supervisors and Mayor on the effects of legislative policies, needs, assessments, priorities, programs, and budgets concerning the children and youth of San Francisco.  The Clerk of the Board of Supervisors shall refer any youth and children issues to the Commission for comment and recommendation.  The Commission has 12 days to respond.

The Commission shall have the following duties, as outlined in the Charter:

A. Collect information relevant to advising the Board of Supervisors and the Mayor on effects of legislative policies, needs, assessments, priorities, programs, and budgets concerning children and youth.

B. 
To offer comments and recommendations on legislation referred by the Board of Supervisors.

C. 
Identify the concerns and needs of children and youth (social, economic, education, recreational, etc.)

1) Examine existing programs.

2) Develop and propose plans that support or improve such programs.

3) Recommend thereon to the Mayor and Board of Supervisors.

D. 
Identify the unmet needs of children and youth through contacts and the facilitation of public forums.

E. 
Elicit interest, support, and cooperation from individuals and groups who initiate and sponsor recommendations that address the needs of children and youth.

1) Advise the Board of Supervisors and the Mayor about how such recommendations could be coordinated in the community to eliminate duplication in cost and effort.

F. 
Advise about available sources of government and private funding for youth programs.

G. 
Submit recommendations to the Mayor and Board of Supervisors about issues such as:

· Juvenile crime prevention.

· Job opportunities for youth and recreation activities.

· Opportunities for effective youth participation in government.

· Changes in City and County regulations that are necessary to improve the advantages of children and youth.

H. 
Respond to requests for comment and recommendation on matters referred to the Commission by government entities.

I) 
Annual Report: Report to the Board of Supervisors the activities, goals and accomplishments of the Commission by July 1st of each calendar year.  The Chair of the Youth Commission shall present the Youth Commission’s activities, goals, and accomplishments of the past year to the full Board of Supervisors at the end of the Commission term.  The address will be filed by the Youth Commission office and will be included as the opening section of the Youth Commission’s published annual report.

Section III - Membership

A) 
Membership

The Commission shall consist of seventeen (17) voting members, each of whom shall be between the ages of 12 and 23 years old at the time of appointment.  Each member of the Board of Supervisors and the Mayor shall appoint one member to the Commission.  The Mayor shall appoint five (5) members from underrepresented communities to ensure that the Commission represents the diversity of the City.  Commission members shall serve at the pleasure of their appointing authorities.

B) 
Resignation

A member who wishes to resign from the Commission is required to submit a resignation letter to his/her appointing authority.  The Commission requests that the member then submit a copy of this letter to the Chair and staff.

C) 
Vacancies

In the event of a vacancy on the Commission, staff will notify the appointing office  and request a new appointment. 

Section IV – Officer Positions

A) 
Titles

The elected officers shall consist of a Chairperson and Vice-Chairperson,

B)   Duties of Officers

(1)   The Chairperson shall:

a. Have executive authority on setting the full Commission agenda, its order, and prioritization of issue areas

b. Advances the mission and vision of full Commission during term

c. Fairly chair and facilitate Commission meetings

d. Motivate and encourage active participation by all

e. Uphold and enforce bylaws

f. Meet with the Director to check in and discuss Commission business

g. Be the spokesperson for the Commission, co-coordinate media, public relations, community outreach and educational material on behalf of the Commission, and coordinate Commissioner testimony at legislative hearings

h. Review agenda for Commission meetings

i. Be responsible in assigning tasks

(2)  The Vice-Chair shall:

a. If the Chairperson is not present, facilitate Commission meetings

b. Work closely with Chair to develop Commission goals

c. Oversee Commission committees

d. Chair Budget Committee

e. Review agenda for Commission meetings with chair and serve as the point person on receiving, monitoring, and reporting pending legislation to the Commission

f. Mediate all internal conflicts (Commissioner-Commissioner, Commissioner-Staff); point person for grievances pertaining to staff or Commissioners.  In the event that a grievance is against the  Vice-Chair, the Chairperson will mediate

C)  Officer Elections

1) At the first Commission meeting of the term, Commissioners can nominate themselves or another Commissioner for any Officer Position.

2) At the following meeting, more nominations can be made. 

3) Candidates can make statements and Commissioners may make comments before voting.

4) Voting continues until one candidate receives 9 affirmative votes.

5) Candidates can back out of the voting at any time between votes.

D)  Terms and Vacancies

1) The elected officers shall serve one-year terms, following the calendar terms of the full Commission.

2) No Commissioner shall run for more than one officer position at the same time.

3) No officer shall hold more than one officer's position at the same time.

4) No officer shall hold the same position for more than two consecutive terms.

5) Any officer can be removed from office by a 2/3 vote by the full Commission for any reasons deemed necessary by the Commission.

