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Chatham County Citizen Advisory Committees Policy 

1. SCOPE OF POLICY 

PURPOSE:  

This document establishes policies and procedures for the Chatham County Board of Commissioners to make 

appointments to Chatham County public advisory boards, committees, commissions, and councils (hereinafter 

referred to as “citizen advisory committees”). It also provides operating procedures and clarifies expectations of 

the Board of Commissioners for all advisory committees. The intent of this policy is to provide consistency in 

operations, appointments, accountability and reporting.    

The Chatham County Board of Commissioners may appoint a citizen advisory committee whose purpose is to 

serve in an advisory capacity to the Board of Commissioners (BOC) concerning a variety of topics. 

This policy replaces any previously adopted bylaws for specific advisory committees, unless the bylaws are 

required by statute.  

AUTHORITY:  

The Chatham County Board of Commissioners may establish rules and regulations in reference to managing the 

interest and business of the County. For statutory boards or committees, authority may include reference to 

applicable General Statutes. 

The Chatham County Board of Commissioners has the responsibility to appoint citizens to serve as members of 

citizen advisory committees established by the board. 

PERIODIC REVIEW:  

Periodic review of this policy will be conducted every two (2) years by the Chatham County Board of 

Commissioners. 

 

2. MEMBERSHIP  
 

QUALIFICATIONS:  

For purposes of consistency, all appointments to citizen advisory committees will be made by the Chatham 

County Board of Commissioners. To qualify for an appointment to the citizen advisory committees, a person must 

meet the following requirements:  

a. All nominees must complete a Chatham County application form to serve on advisory committees, 

available on the county website and through the Director of Community Relations. s. If a deadline is 

advertised, submitted applications may be considered after the deadline until all vacancies are filled.  

b. All committee members must meet the qualifications for the specific citizen advisory committee and/or the 

statutory requirements for an appointed position. 

c. All committee members must be eighteen (18) years of age or older unless applying under a youth-

designated position.  

d. All committee members shall be permanent residents of Chatham County or own real property or maintain 

a place of business in Chatham County and shall have good reputations for integrity and community 

service.  

e. No nominee may currently be a party to nor a legal representative involved in litigation against Chatham 

County.  

f.    Each nominee must be prepared and committed to participating in CAC work in a manner that enhances 

relationships between Chatham County and the community. 

g.   Citizen advisory committee members serve the people of Chatham County. As such, their role includes 

their commitment for full participation in the citizen advisory committee’s meetings and activities. 
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h.    Specific member expertise or other qualifications for each advisory committee is provided in Addendum A.  

EXCEPTIONS:  

The Chatham County Board of Commissioners may waive requirements, with the exception of statutory 

requirements.  

COMPOSITION: 

a. The Chatham County Board of Commissioners shall appoint all voting members to citizen advisory 

committees, unless specified otherwise by statute. The county will strive to have the voting members 

reflect the cultural, geographic and ethnic diversity of the community.  

b.   No committee shall have less than five (5) total voting members. However, the advisory committee may 

have additional non-voting ex officio members.   

c. If any representative of a Chatham County department is appointed, they shall serve as a nonvoting 

member of the committee.   

SELECTION & APPOINTMENT: 

a. All members of citizen advisory committees serve at the pleasure of the Chatham County Board of 

Commissioners.  

b. The Chatham County Board of Commissioners will determine if nominees meet the required qualifications. 

They may choose to assign an individual or group of individuals to review and recommend candidates for 

advisory committees.  

c.    Appointments to citizen advisory boards will be initiated with the nominee’s completion of Chatham County 

advisory committee application form.  As noted above, the Chatham County Board of Commissioners may 

designate other groups or individuals to review applications and recommend nominees, but typically each 

committee has its own review process.  Other entities, such as incorporated towns, also may be 

responsible to making nominations to some committees.   

d.   The advisory committee chairs should notify the Clerk to the Board’s Office and the Chair of the Board of 

Commissioners when a vacancy has not been filled in a timely manner.  

TERMS:  

a. Each appointed citizen advisory committee member shall serve a term of three years and hold office until 

the qualification and appointment of his or her successor or until one year has elapsed since the expiration 

of the term for which the citizen was appointed, whichever first occurs. All appointments will be effective 

July 1.  

b. All advisory committees should have staggered terms for its membership. Once staggered terms are 

implemented, each new voting member shall serve for a three-year term.  

c. Citizen advisory committee members whose terms are due to expire may request or be asked to accept 

reappointment to the position.  

d.   Extension of a member’s term may be approved by the Chatham County Board of Commissioners if it is 

determined that it is in the best interest of Chatham County to allow an individual to continue to serve, 

especially for committees that require specific expertise for its members.   

ATTENDANCE:  

Committee members are expected to attend meetings on a regular basis. Members should inform the chair of the 

advisory committee as soon as possible when unable to attend an upcoming meeting, preferably at least 48 hours 

notice due to quorum considerations.  The advisory committee should maintain attendance records, including all 

regular and special meetings. If a committee member has missed 25% of the advisory committee meetings during 

a calendar year, the committee Chair should make a recommendation to the Chair of the Board of Commissioners 

on continued service of the member. The member in question will provide an explanation in writing.  Based on this 

information, the Board of Commissioners will make a decision on the member’s status. 
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RESIGNATIONS:  

a. A member of a citizen advisory board shall submit his or her resignation in writing, letter or email, to the 

chair of the advisory board on which he or she serves, noting the effective date of the resignation.  

b. The Chair will forward a copy of the resignation to Clerk to the Board of Commissioners and to the 

Chatham County Board of Commissioners.  

c. The Chatham County Board of Commissioners shall recognize the individual’s service via letter or 

certificate.  The Clerk to the Board will handle this responsibility. 

 

VACANCIES: 

Upon expiration of the term of service of members or other type of vacancies, including resignations or removal 

by the Chatham County Board of Commissioners shall have the responsibility of selecting and appointing new 

members to the committee. The Director of Community Relations will be responsible for initiating public notices of 

vacancies as soon as possible, preferably before a seat becomes vacated.  The urgency of filling vacancies may 

vary based on the circumstances.  

 

RELEASE FROM SERVICE:  

a. When it is deemed necessary to release a member from his or her term of appointment on a citizen 

advisory committee, the affected individual shall be notified by letter.  

b. When a citizen advisory committee has completed its function, the members shall be informed of the 

termination of the citizen advisory committee by letter or e-mail from the Chatham County Board of 

Commissioners. 

3. ROLES & RESPONSIBILITIES  

 

MEMBERS:  

a. Members shall attend meetings of the citizen advisory committee, serve on subcommittees, and perform 

other functions as assigned by the citizen advisory committee chair. As noted above, for quorum 

considerations, if a member is unable to attend citizen advisory committee meetings, the member shall 

contact the committee chair as soon as possible and at least forty-eight (48) hours before the scheduled 

meeting. 

c. Upon review of the above matters, the citizen advisory committee shall make recommendations and 

identify concerns, if any, to the Chatham County Board of Commissioners in writing. 

GOVERNING BOARD: 

a. The Chatham County Board of Commissioners will consider the citizen advisory committee’s 

recommendations or concerns. 

b. Should any concerns remain unresolved after a response has been received, the Chatham County Board 

of Commissioners may request that the matter be referred to the County Manager.  

c. To enhance trust between the Chatham County departments and the community, members of the citizen 

advisory committee will: 

 If requested, assist any related Chatham County departments in achieving a greater understanding of 

the nature and causes of community issues, with an emphasis on improving relations between the 

department and the citizens.  

 Recommend methods to encourage and develop advisory committees.  

 Work throughout the community to gain relevant information about advisory committee issues and 

communicate these with the Chatham County Board of Commissioners and employees. 
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CHAIR, VICE CHAIR, AND SECRETARY SELECTION AND RESPONSIBILITIES: 

The Chair and any other officers of the citizen advisory committee will be chosen by the advisory committee for a 

one-year term.  

All advisory committee Chairs and Vice Chairs shall be appointed members with at least one year remaining of 

their terms. 

The Chair and the Vice Chair shall assume office when the committee holds it first meeting of the calendar year. 

At the first citizen advisory committee meeting upon assuming office, the citizen advisory committee Chair shall 

present members with a copy of the citizen advisory committee’s charge, scope, membership roster and a copy of 

this policy.  

 

a.  The Committee Chair has the following duties as well as any other duties specified by state statute: 

 Calls all meetings.  

 Serves as presiding officer.  

 Serves as a voting member of the advisory committee 

 Assists any assigned county staff in developing the committee meeting agenda. 

 Designates and dissolves subcommittees as needed, but the formation of any new subcommittees 

should be reported to the County Manager and the Board of Commissioners. 

 Appoints subcommittee chairs and members.  

 Works in consultation with any assigned department head or staff liaison  

 Carries out citizen advisory committee assignments as required by the Chatham County Board of 

Commissioners 

 Conducts citizen advisory committee meetings and presents a report of the proceedings and resulting 

motions for approval by the advisory committee.  

 

b.  The committee Vice Chair has the following duty:  

 Presides at citizen advisory committee meetings in the absence of the Chair. 

 

c.  The committee Secretary may be a role assigned to one member or rotated among several members. The 

Secretary has the following duties: 

 Takes (or oversees) the taking of minutes for all committee meetings.  

 Submits minutes to the Chair (or designated person) to be distributed to committee members in 

advance of CAC meetings. 

 Assures that other records of the advisory committee, including attendance records, are kept as 

directed by the Chatham County Board of Commissioners. 

 

Advisory committees may appoint an Executive Committee that includes the Chair and Vice Chair or other 

designated members, if desired. 

 

ACCOUNTABILITY & REPORTING 

Each advisory committee will establish specific goals, objectives and measures based on the advisory 

committee’s mission and direction from the Chatham County Board of Commissioners. The proposed goals and 

objectives will be submitted to the Board of Commissioners for review and approval. Progress toward goals and 

objectives will be reported annually to the Chatham County Board of Commissioners and County Manager.  The 

goals may include short-term and long-term steps and measures, but the intent is to identify measures of 

progress to report each year and/or barriers preventing the accomplishment of goals. The County Manager’s 

Office will provide materials and/or training to assist advisory committees in developing and tracking specific 

goals, objectives and measures.  
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Each advisory committee should work with the Clerk to the Board’s Office to establish a time on the agenda in 

January or February of each year to make an annual report to the Board of Commissioners, using the reporting 

template provided as Addendum B.  The presentation itself should not exceed fifteen (15) minutes plus time for 

questions. A copy of the annual report will be provided to the Board of Commissioners to review at least seven (7) 

days prior to the meeting where the report will be presented. 

All recommendations or reports officially approved by a vote of the committee shall be transmitted in writing in a 

timely manner to the Chatham County Manager who will forward to the Chatham County Board of 

Commissioners. If there are opposing perspectives to the action or recommendation of the committee, the 

advisory committee should provide a summary of the opposing viewpoints in its report to the Board of 

Commissioners. 

4. ORGANIZATION 

ORIENTATION AND TRAINING: 

Chatham County citizen advisory committee members and assigned department staff may need periodic training 

on state and county goals and priorities as well as relevant statutes and policies, including open meetings, public 

records, conflicts of interest, and ethics.  

a. Each member shall attend an orientation presented by assigned staff liaison or the committee Chair to 

familiarize the citizen advisory committee members with the operation of County government, the related 

departments), and the rules and operating procedures of the citizen advisory committee. 

b. The orientation will be offered when convenient for new appointees, but members are expected to 

complete the orientation within six weeks after their appointment is effective.   

5. MEETINGS  

In accordance with the North Carolina General Statutes, all meetings are open to the public as required by the 

Open Meetings Law.  

The members of the citizen advisory committee shall adopt rules and procedures relating to the operation of the 

committee, as needed. The citizen advisory committee members shall determine the date, time, and place for 

each meeting.  

a.  Regular Citizen Advisory Committee and Subcommittee Meetings: The citizen advisory committee 

convenes upon call of the Chair and meets on regular basis, at least four times a year.  The meetings may 

be held in specified or various locations within the County. Subcommittee meeting dates shall be set by the 

subcommittee Chairs. Advisory committees are encouraged to schedule subcommittees in conjunction 

with citizen advisory committee meetings, with a focus on convenience of members who must attend 

multiple meetings.  

b. Special Meetings: A majority of citizen advisory committee members or the Chair may call special 

meetings at any time for any specific business. Special meetings, such as appeals, are convened at a 

location selected by the Chair.  

c. Meetings via Teleconference: Teleconference meetings shall be held only in unusual circumstances and 

shall not replace regularly scheduled committee meetings. No regular meeting or appeal hearing shall be 

conducted via teleconference. Under no circumstances should a teleconference meeting exceed two 

hours. §143-318.13 says that “If a public body holds an official meeting by use of conference telephone or 

other electronic means, it shall provide a location and means whereby members of the public may listen to 

the meeting and the notice of the meeting required by this Article shall specify that location.  A fee of up to 

twenty-five dollars ($25) may be charged each such listener to defray in part the cost of providing the 

necessary location and equipment”. This law applies to all advisory committees, subcommittees or 

executive committees. 

d. Emergency Meetings: A majority of citizen advisory committee members or the Chair may call a meeting in 

emergency circumstances by providing telephone notice to media outlets at least one hour prior to the 
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meeting. An emergency situation includes a disaster that severely impairs the public’s health or safety. In 

the event telephone services are not working, notice that the meeting occurred must be given as soon as 

possible after the meeting.  

e. Meeting Notices: Notice of public citizen advisory committee meetings and agendas shall be made 

available to all members and interested parties, and to any person who so requests, at least two calendar 

days in advance of the meeting by email and by posting on the county website. If a staff liaison is not 

assigned to the committee, dates of meeting for posting on the calendar should be send to the Chatham 

County Webmaster. 

f.  All meetings should include a period of public input at least ten (10) minutes long. The advisory committee 

can adopt other rules as needed for this input period. 

g. Agendas:  

 Committee Chairs (and/or committee members) should submit agenda items to the designated person 

at least seven (7) calendar days prior to a scheduled meeting.  

 The agenda must provide a description of each item of business to be transacted or discussed so that 

interested members of the public will be capable of understanding the nature of each agenda item.  

 As a general rule, only those items appearing on the agenda will be discussed or voted on. However, if 

an item is raised by a member of the public, the citizen advisory committee may accept testimony and 

discuss the item so long as no action is taken until a subsequent meeting.  

 With the Chair’s agreement, any designated staff liaison will develop and distribute to each member an 

agenda listing the matters to be considered at upcoming citizen advisory committee meetings. Also, so 

far as practicable, copies of all written reports that are to be presented to the citizen advisory 

committee for members’ review will be included in this package at least five (5) calendar days before 

the meeting.  

 All meeting agendas should be posted on the county website and sent out as an e-notice at least two 

days in advance. If no staff liaison is assigned, the committee Chair should send the agenda to the 

Chatham County Webmaster at least two days prior to the meeting. 

h. Minutes:  The committee’s Secretary or other designated person will take minutes of all citizen advisory 

committee meetings and approved by a vote of committee members. Once minutes are approved by the 

advisory committee, they should be posted on the Chatham County website on the committee’s web 

pages.  If no assigned staff liaison to handle this duty, approved minutes should be sent to the Chatham 

County Webmaster for posting within two weeks of approval. 

i. All recommendations and reports of the citizen advisory committee, approved in the form of motions, shall 

be conveyed in writing exclusively to the Chatham County Board of Commissioners for action. The chair 

should work with the County Manager to schedule a time on an upcoming Board of Commissioners 

meeting for the presentation of the recommendations or reports. Approved motions are forwarded to the 

Chatham County Board of Commissioners for consideration, approval, or denial. Outcomes are reported 

back to the citizen advisory committee. 

6. SUBCOMMITTEES 

Subcommittees may be formed by the citizen advisory committee to research and make recommendation on 

special issues or areas in order to carry out the duties of the citizen advisory committee. All subcommittees shall 

be reviewed on an annual basis by the advisory committees to determine continued need and realignment with 

the priorities of the citizen advisory committee. 

a. Except as approved by the County Manager, the majority of members of a subcommittee shall be 

Chatham County residents and other members should work or own a business in the county.  

b. Subcommittees are ad hoc and temporary in nature. Approved ad hoc subcommittees must have 

documented goals, deliverables, and a timeline, and the subcommittee will cease to meet when these are 

satisfied.  

 



Revised Dec. 14, 2015 

7 

 

c. Subcommittee Formation and Operation:  

 A subcommittee can be formed by the Chair of the advisory committee upon notification of the County 

Manager and the Chatham County Board of Commissioners. 

 Subcommittees shall operate as specified:  

 A member of the subcommittee shall take responsibility for assigning a note taker and for reporting 

to the full citizen advisory committee the subcommittee’s progress toward its stated objectives, 

including dissenting view points.  

 Subcommittees shall operate by majority vote.   

 Subcommittees may request a technical representative, to be approved by the Chatham County 

Manager and any related Department Heads. 

 The MIS Department will support necessary and reasonable accommodations for subcommittee 

members, such as teleconferencing for someone who cannot physically attend due to disability. To 

make a request for special accommodations, notify the staff liaison or County Manager.  

 Subcommittees shall operate openly as defined by state laws and local policies. 

 Membership on subcommittees shall be voluntary (unpaid) unless policy dictates otherwise.  

7. QUORUM  

A quorum for a meeting of citizen advisory committees shall consist of one more than half the voting members, 

excluding vacant voting positions and members who are disqualified from voting due to a conflict of interest. 

8. VOTING  

Decisions are reached by a simple majority vote unless otherwise required by law. All voting will be conducted in 

open meetings, except when in closed session as defined in the North Carolina Open Meeting Law. No issues 

can be voted upon unless a quorum is present. Unless statutes specify otherwise, the following applies: 

a. Only appointed members can vote at advisory committee meetings. Appointed members shall not delegate 

their vote to another member. 

b. Advisory committee members and others voting members appointed by the Chatham County Board of 

Commissioners may vote at citizen advisory committee meetings.  

c. Committee members holding non-voting seats will not vote in any circumstances. 

d. The Chair of the advisory committee will vote on committee issues except in cases of conflicts of interest.  

e.  Voting by proxy is not allowed. 

f..  No qualified member shall abstain from voting unless there is a clear conflict of interest. The County 

Attorney should be consulted if there is any question about potential conflicts. 

9. AUTHORIZED REPRESENTATIVE 

The chairs of advisory committees are the official representative of the committees during presentations or 

comments at public events, including meetings or hearings of the Board of Commissioners.  The chairs may 

designate a another committee member to fill this role if needed or also may ask the County Manager, staff 

liaison or a Department Head to do so.  

10. CONFLICT OF INTEREST 

During citizen advisory committee meetings, a member shall abstain from voting when he or she has a conflict of 

interest, as defined by Chatham County’s Conflict of Interest Policy shown as Addendum C.  

Members of the public or other committee members have the right to question the conflict of interest of any voting 

member. The citizen advisory committee Chair should consult with the County Attorney on any potential conflicts 

of interest. 
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11. COMPENSATION & TRAVEL  

Voting members of the citizen advisory committee are not employees of Chatham County. Appointed advisory 

committee members shall receive no compensation or employee benefit for their services. Chatham County does 

not provide travel expenses without advance approval of the County Manager.  

12. LIMITATION OF POWERS 

Committees shall operate within the charge given by the Chatham County Board of Commissioners and in 

compliance with state statutes and county ordinances:  

Nothing contained in this statement of policy and procedures shall be construed to be in conflict with any state law 

or Chatham County ordinance. Should there be an appearance of conflict, the appropriate state law or Chatham 

County ordinance shall prevail. 

Neither the citizen advisory committee, nor any member thereof, shall: 

 Incur County expense or obligate the County in any manner.  

 Release any written or oral report of any board activity to any individual or body other than the Chatham 

County Board of Commissioners or the County Manager. Chatham County will issue any press 

releases related to any reports from the advisory committees, in consultation with the committee Chair.  

 Independently investigate citizen complaints against a County department or an employee of the 

department.  

 Conduct any activity that might constitute or be construed as an official governmental review of 

departmental or employee actions.  

 Conduct any activity that might constitute or be construed as establishment of County or department 

policy.  

