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RESOLUTION 1. 19- 029 ' 

A RESOLUTION OF THE TOWN COMMISSION OF THE

TOWN OF HIGHLAND BEACH, FLORIDA, ADOPTING AN

ADVISORY BOARDS AND COMMITTEES APPOINTMENT

PROCESS POLICY; AND PROVIDING AN EFFECTIVE

DATE. 

WHEREAS, the Town of Highland Beach, Florida, is a duly constituted municipality

having such power and authority conferred upon it by the Florida Constitution and Chapter 166, 

Florida Statutes; and

WHEREAS, the Town has several boards and committees who fulfill a vital role in

assisting the Town Commission with executing Town business; and

WHEREAS, although the Town' s code of ordinances generally discusses the appointment

of board and committee members, the Town Commission finds that it is beneficial to set forth the

Town' s process regarding the appointment of members in more detail; and

WHEREAS, the Policy shall supplement the appointment processes in the Town' s code

of ordinances. 

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COMMISSION OF THE

TOWN OF HIGHLAND BEACH, FLORIDA, THAT: 

SECTION 1. The above recitations are true and incorporated herein. 

SECTION 2. The Advisory Boards and Committees Appointment Process Policy is

approved, said Policy is attached hereto as Exhibit A. 

SECTION 3. This resolution shall become effective immediately upon its passage. 



Resolution No. 19- 029 R

PASSED AND ADOPTED BY THE TOWN COMMISSION OF THE TOWN OF

HIGHLAND BEACH, FLORIDA, ON THIS 3RDDAY OF OCTOBER, 2019. 

AYE NAY

Mayor Zelniker LV' 4

Vice Mayor Babij

Commissioner Gossett -Seidman

Commissioner Donaldson

Commissioner David 1% 

Greg Vice Mayor

Barry Donaldson, Commissioner

David, Commissioner

AT E REVIEWED FORJ_.FG t SUFFICIENCY

CLankda Gaskins, Mi. {,,,., fjen J. Torcivia, 

Town Clerk - Town Attorney

K



TOWN OF HIGHLAND BEACH

ADVISORY BOARD & COMMITTEES

APPOINTMENT PROCESS POLICY

Approved by Resolution No. 19- 029 R on October 3, 2019

1) Purpose: This policy establishes consistent procedures and standards for the appointment of

individuals to all town advisory boards and committees, and applies to individuals serving on advisory

boards appointed by the Highland Beach Town Commission. This policy does not apply to temporary

or ad hoc committees or to appointments made by the commission to external boards, commissions

or committees. This policy shall serve as a complement to the City' s code of ordinances regulating

boards and committees. 

2) Duties of Advisory Boards and Committees: Unless otherwise provided for in the City' s code of
ordinances, all advisory boards and committees ( sometimes referred to collectively as " advisory

board" or " advisory boards") shall act in an advisory capacity to the Town Commission with the

exception of the Code Enforcement Board, the Planning Board and the Board of Appeals and

Adjustments, which may have the final decision making authority on quasi- judicial matters. When

not acting in a quasi- judicial role, all other matters of the Code Enforcement Board, the Planning Board

and the Board of Adjustment and Appeals, are to be advisory. 

3) Qualifications and Restrictions: 

a) Applicants shall be a resident of the Town of Highland Beach and shall maintain residency while

serving on an advisory board or committee. Residency for appointment to an advisory board or
committee means the individual must be domiciled within the corporate limits and a registered

voter of Highland Beach for at least one year prior to appointment. 

b) No person shall serve as a regular voting member on more than one advisory board unless specific

action is taken by the Town Commission and so long as said appointment does not violate Sec. 2- 
99 of the code. In no case shall an individual serve on two advisory boards that function as a
quasi- judicial board, i. e., ( 1) Code Enforcement Board, ( 2) Planning Board or ( 3) Boards of

Adjustment and Appeals. 

c) Any conflict of interest between an applicant and their proposed role as a member of an advisory

board shall be divulged in the application process. A failure to do so may result in removal. 