6) Vacancies shall be filled for the remainder of the un-expired term in a manner similar to that which the member was initially elected.

E)  Transfer from Current Term to New Term

1) 
At the first meeting of the new term, if the Chairperson has been re-appointed to the Commission, he/she shall preside over the Commission and explain that new officers will be elected at the second meeting. 

2) 
If the current Chairperson has been replaced, the Vice Chair shall calendar for consideration at the next meeting a vote on an interim Chair.  The interim Chair shall preside until a Chair and other officers are elected at the second meeting of the new term.

3) 
All members who are not replaced by their appointing authorities may continue to serve until they are replaced.

Section V - Meetings

A) 
Regular Meetings

The Commission will meet on the 1st and 3rd Mondays of every month, unless this falls on a holiday, in which case the Commission shall choose an alternative date. The Commission must meet at least twice per month.

B)  The Commission will follow Roberts Rules of Order during all of its meetings.

D) 
Cancellation of Meetings 

By a super majority vote (2/3 of the filled seats), the Commission may cancel a regularly scheduled Commission meeting.

E)  Quorum and Voting Procedure

1) Quorum represents a majority of the Commission’s 17 positions. 

2) Quorum is needed to begin a Commission meeting and to pass any motion, unless otherwise noted

3) Abstentions are only permitted if there is a clear conflict of interest or if the particular motion is refers to a matter a Commissioner would not be in position to be knowledgeable of (i.e. the approval of minutes from a meeting they did not attend).

F) 
Setting the Agenda

The agenda shall consist of items placed by Commissioners and staff, with particular direction from the Chair and Vice-Chair.

G) 
Positing of Minutes and the Agenda.

Agendas shall be posted no less than 72 hours before each meeting, while minutes shall be posted no more than 48 hours after the conclusion of the meeting in question. In addition, staff shall produce a synopsis of each regular Commission meeting to be published on the website.

H) 
Public Comment

    
The Commission will allow time during each meeting for public comment on items not on the agenda. Furthermore, the Commission will allow public comment on each agenda item and motion during its meetings.

I) 
Special Meetings


Under the Brown Act, the Chairperson or a majority of the Commission have the power to call a special meeting of the Commission. For a special meeting, an agenda and 72 hours notice to the public must be provided. Normal quorum rules apply.

Section VI- Attendance 
A) Meeting absences

1) To be excused from a regularly scheduled Commission meeting, that Commissioner must call staff five (5) hours prior to the Youth Commission meeting.

2) Three (3) unexcused absences over a six (6)  month period will be considered as that Commissioner’s resignation.

a. 4 excused absence count as three unexcused absence

b. 4 tardies (not present at quorum roll call) equals one unexcused absence

1) Commissioners who do not notify staff, the Chairperson, or Vice-Chair of their absence before a meeting will be charged with an unauthorized absence.

2) Commissioners more than 15 minutes late to a meeting will be considered absent.  

3) To authorize an absence after the scheduled meeting, the member seeking authorization must inform the Youth Commission staff as to the general reason for his or her absence within two weeks after the missed meeting unless the member can show undue hardship in contacting the staff within that period.

4) 
If any member has missed three full Commission meetings without authorization, staff shall calendar for the Commission’s consideration at its next meeting whether to certify to the Clerk of the Board that that member has missed three Commission meetings without authorization.

a. During this review process, the Commission whose record is under review will be permitted to cast their vote before leaving the room, allowing for the full Commission to further discuss their decision.

B) 
Extended Leaves of Absence

Any Commissioner can request prior authorization for a leave of absence for up to one month by submitting a written explanation. This written explanation will be presented to the full commissioners. The full Commission must approve the leave of absence. Only one leave of absence permitted per Commission term, except for in emergencies approved by the full Commission.

C) 
Scheduled Training and Retreats

There is scheduled training (including the orientation retreat, mid-year retreat and bi-monthly training days) that are scheduled before a commissioner is appointed. Commissioners are well notified of these meetings, and therefore are required to attend them. All regular bylaws that apply to full Commission meetings will apply to these meetings. For example: If a retreat/training is more than one day, each day missed will count as one absence. Tardy policies will also apply.

Section VII – Committees
A)   Purpose:

Committees exist to develop proposals and recommendations surrounding specific issue groups.  

C) Committee Processes

1) Comittees shall appoint their own chair person at their first reguraly sechduled meeting.

2) Committee Chairs will be resposbible for forming the Budget Committee


3) Budget Committee

a. Purpose: 

The Budget Committee will be responsible for synthesizing the Commission’s budget recommendations each year.

b. Membership:

The Budget Committee will be made up of the Chairs from every other Committee, as well as the Chair and Vice-Chair.

c. Chairperson:

The budget committee shall be chaired by the Commission’s Vice-Chair

i. Should the Vice-Chair be unavailable for any reason, the budget committee will elect a chair from it’s membership

d. Voting:

Decisions will be made by a majority of the members present.