 Violate the confidentiality of any information related to matters involving pending or forthcoming civil or 

criminal litigation.  

Matters pertaining to discipline of advisory committee members will be the sole responsibility of the Chatham 

County Board of Commissioners and not the citizen advisory committee. The activities of the citizen advisory 

committee shall, at all times, be conducted in accordance with all federal, state, and local laws. 
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ADDENDUM A 
 

CHATHAM COUNTY ADVISORY COMMITTEES  
 

I. AFFORDABLE HOUSING ADVISORY COMMITTEE 

NOTE: This advisory committee is in the process of being reformed. Its mission, meetings and 
membership information will be added once that has been finalized.   
 

II. CLIMATE CHANGE ADVISORY COMMITTEE 
 
Mission:   
The purpose of the Committee will be to make recommendations to the Board of Commissioners 
and others regarding likely climate change impacts in Chatham County and ways to adapt to and 
mitigate these impacts, including:  (a) reducing emissions of greenhouse gases (primarily CO2) with 
related improvements in air quality, (b) promoting the use of renewable energy, (c) promoting 
carbon neutral/green building standards for new and existing buildings both public and private and 
(d) encouraging resilient conservation–oriented land uses and both residential and commercial land 
development standards that foster climate change mitigation and adaptation. 
 
Initial Activities:  
A key focus of the Committee will be to make recommendations to the County about ways to: (1) 
reduce emissions of greenhouse gases (primarily CO2), (2) adapt to climate changes and (3) 
promote educational activities that support both. Initial Committee projects and activities that have 
been identified include: 
• Study carbon-neutral policies that have been considered and/or adopted by other local 

jurisdictions and businesses; 
• Identify the sources of energy that are now used in Chatham County; 
• Make recommendations to the County regarding use of the LEED building standards; 
• Make recommendations to the County regarding the sources of renewable energy that could be 

used to support County and other buildings; 
• Make recommendations to the County regarding energy efficiency of County-owned and other 

buildings and vehicles; 
• Make recommendations to the County regarding possible amendments to the zoning and 

subdivision ordinances and building codes to improve the efficiency of residential buildings and 
the conservation qualities of housing developments; 

• Make recommendations to the County regarding ordinance and regulatory amendments to 
encourage maintenance of timberland generally, greater use of trees in commercial and 
residential developments and discouragement of deforestation practices; 

• Make recommendations to foster agricultural practices that avoid unnecessary contributions to 
climate change; 

•  Make recommendations to the County regarding education of the public on issues relating to 
climate change. 

 
Membership:   
The Climate Change Advisory Committee will have up to 13 members, with one member each 
representing the towns of Siler City and Pittsboro which will determine their representatives. The 
Committee should consist primarily of members who are dedicated to its mission and who have 
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time and resources available to devote to the work and research that will be necessary to 
accomplish its objectives. It would be useful if Committee membership also included persons with 
knowledge relating to: 
• Renewable energy systems 
• Building efficiency 
• Green building standards 
• Conservation standards applicable in both residential and commercial settings 
• Transportation efficiency standards and fuel options 
• Forestry and agricultural practices and management 
• Ecology and environmental science 
• Literature relating to the science of climate change 

 
Committee Support:   
The Committee may seek either as “ex officio” members or otherwise help and advice of staff from 
county government and other local governments, who are knowledgeable about the matters it 
wishes to consider. It may also look to the local universities, community colleges and other experts 
for assistance. 
 
Meetings:  The committee is expected to meet monthly in the Pittsboro area.   
 
 

III. ENVIRONMENTAL REVIEW ADVISORY COMMITTEE 

Mission:  
• Evaluates existing minimum level "triggers" for proposed developments that would require 

the County Board of Commissioners to have environmental impact assessments 
performed..  

• Provides a "peer review" of any environmental impact assessments produced for the Board 
of Commissioners. The review reports would be provided to the Planning Board, Division of 
Environmental Health and the Board of Commissioners. 

• Advises the Board of Commissioners on environmental policy and related county 
ordinances, including the Watershed Protection Ordinance. 

• Conducts investigations and gathers information,  as needed, to facilitate protection of the 
environment. 

• Reviews, at its discretion or as requested by the Board of Commissioners, any required 
state and federal environmental permits for projects in the county.  

• Partners with towns in the county and other interested governmental agencies on mutual 
concerns related to the environment.  

• Serves as the Watershed Review Board (Chatham County Watershed Protection 
Ordinance, Sections 505-508); State Statutes Chapter 153A, Article 6, Section 121 and 
Chapter 143, Article 21) 

• Closely monitors the work of the N.C. Environmental Management Commission for local 
impacts. 

Meetings:  Typically meets the second Thursday of the month at 6:30 pm 
 
Membership:  Has eleven (11) voting members, with each county commissioner having two 
appointments each and one appointment by the full board.  Then Environmental Review Board is a 
technical board. Applicants should have expertise in at least one of the following areas: 

• Botany 
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• Soil Science 
• Toxicology/Air quality 
• Governmental Agency (including university) 
• Environmental Planning (including GIS experience; AICP preferred) 
• Environmental Law/Land Use Attorney 
• Water Resources/ Professional Engineer 
• Biology  
• Agriculture 

 
IV.  LIBRARY ADVISORY COMMITTEE 

 
Mission:   Serves as the advisory committee for the effective functioning of the library. 
 
Meetings:  Typically meets four times a year at noon with meetings rotated among the three 
library branches in Pittsboro, Siler City and Goldston. 
 
Membership:  Has six (6) members. Each Commissioner makes an appointment and the sixth 
appointment is made by the full Board of Commissioners. 
 

V. RECREATION ADVISORY COMMITTEE 
 
Mission:  Advises the Board of Commissioners on recreation programs and county-owned 
recreation and park facilities. 
 
Membership:  Has  ten (10) voting members.  Each county commissioner has two (2) 
appointments to provide geographic representation.  
 
Meetings:  Typically meets 4 to 6 times a year on the third Wednesday of the month at 7 pm. 
Locations can vary. 
 

VI. SOLID WASTE ADVISORY COMMITTEE  
 
Mission:   
• Serves as a liaison between Solid Waste Management Division staff and the County Board of 

Commissioners.  
• Provides guidance to the Board of Commissioners on solid waste issues, including funding, 

waste reduction and recycling, short-term and long-term disposal, collection center policies, 
household hazardous waste, environmental education, and environmental enforcement. 
 

Meetings:   As of 7/20/15, the Board of Commissioners voted that this committee is only going to 
meet as needed when issues arise that require its input.  
 
Membership:  Has eight (8) voting members, with each county commissioner having one 
appointment each to ensure geographic representation. The other three (3) members are 
nominated by the towns of Goldston, Pittsboro and Siler City, but are approved by the full Board of 
Commissioners.  
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VII. TRANSPORTATION ADVISORY COMMITTEE 

 
Mission: Identifies and studies issues and makes recommendations to the Board of 
Commissioners, and serve as a venue for public discourse, on transportation and related issues.  
• Pursues the long-term goal to have a sustainable transportation system that offers access to 

various modes of transportation for people and goods. 
 

Meetings:  Typically meets bimonthly on the fourth Tuesday of the month at 6:00 pm.  
 
Membership:   Has a total of eleven (11) voting members and up to eight (8) non-voting members. 
Each commissioner appoints two (2) voting members from a list of recommended candidates to 
ensure geographic representation. The non-voting members (up to eight) may represent Chatham 
County government, Chatham Transit Network, incorporated towns in the county or other 
appropriate organizations. The voting members also should have knowledge or experience in one 
or more of the following: 

 
• Non-motorized transportation, such as bicycling and walking  
• Public transportation, such as transit systems  
• Personal motor vehicles, such as cars and motorcycles  
• Large, slow-moving or commercial vehicles, including agricultural and commercial product 

transport  
• Public safety, including emergency responders and law enforcement  
• Transportation & the economy  
• Transportation & the environment  
• Transportation & society (community)   
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ADDENDUM B 

 
Guidelines & Form for Advisory Committees to Make 

Annual Report to Board of Commissioners 
 
I. Schedule your annual report with the Clerk to the Board during March-May of each year. 
II. Limit your presentation to no more than 15 minutes, but be prepared for additional time for questions 

from the Board of Commissioners 
III. Provide the written Summary Report (next page) to the Deputy Clerk to the Board at least two weeks prior 

to the date of the meeting so that it can be attached to the agenda. Attach any other handouts as needed. 
Graphs and charts are always helpful. 

IV. You may choose to make your presentation as a PowerPoint or talk from your Summary Report.  If you 
provide a PowerPoint, please provide that to the Clerk to the Board along with your Summary Report. 

V. The chair of the Advisory Committee should make the report unless he/she designates someone else to do 
so. 
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ADVISORY COMMITTEE SUMMARY ANNUAL REPORT 

 
NOTE: Attach current list of members and identify officers. 
 
Name of Committee:        
Date of Presentation:  
Time Period Covered:       
# of Meetings Held During Period (including any 
special meeting or community input) 

      

MISSION & GOALS – Summarize concisely the committee’s mission (charge), key goals, objectives and 
measures below. You also may attach as a separate document, but limit to no more than one page single-
spaced. 
      
 
 
 
 
 
 
 
 
 
 
 
ACCOMPLISHMENTS & ACTIVITIES – Summarize concisely below the committee’s major accomplishments and 
activities of the past year. This should include reports, research, projects, public input, etc. Be sure to identify 
how they relate to specific goals, objectives or measures.  You also may attach as a separate document but 
limit to no more than one page single-spaced.  
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BARRIERS & CHALLENGES – Identify any barriers or challenges that make it difficult for the committee to 
achieve goals or objectives. Limit to the space provided below.  
      
 
 
 
 
 
 
 
 
RECOMMENDED CHANGES:  Please list any recommendations to the Board of Commissioners related to the 
changes in the advisory committee’s membership, mission, goals, objectives or other related issues.   
      
 
 
 
 
 
 
 
 
OTHER INFORMATION:  Provide any other information or observations that the Board of Commissioners 
should know about.  Provide in the space below. 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

ADDENDUM C 
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CHATHAM COUNTY 

ADVISORY COMMITTEE CONFLICT OF INTEREST POLICY 

 

The Chatham County Board of Commissioners believes that it is imperative that public office and 
volunteer service on behalf of county government should NOT be used for personal gain. This is critical 
to building and maintaining public trust in Chatham County government.   

This policy establishes the requirements of the Chatham County Board of Commissioners for its 
advisory committees concerning the avoidance of conflicts of interest.  An individual committee may 
adopt specific guidelines that clarify this policy’s application to the specific activities of the committee 
and professions represented in its membership, but these guidelines may not be in conflict with this 
policy.   

As a minimum, advisory committee members should adhere to the following standards: 

Any member who has an interest in any act or action coming before the advisory committee of 
which he/she is a member shall publicly disclose his or her interest and shall completely 
withdraw from any discussion or consideration of said act or action. For this policy, “interest” 
means direct or indirect financial or material benefit that might accrue to the member as a result 
of the act or action.  

Furthermore, this policy applies when the discussion of consideration of acts or actions could 
provide a direct or indirect financial or material benefit to:  

a) The member’s immediate family (spouse, parents, children, grandchildren, aunt, uncle, 
nieces, nephews, etc.); 

b)  Any business entity or other organization in which the member is an officer or board 
member; and 

c) Any business entity in which member has control or ownership of at least five percent of 
the stock or legal or beneficial ownership of the entity. 

Whenever an advisory committee member has any doubt about as to the applicability of this 
policy in a specific situation, he or she should seek the advice of the Chatham County Attorney. 

Any advisory committee member violating this policy shall be subject to removal from the 
advisory committee by the Chatham County Board of Commissioners. 

 

 
 



 
 
 

Sarah Terwilliger 
Resources 

	





 
 
 

Transylvania County 
Resources 

	



2017 3rd Quarter Citizen Advisory Council Report: July, August, September 2017 and Current Vacancies
Name Board Name Term Start Date End Date Eligible? Category Application Deadline
Tom Tartt BREVARD BOARD OF ADJUSTMENT & APPEAL 1 10/13/2014 9/30/2017 Yes Member-at-Large 9/1/2017
Patrick Payne COUNCIL ON AGING (Transylvania County) 1 10/27/2014 8/31/2017 Yes Long Term Care Facility n/a
Linda Fluck COUNCIL ON AGING (Transylvania County) 6 8/12/1996 8/31/2017 Yes TRH Home Care n/a
Carroll Parker COUNCIL ON AGING (Transylvania County) 1 10/26/2015 8/31/2017 Yes Affordable Housing n/a
Elaine Deppe COUNCIL ON AGING (Transylvania County) 1 10/26/2015 8/31/2017 Yes Member-at-Large 8/1/2017
Tara Rybka COUNCIL ON AGING (Transylvania County) 1 8/25/2014 8/31/2017 Yes Health Department n/a
Geraldine M. Hambley COUNCIL ON AGING (Transylvania County) 1 2/27/2012 8/31/2017 Yes Senior Citizen 8/1/2017
Daniel "Woody" Noland TRANSYLVANIA NATURAL RESOURCES COUNCIL 1 12/14/2015 9/30/2017 Yes Member-at-Large 9/1/2017
Dan J Hodges TRANSYLVANIA NATURAL RESOURCES COUNCIL 1 3/9/2015 9/30/2017 Yes Member-at-Large 9/1/2017
Justin Pettit-Mee TRANSYLVANIA NATURAL RESOURCES COUNCIL 1 10/14/2013 9/30/2017 Yes Member-at-Large 9/1/2017
Lee McMinn TRANSYLVANIA NATURAL RESOURCES COUNCIL 1 3/9/2015 9/30/2017 Yes Member-at-Large 9/1/2017
Ron Schieve WESTERN CAROLINA COMMUNITY ACTION 1 9/13/2010 8/31/2017 Yes Member-at-Large 8/1/2017
VACANCIES
Vacant REGIONAL COUNCIL ON AGING Member-at-Large 5/15/2017
Vacant REGIONAL COUNCIL ON AGING Alternate-Sr. Tar Heel Legislature 5/15/2017
Vacant BOARD OF HEALTH Dentist 5/15/2017
Vacant BOARD OF HEALTH Optometrist 5/15/2017
Vacant BOARD OF HEALTH General Public 5/15/2017
Vacant COMMUNITY CHILD PROTECTION TEAM Transylvania Regional Hospital n/a
Vacant BREVARD PLANNING & ZONING BOARD Member-at-Large 5/15/2017
Vacant JUVENILE CRIME PREVENTION COUNCIL Student n/a
Vacant JUVENILE CRIME PREVENTION COUNCIL Chief of Police or Designee n/a
Vacant JUVENILE CRIME PREVENTION COUNCIL Student n/a

Vacant CHILD FATALITY PREVENTION TEAM
Parent of child who died before 
reaching age of 18 n/a

Vacant CHILD FATALITY PREVENTION TEAM Transylvania Regional Hospital n/a
Vacant COUNCIL ON AGING (Transylvania County) Minority-Low Income 5/15/2017
Vacant COUNCIL ON AGING (Transylvania County) Senior Citizen 5/15/2017
Vacant COUNCIL ON AGING (Transylvania County) Senior Citizen 5/15/2017
Vacant JOINT HISTORIC PRESERVATION COMMISSION Member-at-Large 5/15/2017
Vacant PARKS AND RECREATION COMMISSION Member-at-Large 5/15/2017
Vacant BOARD OF ADJUSTMENT (PLANNING BOARD) Alternate n/a

Vacant BOARD OF ADJUSTMENT (PLANNING BOARD)
Alternate-Resident of Rezoned 
District n/a
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January 2017- 1st Quarter 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

1 
 
New Year’s day 

2 
2nd Qtr Report to 
BOC 
2nd Qtr Ad 

3 4 5 6 7 

8 
 
 

9 10 11 
 

12 
Jan rec due 

13 14 

15 16M L King Day 
Check Feb apps 
eligibility & FW to 
chair & fac 

17 
Jan rec due to 

BOC 

18 19 20 21 

22 23 
BOC Meeting 

24 25 26 
 

27 28 

29 30 
 
 

31 
Bd of E&R, 
Planning Bd 
terms expire 

    

       

Jan – Board of Equalization & Review; Planning Board 
Feb – Personnel Board 
March  - n/a 
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February 2017 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

   1 2 3 
 
 

4 

5 
 
 

6 7 8 9 
Feb rec due 

10 11 

12 13 
BOC Meeting 

14 
Valentine’s Day 
Feb rec due to 
BOC 
 

15 16 17 

 

18 

19 
 

 

20 
 
Presidents’ Day 

21 22 23 24 25 

26 27 
BOC Meeting 

28 
Personnel Bd 
terms expire 
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March 2017 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

   1 2 3 
 
 

4 

5 
 
 

6 7 8 9 10 11 

12 13 14 
BOC Meeting 

15 16 17 

Check Apr apps 

eligibility & FW to 

chair & fac 

18 

19 
 

 

20 21 22 23 24 25 

26 27 
BOC Meeting 

28 29 30 31  
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April 2017 – 2nd Quarter 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

      1 

2 3 
3rd Qtr Report to 
BOC 
 
3rd Qtr ad 

4 5 6 7 8 

9 10 
 
 

11 
BOC Meeting 

12 
April rec due 

13 14 
 
Good Friday 

15 

16 
 
Easter Sunday 

17 
April rec to BOC 
Check May 
apps eligibility & 
FW to chair & fac 

18 19 20 21 22 

23 24 
BOC Meeting 

25 26 27 28 29 

30 
Ag Adv Bd terms 
expire 

 
 
 

     

April-Agricultural Advisory Board; May-Joint Historic Preservation Commission, Transportation Advisory Committee, Workforce Development Board; 
June-Blue Ridge Community College Board of Trustees, Child Fatality Prevention/Community Child Protection Teams, Jury Commission, Juvenile Crime 
Prevention Council, Library Board of Trustees, Nursing & Adult Care Home Advisory Committee, Parks and Recreation Commission, Regional Council on 
Aging, Social Services Board 
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May 2017 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

 1 2 3 4 5 6 

7 8 9 
BOC Meeting 

10 11 12 
May rec due 

13 

14 
 

Mother’s Day 

15 16 17 
May rec due to 
BOC 
Check June 
apps eligibility & 
FW to chair & fac 

18 19 20 

21 
 
 

22 
BOC Meeting 

23 24 25 26 27 

28 29 
 
Memorial Day 

30 31 
JHPC, TAC, 
WFDB terms end 
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June 2017 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

    1 2 3 

4 5 
 
 

6 7 8 9 
June rec due 

10 

11 12 
 

13 
BOC Meeting 

14 15 16 
June rec to BOC 
Check July apps 
eligibility & FW to 
chair & fac 

17 

18 
 
Father’s Day 

19 
 
 

20 21 22 23 24 

25 
 
 

26 
BOC Meeting 

27 28 29 30 
BRCC, CFPT, 
CCPT, JC, JCPC, 
LBT, NACH, PRC, 
RCOA, SSB terms 
expire 
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July 2017 – 3rd Quarter 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

      1 

2 3 
4th Qtr report to 
BOC 
4th Qtr ad 

4 
 
Independence 
Day 

5 6 7 8 

9 10 
 
 

11 
BOC Meeting 

12 
July rec due 

13 14 
 
 

15 

16 
 
 

17 
July rec due to 
BOC 
Check Aug 
apps eligibility & 
FW to chair & fac 

18 19 20 21 22 

23 24 
BOC Meeting 

25 26 27 28 29 

30 31 
BOA terms 
expire 
 
 

     

July-Board of Adjustment; August-Council on Aging, Western Carolina Community Action; September-Abandoned Cemeteries Board, Brevard Board of 
Adjustment & Appeal, Transylvania Natural Resources Council  
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August 2017 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

  1 2 3 4 5 

6 7 
 
 

8 9 10 11 
Aug rec due 
 
 

12 

13 14 15 
BOC Meeting 
(usually 
cancelled) 

16 17 
Aug rec due to 
BOC 
Check Sept 
apps eligibility & 
FW to chair & fac 

18 19 

20 21 22 23 24 
 
 

25 26 

27 28 
BOC Meeting 

29 30 31 
COA, WCCA 
terms expire 
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September 2017 
 Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