d) Persons currently holding any elective municipal, county, state or federal office shall not be

eligible to serve in a regular voting position on any advisory board. If a sitting advisory board

member is elected to a Commission office, that sitting member shall resign their board position
pursuant to Sec. 7- 4 of the Town ' s code of ordinances. 

e) Town employees ( part- time or full- time) are not eligible to serve on an advisory board, unless

serving in an ex officio ( non- voting) capacity. 



f) Applicants shall indicate which advisory board they are interested in on their application. If

interested in more than one board, applicants shall indicate an order of preference numerically

on the Town approved application with 1 being the highest preference and S being the lowest

preference if all advisory boards are indicated. 

4) Selection Process: 

a) Twice annually, during the first week of January and July, a notice inviting applications for the
Town of Highland Beach shall be placed in the official newspaper of record, online ( website), and

emailed to Town email subscribers. Potential members will have approximately three weeks to

apply, said applications to be due no later than 4: 30 pm on the last Friday in January and July. The

Town Commission may call for applications at additional times based on need. 

b) Persons interested in appointment or reappointment to an advisory board shall complete a Town

approved application as provided by the Town on its website or at the Town Clerk' s Office. 

Existing members seeking reappointment shall complete a new application to ensure that the
Town has the most current information related to the advisory board member. 

c) Persons interested in appointment shall also submit a completed and signed background

investigation waiver form. The simple background investigation would verify employment history, 

affiliations and memberships, financial/ credit report and any criminal convictions. 

d) Applications shall be received by the Town Clerk on or before the advertised deadline. Late or

incomplete applications will not be considered unless an extension is granted by action of the
Town Commission. All applications will be held on file by the Town Clerk for a period of two years. 

e) Town staff will screen all applications for residency and other qualification requirements. The

Police Department will conduct the simple background investigation. 

f) In February and August, Town staff will direct advisory board applications to the appropriate

Advisory Board Chairs for screening and recommendation pursuant to Sec. 2- 99 of the Town' s
code of ordinances. Advisory Board Chairs may ask applicants to attend an Advisory Board

meeting for an interview conducted by the full board. Advisory Board Chairs may choose to not

tormally interview board members seeking reappointment and instead base their review upon
the board member' s performance and attendance. An Advisory Board Chair' s written screening

of a candidate may remain in effect for up one year. 

g) The qualifications for service on an advisory board shall be those that in the judgment of the

advisory board chair are representative of the community and are qualified by training, 
experience, and interest for the fulfilment of the advisory board' s responsibility. If the Chair feels

that a particular candidate( s) not recommended for selection would be viable alternates to serve

in case of vacancy, they may note those applicants to the Town Clerk as part of their report. 

h) All candidates for advisory boards along with the recommendations of the Advisory Board Chair
shall be placed in a candidate pool and when a vacancy becomes available all applications shall

be forwarded to Town Commission for selection and approval. The recommending Advisory

Board Chair may rank candidates if more than one person applies for appointment. Any Town
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Commissioner may then nominate an individual, or a slate of candidates for a public interview at

the upcoming commission meeting. Votes via a signed ballot process will be taken by Town
Commission until all vacancies are filled. 

i) The Town Commission has the ability to nominate and appoint any of the candidates within the
applicant pool. The Town Commission will make every effort to ensure an advisory board does

not a have majority of members from a single neighborhood, condominium association or group

of condominium associations collectively referred to as a single condominium association and that

advisory board members' background, proficiencies and experiences align as closely as possible

to the mission of the assigned advisory board. 

j) Appointment of a qualified candidate shall be made by an affirmative vote of not less than three
members of the Town Commission. 

k) On the day following Commission action, the Town Clerk shall notify each applicant of the

Commission' s appointment decision. Letters will subsequently be mailed to each individual

appointed to an advisory board stating the name of the board to which they have been appointed, 

the name of the staff liaison fortheir advisory board, and any other pertinent information relevant
to the position and information on ethics, conflicts of interest and open meetings requirements. 