4) Education and Employment Committee

a. Purpose: 

The Education and Employment Committee will be responsible for all of the Commission’s education-related work, working in concert with members of the Student Advisory Council (SAC). In addition, Education and Employment Committee will serve as the governing board for YouthVote. The Commission members will meet one half hour prior to the full meeting to discuss certain items in full compliance with Sunshine and Brown Act regulations. 

b. Chairperson:

The Commission and SAC will each elect their respective co-chairs co-chair.

c. Voting: 

Decisions will be made by a majority vote of members present.

ii. The Commission and SAC will each have a number of votes equal to the lower number representatives from either organization. For example, if the Commission has three (3) representatives and the SAC has four (4), both organizations could cast three (3) votes.

d.  The committee will aim at meeting twice per month, with one meeting being held with the Student Advisory Council. 

Section VIII – Staff Role

Commission staff is responsible for assisting all of the Commissioners in fulfilling the demands of the City Charter. Staff will be accountable to the Commissioners, their priorities, and their constituencies. 

Staff positions for the 2009-2010 term:

· Director

· Policy Coordinator
· Education Policy Coordinator

Section IX – Office Availability 

A)    Documentation

Staff will maintain the following items and information in office

1. 
Commission and committee agendas and minutes with all related documents, organized chronologically, as detailed in Section XII of these bylaws,

2. 
A library containing reports and books relevant to work of the Commission, including annual reports, and press releases,

3. 
Audio recordings of full Commission meetings for the past and current terms,

4. 
Record of people and organizations entertained by Youth Commission and staff in office.

B)    Work Spaces

1. The Commission office, room 345 has general office hours of 9:00am-5:00pm, with known exceptions noted and communicated to Commissioners and public.

2. The office serves as a resource and productive environment for Commissioners and members of the public alike.

3. Staff will make reasonable efforts to alert Commissioners and the public of changes to the regular office hours of 10:00am to 5:00pm via e-mail and “time of return” notices outside of the office.

Section X – Commission Website

A) The purpose of the Commission’s website is to provide Commissioners and the public with clear, up-to-date, and relevant information regarding the Commission’s business and goals.

B) Commissioners, including officers, will collaborate with staff to keep meeting information up-to-date and personal profiles relevant.

C) Archives section of website is to be consistent with archiving protocols detailed in Section XII.

Section XI – Legislation

A) Types of Legislation:

1. Action Legislation (AL): To suggest a change in policy or administrative practice or formally support an event. Action Legislation can be resolutions, endorsements, or policy reports or statements. If there is no physical legislation—such as voting to support an event—a copy of the prevailing motion will double as resolutions and placed into the legislative record.

3.  Resolutions of Commendation (RC): To officially recognize the work of an individual or organization. Uses formal resolution format.

4.  Reports to the Board (RB): To officially respond to referrals from the Board of Supervisors. Uses the Referral Response tool, though additional legislation may be considered by the Commission to expand upon their opinion.

B) Legislative tracking

1. Commission staff should maintain a record of all legislation passed by the Commission as well as the results of the Commission’s efforts.

2. All Commission legislation should be filed using a numbering system determined by the date of submission to the Commission Coordinator for inclusion within an agenda.

3. The file number is to be made of the Commission term, the abbreviation for the type of legislation, and the number of the legislation. For example, the first Action Resolution submitted in the 2008-2009 term would be filed as “2008-09AL1”.

4.
Reports to the Board will also include the file name of the legislating refereed

5. 
Legislative work from past Commission terms is to be changed to reflect the current mode of tracking and filing.

6. The Commission should maintain an organized catalogue of past legislation to inform the efforts of future Commissions.

Section XII – Archives 

A) In-office archiving

1. The office will hold binders including all Commission and committee agendas with all related documents, organized by year, ranging from the current term over a three-year prior

2. Copies of all annual reports are to be kept in-office.

3. Personal Commissioner files from all years are to be kept in-office to protect confidentiality.

B) Library archiving

1. After three years, binders including all Commission and committee agendas with all related documents will be moved to the San Francisco Public Library’s archives.

2. Other related materials, including annual reports, are to be in the archives.

3. Archived materials are to be clearly organized by year and catalogued for easy reference.

C) Web archiving

1) The Youth Commission website will effectively catalog all Commission archives for simple access and use by community members. 

Section XIII - Amendments

A) 
The Commission can create, repeal, amend, or reword bylaws with a majority vote of the full Commission.  Changes made to the bylaws must be placed on the agenda and be noticed 10-days according to the Sunshine Ordinance.

B) 
A record of all changes of any kind of the bylaws must be documented through maintaining paper and electronic copies of each set of bylaws approved by the Commission.
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