     1 2 

3 4 
 
Labor Day 

5 
 
 

6 7 8 
Sept rec due 

9 

10 11 12 
BOC Meeting 

13 14 15 
Sept rec due to 
BOC 

16 

17 18 
 
 

19 
 
 

20 21 22 23 

24 25 
BOC Meeting 
 

26 27 28 29 30 
ACB, BB&A, 
TNRC terms 
expire 
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October 2017 – 4th Quarter 
 Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

1 
 
 

2 
1st Qtr report to 
BOC  
1st Qtr ad 

3 4 5 6 7 

8 
 
 

9 
 
Columbus Day 

10 
BOC Meeting 

11 
 

12 13 14 

15 16 
 
 

17 
 

18 19 20 21 

22 23 
BOC Meeting 

24 25 26 
 

27 28 

29 30 
 
 

 

    

       

31 
 
Halloween 

Oct-n/a 
Nov-n/a 
Dec-Board of Health, Brevard Planning & Zoning, Tourism Development Authority 
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November 2017 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

   1 2 3 
 
 

4 

5 
 
 

6 7 8 9 10 11 
 
Veterans Day 

12 13 14 
BOC Meeting 

15 16 
Check Dec 
apps eligibility & 
FW to chair & fac 

17 

 

18 

19 
 

 

20 21 
Dec rec due 

22 23 
 
Thanksgiving 
Day 

24 25 

26 27 
BOC Meeting 
 
Dec rec due  to 
BOC 

28 29 30   
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December 2017 
 Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

     1 2 

3 4 5 
 
 

6 7 8 9 

10 11 12 
BOC Meeting 
(Dec CAC appts 
on agenda for 
1st BOC meeting 
in Dec) 

13 14 15 16 

17 18 
Check Jan apps 
for eligibility & 
FW to chair & fac 
 

19 
 
 

20 21 22 23 

24 25 
 
Christmas 

26 
Christmas 
Holiday 

27 
Christmas 
Holiday 

28 
BOC Meeting 
(usually 
cancelled) 

29 30 

31 
BOH, BPZ, TDA 
terms expire 

      

 



 
 
 
 
 
 
 
 
The Transylvania County Board of Commissioners is seeking applications from interested 
persons for the following citizen advisory councils: 
 

Citizen Advisory Council Opening/Vacancy Application 
Deadline 

Board of Health 3 vacancies: Dentist, Member of General 
Public, Optometrist 

5/15/2017 
 

Brevard Board of Adjustment & 
Appeal 

1 potential opening in September; must reside 
in City’s ETJ 

9/1/2017 

Brevard Planning and Zoning Board 1 vacancy; must reside in City’s ETJ 5/15/2017 
County Council on Aging 2 potential openings in August (member-at-

large and senior citizen) 
8/1/2017 
 

3 vacancies; (2 senior citizens and 1 minority 
representative) 

5/15/2017 

Joint Historic Preservation 
Commission 

1 vacancy 
 

5/15/2017 
 

Parks and Recreation Commission  
1 vacancy 

5/15/2017 

Regional Council on Aging 2 vacancies 5/15/2017 
Transylvania Natural Resources 
Council 

4 potential openings in September 9/1/2017 

Western Carolina Community Action 
Board of Directors 

1 potential opening in August 8/1/2017 

  
This the 17th day of April, 2017. 
 
Please note the various application deadlines for each citizen advisory council; however, 
applications will be accepted anytime and will be kept on file for a period of 2 years.  All 
applicants must be residents of Transylvania County.  For more information on these and other 
citizen advisory councils and for an application, visit the Transylvania County website at 
www.transylvaniacounty.org and click on the Citizen Advisory Councils tab.  Contact Clerk to 
the Board Trisha Hogan at trisha.hogan@transylvaniacounty.org or (828) 884-3271 with any 
questions.  
 
************************************************************************************* 
The Transylvania Times: Please publish as a block ad in the Thursday, April 20, 2017 and 
Monday, April 24, 2017 editions.  Charge to PO # 34188.  
 
Distribution: Members, Board of Commissioners; County Manager; Media; Sunshine List; 
County Website; File  

 

BOARD OF COMMISSIONERS                                                                                     COUNTY MANAGER 
Larry Chapman, Chair Jaime Laughter 
Page Lemel, Vice-Chair        828-884-3100 
Jason Chappell  Fax 828-884-3119 
Mike Hawkins  
Kelvin Phillips 101 South Broad Street 
 Brevard, NC 28712 
 

http://www.transylvaniacounty.org/
mailto:trisha.hogan@transylvaniacounty.org
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TRANSYLVANIA COUNTY, NC 
APPLICATION TO SERVE ON 

COUNTY COMMITTEE, BOARD OR COMMISSION 
 

The Transylvania Board of County Commissioners wants to ensure that their appointments to 
Transylvania County committees, boards and commissions will best serve the public interest of the 
County as well as be representative of a broad cross-section of the community.  We ask you to provide 
us with the information below that will best assist us in evaluating your application. 
 

Note:  When submitted all information on this form becomes public record. 
 
 

NAME: _________________________________________________________DATE:____________ 
 
PHYSICAL ADDRESS: _____________________________________________________________ 
 
MAILING ADDRESS: ______________________________________________________________ 
 
TELEPHONE: ___________________________ EMAIL:_________________________________ 
 
PLACE OF EMPLOYMENT: ________________________________________________________ 
 
COUNTY RESIDENT:  Y   N     
A resident is defined as someone who lives in Transylvania County the majority of the year and 
claims Transylvania County as their domicile for legal purposes. 
 
NAME OF BOARD APPLYING FOR: (You can apply for a maximum of 2 boards. Please list in 
order of preference.  Listing of boards can be found at 
https://transylvaniacounty.granicus.com/boards/w/53a6c8d651f28a8c. 
___________________________________________________________________________________
___________________________________________________________________________________ 
 
 
PREVIOUS BOARD AND/OR LEADERSHIP EXPERIENCE (INCLUDE ANY COUNTY, CITY, 
NON-PROFIT OR EMPLOYMENT RELATED LEADERSHIP POSITIONS OR BOARDS YOU HAVE 
SERVED ON AS A MEMBER OR CHAIR)_______________________________________________________ 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
 
 
COMMUNITY INVOLVEMENT: _____________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 



  Approved by BOC 1/12/2015 

WHAT EXPERIENCE, TRAINING OR QUALIFICATIONS DO YOU HAVE THAT WOULD 
BE HELPFUL SERVING ON THIS BOARD?  
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
 
 
WHY DO YOU WANT TO BE A MEMBER OF THIS BOARD AND HOW DO YOU FEEL YOU 
COULD CONTRIBUTE TO THE OVERALL BOARD? 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
 
 
WHAT COMMUNITY TOPICS CONCERN YOU THAT RELATE TO THIS BOARD? 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
 
 
BOARDS MAY MEET IN THE MORNING, AFTERNOON OR EVENING HOURS.  WHAT 
LIMITATIONS DO YOU HAVE FOR ATTENDING MEETINGS? 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
 
HOW DID YOU FIND OUT ABOUT THIS BOARD? (PLEASE CIRCLE ONE) 
 
NEWSPAPER,   EMAIL,   FRIEND,   TV,   INTERNET,   CURRENT MEMBER,   BROCHURE,   
POSTER,   RADIO,   SPEAKER AT EVENT,   OTHER 
 
 
 
 
 
SIGNATURE_____________________________DATE______________ 
 
 
 

Note: When submitted all information on this form becomes public record. 



































































































Apply online
www.transylvaniacounty.org

101 S. Broad Street
Brevard, NC 28712

P: (828) 884-3100  |  F: (828) 884-3119

Citizen Advisory CouncilsPhotos courtesy of 

Citizen advisory 
councils have a primary 
role—to advise the 
Board of Commissioners 
in the determination 
of County policies and 
procedures. 

Citizen advisory 
councils facilitate 
public participation 
and help assure that 
County government 
is responsive to its 
citizens.

WHAT ARE 
CITIZEN 
ADVISORY 
COUNCILS?



ABANDONED CEMETERIES BOARD: Protection 
and maintenance of abandoned cemeteries.

AGRICULTURAL ADVISORY BOARD: Encourages 
and protects economic viability of agricultural 
community.

BLUE RIDGE COMMUNITY COLLEGE BOARD 
OF TRUSTEES: Provides oversight for the operation 
of the college and administration of local and state 
policies and statutes.

BOARD OF EQUALIZATION & REVIEW: Reviews
county tax records and hears appraisal appeals.

BOARD OF HEALTH: Protects and promotes the 
public health.

BREVARD BOARD OF ADJUSTMENT & 
APPEAL: Administrative review of appeals against 
code enforcement for City of Brevard.

BREVARD PLANNING & ZONING: Prepares 
and manages comprehensive plan for physical 
development of City of Brevard.

CHILD FATALITY PREVENTION TEAM/
COMMUNITY CHILD PROTECTION TEAM: 
Works in the prevention of child deaths and ensures 
appropriate community involvement in the protection 
of children.

COUNCIL ON AGING: Serves as an advocate for 
interests of all older adults in Transylvania County.

JOINT HISTORIC PRESERVATION 
COMMISSION: Safeguards the heritage of the 
County by preserving any historic district or landmark 
that embodies important elements of its culture or 
history.

JURY COMMISSION: Responsible for preparation of 
jury list.

JUVENILE CRIME PREVENTION COUNCIL: 
Develops community-based delinquency and 
substance-abuse prevention strategies and programs.

LIBRARY BOARD OF TRUSTEES: Formulates 
programs, policies and regulations for the library.

NURSING & ADULT CARE HOMES ADVISORY 
COUNCIL: Works to ensure quality care for persons 
residing in long-term care facilities.

PARKS & RECREATION COMMISSION: Advises 
on matters related to parks and recreation facilities, 
recreation programs, and community health and 
wellness.

PERSONNEL BOARD: Performs such duties as 
assigned relating to County government personnel.

PLANNING BOARD: Develops and recommends 
policies for guiding development.

SOCIAL SERVICES BOARD: Helps ensure 

public social services system.

TOURISM DEVELOPMENT AUTHORITY: 
Promotes travel and tourism in the County.

TRANSPORTATION (ROADS) ADVISORY 
COMMITTEE: Advises on road-related concerns and 
makes recommendations for the State Transportation 
Improvement Plan.

TRANSYLVANIA NATURAL RESOURCES 
COUNCIL: Promotes education and understanding 
of County’s natural resources.

WESTERN CAROLINA COMMUNITY ACTION 
BOARD OF TRUSTEES: Advises and manages 
programs designed to assist families and individuals 

WORKFORCE DEVELOPMENT BOARD: Monitors 
and advises agencies receiving financial funding for 
workforce development purposes.

Apply online
www.transylvaniacounty.org

 CITIZEN ADVISORY COUNCILS

WELCOME! On behalf of the Transylvania 
County Board of Commissioners and 

interested in becoming a member on one 
of the County’s many citizen advisory 
councils. Our community prides itself on 
citizen involvement in all issues.

As a citizen member, you will serve in 
an advisory capacity to the Board of 
Commissioners, performing a valuable 
service by addressing community 
issues and needs. We look forward 
to your contribution as we work 

services, responsive to local needs and 
expectations.

The Board of Commissioners appreciates 
your willingness to work in this capacity 
and hopes your experience will be 
stimulating, rewarding and enjoyable. 
Transylvania County has an exciting 
future and we want you to be a part of it. 
Your valuable knowledge and expertise 
are essential as we prepare for the many 
challenges ahead.

Sincerely,
Jaime Laughter
Transylvania County Manager



CAC NCGS County	Ordinance	or	Resolution Optional	or	Mandatory Action	required	by	NCGS No	CAC	then	reponsibility	falls	to	 Pending	Issues
Abandoned	Cemeteries	Board 65-1 Ordinance	Chapter	5.1 Optional Yes BOCC
Agricultural	Advisory	Board 106-739 Optional No
Blue	Ridge	Community	College 115D-12 Mandatory	when	you	have	a	community	college	in	your	county
Board	of	Equalization	&	Review 105-322 Resolution	38-04 Mandatory BOCC Evaluate	County	Ordinance
Board	of	Health 130A-39 Mandatory
Brevard	Board	of	Adjustment	&	Appeal 160A-388 Optional Under	City	Control
Brevard	Planning	&	Zoning 160A-361-362 Mandatory	w/ETJ Under	City	Control
Child	Fatality	Prevention	Team Repealed	by	Session	Laws	1998-202
Community	Appearance	Initiative Ordinance?	Resolution?	on	August	14,	2006? Optional
Council	on	Aging 143b-181.1 Resolution	187-91 Land	of	Sky
Human	Relations	Council 160A-492 Optional
Joint	Historic	Preservation	Commission 160A-400.1-14 Ordinance	Chapter	16,	Article	IV Optional Yes BOCC
Jury	Commisson 9/1/02 Mandatory
Juvenile	Crime	Prevention	Council 143b-846 Mandatory	if	we	receive	funding	for	juvenile	court	services	&	deliquency	programs
Library	Board	of	Trustees 153-A263-272 Optional Yes BOCC
Mountain	Valleys	Resource	Conservation Food	&	Agriculture	Act	of	1962 Now	a	free	standing	non-profit	who	collects	member	dues Optional	but	we	do	have	one	board	member,	Chris	Biecker We	haven't	paid	dues	in	5	yrs

Nursing	&	Adult	Care	Homes	Advisory	 131E-124 Mandatory	with	the	presence	of	nursing	homes	in	the	county
Parks	&	Recreation	Commission 160A-350 Ordinance	Chapter	14 Optional
Personnel	Board 153A-95 Resolution	35	(July	25,1988) Optional Consider	provisions	of	NCGS
Planning	Board 153A-321-322 Ordinance	Chapter	16,	Article	II	and	Article	X,	Section	6 Optional	in	absence	of	any	zoning
Social	Services	Board 108A Mandatory
Tourism	Development	Authority 105-164.4(3) Resolution	53-86 Optional	Board
Transylvania	Natural	Resources	Council Ordinance?	Resolution?	on	March	22,	2004 Optional
Western	Carolina	Community	Action Federal	regulations Mandatory	
Workforce	Development	Board 143b-438.6 Mandatory	



CITIZEN ADVISORY COUNCIL TRAINING

February 11, 2016



County Government

¨ Transylvania County operates under the County Manager 
form of government

¨ Board of Commissioners comprised of five members who are 
elected by the people and serve four-year staggered terms

¨ Board of Commissioners is the legislative and policymaking 
body for Transylvania County 

¨ Board of Commissioners is responsible for establishing 
general policies for the County, enacting ordinances, 
resolutions, and orders, establishing the annual budget, 
authorizing contracts on the County’s behalf, and appointing 
the Manager, Attorney, Tax Administrator and Clerk, and 
members of the various citizen advisory councils



County Government

The current County Commission members are:

Ø Mike Hawkins, Chair
Ø Larry Chapman, Vice-Chair
Ø Jason Chappell
Ø Page Lemel
Ø Kelvin Phillips



Any committee, board, commission, 
council or other similar group 
established by statute or authority, 
comprised of citizen volunteers who 
advise the local government on 
community issues and needs. 

Citizen Advisory Council



Citizen Advisory Councils-Eligibility

¨ Any resident of Transylvania County over the age of 
18 is eligible to be appointed to a CAC

¨ Exceptions to the residency requirements are noted 
separately for individual boards where this applies

¨ No resident of Transylvania County may serve in 
more than two appointed positions of Transylvania 
County government

¨ No resident may serve more than two consecutive full 
terms in any one position



Citizen Advisory Councils

¨ Abandoned Cemeteries Board
¨ Agricultural Advisory Board
¨ Area Council on Aging
¨ Blue Ridge Community College Board of 

Trustees
¨ Board of Equalization and Review
¨ Board of Health
¨ Brevard Board of Adjustment and Appeal 

(City)
¨ Brevard Planning and Zoning (City)
¨ Child Fatality Prevention Team/Community 

Child Protection Team
¨ County Council on Aging
¨ Joint Historic Preservation Commission
¨ Jury Commission
¨ Juvenile Crime Prevention Council
¨ Library Board of Trustees

¨ Nursing and Adult Care Advisory Committee
¨ Parks and Recreation Commission
¨ Personnel Board
¨ Planning Board/Board of Adjustment
¨ Social Services Board
¨ Tourism Development Authority
¨ Transportation Advisory Committee
¨ Transylvania Natural Resources Council
¨ Western Carolina Community Action Board of 

Directors
¨ Workforce Development Board



Citizen’s Role and Authority

¨ Advise the Board of Commissioners in the 
determination of County policies and procedures

¨ Facilitate public discussion
¨ Members should stay informed on subjects of interest 

to their specific CAC
¨ Attendance is a fundamental responsibility



Citizen’s Role and Authority

¨ Not involved in the administration or operation of 
County departments

¨ May not direct staff to initiate programs
¨ May not conduct studies or establish official policies 

without the approval of the Board of Commissioners



The Role of Citizen Advisory Councils

¨ Provides input to the Board of Commissioners
¨ Opens additional lines of communication between 

general public and Board
¨ Does not determine or establish County policy or 

administrative action
¨ Benefits:

¤ Focuses attention on specific issue areas
¤ Encourages citizen participation
¤ Provides a viewpoint from community neighborhoods
¤ Makes recommendations based on thorough and in-depth 

analysis of alternatives from a citizen’s perspective



Guidelines for Citizen Members

¨ Present views and recommendations representing the 
CAC as a body, not as the individual’s personal views

¨ Public statements should not include promises that 
may be construed to be binding to the Board, 
County staff or CAC

¨ CAC actions are recommendations; final action will 
be taken by the Board of Commissioners

¨ Each member should represent the overall “public 
good” and not an exclusive group or special interest



Guidelines for Citizen Members

¨ Work to establish a good relationship with other citizen 
members

¨ Familiarize themselves with County government, the 
administrative organization and CAC to which he or she 
has been appointed

¨ Always show respect for other individuals’ viewpoints
¨ Allow other members adequate time to present their 

views
¨ Recognize new members and make them feel welcome
¨ Be open and honest
¨ Minimize political opinions among members



Roles and Responsibilities

¨ In order to conduct official business and vote on matters 
before the CAC, there must be a quorum of members in 
attendance

¨ Each CAC shall elected a presiding officer
¨ The chair is responsible for developing agendas, running 

the meeting, and providing leadership to the CAC
¨ Members will also elect their own vice-chair who will 

serve in the absence of the chair
¨ The CAC may elected other officers as it deems 

necessary
¨ Appointees are expected to attend all meetings possible



North Carolina Open Meetings Law

¨ All meetings of any CAC must be public meetings 
and open to the public at all times 

¨ The CAC must provide reasonable notice of all such 
meetings so as to allow the public a chance to be 
present

¨ The minutes of any CAC must be recorded in a timely 
manner; they do not need to be verbatim; however, 
they should briefly summarize the events of the 
meeting 



North Carolina Open Meetings Law

Name of Citizen Advisory Council
Meeting Minutes

• Date and time meeting convened and the meeting place
• Type of meeting (regular or special)
• The calling to order by the chairperson
• The roll call, including a list of the names of the members present and absent
• A listing of others in attendance at the meeting
• Approval of prior meeting minutes
• Substance of all matters proposed, discussed or decided and any motions made and 

voted upon by members
• If a vote is taken, the minutes must reflect each members’ vote on the matter
• The substance of remarks made by members of the general public who address the 

CAC 
• Any future meeting dates, times and locations
• The time of the adjournment
• The name of the individual taking the minutes



North Carolina Open Meetings Law

q The Open Meetings Law is applicable to elected and 
appointed citizen advisory councils 

q Any gathering, whether formal or informal, of a majority 
of members of a CAC can be in violation of the NC 
Open Meetings Law

q Communications That May Be In Violation:
q Written communications where comments are circulated to 

members
q Telephone conversations among the members regarding the 

issues to be voted upon or to be discussed at future citizen 
advisory council meetings

q Use of computers or other devices to convey messages or 
reports to other members



Public Records Law

q The Public Records Law determines what is to be 
considered a public record

q Any document such as agendas, back-up material, and 
minutes of the meetings would be open to public 
inspection

q NCGS defines public records as not only documents and 
papers, but also “maps, books, photographs, films, sound 
recordings, magnetic and other tapes, electronic data 
processing records, (and) artifacts…regardless of 
physical form or characteristics

q NCGS further defines public records as the items made 
or received pursuant to law or ordinance in connection 
with the transaction of public business



Conflict of Interest (NCGS 160A-75)

q The law requires that all CAC members disclose any 
financial interests they have, and they must abstain 
from participating in any matters before their CAC 
that may have an impact on their financial interest

q CAC members are required to abstain from voting if 
a conflict of interest is involved

q No member shall be excused from voting except 
upon matters involving a conflict of interest



Parliamentary Procedure

q All proposals for action should be made by making a motion; 
only one motion can be before the CAC at one time

q Before a motion may be discussed, a second to the motion is 
needed

q To make any changes to the motion, a motion to amend is in 
order

q To temporarily postpone a motion, usually to the next 
meeting, a motion to table the item to a date certain is in 
order

q A motion to recess is needed when a recess (or intermission) 
for a short time is requested

q A motion to adjourn occurs at the end of the meeting prior to 
all members leaving the meeting



Parliamentary Procedure

Motion Description
To defer consideration Defer substantive motion for later consideration at an unspecified time

Call for the previous question Motion to end debate; not in order until there have been at least 20 minutes of debate and every member has had 
an opportunity to speak once

Refer to committee May refer a substantive motion to a committee for its study and recommendations

Revive consideration May revive consideration of any substantive motion earlier deferred

Reconsider May vote to reconsider action on a matter; may only be made by a member who voted with the prevailing side

Rescind or repeal May vote to rescind actions it has previously taken or to real items that it has previously adopted

Prevent reintroduction for 6 months Motion shall be in order immediately following the defeat of a substantive motion

Renewal of motion A motion that is defeated may be renewed at any later meeting unless a motion to prevent reconsideration has 
been adopted

Withdrawal of a motion A motion may be withdrawn by the introducer at any time before it is amended or before the chair puts the motion 
to a vote, whichever occurs first



Thank you for attending!