All first -term appointees need to plan on completing the Palm Beach Commission on Ethics

Training and Orientation session within 30 days of appointment. 

1) The Town Clerk shall also prepare and mail letters to those not selected for service to express the

Commission' s appreciation for their willingness to serve the Town of Highland Beach and that

application will remain on file for future appointment opportunities for a period of two years, or

the remaining period of time since the date of initiation application. 

m) Should an applicant no longer wish to be considered for appointment, notice of withdrawal of the

application shall be made in writing to the Town Clerk with a copy of said written withdrawal
forwarded to the Town Commission. 

5) Terms of Office: 

a) Residents are appointed at the pleasure of the Town of Highland Beach, and can be removed or

replaced at any given time by the same. 

b) As set forth in Sec. 2- 99, in the Town' s code, Terms for all boards shall be three ( 3) years and no

board member may serve more than two ( 2) consecutive terms on the same board without first

taking a one- year hiatus from the board. Appointments for partial terms shall not count toward
the two -term limit. 

c) Expectations: Advisory board members are expected to be prepared for meetings to ensure
recommendations, approvals and advisory opinions are well formed to assist the Town

Commission in making optimal decisions. Additionally, advisory board members shall act with
respectful and professional demeanor at all times. 

Being prepared includes, but is not limited to: 
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i) Reviewing background materials ( staff reports); 
ii) Conducting independent research on topics as needed; 
iii) Understanding ordinances; 

iv) Staying informed on Town affairs and Town Commission actions; 
v) Appreciating due process and public comments; 
vi) Engaging all stakeholders with respect; 

vii) Being familiar with basic provisions of Robert Rules of Order; and
viii) For quasi- judicial boards, strict adherence to criteria established for reviewing petitions and

applications. 

6) Attendance: 

a) Advisory board members are required to maintain regular attendance pursuant to Article V — 
Boards and Committees of the Town of Highland Beach Code of Ordinances. Members who cannot

attend a meeting should inform the Town Clerk 24 hours in advance of the scheduled meeting. 

b) Pursuant to Article V — Board and Committees inadequate attendance is grounds for removal. 

Inadequate attendance shall mean a member' s absence at three ( 3) or more consecutive regular

meetings of a board. 

7) Compensation: Members of advisory board and committees are paid $ 25 per meeting with the

compensation amount adjusted periodically by action of the Town Commission. 

8) Orientation: Newly appointed members will make every effort to become familiar with all aspects of

their particular advisory board. The Town will provide basic information to all advisory board
members about the Town, the purpose and responsibility of the advisory board, and additional

information to assist members in the performance of their duties. 

9) Organizational: It should be common practice that no member shall serve as chair until he or she shall

have served for one full year on the advisory board unless no existing member is willing to serve as

chair. Roberts Rules of Order ( Newly Revised) shall govern all meetings as to procedural matters not

set forth in the state statutes or town code. A record via summary minutes shall be kept of all
meetings. A verbatim transcript is not required. 

10) Advisory Boards and Committees Enabling Sections: Authorization of advisory boards and committees

are duly constituted pursuant of the Town of Highland Beach Code of Ordinances. 

a) Chapter 2: Administration, Article V

i) Division 2 — Code Enforcement Board ( Sec. 2- 110 — 2- 134) 

ii) Division 3 — Natural Resources Preservation Advisory Board ( Sec. 2- 135 — 2- 154) 

iii) Division 4 — Financial Advisory Board ( Sec. 2- 155 — 2- 160) 

b) Chapter 20: Planning and Development, Article II — Planning Board ( Sec. 20- 26 — 20- 45) & 

Chapter 30: Zoning ( Sec. 30- 22) 

c) Chapter 20: Planning and Development, Article III — Board of Appeals and Adjustments ( Sec. 20- 

46 — 20- 100) & Chapter 30: Zoning (Sec. 30- 23) 
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