Radio Communications Council Governance Procedures

· RCC Leadership:  The following constitutes the leadership positions of the RCC and their associated responsibilities:

· Sponsor:
Responsibilities as described in the RCC charter.

· Chairperson:
Responsibilities as described in the RCC charter and the following:

· Developing and distributing meeting agendas.

· Ensuring RCC member compliance with RCC operating norms.

· Monitoring member/alternate meeting attendance.

· Ensuring documentation and publication of meeting minutes, activities and recommendations.

· Being accountable to the RCC Sponsor for the effective execution of the governance process.

· Fulfilling the responsibilities of the RCC Sponsor during the Sponsor’s temporary absences.

· Ensuring the effective and efficient execution of the RCC work plan.

· Serving as the chairperson for a fixed term of 18 months.

· Preparing the Vice-Chairperson to assume the responsibilities of the Chairperson and ensuring a smooth transition.

· Vice-Chairperson:  Responsibilities include:

· Assisting the Chairperson in the executions of all of his/her responsibilities.

· Fulfilling the responsibilities of the Chairperson in the Chairperson’s absence.

· Serving as the vice-chairperson for a period of 18 months.

· Developing the skills, knowledge and abilities necessary to assume the responsibilities of the chairperson at the expiration of the Chairperson’s term of service.

· Assuming the responsibilities of the Chairperson at the expiration of the Chairperson’s term of services or when the chairperson is no longer available to perform his/her duties.
· Leadership Selection:
· Sponsor:
Selected in accordance with the RCC Charter.

· Chairperson: The first chairperson of the RCC will be selected using the criteria and method for the vice-chairperson.  The vice-chairperson will fill this position at the end of the chairperson’s term of service or when the chairperson is no longer available to execute his/her responsibilities.  

· Vice-Chairperson:  The vice-chairperson will be selected by a quorum consensus decision of the RCC.

· Criteria:  Be a primary member of the RCC (not an alternate)

· Nomination:

· Will be an agenda item at a regular business meeting of the RCC.

· Any member or their designated representative may make a nomination.  The RCC member must accept the nomination before the member’s name can be placed on the ballot. 

· Any primary member of the RCC may nominate himself or herself.

· Any RCC member nominated may remove their name from the ballot prior to the selection process.

· Selection:

· The vice-chairperson will be selected by a simple majority of a secret ballot from a quorum of the RCC at a regular business meeting.

· Each member present will vote for one of the nominees.

· If a simple majority is not achieved on the first ballot, the name of person receiving the least vote will be removed from the ballot.  The RCC members will then for one of the remaining nominees.  This process will continue until a nominee receives a simple majority.

· The selection will take place not later than 60 days prior to the end of the incumbent’s tenure.

· In the event that a sitting vice-chairperson must permanently assume the responsibilities of the RCC chairperson before the end of the chairperson’s term of service, the RCC must select a new vice-chairperson within 60 days from the date the sitting vice-chairperson assumed the responsibilities of chairperson.  

· Business Meeting:  Normal business meetings for the RCC are scheduled for third Friday of each month.  The purpose of these meeting is to execute the charter responsibilities of the RCC.  
· Agenda

· Each Agenda item must advance the purpose of RCC

· Agenda must be set (at least in straw man form) at the previous meeting 

· Supporting material must be provided with the agenda one week prior to meeting

· Each item must have a:

· Responsible person

· Topic

· Desired outcome

· Anticipated time required to address the item 

· Items of a critical operational nature will be subject of a separate focused meeting

· Business Meeting Format

· Welcoming (5 min.)

· Review and comments on minutes from previous meeting (3 min.)

· Review of meeting agenda  (5 min.)

· Committee Reports (not part of the Agenda)  (3 min.)

· Unfinished Business  - Business items from the previous agenda not completed (Time as requested) 

· New Business (Time as requested by responsible person)

· Agenda development  (5 min)

· Announcements   (5 min.)
· Adjournment 
· Note: The combined time available for Unfinished and New Business is approximately 57 minutes.

· Minutes
· Minutes should be developed by the same person

· Distribute with meeting agenda

· Topic focused  (not detailed)

· Standard Format

· Critical Organizational Meeting:  A Critical Organizational Meeting is a called meeting of the RCC to address time sensitive issues that have the potential to significantly impact the public safety radio system.  These meeting may be scheduled by the RCC Sponsor or Chairperson and should be attend by all members of the RCC.  Critical Organizational Meeting will generally follow the outline below.
· Agenda – This should be sent to the RCC members as soon as possible, but no later than 8 hours before the scheduled meeting 

· Welcoming  (5 min.)