Questions?
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TRANSYLVANIA	COUNTY	

CITIZEN	ADVISORY	COUNCILS	
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WELCOME!		On	behalf	of	the	Transylvania	County	Board	of	Commissioners	and	
County	staff,	we	are	pleased	you	are	interested	in	becoming	a	member	on	one	of	
the	County’s	many	citizen	advisory	councils.		Our	community	prides	itself	on	
citizen	involvement	in	all	issues.		
	
As	a	citizen	member,	you	will	serve	in	an	advisory	capacity	to	the	Board	of	
Commissioners,	performing	a	valuable	service	by	addressing	community	issues	
and	needs.		Citizen	advisory	councils	share	a	responsibility	under	State	law	to	
operate	in	support	of	open	meetings	and	public	records	laws.		County	staff	will	
work	to	help	you	understand	those	responsibilities	and	act	as	a	resource	when	
questions	arise.		We	look	forward	to	your	contribution	as	we	work	together	to	
provide	efficient	County	services,	responsive	to	local	needs	and	expectations.			
	
The	Board	of	Commissioners	appreciates	your	willingness	to	work	in	this	capacity	
and	hopes	your	experience	will	be	stimulating,	rewarding	and	enjoyable.		
Transylvania	County	has	an	exciting	future	and	we	want	you	to	be	a	part	of	it.		
Your	valuable	knowledge	and	expertise	are	essential	as	we	prepare	for	the	many	
challenges	ahead.					
	

Sincerely,		
	

Jaime Laughter 
	

Jaime	Laughter	
Transylvania	County	Manager	
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Transylvania	County	invites	you	to	participate	in	your	local	government	by	
volunteering	for	a	citizen	advisory	council.		Join	the	team	of	more	than	300	
County	employees,	elected	officials,	members	of	citizen	advisory	councils,	and	
other	volunteers	who	make	things	happen	for	our	community.		
	
The	Transylvania	County	Board	of	Commissioners	has	established	a	number	of	
citizen	advisory	councils	to	review	County	programs,	projects	and	community	
issues.		These	groups	provide	greater	community	participation	and	input	into	local	
government	and	facilitate	quality	decisions	by	the	Board	of	Commissioners.		
These	citizen	advisory	councils	have	been	created	by	ordinance	(law),	resolution	
(policy),	or	by	order	adopted	by	the	Board	of	Commissioners.		They	help	provide	
direction	for	the	allocation	of	funds,	the	provision	of	human	services,	the	
protection	of	citizens,	property,	and	our	natural	resources,	and	for	other	worthy	
services.		Therefore,	the	input	of	the	citizen	advisory	councils	is	vitally	important.			
	
All	applications	are	provided	to	the	Board	of	Commissioners	and	every	possible	
effort	is	made	by	the	Commissioners	to	appoint	qualified	and	interested	
volunteers	and	for	the	best	benefit	of	every	citizen.		The	Board	makes	every	effort	
to	notify	the	public	when	vacancies	occur	and	appointments	will	be	made.			
	
Interested	citizens	should	complete	an	application	online	via	the	County	website	
at	www.transylvaniacounty.org.		Application	forms	may	also	be	obtained	from	the	
Clerk	to	the	Board,	County	Administration,	101	S.	Broad	Street,	Brevard,	NC	
28712.			
	
This	handbook,	designed	as	an	informational	tool	to	assist	interested	citizens,	
contains	an	overview	of	County	government	structure,	and	presents	a	statement	
of	purpose,	policies,	and	guidelines	outlining	the	role,	operation,	and	
responsibilities	of	the	County’s	citizen	advisory	councils.		It	also	includes	some	of	
the	rules	which	govern	all	citizen	advisory	councils,	such	as	parliamentary	
procedures	and	North	Carolina’s	Open	Meetings	Law.			
	
	
	
Back	to	Contents	
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CITIZEN’S	ROLE	AND	AUTHORITY	
	
Citizen	advisory	councils	have	a	primary	role	–	to	advise	the	Board	of	
Commissioners	in	the	determination	of	County	policies	and	procedures.		Citizen	
advisory	councils	facilitate	public	participation.		

	
County	staff	members	are	available	to	provide	general	staff	assistance	to	citizen	
advisory	councils.		However,	citizen	advisory	councils	are	not	involved	in	the	
administration	or	operation	of	County	departments.		Members	may	not	direct	
administrative	staff	to	initiate	programs.		Citizen	advisory	councils	may	not	
conduct	major	studies,	or	establish	official	policy	without	the	approval	of	the	
Board	of	Commissioners.			
	
Despite	the	differing	tasks	conducted	by	citizen	advisory	councils,	they	share	
some	basic	responsibilities.		Members	should	stay	informed	on	subjects	of	
interest	to	their	specific	citizen	advisory	council.		Conscientious	attendance	is	also	
a	fundamental	responsibility,	as	irregular	attendance	lessens	one’s	ability	to	study	
all	aspects	of	items	under	consideration.			
	
Application	forms	make	it	simple	for	individuals	to	volunteer	for	a	citizen	advisory	
council.		Information	on	the	application	form	is	used	by	the	Board	of	
Commissioners	in	making	appointments.		The	form	will	be	kept	on	file	for	two	
years.		
	
THE	ROLE	OF	THE	CITIZEN	ADVISORY	COUNCILS	
	
Members	of	the	various	citizen	advisory	councils	provide	input	to	the	Board	of	
Commissioners,	advising	and	assisting	the	Board	in	special	issue	areas.		Opening	
additional	lines	of	communication	between	the	general	public	and	the	Board,	
such	groups	help	assure	that	County	government	is	responsive	to	citizens.		While	
each	citizen	advisory	council	makes	recommendations	to	the	Board	of	
Commissioners,	they	do	not	determine	or	establish	County	policy	or	
administrative	direction.		
	
Back	to	Contents	
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Benefits	of	citizen	advisory	councils	include:	
• Focusing	attention	on	specific	issue	areas	
• Encouraging	citizen	participation	
• Providing	a	viewpoint	from	community	neighborhoods	
• Making	recommendations	based	on	thorough	and	in-depth	analysis	of	

alternatives	from	a	citizen’s	perspective	
	
GUIDELINES	FOR	CITIZEN	MEMBERS	
	
Individual	committee	members	should	present	views	and	recommendations	
representing	the	citizen	advisory	council	as	a	body,	not	as	the	individual’s	
personal	views.		Members	expressing	views	not	approved	by	the	majority	of	a	
citizen	advisory	council	should	indicate	their	opinions	are	given	as	“private	
citizens”.		Individual	opinions	must	be	identified	as	such.			
	
Public	statements	should	not	include	promises	that	may	be	construed	to	be	
binding	on	the	citizen	advisory	council,	Board	of	Commissioners	or	County	staff.		
When	making	a	public	statement,	members	should	indicate	that	citizen	advisory	
council	actions	are	recommendations	only	and	that	final	action	will	be	taken	by	
the	Board	of	Commissioners.			
	
Citizen	advisory	council	members	may	be	selected	on	the	basis	of	representing	
defined	groups;	however,	each	member	should	represent	the	overall	“public	
good”	and	not	an	exclusive	group	or	special	interest.			
	
Citizen	advisory	council	members	should	strive	to:		
	

• Work	to	establish	a	good	relationship	with	other	citizen	members.		The	
success	or	failure	of	a	council’s	efforts	may	be	dependent	upon	the	degree	
of	cooperation	evident	among	the	individual	members	of	the	body.	

• Familiarize	themselves	with	County	government,	the	administrative	
organization	and	the	citizen	advisory	council	to	which	he	or	she	has	been	
appointed	in	order	to	gain	the	perspective	necessary	to	make	informed	
judgments	and	recommendations	

• Always	show	respect	for	the	other	individuals’	viewpoints		
• Allow	other	members	adequate	time	to	present	their	views		
• Recognize	new	members	and	make	them	feel	welcome	

Back	to	Contents	
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• Be	open	and	honest	
• Minimize	political	opinions	among	members	

	
Citizen	advisory	council	members	are	asked	to	appoint	one	of	their	members	to	
take	and	transcribe	minutes	of	their	meetings,	to	be	kept	as	permanent	records	in	
the	office	of	the	Clerk	to	the	Board.		(The	following	format	should	be	useful	as	a	
guideline	when	preparing	minutes.)	
	
SAMPLE	MINUTES	
	
Format	for	Minutes	
	
In	order	to	comply	with	State	law	and	to	standardize	the	preparation	and	content	
of	minutes	for	all	citizen	advisory	councils,	an	outline	for	the	minutes	is	included	
within	this	handbook.		Minutes	of	the	meetings	are	to	be	submitted	to	the	Clerk	
to	the	Board	of	Commissioners	as	soon	as	possible	so	as	to	provide	accurate	
record	maintenance	of	all	County	meetings.		Please	use	the	following	guideline	
when	preparing	the	minutes.		Any	questions	regarding	the	minutes	or	their	
preparation	should	be	referred	to	the	Clerk	to	the	Board.			
	

Name	of	Citizen	Advisory	Council	
MEETING	MINUTES	

	
• Date	and	time	the	meeting	convened	and	the	meeting	place	
• Type	of	meeting	(regular	or	special)	
• The	calling	to	order	by	the	Chairperson	
• The	roll	call,	including	a	listing	of	the	names	of	the	members	present	and	

absent	
• A	listing	of	others	in	attendance	at	the	meeting	
• Approval	of	prior	meeting	minutes	
• Substance	of	all	matters	proposed,	discussed	or	decided	and	any	motions	

made	and	voted	upon	by	the	members	
• If	a	vote	is	taken,	the	minutes	must	reflect	each	members’	vote	on	the	

matter	
• The	substance	of	remarks	made	by	members	of	the	general	public	who	

address	the	council	
• Any	future	meeting	dates,	times	and	locations	

Back	to	Contents	



9	
	

• The	time	of	adjournment	
• The	name	of	the	individual	taking	the	minutes.	

	
The	minutes	should	be	signed	by	the	person	taking	the	minutes	and	the	council	
chairperson.		Depending	on	the	citizen	advisory	council,	back	up	material	
(including	minutes	of	prior	meeting	and	agenda	of	the	current	meeting)	should	be	
provided	at	least	a	week	before	the	meeting.		This	is	not	always	possible;	the	
information	should	be	provided	as	soon	as	possible	prior	to	the	meeting.		
	

	
PARLIAMENTARY	PROCEDURES	
	
Robert’s	Rules	of	Order	is	a	good	source	for	members	of	citizen	advisory	councils.		
The	following	are	the	most	common	rules,	which	should	be	used	when	making	
motions:	
	

• All	proposals	for	action	should	be	made	by	making	a	motion;	only	one	
motion	can	be	before	the	citizen	advisory	council	at	one	time.		

• Before	a	motion	may	be	discussed,	a	second	to	the	motion	is	needed.		
• To	make	any	changes	to	the	motion,	a	motion	to	amend	is	in	order.	
• To	temporarily	postpone	a	motion,	usually	to	the	next	meeting,	a	motion	to	

table	the	item	to	a	date	certain	is	in	order.		
• A	motion	to	recess	is	needed	when	a	recess	(or	intermission)	for	a	short	

time	is	requested.		
• A	motion	to	adjourn	occurs	at	the	end	of	the	meeting	prior	to	all	members	

leaving	the	meeting.		
	
Here	are	other	motions	which	are	part	of	parliamentary	procedure:	
	
Motion	 Description	
To	defer	consideration	 Defer	substantive	motion	for	later	

consideration	at	an	unspecified	time	
Call	for	the	previous	question	 Motion	to	end	debate;	not	in	order	

until	there	have	been	at	least	20	
minutes	of	debate	and	every	member	
has	had	an	opportunity	to	speak	once	

Back	to	Contents	
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Refer	to	committee	 May	refer	a	substantive	motion	to	a	
committee	for	its	study	and	
recommendations	

Revive	consideration	 May	revive	consideration	of	any	
substantive	motion	earlier	deferred	

Reconsider	 May	vote	to	reconsider	action	on	a	
matter;	may	only	be	made	by	a	
member	who	voted	with	the	prevailing	
side	

Rescind	or	repeal	 May	vote	to	rescind	actions	it	has	
previously	taken	or	to	repeal	items	that	
it	has	previously	adopted	

Prevent	reintroduction	for	6	months	 Motion	shall	be	in	order	immediately	
following	the	defeat	of	a	substantive	
motion	

Renewal	of	motion		 A	motion	that	is	defeated	may	be	
renewed	at	any	later	meeting	unless	a	
motion	to	prevent	reconsideration	has	
been	adopted	

Withdrawal	of	a	motion	 A	motion	may	be	withdrawn	by	the	
introducer	at	any	time	before	it	is	
amended	or	before	the	chair	puts	the	
motion	to	a	vote,	whichever	occurs	first	

	
OPEN	MEETINGS	LAW	
	
The	North	Carolina	Open	Meetings	Law	guarantees	all	North	Carolina	residents	a	
right	of	access	to	government	meetings	and	records;	it	contains	several	basic	
requirements,	which	are	most	important	for	members	of	citizen	advisory	councils	
to	familiarize	themselves	with.		Excerpts	of	the	Law	are	in	this	handbook.		A	
complete	publication	of	the	Open	Meeting	Law	is	provided	to	the	chair	of	each	
citizen	advisory	council.		A	copy	is	also	on	file	in	the	office	of	the	Clerk	to	the	
Board	and	available	for	inspection.		
	
	
Back	to	Contents	
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Basic	Requirements	of	the	Open	Meetings	Law	
	

1. All	meetings	of	any	citizen	advisory	council	must	be	public	meetings	and	
open	to	the	public	at	all	times.	

2. The	citizen	advisory	council	must	provide	reasonable	notice	of	all	such	
meetings	so	as	to	allow	the	public	a	chance	to	be	present.		

3. The	minutes	of	a	meeting	of	any	citizen	advisory	council	must	be	recorded	
in	a	timely	manner.		The	minutes	do	not	need	to	be	verbatim;	however,	
they	should	briefly	summarize	the	events	of	the	meeting.		A	sample	of	
minutes	is	included	within	this	handbook	under	the	Citizen	Advisory	Council	
Guidelines	section.		

	
The	Open	Meetings	Law	is	applicable	to	elected	and	appointed	citizen	advisory	
councils.		
	
Any	gathering,	whether	formal	or	informal,	of	a	majority	of	members	of	a	citizen	
advisory	council	can	be	in	violation	of	the	North	Carolina	Open	Meetings	Law	
particularly	if	they	discuss	anything	that	may	come	up	before	the	citizen	advisory	
council	in	the	foreseeable	future.		Even	if	a	majority	of	the	members	of	a	citizen	
advisory	council	do	not	physically	meet,	but	communicate	through	another	
means,	they	may	be	in	violation	of	Open	Meetings	Law.		
	
Communications	That	May	Be	In	Violation	
	

1. Written	communications	where	comments	are	circulated	to	members	
2. Telephone	conversations	among	members	regarding	issues	to	be	voted	

upon	or	to	be	discussed	at	future	citizen	advisory	council	meetings	
3. Use	of	computers	to	convey	messages	or	reports	to	other	members			

	
PUBLIC	RECORDS	LAW	
	
The	Public	Records	Law	determines	what	is	to	be	considered	a	public	record.		Any	
documents	such	as	agendas,	back-up	material,	and	minutes	of	the	meeting	would	
be	open	to	public	inspection.			
	
As	a	citizen	advisory	council	member,	one	must	disclose	and	submit	as	part	of	the	
official	record	any	correspondence	received,	regardless	of	the	physical	form.		
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North	Carolina	General	Statutes	has	a	very	broad	definition	of	“public	record”,	
generally	unlimited	by	the	form	of	the	material	in	question	or	by	the	
circumstances	under	which	it	was	received	or	created.		The	statute	begins	by	
including	within	the	definition	not	only	documents	and	other	papers,	but	also	
“maps,	books,	photographs,	films,	sound	recordings,	magnetic	or	other	tapes,	
electronic	data	processing	records,	(and)	artifacts…regardless	of	physical	form	or	
characteristics.”		The	statute	then	goes	on	to	state	that	“public	record”	means	the	
listed	items	“made	or	received	pursuant	to	law	or	ordinance	in	connection	with	
the	transaction	of	public	business”.		The	complete	Public	Records	Law	for	North	
Carolina	is	on	file	in	the	office	of	the	Clerk	to	the	Board	and	available	for	
inspection.			
	
CONFLICT	OF	INTEREST	(NCGS	160A-75)	
	
This	law	requires	that	all	citizen	advisory	council	members	disclose	any	financial	
interests	they	have,	and	they	must	abstain	from	participating	in	any	matters	
before	their	citizen	advisory	council	that	may	have	an	impact	on	their	financial	
interest.		In	effect,	if	a	citizen	advisory	council	member	does	business	with	a	
person	coming	before	the	citizen	advisory	council,	it	is	essential	for	that	member	
to	not	participate	in	the	proceedings,	or	he/she	will	be	in	violation	of	the	law.		
Additionally,	pursuant	to	this	law,	members	of	citizen	advisory	councils	are	
required	to	abstain	from	voting	if	a	conflict	of	interest	is	involved;	this	means	that	
they	may	not	vote	on	any	matter,	which	may	have	an	impact	on	themselves,	on	a	
family	member,	or	on	someone	who	retains	their	service.			
	
