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CITY COUNCIL POLICY 
40 

City Boards & Commission Appointment Process 

 

Adopted date  

Revised date  

Department Name City Secretary’s Office 

 

I. AUTHORITY 

a. The City of Burleson Code of Ordinances established the city council’s authority to appoint 

and remove members from the city boards and commissions. Chapter 2 Article II. 

 

II. CITY BOARDS AND COMMISSIONS 

a. The City of Burleson Code of Ordinance, City Charter, and Texas Local Government Code 

establishes the city’s Boards and Commissions, the requirements, and the terms.  

b. The City Council designates the City Secretary as their representative charged with 

coordination of appointments, providing updates to the city council, and managing 

board/commission members for all boards/commissions of the city. This shall include 

training in Texas Open Meetings Act and the Texas Public Information Act.  

c. All appointees must fill out an application and provide to the City Secretary in accordance 

with this policy. 

d. All appointments will be by action of the city council at a city council meeting held in 

accordance with the Texas Open Meetings Act. 

 

III. APPLICATIONS 

a. Applications shall be created by the City Secretary’s Office and made available to the 

public via the city’s website, email if requested, and paper copy in-person at city hall. 

b. Applications shall be submitted to the City Secretary’s Office as directed on the 

application by July 1 to be considered for appointment in that calendar year. 

c. All applications are valid for 3 years; calculated using date received by the City Secretary’s 

Office. After expiration a new application must be submitted in accordance with this 

policy.  

d. Under the Texas Public Information Act (the Act) all applications submitted are open to 

the public through the public information request. Private emails will be redacted in 

accordance with the Act. A statement will be placed on the application for disclosure to 

the applicants. 

e. Applicants can apply for as many boards or commissions as they like however they will be 

forced to rank preference of appointments to provide council full consideration. 

f. The City Secretary’s Office will notify all applicants annually to confirm continuing interest 

in appointment or re-appointment. 
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IV. APPOINTMENTS & COUNCIL POLICY COMMITTEE 

a. The Appointments & Council Policy committee (A&CP) is a committee of the council 

consisting of 3 council members chosen by the city council. 

b. The City Secretary shall gather all applications, attendance roles, board/commission 

membership and place in a binder to be provided to the A&CP as soon as applicable after 

the July 1 deadline. 

c. The binder shall provide all information required for the A&CP to make decisions on 

appointments. 

i. Full membership list of the each board/commission 

ii. Re-appointments will be highlighted 

iii. Attendance 

iv. Terms, requirements, board/commission make-up and any specific requirements 

v. Applications will be categorized by board/commission applied for, if applicant 

applies for multiple board/commission the application will appear for each 

board/commission applied for. 

d. The A&CP will meet each year the 1st week in August to review vacancies and re-

appointments. If there are no vacancies or re-appointments the A&CP will not meet 

unless requested by a member of the A&CP. 

e. The A&CP will bring forward recommendations for appointments to the full council for 

the full council’s consideration. 

V. APPOINTMENTS 

a. The City Council will consider board/commission appointments in a meeting of the city 

council held in accordance with the Texas Open Meetings Act. 

b. The City Secretary will bring forward the appointments for council’s consideration as a 

general item on the council agenda. 

c. The City Secretary will include a list of all applicants and board/commission they applied 

for listed by board/commission. 

d. The applications for the recommended appointees will be included in the agenda packet 

along with the list of all applicants. 

e. The City Council shall make the appointments by the last regular meeting in September. 

f. The City Secretary shall notify the appointees of their appointment and notify board 

liaison and director. 

i. Notification includes: term, instruction on required training, staff contact 

information and a board/commission book specific to their appointment. 

 

 