· The person requesting the meeting will provide the RCC the following information

· Problem Statement  

· Background Statement

· Desired outcome (Actions by the RCC)

· Alternatives to achieve outcomes

· Discussion by RCC

· Decision/next steps

· Adjournment

· Norms

Team Member Responsibilities:

· Each team member has a responsibility to keep meetings on schedule and on topic

· Until the Best Practices are defined and implemented, final versions of policies/practices that affect users must be approved by the RCC before it is sent to the approval authority. 

· All RCC members will adhere to the following meeting general ground rules:

· Be prepared to and participate in all issues.

· Do not criticize others; do not take criticism personally.

· Treat each other with respect and trust (the Golden Rule).

· Be honest, open and direct.

· Only one person at a time may speak.

· Remain faithful to our mission and values.

· Listen to the ideas and opinions of others.

· Respect each other's team roles.

· Alert team members of sensitive issues to ensure these are not discussed outside of the team. 


· Reach consensus on problems.

· Bring calendars to all meetings.

· Begin and end meetings on time.
· Meeting chairperson is responsible for keeping the meeting on the agenda schedule

· RCC member may request to add an item to the Agenda during the Agenda Review Process; however, the request must meet the standard agenda item criteria. 

· Sub-Committees

· All sub-committees of RCC will work to accomplish a RCC approved charter. 

· Each sub-committee will have a RCC sponsor.

· RCC is responsible for developing the sub committee charter and/or providing the information necessary to develop the sub committee charter.  The charter will contain, as a minimum, the following:

· Issue/problem Statement

· Desired Outcome of subcommittee’s work

· Criteria for subcommittee membership

· Membership will be based on the purposed of the subcommittee and the skills need to meet the subcommittee’s desired outcome.

· Recommended organizational membership

· General Operating Assumption that will impact the subcommittees work product

· Deliverables
· The sub-committee sponsor will be responsible for developing and receiving the approval of the sub-committee charter. (if not provided by RCC)  

· Sponsors will immediately notify the RCC of any issue that will delay the accomplishment of the deliverable schedule.

· Sponsors are responsible for developing and submitting RCC agenda items related to the subcommittee’s activities.

· The designated staff resource will provide sub-committee administrative services.

· Membership on the subcommittee will based on the subcommittees purpose

· Changes to RCC Approved Subcommittee Charter

· Initially considered by RCC as a business item at a regular RCC meeting.

· RCC must approve recommended change by consensus.

· Subcommittee sponsor will updated and distributed charter to RCC and subcommittee members.
· Communication

· Each RCC member is responsible for communicating, supporting and building consensus, within their respective agency and to represent the views and requirements of the RCC to their agency.

· The Sub committee sponsor is responsible for communicating relevant information to the sub committees. 

· Minutes and RCC documents will be provided in a public forum to be determined.

· Governance Rule Changes

· Initially considered as an agenda business item, but may be considered during any business meeting if the consensus of members present is to consider the item.

· Changes to the governance rules will be approved based consensus of the RCC member present at the business meeting

· Once approved, the RCC Chairperson will amend the governance rules and distribute them to the RCC members.

· A specific Governance rule may be suspended by the consensus of the RCC members present during any meeting.  Such suspension will only apply to the meeting in which the rule was suspended.

· Quorum
· A quorum for the RCC will consist of 2/3 of its total agency representatives.

· Policy and base charter recommendations, practice approvals and governance rule changes require the quorum consensus of the RCC.

· Policy:

· Definition:  System wide plan or course of action designed to govern decisions and actions related to achievement of technology strategies and/or goals.

· Approval Process:  Same as those required for a RCC based charter change, except that the city manager is required to approve and sign the policy statement.

· Distribution: The same as for current RCC records

· Practice:

· Definition:  Provides the framework by which procedures and guidelines are developed to achieve a specific strategy or goal.  A practice may include: standards, roles, responsibilities, matrices, etc. 

· Approval Process:  Quorum consensus of the RCC and approval of the appropriate Manager’s Cabinet.

· Distribution:  All agency chief executives, representatives, designated websites and RCC records.

· Procedures:
· Definition:  A set of established forms or methods within the framework of a practice designed to achieve the purpose of the practice.  Two levels of Procedures are recognized within this definition; system wide procedures and agency unique procedures that support the system wide procedures and practices.

· Approval Process:  Quorum consensus of the RCC.  This applies only to system wide procedures and the products or outcomes of agency procedures that support system wide procedures or practices.

·  Distribution:  All agency chief executives or designated representatives, appropriate technical staff, designated websites and RCC records.