No	member	shall	be	excused	from	voting	except	upon	matters	involving	a	conflict	
of	interest.		In	all	other	cases,	a	failure	to	vote	by	a	member	who	is	physically	
present	and	has	not	been	excused	by	a	majority	vote	of	the	remaining	members	
present	shall	be	recorded	as	an	affirmative	vote.	
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The	following	citizen	advisory	councils,	appointed	by	the	Board	of	
Commissioners,	provide	for	increased	citizen	input	and	participation	in	
determining	County	policies	and	procedures:	
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ABANDONED	CEMETERIES	BOARD	
	
Creation:	

• NCGS	65-1	
• County	Ordinance	Chapter	5.1	
• Bylaws	of	May	8,	1989	

	
Purposes/Duties:	

• Advisory	to	Board	of	Commissioners	
• Reviews	and	maintains	present	list	of	cemeteries	and	determines	which	

meet	abandoned	cemetery	definition	
• Determines	County’s	role	regarding	protection	and	maintenance	of	

abandoned	cemeteries	and	recommends	how	the	County	can	fulfill	its	
obligation	economically	

• Lays	out,	defines	and	marks	boundary	lines	of	abandoned	cemeteries	
• Encourages	protection	and	maintenance	of	abandoned	cemeteries	
• Develops	public	information	program	
• Investigates	reported	encroachments	of	abandoned	cemeteries	
• Prepares	and	keeps	a	list	of	all	public	cemeteries	in	the	County	on	file	in	the	

Register	of	Deeds	office			
	
Membership	and	Member	Qualifications:	

• Not	to	exceed	5	members	
• All	members-at-large	
• Members	serve	at	the	will	of	the	Board	of	Commissioners	until	a	

replacement	is	needed	
• Anniversary	month	is	September	

	
Meeting	Schedule:	The	Abandoned	Cemeteries	Board	meets	at	11:00	a.m.	on	the	
second	Wednesday	of	the	months	of	March,	June,	September	and	November	in	
the	conference	room	of	the	Tax	Administration	Office	located	at	20	E.	Morgan	
Street,	Brevard.	
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AGRICULTURAL	ADVISORY	BOARD	
	
Creation:	

• NCGS	106-739	
• County	Ordinance	Chapter	16,	Article	VIII	(05/11/96)	

	
Purposes/Duties:	

• Advisory	to	the	Board	of	Commissioners	on	issues	affecting	the	agricultural	
economy	or	activities	within	Transylvania	County		

• Facilitates	communications	with	non-farming	Transylvanians	
• Protects	the	rural	nature	and	character	of	the	County	
• Encourages	and	protects	the	economic	viability	of	the	agricultural	

community		
• Increases	the	protection	of	the	agricultural	community	from	adverse	

complaints	
• Increases	identity	and	pride	in	the	agricultural	community	and	its	way	of	

life	
• Reviews	and	approves	or	disapproves	applications	for	qualified	farmland	

and	voluntary	farmland	districts	
• Holds	public	hearings	pursuant	to	ordinance	

	
Membership	and	Member	Qualifications:	

• 7	members	appointed	by	the	Board	of	Commissioners			
• 5	of	the	7	members	shall	be	actively	engaged	in	farming;	the	others	shall	be	

from	the	non-farming	community.			
• Members	serve	a	3-year	term	(staggered),	2-	term	limit	
• Terms	expire	in	April			
• Chair	is	elected	annually	by	the	membership	

	
Meeting	Schedule:	The	Agricultural	Advisory	Board	meets	the	second	Thursday	of	
the	months	of	January,	March,	May,	July,	September	and	November	at	10:00	a.m.	
in	the	Community	Services	Building	Conference	Room,	located	at	98	E.	Morgan	St.,	
Brevard.			
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BLUE	RIDGE	COMMUNITY	COLLEGE	BOARD	OF	TRUSTEES	
	
Creation:	

• NCGS	115D-12	
	
Purposes/Duties:	

• Carries	out	goals,	philosophy	and	objectives	of	the	college	
• Employs	and	oversees	chief	executive	
• Establishes	comprehensive	set	of	policies	to	govern	college	district	
• Provides	oversight	for	the	operation	of	the	college	and	the	administration	

of	local	and	state	policies	and	statutes	
• Responsible	for	the	stewardship	of	the	college’s	physical	resources	and	

property	
	
Membership	and	Member	Qualifications:	

• 2	members	appointed	by	the	Board	of	Commissioners	
• Members	serve	a	4-year	term	

	
Meeting	Schedule:	The	Blue	Ridge	Community	College	Board	of	Trustees	meets	
bimonthly	on	the	second	Wednesday	of	the	month.		Four	of	the	meetings	are	
held	at	the	Flat	Rock	Campus.		Two	meetings	per	year	are	held	at	the	Transylvania	
Campus.		Meetings	are	open	to	the	public.		For	further	information,	call	694-1705.	
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BOARD	OF	EQUALIZATION	AND	REVIEW	
	
Creation:	

• NCGS	105-322,	Article	21	
• Resolution	26-01	dated	12/10/01	and	amended	01/28/02	
• Resolution	38-04	dated	12/13/04	

	
Purposes/Duties:	 	

• Review	county	tax	records	for	the	current	year	(NCGS	105-322	(g)(1))	
• Hear	appeals	from	those	who	own	or	control	taxable	property	with	regard	

to	the	listing	or	appraisal	of	their	property,	or	the	property	of	other	
taxpayers	(NCGS	105-322	(g)(2))	

	
Membership	and	Member	Qualifications:	

• 5	member	board	appointed	by	the	Board	of	Commissioners	
• Staggered	3	year	terms;	no	term	limits	
• Must	have	lived	in	the	County	for	at	least	one	year	immediately	preceding	

the	appointment	and	own	property	in	Transylvania	County	
• Chair	appointed	annually	by	Board	of	Commissioners	

	
Meeting	Schedule:	The	Board	of	Equalization	and	Review	meets	as	needed	to	
review	records	and	hear	appeals	according	to	NCGS.			
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BOARD	OF	HEALTH	
	
Creation:	

• NCGS	130A-39	
• Bylaws	(07/11/00)	

	
Purposes/Duties:	

• Policymaking,	rulemaking	and	adjudicatory	body	for	County	Health	
Department	

• Responsibility	to	protect	and	promote	the	public	health	
• May	impose	a	fee	for	services	to	be	rendered	by	the	Transylvania	County	

Health	Department	
	
Membership	and	Member	Qualifications:	

• 11	members	appointed	by	the	Board	of	Commissioners	according	to	
categories	(General	Public,	Physician,	Dentist,	Optometrist,	Veterinarian,	
Registered	Nurse,	Pharmacist,	County	Commissioner,	Professional	Engineer)	

• Members	serve	a	3-year	term	(staggered),	2-term	limit;	terms	expire	in	
December	

• Members	must	live	in	the	County			
• The	chair	and	vice-chair	are	appointed	annually	by	its	membership	

	
Meeting	Schedule:		The	Board	of	Health	meets	on	the	second	Tuesday	of	each	
month	at	6:00	p.m.	in	the	Community	Services	Building,	located	at	98	E.	Morgan	
St.,	Brevard.		

	
	
	
	
	
	
	
	
Back	to	Contents	



19	
	

BREVARD	BOARD	OF	ADJUSTMENT	&	APPEAL	
	
Creation:	

• Governed	by	provisions	of	NCGS	160A-388	
• City	Ordinances	

	
Purposes/Duties:	

• Has	powers	and	duties	of	administrative	review	of	appeals	against	code	
enforcement	officer	

• To	consider	requests	for	variances	from	the	provisions	in	the	Zoning	
Ordinance	and	Flood	Ordinance	

• To	interpret	unclear	parts	of	the	Zoning	Ordinance	
• To	hear	and	decide	on	waivers	or	delays	in	the	paving	requirements	for	

driveway	or	parking	areas	
• To	consider	requests	for	special	exception	permits	
• To	hear	appeals	from	the	provisions	in	the	Tree	Protection	Ordinance	and	

in	the	Historic	Districts	and	Landmarks	Ordinance	

	
Membership	and	Member	Qualifications:	

• 8	members:		2	members	+	1	alternate	appointed	by	the	Board	of	
Commissioners,	and	3	members	+	2	alternates	appointed	by	the	City	of	
Brevard	

• County	representatives	must	live	outside	of	Brevard	City	limits	but	within	the	
area	of	extraterritorial	jurisdiction	(ETJ)	

• Members	serve	a	3-year	term	(staggered),	2-term	limits;	terms	expire	in	
September	

• The	chair	and	vice	chair	are	elected	annually	by	its	membership.	 		

	
Meeting	Schedule:	Meetings	for	the	Brevard	Board	of	Adjustment	&	Appeal	are	
held	the	second	Tuesday	of	each	month	at	7:00	p.m.	in	the	City	Hall	Council	
Chambers.	
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BREVARD	PLANNING	&	ZONING	
	
Creation:	 

• NCGS	160A-361,	160A-362 

• City	Ordinance	
	
Purposes/Duties:	

• Advisory	to	the	Board	of	Commissioners	and	Brevard	City	Council	
• Prepares	and	manages	a	comprehensive	and	coordinated	plan	for	the	

physical	development	of	the	area	within	the	City	and	the	extraterritorial	
area	

• Establishes	principles	and	policies	for	guiding	action	in	the	development	of	
the	area	

• Recommends	to	the	City	Council	proper	and	orderly	development	indicated	
in	the	comprehensive	plan	

• Determines	whether	specific	proposed	developments	conform	to	the	
principles	and	requirements	of	the	comprehensive	plan	for	the	growth	and	
improvement	of	this	area	

	
Membership	and	Member	Qualifications:	

• 7	members:		3	members	representing	the	County	appointed	by	the	Board	of	
Commissioners,	4	members	representing	the	City	of	Brevard	appointed	by	
City	Council	

• County	representatives	must	live	outside	the	Brevard	City	limits	but	within	
the	area	of	extraterritorial	jurisdiction	(ETJ)	

• Members	serve	a	3-year	term	(staggered),	2	term	limit;	terms	expire	in	
December	

• The	chair	is	elected	annually	by	the	membership	from	one	of	the	members	
appointed	by	City	Council	 	

	
Meeting	Schedule:	Meetings	of	the	Brevard	Planning	&	Zoning	Board	are	held	on	
the	third	Tuesday	of	each	month	at	7:00	pm	in	the	City	Hall	Council	Chambers.		
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CHILD	FATALITY	PREVENTION	TEAM	
	
Creation:	

• NCGS	143-576.1(b)	and	143-576.3(1)	

	
Purposes/Duties:	

• Advisory	to	the	Board	of	Commissioners	
• Reviews	medical	examiner	reports,	death	certificates	and	other	records	for	

deceased	county	residents	under	age	18	
• Promotes	understanding	of	the	causes	of	childhood	deaths	
• Identifies	deficiencies	in	the	delivery	of	services	to	children	and	families	by	

public	agencies	
• Makes	and	carries	out	recommendations	for	changes	that	will	prevent	

future	child	deaths	

	
Membership	and	Member	Qualifications:	

• 16	members	on	the	local	team,	4	members	(by	category)	of	which	are	
appointed	by	the	Board	of	Commissioners	

• Members	serve	a	3-year	term	(staggered),	no	term	limit	
• Terms	expire	in	June	
• The	chair	is	elected	by	members	of	the	local	team	

	
Meeting	Schedule:	Local	team	shall	meet	at	least	four	times	each	year.		Contact	
884-3135	for	further	information.		
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COMMUNITY	CHILD	PROTECTION	TEAM	
	
	Creation:	

• Executive	Order	No.	142	(05/01/91)	
• NCGS	143-576.1	and	143.576.2	

	
Purposes/Duties:	

• Advisory	to	Department	of	Social	Services	
• Ensures	appropriate	community	involvement	in	the	protection	of	the	

children	
• Assists	the	County	Department	of	Social	Services	in	evaluating	allegations	

of	maltreatment,	and	in	planning	and	providing	services	to	prevent	further	
abuse	or	neglect	

	
Membership	and	Member	Qualifications:	

• Membership	includes	Social	Services	Director,	Social	Services	employee,	
local	law	enforcement,	attorney	from	District	Attorney’s	office,	medical	
professional,	executive	director	of	community	action	agency,	school	
superintendent	or	personnel,	Social	Services	Board	member,	and	3-5	
members	appointed	by	the	Board	of	Commissioners	

• Members	serve	a	3-year	term	(staggered),	no	term	limit	
• Terms	expire	in	July	
• The	chair	shall	be	the	Social	Services	Director	 	

	
Meeting	Schedule:	Local	team	meets	at	least	quarterly.		Contact	884-3174	for	
more	information.	
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COUNCIL	ON	AGING	
	
Creation:	

• Older	Americans	Act	of	1965	
• NCGS	143B-181.1,	et.	seq.	
• Established	by	Resolution	187-91	(08/12/91)	and	amended	12/13/99,	

05/13/02	and	08/12/02	
• Bylaws	dated	11/25/91	and	amended	12/13/99,	05/13/02,	08/12/02,	and	

4/12/10	
	
Purposes/Duties:	

• Advisory	to	Land-of-Sky	Regional	Council	
• Serves	as	an	advocate	for	interests	of	all	older	adults	in	Transylvania	County	
• Brings	existing	programs,	services	and	activities	to	the	attention	of	

agencies,	organizations	and	citizens	
• Creates	awareness	of	existing	and	potential	problems,	and	promotes	and	

develops	new	programs	to	help	meet	these	problems	
• Assists	lead	agency	for	aging	services	in	decision	making	activities	
• Makes	recommendations	to	the	Board	of	Commissioners	for	appointments	

to	the	Regional	Council	on	Aging	
• Plans	and	coordinates	the	Home	and	Community	Care	Block	Grant	funding	

for	aging	services	in	Transylvania	County.			
	
Membership	and	Member	Qualifications:	

• 17	members	
• Members	serve	a	3-year	term	(staggered),	2-term	limit	
• Terms	expire	in	August	
• The	chair	shall	serve	on	the	Area	Council	on	Aging	and	is	appointed	annually	

by	the	membership	
• The	Senior	Tar	Heel	Delegate	is	elected	by	the	Tar	Heel	Legislature	in	

January,	for	a	term	of	two	years.	
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Meeting	Schedule:	The	Council	on	Aging	meets	the	fourth	Monday	of	the	months	
of	January,	March,	May,	July,	September,	&	November	at	3:30	p.m.	in	the	Social	
Services	Building	Conference	Room.	
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JOINT	HISTORIC	PRESERVATION	COMMISSION	
	
Creation:	

• NCGS	160A-400.1-14	
• Agreement	Designating	a	Joint	Historic	Preservation	Commission	

(06/07/93)	
• County	Ordinance	Chapter	16,	Article	IV	(11/14/94)	and	amended	12/09/96	
• Bylaws	(11/14/94)	

	
Purposes/Duties:	

• Advisory	to	the	Board	of	Commissioners,	the	City	of	Brevard	and	the	Town	
of	Rosman	

• Safeguards	the	heritage	of	the	County	by	preserving	any	historic	district	or	
landmark	therein	that	embodies	important	elements	of	its	culture,	history,	
architectural	history	or	prehistory	

• Promotes	the	use	and	conservation	of	such	district	or	landmark	for	the	
education,	pleasure	and	enrichment	of	the	residents	of	the	Town,	City	and	
County	

	
Membership	and	Member	Qualifications:	

• 9	members	appointed	from	the	County,	Brevard	and	Rosman	
• Members	shall	demonstrate	an	interest,	competence	or	knowledge	in	

historic	preservation,	and	shall	show	special	interest,	experience	or	
education	in	history,	architecture,	archaeology	or	related	fields	

• Members	serve	a	3-year	term	(staggered),	2-term	limit	
• Terms	expire	in	May	
• Members	serve	without	compensation	except	for	out-of-pocket	expenses	
• The	chair	is	appointed	annually	by	its	membership	

	
Meeting	Schedule:	The	Joint	Historic	Preservation	Commission	meets	at	4:00	pm	
on	the	second	Tuesday	of	each	month	in	the	Community	Services	Building	
Conference	Room,	located	at	98	E.	Morgan	St.,	Brevard.			
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JURY	COMMISSION	
	
Creation:	

• NCGS	9-1	and	9-2	

	
Purposes/Duties:	

• Responsible	for	preparation	of	jury	list	using	the	voter	registration	records	
of	the	County	or	other	sources	as	allowed	by	law	

• Works	with	the	Clerk	of	Superior	Court	

	
Membership	and	Member	Qualifications:	

• 3	members:	1	appointed	by	Board	of	Commissioners,	1	member	appointed	
by	the	Resident	Superior	Court	Judge	and	1	member	appointed	by	the	Clerk	
of	Superior	Court	

• Appointees	must	be	qualified	voters	of	the	County			
• Members	serve	a	2-year	term,	no	term	limit	
• The	term	expires	in	June	
• Compensation	shall	be	fixed	by	the	Board	of	Commissioners.		 	

	
Meeting	Schedule:		The	Jury	Commission	meets	as	needed.		
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JUVENILE	CRIME	PREVENTION	COUNCIL	
	
Creation:	

• Juvenile	Justice	Reform	Act	of	1998	
• NCGS	147-33.61,	et.	seq.	(repealed	effective	7/20/2000)	
• NCGS	143B-543	(recodified	as	NCGS	143B-800-851	by	S.L.	2011-145	

effective	1/1/2012)	

	
Purposes/Duties:	

• Develops	community-based	delinquency	and	substance-abuse	prevention	
strategies	and	programs	

• Ensures	that	appropriate	community-based	intermediate	dispositions	for	
adjudicated	juveniles	are	available	

	
Membership	and	Member	Qualifications:	

• Up	to	25	members	appointed	by	the	Board	of	Commissioners	
• Composed	of	certain	qualified	people,	and	up	to	7	members	from	the	

community-at-large	
• Members	serve	a	2-year	term	(staggered),	no	term	limit	
• Terms	expire	in	June	
• The	chair	and	vice	chair	are	elected	annually	by	the	council	membership	

	
Meeting	Schedule:	The	Juvenile	Crime	Prevention	Council	meets	at	8:00	a.m.	on	
the	third	Friday	of	each	month	in	the	Morris	Education	Center,	located	at	225	
Rosenwald	Lane,	Brevard.		
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LIBRARY	BOARD	OF	TRUSTEES	
	
Creation:	

• NCGS	153A-265	and	–	266	
• County	Ordinance	establishing	the	public	library	(06/28/82)	
• Bylaws	(01/21/1986,	09/14/2006,	01/15/2015	)	

	
Purposes/Duties:	

• Advisory	to	the	Board	of	Commissioners	
• Formulates	programs,	policies	and	regulations	for	the	library	
• Makes	annual	report	to	Board	of	Commissioners	

	
Membership	and	Member	Qualifications:	

• 6	member	board,	all	citizens-at-large	
• Members	serve	a	3-year	term	(staggered),	2-term	limit	
• Terms	expire	in	July	
• The	chair	is	elected	annually	by	its	membership	 	

	
Meeting	Schedule:	Meetings	are	held	on	the	third	Thursday	of	the	months	of	
January,	March,	May,	July,	September	and	November	in	the	Connestee	
Conference	Room	on	the	second	floor	of	the	Transylvania	County	Library,	located	
at	212	S.	Gaston	St.,	Brevard.		The	Library	Foundation	Board	of	Directors	meets	at	
3:30	p.m.	immediately	followed	by	the	Board	of	Trustees.		
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NURSING	&	ADULT	CARE	HOMES	ADVISORY	COUNCIL	
	
Creation:	

• House	Bill	1098	(07/10/81)	
• NCGS	131E-128	

	
Purposes/Duties:	

• Advisory	to	Land-of-Sky	Regional	Council	
• Works	to	ensure	quality	care	for	persons	residing	in	long-term	care	facilities	
• Has	legislative	authority	to	monitor	the	Patients’/Residents’	Bill	of	Rights	
• Promotes	community	involvement	and	cooperation	within	the	homes	
• Provides	public	education	pertaining	to	long-term	care	issues	
• Assists	residents/patients	in	grievance	resolution	
• Initial	training	is	required,	and	members	regularly	visit	nursing	homes	and	

adult	care	facilities	in	the	County	

	
Membership	and	Member	Qualifications:	

• 8	members	appointed	by	the	Board	of	Commissioners	
• Members	must	live	in	Transylvania	County	and	cannot	have	an	interest	in	any	

of	the	County’s	facilities	
• Members	serve	an	initial	term	of	1	year;	any	subsequent	term	is	for	3	years	

(staggered);	no	term	limit	
• Terms	expire	in	June	
• The	chair	is	appointed	annually	by	its	membership		

	
Meeting	Schedule:	The	Nursing	&	Adult	Care	Homes	Advisory	Committee	meets	
at	11:00	am	on	the	second	Monday	of	the	months	of	January,	April,	July,	and	
October	at	The	Children’s	Center.		
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PARKS	AND	RECREATION	COMMISSION	
	
Creation:	

• By	order	of	the	Board	of	Commissioners	on	2/24/2014	and	effective	
6/01/2014	to	combine	the	Parks	Commission	and	Recreation	Advisory	
Board	into	the	Parks	and	Recreation	Commission	
	

Purposes/Duties:	
• Advisory	to	the	Parks	and	Recreation	Director	and	Board	of	Commissioners	

on	matters	related	specifically	to	parks	and	recreation	facilities,	recreation	
programs,	community	health	and	wellness,	special	events,	partner	
organizations,	and	related	parks	and	recreation	subjects	

	
Membership	and	Member	Qualifications:	

• 9-members	appointed	by	the	Board	of	Commissioners	
• Members	serve	a	3-year	term	(staggered);	2-term	limit	
• Terms	expire	in	June	
• Chair	is	elected	annually	by	its	membership	

	
Meeting	Schedule:	The	Parks	and	Recreation	Commission	meets	at	6:30	p.m.	on	
the	third	Tuesday	of	each	month	in	the	Transylvania	Activity	Center	on	Ecusta	
Road.		
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PERSONNEL	BOARD	
	
Creation:	 	

• NCGS	153A-95	
• Resolution	#35	(07/25/88)	and	amended	01/28/97	

	
Purposes/Duties:	 	

• Advisory	to	the	Board	of	Commissioners	
• Performs	such	duties	as	assigned	by	the	Board	of	Commissioners	and/or	the	

County	Manager	relating	to	personnel	
• All	actions	and	duties	performed	by	the	board	shall	be	consistent	with	state	

law	and	may	not	supersede	or	abrogate	the	intent	of	state	law	or	state	
personnel	policies	

	
Membership	and	Member	Qualifications:	

• 7	member	board	appointed	by	the	Board	of	Commissioners	
• Members	serve	a	3-year	term	(staggered),	2-	term	limit	
• Terms	expire	in	February	
• The	chair	is	elected	annually	by	its	membership	 	

	
Meeting	Schedule:	The	Personnel	Board	meets	at	3:30	p.m.	on	the	fourth	
Wednesday	of	the	months	of	February,	May,	August	and	November	in	the	
Administration	Building	conference	room,	located	at	101	S.	Broad	Street,	Brevard.			
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PLANNING	BOARD/BOARD	OF	ADJUSTMENT	
	
Creation:	

• NCGS	153A-321	&	153A-322	
• County	Ordinance	Chapter	16,	Article	II	(12/14/81)	and	amended	11/28/94	
• Board	of	Adjustment	enacted	by	the	Pisgah	Forest	Community	Zoning	

Ordinance	effective	8/1/2010.		Article	X,	Section	6.	
	
