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POLICY/ 
PROCEDURES:   

NO. 
#08.3204 Commission and Committee Meeting Absences 

 

 
SUBJECT:       Commission and Committee Meeting Absences 
 

PURPOSE:     To clarify how absences from a Commission or Committee meeting must be 
                        claimed, how it must be communicated, why it is important, and what purpose it 
                        serves. 
 

POLICY:         It is recommended that all Commissioners and Committee members regularly and  
          faithfully inform staff of their intentions to be absent from either Commission 
          and/or Committee meetings. Knowledge of member attendance/absences prior 
          to meetings helps Commission Co-Chairs and staff ascertain quorums in advance. 

 

Members cannot miss three consecutive Commission or Committee meetings, or six of either 
type of meeting in a single year. Absences can result in the suspension of voting privileges or 
removal from the Commission.  However, removal from the Commission due to three 
consecutive absences cannot result if any of those absences are excused.  
 
COH bylaws dictate that excused absences can be claimed for the following reasons: 

 personal sickness, personal emergency and/or family emergency 
 vacation; a 
 out-of-town travel; and/or 
 unforeseen work schedule conflict(s) 

 

In cases of an extended absence from the COH due to personal sickness, personal emergency 
and/or family emergency, members can take a leave of absence for up to three 
months.  Should a member’s leave of absence extend beyond three months, the Operations’ 
Committee Co-Chairs and Executive Director will confer with the member and determine 
appropriate next steps, to include a voluntary resignation from the Commission with the 
understanding that they can reapply at a later time.   
 
14-Day Grace Period. Members will be given a 14-day grace period after they have been absent 
to inform Commission staff of the reasons for their absence. If a member provides this 
notification within the 14-day grace period, their absence will be considered "excused." 
However, if they fail to provide notification within the specified time, their absence will be 
recorded as "unexcused."  
 
Unaffiliated Consumer Members. Unaffiliated Consumer members experiencing hardship will 
be assessed on a case-by-case basis of their overall level of participation and record of 
attendance to determine appropriate next steps.   
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PROCEDURE:  
 

To claim an excused absence for reasons provided above, members must notify Commission 
staff prior to the meeting or up to 14 days following the meeting.  
 
For leaves of absence, members must notify the Executive Director immediately upon 
knowledge of the extended absence.  It is the responsibility of the member to keep the 
Executive Director updated on their status and estimated return to the COH.  If the 
member does not notify the Executive Director appropriately, the member’s absence is 
therefore, deemed unexcused and the member is subject to suspension of voting privileges or 
removal from the Commission.    
 
Notification must occur in writing by e-mail or via text to Commission staff for documentation;   
e-mail preferred. Notification must detail the member’s name, meeting for which  
an excused absence is being claimed, and reason for the excused absence. 
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