Purposes/Duties:	

• Advisory	to	the	Board	of	Commissioners	
• Gathers	statistical	information	pertaining	to	areas	within	its	jurisdiction	
• Develops	and	recommends	principles	and	policies	for	guiding	development	
• Prepares	and	maintains	a	comprehensive	and	coordinated	plan	for	physical	

development	
• Prepares	and	recommends	ordinances	promoting	orderly	development	

following	the	comprehensive	plan,	and	determines	whether	proposed	
developments	conform	to	the	comprehensive	plan	

• Annually	reviews	comprehensive	plan	and	submits	in	May	of	each	year	an	
annual	report	to	the	Board	of	Commissioners	

• Also	serves	as	the	Board	of	Adjustment	
	
Membership	and	Member	Qualifications:	

• 7	member	board	appointed	by	the	Board	of	Commissioners	
• Members	serve	a	3-year	term	(staggered),	2-	term	limit	
• Terms	expire	in	January	
• The	chair	is	appointed	annually	by	its	membership	
• 2	alternates	are	also	appointed	by	the	Board	of	Commissioners	to	serve	in	

the	absence	of	a	regular	Board	of	Adjustment	member	
• Alternates	shall	serve	3-year	terms	

	
Meeting	Schedule:	The	Planning	Board	meets	at	7:00	pm	on	the	third	Thursday	of	
each	month	in	the	Community	Services	Building	conference	room,	located	at	98	E.	
Morgan	St.	Brevard.		
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SOCIAL	SERVICES	BOARD	
	
Creation:		

• NCGS	108A	
	
Purposes/Duties:	

• Advisory	to	the	Department	of	Social	Services	
• Hires	and	provides	support	and	guidance	for	the	Social	Services	Director	
• Advises	local	authorities	on	social	conditions	and	needs	in	the	community	
• Helps	ensure	effectiveness,	efficiency,	fairness	and	excellence	in	the	public	

social	services	system	

	
Membership	and	Member	Qualifications:	

• 5	member	board:	2	members	of	which	are	appointed	by	the	Board	of	
Commissioners,	2	members	who	are	appointed	by	the	NC	Social	Services	
Commission,	and	1	member	who	is	elected	by	these	4	appointed	members	

• Members	must	live	within	Transylvania	County	
• Members	serve	a	3-year	term	(staggered),	2-	term	limit			
• Terms	expire	in	June	
• The	chair	is	elected	annually	by	its	membership.	 	 	

	
Meeting	Schedule:	The	Social	Services	Board	meets	at	9:00	a.m.	on	the	fourth	
Tuesday	of	each	month	in	the	Social	Services	Building	conference	room,	located	
at	106	E.	Morgan	St.,	Brevard.		
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TOURISM	DEVELOPMENT	AUTHORITY	
	
Creation:	 	

• Senate	Bill	948	passed	in	1985	
• NCGS	105-164.4(3)	
• Ordinance	and	Resolution	(08/25/86)	
• County	Resolution	53-86	(11/22/86)	and	amended	02/25/91	
• Bylaws	dated	01/24/02	

	
Purposes/Duties:	

• Advisory	to	the	Board	of	Commissioners	
• Strengthens	and	balances	Transylvania’s	economy	by	promoting	travel	and	

tourism	in	the	County,	thereby	enhancing	the	economic	well-being	of	our	
residents	and	ensuring	a	quality	experience	to	our	visitors	

	
Membership	and	Member	Qualifications:	

• 7	member	board	consisting	of	1	Commissioner,	1	City	Councilman,	1	
appointed	by	the	Chamber	of	Commerce,	2	owners	of	hotels/motels/inns,	
and	2	interested	in	tourist	business	

• Members	serve	a	3-year	term	(staggered),	2-	term	limit	
• Terms	expire	in	December	
• The	chair	is	elected	annually	by	its	membership.	 	 	

	
Meeting	Schedule:	The	Tourism	Development	Authority	meets	at	8:30	a.m.	on	the	
fourth	Thursday	of	each	month	in	the	Brevard/Transylvania	County	Chamber	of	
Commerce	conference	room,	located	at	175	E.	Main	St.,	Brevard.		
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TRANSPORTATION	(ROADS)	ADVISORY	COMMITTEE	
	
Creation:	

• County	Resolution	124-89	(5/08/1989)	and	amended	6/14/1993	and	
6/12/2000	

	
Purposes/Duties:	

• Advisory	to	the	North	Carolina	Department	of	Transportation	and	the	
Board	of	Commissioners	

• Develops	and	maintains	a	comprehensive	plan	prioritizing	and	listing	the	
road	needs	of	the	County	

• Prepares	and	submits	an	annual	road	needs	report	and	recommendations	
for	the	Transportation	Improvement	Plan	(TIP)	

• Serves	as	the	contact	point	for	citizens	with	road-related	concerns	and	
assists	them	to	contact	the	proper	agency	or	person	to	facilitate	resolving	
their	concerns	

	
Membership	and	Member	Qualifications:	

• 9	member	board	appointed	by	the	Board	of	Commissioners,	with	1	
appointed	to	represent	City	of	Brevard	and	1	appointed	to	represent	Town	
of	Rosman,	based	on	recommendations	from	the	City	and	Town	

• Members	serve	3-year	terms	(staggered);	2-term	limit	
• Terms	expire	in	May	
• Chair	is	appointed	annually	by	the	membership	

	
Meeting	Schedule:	The	Transportation	Committee	meets	at	7:00	p.m.	on	the	first	
Tuesday	of	the	first	month	of	each	quarter	(January,	April,	July	&	October)	in	the	
County	Administration	Building,	101	S.	Broad	St.,	Brevard.		
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TRANSYLVANIA	NATURAL	RESOURCES	COUNCIL	
	
Creation:	

• Created	on	March	22,	2004	by	the	Board	of	Commissioners	
• Bylaws	approved	03/22/04,	amended	11/9/15	

	
Purposes/Duties:	

• Advisory	to	the	Board	of	Commissioners	
• Studies,	reviews	and	inventories	Transylvania	County’s	natural	resources	

and	recommends	through	the	County	Manager	to	the	Board	of	
Commissioners	County	policies,	procedures,	ordinances	and	changes	to	
general	statutes	to	responsibly	manage	the	County’s	natural	resources	and	
promote	the	environment	

• Promotes	education	and	understanding	of	county’s	natural	resources	

	
Membership	and	Member	Qualifications:	

• 15	member	board	appointed	by	the	Board	of	Commissioners	
• Members	serve	a	3-year	term	(staggered),	2-	term	limit	
• Terms	expire	in	September		
• The	chair	is	appointed	annually	by	its	membership		
• Orientation	and	annual	training	sessions	are	held	in	January	

	
Meeting	Schedule:	The	Transylvania	Natural	Resources	Council	meets	at	9:00	a.m.	
on	the	second	Friday	of	each	month	in	the	Community	Services	conference	room,	
located	at	98	E.	Morgan	St.,	Brevard.		
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WESTERN	CAROLINA	COMMUNITY	ACTION	BOARD	OF	TRUSTEES	
	
Creation:		

• Federal	Regulations,	Title	45,	Chapter	X,	Subpart	1062.2(i)	
	
Purposes/Duties:	

• Advises	and	manages	programs	designed	to	assist	families	and	individuals	to	
become	independent	and	self-sufficient		

	
Membership	and	Member	Qualifications:	

• 17	member	regional	board,	of	which	2	members	are	appointed	by	the	Board	
of	Commissioners	

• Members	serve	a	3-year	term	
• Terms	expire	in	August	

		 	 	
Meeting	Schedule:	Meets	the	second	Thursday	of	each	month	at	6:00	p.m.	at	the	
Lion’s	Den	in	Etowah.	
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WORKFORCE	DEVELOPMENT	BOARD	
	
Creation:	

• NCGS	143B-438.6,	et	seq.		
• Workforce	Investment	Act	of	1998	
• Public	Law	105-220	
• Mountain	Local	Area	Consortium	Agreement	(12/08/03)	

	
Purposes/Duties:	

• Advisory	to	the	Board	of	Commissioners	
• A	Service	Delivery	Area	which	monitors	and	advises	the	area	One-Stop	Career	

Centers	and	all	agencies	receiving	financial	funding	under	the	Workforce	
Investment	Act	

	 	
Membership	and	Member	Qualifications:	

• A	29-member	regional	board	of	which	4	members	are	appointed	by	the	
Board	of	Commissioners	of	Transylvania	County	

• Members	serve	a	3-year	term	(staggered),	2-	term	limit		
• Terms	expire	in	May	

	
Meeting	Schedule:	The	Workforce	Development	Board	meets	the	last	Tuesday	of	
each	month	at	3:00	p.m.	in	the	Mountain	Area	Joblink	Career	Center	located	in	
the	Maple	Building	on	the	campus	of	AB	Tech.		For	more	information,	call	(828)	
250-4760.			
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CITIZEN	ADVISORY	COUNCILS	BY	GROUPINGS	
COMMUNITY	DEVELOPMENT	

Abandoned	Cemeteries	Board	 Page	#	14	
Agricultural	Advisory	Board	 Page	#	15	
Joint	Historic	Preservation	Commission	 Page	#	25	
Planning	Board	 Page	#	32	
Tourism	Development	Authority	 Page	#	34	
Transportation	Advisory	Committee	 Page	#	35	
Transylvania	Natural	Resources	Council	 Page	#	36	
Workforce	Development	Board	 Page	#	38	

CULTURAL	
Library	Board	of	Trustees	 Page	#	28	
Parks	and	Recreation	Commission	 Page	#	30	
Tourism	Development	Authority	 Page	#	34	
Transylvania	Natural	Resources	Council	 Page	#	35	

EDUCATION	
Blue	Ridge	Comm.	Coll.	Bd.	of	Trustees	 Page	#	16	
Library	Board	of	Trustees	 Page	#	28	

HUMAN	SERVICES	
Board	of	Health	 Page	#	18	
Child	Fatality	Prevention	Team	 Page	#	21	
Community	Child	Protection	Team	 Page	#	22	
Council	on	Aging	 Page	#	23	
Juvenile	Crime	Prevention	Council	 Page	#	27	
Nursing	&	Adult	Care	Homes	Advisory	
Committee	

	
Page	#	29	

Personnel	Board	 Page	#	31	
Social	Services	Board	 Page	#	33	
Western	Carolina	Community	Action	 Page	#	37	

REGULATORY	
Board	of	Equalization	&	Review	 Page	#	17	
Board	of	Health	 Page	#	18	
Brevard	Board	of	Adjustment	&	Appeal	 Page	#	19	
Brevard	Planning	&	Zoning	Board	 Page	#	20	
Jury	Commission	 Page	#	26	
Planning	Board	 Page	#	32	
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STAFF	FACILITATOR	CONTACTS	
Citizen	Advisory	Council	 Staff	Facilitator	 Phone	#	
Abandoned	Cemeteries	
Board	

Administration	 884-3100	

Agricultural	Advisory	
Board	

Soil	&	Water	Conservation;	County	
Extension	Agent	

884-3230;		
884-3109	

Blue	Ridge	Community	
College	Board	of	Trustees	

Blue	Ridge	Community	College	
President	

694-1705	

Board	of	Equalization	&	
Review	

Tax	Administrator	 884-3200	

Board	of	Health	 Health	Director	 884-3135	
Brevard	Board	of	
Adjustment	&	Appeal	

City	Planning	Department	 885-5630	

Brevard	Planning	&	
Zoning	

City	Planning	Department	 885-5630	

Child	Fatality	Prevention	
Team	

Social	Services	 884-3174	

Community	Child	
Protection	Team	

Social	Services	 884-3174	

Council	on	Aging	 Social	Services	 884-3174	
Joint	Historic	
Preservation	Commission	

Planning	&	Community	Development	 884-3205	

Jury	Commission	 Clerk	of	Superior	Court	 885-3000	
Juvenile	Crime	Prevention	
Council	

Administration	 884-3100	

Library	Board	of	Trustees	 Library	Director	 884-3151	
Nursing	&	Adult	Care	
Homes	Advisory	Council	

Land-of-Sky	Regional	Council	 251-6622	

Parks	&	Recreation	
Commission	

Parks	&	Recreation	Director	 884-3156	

Personnel	Board	 Human	Resources	Director	 884-3100	
Planning	Board	 Planning	&	Community	Development	 884-3205	
Social	Services	Board	 Social	Services	Director	 884-3174	
Tourism	Development	
Authority	

Chamber	of	Commerce	 883-3700	

Transportation	(Roads)	
Advisory	Committee	

Planning	&	Community	Development	 884-3205	
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Transylvania	Natural	
Resources	Council	

County	Extension	Agent	 884-3109	

Western	Carolina	
Community	Action	

Western	Carolina	Community	Action	 693-1711	

Workforce	Development	
Board		

Mountain	Area	Workforce	
Development	Board	

251-7456	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
Back	to	Contents	



42	
	

	
ELECTED	OFFICIALS	
	
Transylvania	County	operates	under	the	County	Manager	form	of	government.		
The	Board	of	Commissioners	is	comprised	of	five	members	who	are	elected	by	the	
people	in	November	of	even-numbered	years.		Commissioners	serve	four-year	
staggered	terms.		None	of	the	members	of	the	Board	of	Commissioners	are	full-
time	officials	and	they	may	retain	their	positions	in	their	chosen	professions.		The	
members	shall	receive	for	their	services	a	salary	as	fixed	and	as	provided	by	law.			
	
The	Board	of	Commissioners	is	the	legislative	and	policymaking	body	for	
Transylvania	County,	and	is	the	final	authority	on	most	matters	relating	to	the	
County.		The	Board	of	Commissioners	is	responsible	for	establishing	general	
policies	for	the	County,	enacting	ordinances,	resolutions,	and	orders,	establishing	
the	annual	budget,	authorizing	contracts	on	the	County’s	behalf,	and	appointing	
the	County	Manager,	County	Attorney,	Tax	Administrator,	and	the	County	Clerk,	
and	members	of	the	various	citizen	advisory	councils.		The	Commission	Chair	
serves	as	the	official	and	ceremonial	representative	of	County	government	and	
presides	at	all	meetings	and	executes	ordinances	and	various	other	documents.			
	
The	County	Manager	carries	out	the	directives	and	policies	established	by	the	
Board	of	Commissioners	and	manages	the	day-to-day	operations	of	the	County.			
	
Regular	meetings	of	the	Board	of	Commissioners	are	held	at	7:00	p.m.	on	the	
second	and	fourth	Mondays	of	each	month	in	the	Commissioners’	Chambers	at	
County	Administration,	located	at	101	S.	Broad	St.,	Brevard,	NC.		Special	meetings	
may	be	called	by	the	Board	by	placing	notice	of	the	time	and	place	of	the	meeting	
and	the	subjects	to	be	considered.		All	regular	and	special	meetings	are	open	to	
the	public.		If	you	cannot	attend,	you	can	view	Commission	meetings	and	
workshops	on	the	streaming	video	through	the	County’s	website,	
www.transylvaniacounty.org.		
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The	current	County	Commission	members	are:		
	
Chair:	Mike	Hawkins	 	 	 	 Commissioner:	Kelvin	Phillips	
(828)	862-6670	 	 	 	 	 (828)	883-9218	
Mike.hawkins@transylvaniacounty.org		 kelvin.phillips@transylvaniacounty.org		
	
Vice-Chair:	Larry	Chapman	 	 	 Commissioner:	Page	Lemel	
(828)	883-2075	 	 	 	 	 (828)	884-9125	
Larry.chapman@transylvaniacounty.org	 page.lemel@transylvaniacounty.org	 	
	
Commissioner:	Jason	Chappell	
(828)	553-0958	
Jason.chappell@transylvaniacounty.org	 	
	
COUNTY	DEPARTMENTS/PHONES	NUMBERS	

	
Administration	 	 	 	 	 	 884-3100	
Animal	Shelter	 	 	 	 	 	 884-3713	
Building	Permitting	(Inspections)	 	 	 884-3209	
Child	Development	 	 	 	 	 884-3232	
Communications	 	 	 	 	 	 884-3108	
Community	Development		 	 	 	 884-3205	
Cooperative	Extension	 	 	 	 	 884-3109	
County	Commissioners	 	 	 	 	 884-3100	
County	Manager	 	 	 	 	 	 884-3100	
Elections	 	 	 	 	 	 	 884-3114	
Emergency	Management		 	 	 	 884-3108	
Emergency	Medical	Services	(EMS)	 	 	 884-3244	
Finance	 	 	 	 	 	 	 884-3104	
Fire	Marshal		 	 	 	 	 	 884-3108	
Health	Department	 	 	 	 	 884-3135	
Human	Resources	 	 	 	 	 	 884-3100	
Information	Technology	 	 	 	 	 884-3222	
Library	 	 	 	 	 	 	 884-3151	
Maintenance	 	 	 	 	 	 884-3159	
Parks	and	Recreation	 	 	 	 	 884-3156	
Planning	 	 	 	 	 	 	 884-3205	
Register	of	Deeds	 	 	 	 	 	 884-3162	
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Sheriff’s	Office	 	 	 	 	 	 884-3168	
Social	Services	 	 	 	 	 	 884-3174	
Soil	and	Water	Conservation	 	 	 	 884-3230	
	 Calvert	Convenience	Center	 	 	 883-3346	
	 Connestee	Falls	Convenience	Center	 	 883-8848	
	 Pisgah	Forest	Convenience	Center	 	 884-4849	
Solid	Waste	 	 	 	 	 	 	 884-6830	
Tax	Assessor		 	 	 	 	 	 884-3200	
Tax	Collector	 	 	 	 	 	 884-3197	
Transportation	(Transport)	 	 	 	 884-3203	
Veterans	Service	 	 	 	 	 	 884-3276	
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Transylvania	County	

Policy	and	Procedures	for	Appointments	to		
County	Boards,	Commissions,	Committees	and	Councils	

(Hereby	referred	to	as	Citizen	Advisory	Councils)	
	
SECTION	1.		Purpose	and	Philosophy		
	
The	operation	of	Transylvania	County	government	is	a	shared	responsibility	of	
elected	officials,	staffs	and	many	citizens	who	serve	voluntarily	on	various	boards,	
commissions,	committees,	and	councils.		The	County	is	best	served	when	there	is	
broad	representation	of	citizens	and	interests	on	the	various	Citizen	Advisory	
Councils.	
	
The	Board	of	Commissioners	believes	it	is	important	that	the	recruitment	process	
be	open,	fair	and	equitable	to	all	residents	of	the	County	who	have	a	desire	to	
serve	on	a	Citizen	Advisory	Council.	
	
It	is	the	policy	of	the	Board	of	Commissioners	to	appoint	persons	who	have	
demonstrated:	

a. A	personal	interest	in	the	appointment	
b. A	commitment	to	fulfill	the	obligations	of	board	membership	
c. The	personal,	educational	and	life	experience	qualifications	to	actively	

participate	in	board	deliberations	
d. A	history	of	good	citizenship	
e. No	potential	conflict	of	interest	in	any	activities	of	the	appointive	Citizen	

Advisory	Council	
	
SECTION	2.		Eligibility	for	Appointment	
			
Any	resident	of	Transylvania	County	over	the	age	of	18	is	eligible	to	be	appointed	
where	such	appointment	is	not	prohibited	by	State	statute.		Exceptions	to	the	
residency	requirement	are	noted	separately	for	individual	boards	where	this	
applies.		A	resident	is	defined	as	someone	who	lives	in	Transylvania	County	the	
majority	of	the	year	and	claims	Transylvania	County	as	their	domicile	for	legal	
purposes.	
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All	appointments	will	be	made	according	to	the	applicable	statute,	ordinance,	
resolution	or	policy	that	created	the	specific	Citizen	Advisory	Council.	
		
No	resident	of	Transylvania	County	may	serve	in	more	than	two	(2)	appointed	
positions	of	Transylvania	County	government	unless	exempted	by	nature	of	the	
position	he	or	she	may	hold	in	governmental	service.	
	
No	resident	may	serve	more	than	two	(2)	consecutive	full	terms	in	any	one	
position.		The	preferred	length	of	terms	is	considered	to	be	three	years,	unless	
specified	otherwise,	with	terms	staggered	so	that	appointments	are	made	each	
year.		An	individual	whose	initial	appointment	was	to	fill	less	than	50%	of	an	
unexpired	term	shall	be	eligible	to	serve	two	full	terms.		An	individual	whose	
initial	appointment	was	to	fill	more	than	50%	of	an	unexpired	term	shall	be	
eligible	to	serve	only	one	full	term.		
	
This	policy	may	be	waived	if	the	Board	of	Commissioners	determines	that	the	
removal	of	a	number	of	individuals	made	ineligible	by	this	policy	would	be	
detrimental	to	the	functioning	of	that	Citizen	Advisory	Council.			
	
A	County	Commissioner	shall	not	serve	as	chairman	or	vice-chairman	on	any	
Citizen	Advisory	Council.	
	
The	Clerk	to	the	Board	will	maintain	a	comprehensive	list	of	all	County	
appointments,	with	the	following	data	provided:	

• Name	of	the	Citizen	Advisory	Council	
• Brief	description	of	its	function	
• Statute	or	cause	creating	the	Citizen	Advisory	Council	
• Number	of	members	and	terms	of	office	
• Current	members	and	terms	of	office,	including	number	of	terms	served	
• Regular	meeting	day,	time,	location,	if	determined	

	 	
This	list	will	be	available	upon	request.	
	
SECTION	3.		Procedures	for	filling	vacancies	for	appointed	positions		
	
At	the	beginning	of	each	calendar	quarter	(January,	April,	July,	October)	the	Clerk	
to	the	Board	will	send	to	the	Board	of	Commissioners	the	following:	

Back	to	Contents	



47	
	

	
a. List	of	all	Citizen	Advisory	Council	vacancies	for	the	next	quarter	with	the	

name	of	the	individual	currently	filling	the	position	and	whether	or	not	they	
are	eligible	for	reappointment	

b. Application	deadline	for	each	position	
	
If	a	Citizen	Advisory	Council	member's	term	is	expiring	and	they	are	eligible	for	
reappointment,	the	Clerk	to	the	Board	will	confirm	with	the	staff	facilitator,	the	
Chair	of	the	Citizen	Advisory	Council	and/or	the	individual	member	that	
individual's	desire	for	reappointment.		If	the	individual	desires	reappointment	
then	the	Clerk	to	the	Board	will	request	the	Chair	of	the	Citizen	Advisory	Council	
provide	a	recommendation	to	the	Board	of	Commissioners	as	specified	in	Section	
5.			
	
At	the	beginning	of	each	calendar	quarter,	the	Clerk	to	the	Board	will	publish	
notice	of	the	Citizen	Advisory	Council	vacancies	for	the	following	quarter	along	
with	the	deadline	for	submitting	applications	in	the	local	newspaper	and	on	the	
Transylvania	County	website.	
	
SECTION	4.		Selection	Process		
	
The	person	interested	in	being	considered	for	a	specific	appointive	Citizen	
Advisory	Council	vacancy	must	complete	the	“Application	for	Membership	on	
Transylvania	County	Boards”	form	(Attachment	1)	which	is	available	from	the	
Transylvania	County	Clerk	to	the	Board	at	101	S.	Broad	St,	Brevard,	NC,	or	online	
at	www.transylvaniacounty.granicus.com.	 All	portions	of	the	application	must	
be	filled	out	and	the	completed	application	submitted	to	the	Clerk	to	the	Board	
prior	to	the	established	deadline.			
	
Applicants	are	strongly	urged	to	attend	several	meetings	of	the	Citizen	Advisory	
Council	they	are	interested	in	prior	to	applying	and/or	appointment	to	the	Citizen	
Advisory	Council.	
	
Forty-five	(45)	days	prior	to	the	date	a	vacancy	occurs,	all	applications	for	a	
particular	position	will	be	checked	for	eligibility	by	the	Clerk	to	the	Board.		Once	
the	eligibility	is	verified	the	Clerk	to	the	Board	will	forward	the	applications	to	the	
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Chair	of	the	Citizen	Advisory	Council	with	the	vacancy,	noting	those	who	are	
ineligible,	and	the	reasons	for	ineligibility.	
	
Members	of	the	Citizen	Advisory	Council	will	review	the	eligible	applications.		
Citizen	Advisory	Council	members	may	as	part	of	this	process	interview	applicants	
in	person	or	via	telephone	or	complete	the	evaluation	process	using	just	the	
written	applications.	
	
No	later	than	twenty	days	(20)	prior	to	the	vacancy	occurring,	the	Chair	of	the	
Citizen	Advisory	Council	may	submit	to	the	Board	of	Commissioners,	via	the	Clerk	
to	the	Board,	a	written	recommendation	with	a	ranking	of	the	eligible	candidates	
and	the	rationale	leading	to	the	ranking.		All	application	packets	will	be	returned	
to	the	Clerk	to	the	Board.		The	eligible	applications	will	be	evaluated	using	the	
following	criteria:	

a. Expertise.		Consideration	will	be	given	to	maintain	a	broad	mix	of	
occupational	backgrounds	and	skill	sets	on	all	Citizen	Advisory	Councils.	

b. Board	Experience.		Consideration	will	be	given	to	prior	experience	serving	
on	a	municipal,	corporate,	non-profit	or	military	
board/commission/council.	

c. Contributive	Potential.		It	is	essential	that	all	Citizen	Advisory	Council	
members	be	active,	engaged	contributors	to	the	council	process.		In	order	
to	do	this,	members	must	be	able	to	analyze,	plan,	envision	and	
communicate	within	the	Citizen	Advisory	Council,	to	the	Board	of	
Commissioners	and	to	the	community-at-large.		As	such	the	following	skills	
will	be	evaluated:	

1. Ability	to	communicate,	expressing	clear	ideas,	concepts	or	
philosophies.	

2. Desire	to	perform	public	service	
3. Ability	to	analyze	
4. Ability	to	formulate	a	vision	
5. Ability	to	plan	strategically	
6. Ability	to	generate	ideas	
7. Desire	to	have	a	positive	influence	on	the	Citizen	Advisory	Council	

and	future	of	the	County	
d. Leadership	Potential.		Since	each	appointee	may	be	called	upon	to	serve	as	

a	Chair	the	following	abilities	will	be	evaluated:		
1. Past	or	present	leadership	experience	and	team	building	experience	
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2. Negotiation	and	consensus	building	skills	
3. Expressed	interest	in	a	leadership	role	

e. Diversity.		Consideration	will	be	given	toward	maintaining	an	equitable	
balance	of	community	representation	in	regard	to	age,	gender,	race,	
geographic	distribution	and	cultural	diversity	

	
Fifteen	days	(15)	prior	to	the	vacancy,	the	Clerk	to	the	Board	will	forward	all	the	
applications	(noting	those	which	are	ineligible	and	the	reason	for	the	ineligibility)	
along	with	the	Citizen	Advisory	Council	Chair's	recommendation	letter	to	the	
Board	of	Commissioners.		The	Board	of	Commissioners	may	at	their	discretion	
conduct	additional	interviews	via	telephone	or	in	person.		
	
The	Board	of	Commissioners	reserves	the	right	to	select	the	most	qualified	
persons	for	appointment	from	the	application	list.		
	
A	copy	of	the	information	is	to	be	placed	on	the	agenda	as	the	“Appointments”	
for	action	at	the	next	meeting	by	the	Board	of	Commissioners.	
	
SECTION	5.		Reappointment	Criteria		
	
When	notified	by	the	Clerk	to	the	Board	that	a	current	Citizen	Advisory	Council	
member	is	eligible	and	wishes	to	be	considered	for	reappointment,	the	Clerk	will	
notify	the	Chair	of	the	applicable	Citizen	Advisory	Council.		The	Chair	may	forward	
a	recommendation	concerning	reappointment	of	the	member	to	the	Board	of	
Commissioners,	via	the	Clerk	to	the	Board,	based	on	the	following	criteria:	

a. Understanding	of	Citizen	Advisory	Council	function	
b. Demonstrated	leadership	
c. Regularity	of	attendance	
d. Demonstrated	contribution	during	past	term	of	office	on	issues,	programs,	

policies,	etc.	of	the	Citizen	Advisory	Council	
e. Objectivity	

	
SECTION	6.		Notification	
	
The	Clerk	to	the	Board	shall	prepare	a	letter	of	notification	to	the	appointee	and	a	
copy	to	the	Chair	of	the	applicable	Citizen	Advisory	Council.		This	letter	will	
include	a	congratulatory	statement,	the	time,	date,	and	place	of	the	first	meeting	
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he/she	is	to	begin	service,	and	when	and	where	he/she	is	to	be	sworn	in,	if	this	is	
required.	
	
SECTION	7.		Applications		
	
All	applications	received	shall	be	retained	for	two	(2)	years.		Applications	shall	be	
kept	on	file	for	all	active	appointees.		The	applications	on	file	will	be	treated	as	
public	record.		
	
SECTION	8.		Roles	and	Responsibilities	
	
Each	Citizen	Advisory	Council	shall	elect	from	its	membership	a	presiding	officer	
who	shall	be	referred	to	as	chairman,	chairwoman,	or	chairperson,	as	determined	
appropriate	by	the	Citizen	Advisory	Council,	and	such	officer	shall	serve	for	one	
year.		State	statutes	designate	the	chair	for	a	few	boards.		The	chair	is	responsible	
for	developing	agendas,	running	the	meeting,	and	providing	leadership	to	the	
Citizen	Advisory	Council.		The	Citizen	Advisory	Council	may	elect	other	officers	as	
it	deems	necessary	and	such	offices	shall	be	set	forth	in	the	rules	of	procedure	
adopted	by	the	Citizen	Advisory	Council.				
	
Members	will	also	elect	their	own	vice-chair	who	will	serve	in	the	absence	of	the	
chair.				
	
Appointees	are	expected	to	attend	all	meetings	possible.	
	
If	an	appointee	has	unexcused	absences	which	constitute	more	than	25%	of	the	
Citizen	Advisory	Council	meetings	in	any	year	which	he/she	is	required	to	attend	
pursuant	to	his/her	appointment,	he/she	is	obligated	to	resign.		The	Chair	of	the	
Citizen	Advisory	Council	will	notify	the	appointing	authority	if	a	member	is	absent	
25%	of	the	meetings	and	an	appointment	will	be	made	by	the	appointing	
authority	to	fill	that	vacancy.	
		
Excused	absences	are	defined	as	absences	caused	by	events	beyond	one’s	control.		
If	the	individual	refuses	to	resign,	he/she	may	be	dismissed	by	action	of	the	Board	
of	Commissioners	subject	to	State	or	local	law.		A	year	is	to	be	defined	as	a	twelve-
(12)	month	period	beginning	on	the	date	of	appointment.	
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When	a	matter	in	which	members	have	a	direct	or	indirect	financial	interest	comes	
before	a	Citizen	Advisory	Council,	the	member	must	disqualify	themselves	from	
participating	in	deliberation	and	abstain	from	voting.		After	making	such	a	
disqualifying	statement,	the	member	should	leave	the	table	and	return	only	upon	
conclusion	of	the	matter.		If	there	is	any	doubt	as	to	whether	to	abstain	the	County	
Attorney	should	be	consulted.	
	
Any	member	of	a	Citizen	Advisory	Council	who	wishes	to	resign	shall	do	so	in	
writing	to	the	Chair	of	the	Advisory	Council	on	which	he	or	she	serves,	noting	the	
effective	date	of	the	resignation.		The	Chair	will	forward	the	resignation	letter	to	
the	Board	of	Commissioners	with	a	copy	sent	to	the	Clerk	to	the	Board.	
	
SECTION	9.		Meeting	Requirements	
	
Every	Citizen	Advisory	Council	is	required	to	operate	under	the	North	Carolina	
Open	Meetings	Law	as	required	by	statute.	
	
A	notice	of	all	regular	and	special	meetings	shall	be	announced/advertised	as	
required	by	the	North	Carolina	Open	Meetings	Law.		All	Citizen	Advisory	Council	
must	establish	a	regular	meeting	schedule	and	it	should	be	posted	at	the	
beginning	of	each	year	with	the	local	newspaper	in	circulation	and	on	the	County	
website.			
	
Minutes	shall	be	kept	of	each	meeting	of	all	Citizen	Advisory	Councils.		It	shall	be	
the	duty	of	the	Chair	and	the	staff	liaison	to	forward	an	official	copy	of	the	
approved	minutes	to	the	Clerk	to	the	Board	for	forwarding	to	the	Board	of	
Commissioners.	
	
Each	Citizen	Advisory	Council	shall	submit	an	annual	report	to	the	Board	of	
Commissioners	outlining	their	activities	for	the	past	year.		The	report	shall	be	sent	
to	the	Board	of	Commissioners	via	the	Clerk	to	the	Board	by	January	30	for	the	
previous	calendar	year.	
	
A	quorum	for	a	meeting	shall	consist	of	one	more	than	half	the	voting	members	
unless	specified	otherwise.	
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Decisions	shall	be	reached	by	a	simple	majority	vote	unless	otherwise	required	by	
law.		All	voting	will	be	conducted	in	open	meetings,	except	when	in	closed	session	
as	defined	in	the	North	Carolina	Open	Meetings	Law.		No	issues	can	be	voted	
upon	unless	a	quorum	is	present.	
	
SECTION	10.		Orientation	and	Training		
	
Upon	appointment,	members	of	Citizen	Advisory	Councils	shall	be	issued	a	Citizen	
Advisory	Council	Member	Handbook.	
	
Twice	a	year	the	Transylvania	County	Board	of	Commissioners	shall	make	training	
available.		Each	member	of	a	Citizen	Advisory	Council	shall	attend	the	training	
within	six	(6)	months	of	his/her	appointment.		Participation	in	training	may	
impact	a	member's	ability	to	serve	on	a	Citizen	Advisory	Council.	
	
	
Adopted	and	approved	by	the	Board	of	Commissioners	
February	23,	2015	
	

S/Mike	Hawkins,	Chair	
	

Attest:	
	
S/Trisha	Hogan	
Clerk	to	the	Board	
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TRANSYLVANIA	COUNTY,	NC	
APPLICATION	TO	SERVE	ON	
CITIZEN	ADVISORY	COUNCIL	

	

The	Transylvania	Board	of	County	Commissioners	wants	to	ensure	that	their	
appointments	to	Transylvania	County	citizen	advisory	councils	will	best	serve	the	
public	interest	of	the	County	as	well	as	be	representative	of	a	broad	cross-section	
of	the	community.		We	ask	you	to	provide	us	with	the	information	below	that	will	
best	assist	us	in	evaluating	your	application.	

Note:		When	submitted	all	information	on	this	form	becomes	public	record.	

	

NAME:_______________________________________________DATE:_________	

PHYSICAL	ADDRESS:__________________________________________________	

MAILING	ADDRESS:__________________________________________________	

TELEPHONE:	_________________EMAIL:_________________________________	

PLACE	OF	EMPLOYMENT:	_____________________________________________	

COUNTY	RESIDENT:		Y			N				 	

A	resident	is	defined	as	someone	who	lives	in	Transylvania	County	the	majority	
of	the	year	and	claims	Transylvania	County	as	their	domicile	for	legal	purposes.	

NAME	OF	CITIZEN	ADVISORY	APPLYING	FOR:	(You	can	apply	for	a	maximum	of	2	
citizen	advisory	councils.		Please	list	in	order	of	preference.		Listing	of	citizen	
advisory	councils	can	be	found	at	in	this	handbook	or	at	
www.transylvaniacounty.org.		
___________________________________________________________________
___________________________________________________________________	
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PREVIOUS	COUNCIL	AND/OR	LEADERSHIP	EXPERIENCE	(INCLUDE	ANY	COUNTY,	
CITY,	NON-PROFIT	OR	EMPLOYMENT	RELATED	LEADERSHIP	POSITIONS	OR	
COUNCILS	YOU	HAVE	SERVED	ON	AS	A	MEMBER	OR	CHAIR:	

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________	

___________________________________________________________________	

COMMUNITY	INVOLVEMENT:__________________________________________	

___________________________________________________________________	
___________________________________________________________________
___________________________________________________________________	

___________________________________________________________________	

___________________________________________________________________	

___________________________________________________________________	

WHAT	EXPERIENCE,	TRAINING	OR	QUALIFICATIONS	DO	YOU	HAVE	THAT	WOULD	
BE	HELPFUL	SERVING	ON	THIS	COUNCIL?		
___________________________________________________________________	

___________________________________________________________________	

___________________________________________________________________
___________________________________________________________________	
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WHY	DO	YOU	WANT	TO	BE	A	MEMBER	OF	THIS	COUNCIL	AND	HOW	DO	YOU	
FEEL	YOU	COULD	CONTRIBUTE	TO	THE	OVERALL	COUNCIL?	
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________	

___________________________________________________________________
___________________________________________________________________	

	

WHAT	COMMUNITY	TOPICS	CONCERN	YOU	THAT	RELATE	TO	THIS	COUNCIL?	

___________________________________________________________________
___________________________________________________________________	

___________________________________________________________________
___________________________________________________________________	

___________________________________________________________________
___________________________________________________________________	

	

CITIZEN	ADVISORY	COUNCILS	MAY	MEET	IN	THE	MORNING,	AFTERNOON	OR	
EVENING	HOURS.		WHAT	LIMITATIONS	DO	YOU	HAVE	FOR	ATTENDING	
MEETINGS?	

___________________________________________________________________
___________________________________________________________________	

___________________________________________________________________
___________________________________________________________________	
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HOW	DID	YOU	FIND	OUT	ABOUT	THIS	CITIZEN	ADVISORY	COUNCIL?	(PLEASE	
CIRCLE	ONE)	

NEWSPAPER,			EMAIL,			FRIEND,			TV,			INTERNET,			CURRENT	MEMBER,			
BROCHURE,			POSTER,			RADIO,			SPEAKER	AT	EVENT,			OTHER	

	

	

	

SIGNATURE_____________________________DATE______________	

	

Note:	When	submitted	all	information	on	this	form	becomes	public	record.	

	
	
	
	

	
	
	

APPLY	ONLINE	AT	WWW.TRANSYLVANIACOUNTY.ORG			
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Q.	 How	often	does	my	citizen	advisory	council	meet?	
A.	 The	number	of	times	a	citizen	advisory	council	meeting	depends	on	its	area	
of	service,	goals	and	mission.		Please	check	with	your	staff	liaison	regarding	
meeting	times,	dates	and	location.		
	
Q.	 What	if	I	miss	a	meeting?	
A.	 If	an	appointee	has	unexcused	absences	which	constitute	more	than	25%	of	
the	citizen	advisory	council	meetings	in	any	year	which	he/she	is	required	to	
attend	pursuant	to	his/her	appointment,	he/she	is	obligated	to	resign.		This	is	
because	a	citizen	advisory	cannot	meet	and	take	action	if	it	does	not	have	enough	
members	present	for	a	quorum	(a	quorum	is	more	than	50%	of	the	members).		
	
Q.	 How	long	will	I	serve?	
A.	 No	resident	may	serve	more	than	two	(2)	consecutive	full	terms	in	any	one	
position.		The	preferred	length	of	terms	is	considered	to	be	three	years,	unless	
specified	otherwise,	with	terms	staggered	so	that	appointments	are	made	each	
year.		An	individual	whose	initial	appointment	was	to	fill	less	than	50%	of	an	
unexpired	term	shall	be	eligible	to	serve	two	full	terms.		An	individual	whose	
initial	appointment	was	to	fill	more	than	50%	of	an	unexpired	term	shall	be	
eligible	to	serve	only	one	full	term.		
	
Q.	 What	if	I	can’t	finish	my	term?	
A.	 Submit	a	letter	of	resignation	to	your	County	staff	liaison	and	copy	the	Clerk	
to	the	Board.			
	
Q.	 How	is	an	“Alternate”	different	from	other	council	members?	
A.	 As	alternate,	you	are	subject	to	the	same	attendance	rules	as	all	other	
members.		You	will	be	welcome	to	join	in	the	discussion	at	each	meeting,	but	you	
cannot	make	a	motion,	second	a	motion,	or	vote	unless	one	or	more	voting	
members	are	absent.		
	
Q.		 May	I	serve	another	term?	
A.	 We	hope	this	will	be	a	rewarding	experience	for	you	and	for	County	
government.		You	will	be	contacted	by	County	staff	near	the	end	of	your	term	and	
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asked	if	you	would	like	to	serve	another	term.		Members	appointed	to	citizen	
advisory	councils	should	generally	serve	a	maximum	of	two	(2)	terms.		The	Board	
of	Commissioners	may	make	exceptions	to	this	general	policy	on	a	case-by-case	
basis.			
	
Q.		 May	I	serve	on	more	than	one	citizen	advisory	council	at	a	time?	
A.	 No	resident	of	Transylvania	County	may	serve	in	more	than	two	(2)	
appointed	positions	of	Transylvania	County	government	unless	exempted	by	
nature	of	the	position	he	or	she	may	hold	in	governmental	service.	
	
Q.	 Who	do	I	call	if	I	have	a	question	about	citizen	advisory	council	
procedures	or	need	more	information	on	some	aspect	of	County	operations?	
A.	 A	County	representative	is	present	at	most	citizen	advisory	council	
meetings.		This	person	will	assist	you	in	getting	the	information	you	and	your	
citizen	advisory	council	members	need.		County	staff	members	can	be	reached	
typically	Monday-Friday,	8:30	a.m.	to	5:00	p.m.		A	list	of	departmental	phone	
numbers	is	included	in	this	handbook.			
	
	
	
	
	
	
	
	
	
	
	
	
	
	
This	handbook	approved	by	the	Transylvania	County	Board	of	Commissioners	on	
March	14,	2016.		
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Transylvania County 
Policy and Procedures for Appointments to 

County Boards, Commissions, Committees and Councils 
(Hereby referred to as Citizen Advisory Councils) 

SECTION 1. Purpose and Philosophy 

The operation of Transylvania County government is a shared responsibility of elected officials, staffs 

and many citizens who serve voluntarily on various boards, commissions, committees, and councils. 
The County is best served when there is broad representation of citizens and interests on the various 
Citizen Advisory Councils. 

The Board of Commissioners believes it is important that the recruitment process be open, fair and 
equitable to all residents of the County who have a desire to serve on a Citizen Advisory Council. 

It is the policy of the Board of Commissioners to appoint persons who have demonstrated: 
a. A personal interest in the appointment
b. A commitment to fulfill the obligations of board membership
c. The personal, educational and life experience qualifications to actively participate in board

deliberations
d. A history of good citizenship

e. No potential conflict of interest in any activities of the appointive Citizen Advisory Council

SECTION 2. Eligibility for Appointment 

Any resident of Transylvania County over the age of 18 is eligible to be appointed where such 
appointment is not prohibited by State statute. Exceptions to the residency requirement are noted 
separately for individual boards where this applies. A resident is defined as someone who lives in 
Transylvania County the majority of the year and claims Transylvania County as their domicile for 
legal purposes. 

All appointments will be made according to the applicable statute, ordinance, resolution or policy that 
created the specific Citizen Advisory Council. 

No resident of Transylvania County may serve in more than two (2) appointed positions of 
Transylvania County government unless exempted by nature of the position he or she may hold in 
governmental service. 

No resident may serve more than two (2) consecutive full terms in any one position. The prefe1red 

length of terms is considered to be three years, unless specified otherwise, with terms staggered so that 
appointments are made each year. An individual whose initial appointment was to fill less than 50% of 
an unexpired term shall be eligible to serve two full terms. An individual whose initial appointment 
was to fill more than 50% of an unexpired term shall be eligible to serve only one full term. 

This policy may be waived if the Board of Commissioners determines that the removal of a number of 
individuals made ineligible by this policy would be detrimental to the functioning of that Citizen 
Advisory Council. 
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A County Commissioner shall not serve as chairman or vice-chairman on any Citizen Advisory 
Council. 

The Clerk to the Board will maintain a comprehensive list of all County appointments, with the 
following data provided: 

a. Name of the Citizen Advisory Council
b. Brief description of its function
c. Statute or cause creating the Citizen Advisory Council
d. Number of members and terms of office

e. CmTent members and terms of office, including number of terms served
f. Regular meeting day, time, location, if determined

This list will be available upon request. 

SECTION 3. Procedures for filling vacancies for appointed positions 

At the beginning of each calendar quaiier (January, April, July, October) the Clerk to the Board will 
send to the Board of Commissioners the following: 

a. List of all Citizen Advisory Council vacancies for the next quarter with the name of the
individual currently filling the position and whether or not they are eligible for reappointment

b. Application deadline for each position

If a Citizen Advisory Council member's term is expiring and they are eligible for reappointment, the 
Clerk to the Board will confirm with the staff facilitator, the Chair of the Citizen Advisory Council 
and/or the individual member that individual's desire for reappointment. If the individual desires 
reappointment then the Clerk to the Board will request the Chair of the Citizen Advisory Council 
provide a recommendation to the Board of Commissioners as specified in Section 5. 

At the beginning of each calendar quaiier, the Clerk to the Board will publish notice of the Citizen 
Advisory Council vacancies for the following quarter along with the deadline for submitting 
applications in the local newspaper and on the Transylvania County website. 

SECTION 4. Selection Process 

The person interested in being considered for a specific appointive Citizen Advisory Council vacancy 
must complete the "Application for Membership on Transylvania County Boards" form (Attachment 1) 
which is available from the Transylvania County Clerk to the Board at 101 S. Broad St, Brevard, NC, 
or online at www.transylvaniacounty.org. All p01iions of the application must be filled out and the 
completed application submitted to the Clerk to the Board prior to the established deadline. 

Applicants are strongly urged to attend several meetings of the Citizen Advisory Council they are 
interested in prior to applying and/or appointment to the Citizen Advisory Council. 

Forty-five ( 45) days prior to the date a vacancy occurs, all applications for a particular position will be 
checked for eligibility by the Clerk to the Board. Once the eligibility is verified the Clerk to the Board 
will forward the applications to the Chair of the Citizen Advisory Council with the vacancy, noting 
those who are ineligible, and the reasons for ineligibility. 
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Members of the Citizen Advisory Council will review the eligible applications. Citizen Advisory 
Council members may as part of this process interview applicants in person or via telephone or 
complete the evaluation process using just the written applications. 

No later than twenty days (20) prior to the vacancy occurring, the Chair of the Citizen Advisory 
Council may submit to the Board of Commissioners, via the Clerk to the Board, a written 
recommendation with a ranking of the eligible candidates and the rationale leading to the ranking. All 
application packets will be returned to the Clerk to the Board. The eligible applications will be 
evaluated using the following criteria: 

a. Expertise. Consideration will be given to maintain a broad mix of occupational backgrounds
and skill sets on all Citizen Advisory Councils.

b. Board Experience. Consideration will be given to prior experience serving on a municipal,
corporate, non-profit or military board/commission/council.

c. Contributive Potential. It is essential that all Citizen Advisory Council members be active,
engaged contributors to the council process. In order to do this, members must be able to
analyze, plan, envision and communicate within the Citizen Advisory Council, to the Board of
Commissioners and to the community-at-large. As such the following skills will be evaluated:

1. Ability to communicate, expressing clear ideas, concepts or philosophies.
2. Desire to perform public service
3. Ability to analyze
4. Ability to formulate a vision
5. Ability to plan strategically
6. Ability to generate ideas

7. Desire to have a positive influence on the Citizen Advisory Council and future of the

County
d. Leadership Potential. Since each appointee may be called upon to serve as a Chair the

following abilities will be evaluated:
1. Past or present leadership experience and team building experience
2. Negotiation and consensus building skills
3. Expressed interest in a leadership role

e. Diversity. Consideration will be given toward maintaining an equitable balance of community

representation in regard to age, gender, race, geographic distribution and cultural diversity

Fifteen days (15) prior to the vacancy, the Clerk to the Board will forward all the applications (noting 
those which are ineligible and the reason for the ineligibility) along with the Citizen Advisory Council 
Chair's recommendation letter to the Board of Commissioners. The Board of Commissioners may at 
their discretion conduct additional interviews via telephone or in person. 

The Board of Commissioners reserves the right to select the most qualified persons for appointment 
from the application list. 

A copy of the information is to be placed on the agenda as the "Appointments" for action at the next 
meeting by the Board of Commissioners. 

SECTION 5. Reappointment Criteria 

3 

When notified by the Clerk to the Board that a current Citizen Advisory Council member is eligible and 
wishes to be considered for reappointment, the Clerk will notify the Chair of the applicable Citizen 
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Advisory Council. The Chair may forward a recommendation concerning reappointment of the 
member to the Board of Commissioners, via the Clerk to the Board, based on the following criteria: 

a. Understanding of Citizen Advisory Council function
b. Demonstrated leadership
c. Regularity of attendance

d. Demonstrated contribution during past term of office on issues, programs, policies, etc. of the
Citizen Advisory Council

e. Objectivity

SECTION 6. Notification 

4 

The Clerk to the Board shall prepare a letter of notification to the appointee and a copy to the Chair of 
the applicable Citizen Advisory Council. This letter will include a congratulatory statement, the time, 
date, and place of the first meeting he/she is to begin service, and when and where he/she is to be sworn 
in, if this is required. 

SECTION 7. Applications 

All applications received shall be retained for two (2) years. Applications shall be kept on file for all 
active appointees. The applications on file will be treated as public record. 

SECTION 8. Roles and Responsibilities 

Each Citizen Advisory Council shall elect from its membership a presiding officer who shall be 
referred to as chairman, chairwoman, or chairperson, as determined appropriate by the Citizen 
Advisory Council, and such officer shall serve for one year. State statutes designate the chair for a few 
boards. The chair is responsible for developing agendas, running the meeting, and providing leadership 
to the Citizen Advisory Council. The Citizen Advisory Council may elect other officers as it deems 
necessary and such offices shall be set fo1ih in the rules of procedure adopted by the Citizen Advisory 
Council. 

Members will also elect their own vice-chair who will serve in the absence of the chair. 

Appointees are expected to attend all meetings possible. 

If an appointee has unexcused absences which constitute more than 25% of the Citizen Advisory 
Council meetings in any year which he/she is required to attend pursuant to his/her appointment, he/she 
is obligated to resign. The Chair of the Citizen Advisory Council will notify the appointing authority if 
a member is absent 25% of the meetings and an appointment will be made by the appointing authority 
to fill that vacancy. 

Excused absences are defined as absences caused by events beyond one's control. If the individual 
refuses to resign, he/she may be dismissed by action of the Board of Commissioners subject to State or 
local law. A year is to be defined as a twelve-(12) month period beginning on the date of appointment. 

When a matter in which members have a direct or indirect financial interest comes before a Citizen 
Advisory Council, the member must disqualify themselves from paiiicipating in deliberation and abstain 
from voting. After making such a disqualifying statement, the member should leave the table and return 
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*********************************************************************************** 

Upon adoption of this resolution, all preceding resolutions and policies dealing with procedures for 
appointment to Transylvania County boards, committees, commissions, or councils shall be repealed. 

A dopted and approved this the c:/3 day of h.6ru� rl, 
I 

, 2015. 

Mike Hawkins, Chair 

ATTEST: Transylvania County Board of Commissioners 
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School	of	Government	
Resources	



• Simple	Self-Assessment	tool	for	advisory	boards			This	is	a	simple	self-assessment	tool	
that	could	be	used	with	an	advisory	board,	with	some	tweaking	to	reflect	any	unique	
circumstances.		This	was	created	in	an	on-line	survey	so	that	the	results	could	be	easily	
collected	into	a	single	report.		It	works	best	to	have	a	skilled	facilitator	present	for	the	
discussion	that	follows.	

• Discussion	guide	for	improving	advisory	board	performance.	This	is	a	discussion	guide,	
not	a	survey	tool.		It	can	be	provided	ahead	of	the	discussion	for	note-taking	
purposes.		Its	success	depends	on	participants	being	willing	and	feeling	safe	enough	to	
speak	up	within	the	group.	

	



 

Self-Assessment	Discussion	Guide	for	Citizen	Advisory	Boards	
	

How’s	It	Working	For	You?		For	Us?	For	Our	Community?	
	

Sample	Functions		
and	Relationships	

Among	the	
Board	
Members		

Between	the	
Board	Members	
and	Staff	

Between	the	
Board	Members	
and	Elected	
Officials	

Between	the	
Board	
Members	and	
Residents	of	
Our	
Community	

Preparing	for	meetings	
	

	 	 	 	

During	the	meetings	
	

	 	 	 	

After	the	meetings	
	

	 	 	 	

Making	or	upholding	
decisions	
	

	 	 	 	

Formal	or	informal	
communication	
	

	 	 	 	

Seeking	or	receiving	new	
information	
	

	 	 	 	

Stewardship	of	resources	
	

	 	 	 	

Relationships	external	to	the	
local	government	
	

	 	 	 	

Holding	ourselves	
accountable	to	our	values,	
goals,	or	decisions	
	

	 	 	 	

What	else?	
	
	
	

	 	 	 	

	



 

Simple Advisory Board Self-Assessment  
 

Purpose: 
This brief self-assessment is intended to both gather collective feedback about the current 
effectiveness of the --- advisory board and to stimulate your thoughts and discussion about what 
might be done to strengthen your performance and partnerships in the future. 
 
Completing the survey: 
Type on this document, and return it to ---   
 
Comments: 
Add any comments you wish in the space provided.  ALL comments will be shared as written in a 
collective report, but comments will NOT be attributed to particular individuals. 
 
The Summary: 
The report of this self-assessment will include three parts:   

(1) the total number of responses received from the board,  
(2) a numeric account of the ranking for each question (three board members strongly agreed, 

two were neutral, etc.), and  
(3) the collection of comments made for each question.   

 
The names of respondents will not be reported.  The comments will not be attributed to the 
respondents who made them. 

 
 
 
1. When I began my term as an advisory board member, I received the orientation I 

needed so that I could be effective in my role. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #1: 
 
 
 
2. I now fully understand my legal and functional roles and responsibilities as an 

advisory board member. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #2: 
 
 
 
3. As an advisory board, in our actions and discussions, we understand and respect the 

difference between the responsibilities of the board, staff, and elected officials. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #3: 
 
 
 



 

4. As an advisory board, I believe we are successful in balancing the interests of 
particular groups of citizens and the community at large. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #4: 
 
 
 
5. As an advisory board, we contribute our skills and perspectives in positive and 

appropriate ways for the success of the organization. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #5: 
 
 
 
6. As an advisory board, we are prepared for meetings and have read materials in 

advance. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #6: 
 
 
 
7. In our board and committee meetings, we are able to openly express our differences 

of opinion in respectful ways. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #7: 
 
 
 
8. I am satisfied with the way we choose topics for discussion at the board meetings. 

Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #8: 
 
 
 
9. I am satisfied with the content and length of our discussions at board and committee 

meetings. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #9: 
 
 
 
10. The information we need in to make informed decisions is presented in a timely 

manner and useful format. 
Strongly Disagree Neutral Agree Strongly 



 

Disagree  Agree 
Comments on Question #10: 
 
 
 
11. I leave meetings with a clear sense of what was decided and who is responsible for 

what will happen next. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #11: 
 
 
 
12. We have a clear understanding about the function and authority of board 

committees. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #12: 
 
 
 
13. I understand what the likely challenges facing my board and our issue are in the next 

three years, as well as what we will do to address them. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #13: 
 
 
 
14. The amount of time I invest in service as a board member is about what I expected 

when I began my role. 
Strongly 
Disagree 

Disagree Neutral Agree Strongly 
 Agree 

Comments on Question #14: 
 
 
 
 



Participants	received	at	the	workshop:	
Creating	and	Maintaining	Effective	Local	Government	Citizen	Advisory	

Committees	with	Downloadable	Model	Policy	and	Tracking	Forms	
https://www.sog.unc.edu/publications/books/creating-and-maintaining-
effective-local-government-citizen-advisory-committees-downloadable-
model	
Other	related	resources	
Public	Intersection	Tool	kit	-	

https://www.sog.unc.edu/publications/books/public-intersection-
toolkit	

		
Wide	array	of	board	builders	series	
On	https://www.sog.unc.edu/search/#!/search/board%20builders%20series	
These	please:	
·         https://www.sog.unc.edu/publications/books/public-outreach-and-
participation	
·         https://www.sog.unc.edu/publications/books/wicked-problems-what-can-
local-governments-do	
·         https://www.sog.unc.edu/publications/books/working-nonprofit-
organizations	
·         https://www.sog.unc.edu/publications/books/strategic-planning-elected-
officials-setting-priorities-2017	
		
		
Morse	–	new	Citizen	Academy	

guide			https://www.sog.unc.edu/publications/books/citizens-
academy-handbook-building-capacity-local-civic-engagement	

		
Stephens	–	PDR	book	

–		https://www.sog.unc.edu/publications/books/guidebook-public-
dispute-resolution-north-carolina	

		
PMBs	
·         https://www.sog.unc.edu/publications/bulletins/would-you-receipt-
information-sharing-tool-enhancing-citizen-engagement	
·         https://www.sog.unc.edu/publications/bulletins/creating-effective-citizen-



participation-local-government-budgeting-practical-tips-and-examples	
·         https://www.sog.unc.edu/publications/bulletins/diversity-and-inclusion-
rocky-mount-lessons-learned	
·         https://www.sog.unc.edu/publications/bulletins/citizen-outreach-north-
carolina-judicial-branch-officials-comparison-three-projects	
		
Other	
https://www.sog.unc.edu/publications/articles/public-comment-meetings-
local-government-boards-part-one-guidelines-good-practices	
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