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Mission Statement:  The Big Bear Airport District serves the Big Bear Valley 

by providing a safe, efficient, and exceptional venue for aviation operations. 

  

Board Oath of Office:  I do solemnly swear (or affirm) that I will support and 

defend the Constitution of the United States and the Constitution of the State 

of California against all enemies, foreign and domestic; that I will bear true faith 

and allegiance to the Constitution of the United States and the Constitution of 

the State of California; that I take this obligation freely, without any mental 

reservation or purpose of evasion; and that I will well and faithfully discharge 

the duties upon which I am about to enter. 
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POLICY TITLE: GENERAL RULES  

POLICY NUMBER:   4000 

 

 

4000.10 Purpose: The purpose of this Policy Manual is to provide guidelines for the 

conduct of the Board of Directors ("Board") of the Airport District ("District"), as provided 

by Public Utilities Code Division 9, Aviation; Part 2, Airport Districts; Chapter 3, Internal 

Organization and other provisions of applicable law. 

 

4000.11 Suspension, Change or Repeal of Rules: Any of the within rules not 

required by law or regulation may be suspended, changed, or repealed by a majority vote 

of the Board at a duly noticed meeting. 

  

4000.12 Basis of Authority: The Board of Directors is the unit of authority within the 

District.  Apart from their normal function as a part of this unit, Directors have no individual 

authority.  As individuals, Directors may not commit the District to any policy, act, or 

expenditure. 

 

Governing Laws:  District officers will comply with, and be guided by, all applicable federal 

and state laws and regulations including, but not limited to, the Ralph M. Brown Act 

(Government Code Section 54950 et seq) as those may be amended from time-to-time. 

  

As set out in applicable law, the District shall defend and indemnify Board Members from 

any claim, liability or demand that arises out of a Director's performance of his/her duties 

as a Board Member or Officer of the District within the requirements of the State law. 

  

The District Legal Counsel reports to the Board as a whole advising the Board on matters 

of general District-wide concern and is available to each Director for consultation regarding 

legal matters particular to that Board Member's participation or conflict of interest.  

Otherwise, legal opinions or advice from the District Counsel is only available to individual 

Board Members with concurrence by the full Board.  

 

District Legal Council may be requested to attend any and all Board meetings by the Board 

President or General Manager 
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POLICY TITLE: CODE OF BEHAVIOR  

POLICY NUMBER:   4010 

 

 

4010.10 The Board of Directors is committed to providing excellence in legislative 

leadership that results in the provision of the highest quality services to and representation 

of the Airport's constituents.  In order to assist in the governing of the behavior between 

and among members of the Board of Directors, the following guidelines are recommended. 

 

4010.11  The needs and desires of the District's constituents should be the priority of 

the Board of Directors. 

 

4010.12 The primary responsibility of the Board of Directors is the formulation and 

evaluation of policy.  Routine matters concerning the operational aspects of the District are 

to be delegated to the Airport General Manager ("General Manager"). 

 

4010.13 Directors should commit themselves to emphasizing the positive, avoiding 

hidden agendas and other negative forms of interaction. 

 

4010.14 Directors should commit themselves to focusing on issues and not 

personalities.  The presentation of the opinions of others should be encouraged.  Cliques 

and voting blocs based on personalities rather than issues should be avoided. 

 

4010.15 Different viewpoints are healthy in the decision-making process. Individuals 

have the right to disagree with ideas and opinions.  Once the Board of Directors takes 

action, Directors should not create barriers to the implementation of such action. 

 

4010.16 Directors should practice the following procedures: 

 

A. In seeking clarification on informational, operational, and policy items, Directors 

should directly approach the General Manager to obtain information needed to 

supplement, upgrade or enhance their knowledge to improve legislative decision-

making. 

 

B. In handling operational complaints from citizens, tenants, and property owners in the 

District, said complaints should be referred to the General Manager. 

 

C. In handling items related to safety, concerns for safety or hazards should be reported 

to the General Manager or to District personnel. 

 

D. In seeking clarification for administrative policy-related concerns, especially those 

involving personnel, legal action, land acquisition, finances, and programming, said 

concerns should be directed to the General Manager. 
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4010.17      When approached by District personnel concerning specific District policy, 

Directors should direct inquiries to the General Manager.  The chain of command should be 

followed. 

 

4010.18      The smooth working of the District is a team effort. All individuals should try to 

work together in the collaborative process, assisting each other in conducting the affairs of 

the District. 

 

4010.19    Directors should develop a working relationship with the General Manager 

wherein current issues, concerns and District projects can be discussed comfortably and 

openly. 

 

4010.20     Directors should function as a part of the whole.   

 

4010.21 Directors are responsible for monitoring the District's progress in attaining its 

goals and objectives, while pursuing its mission. 

 

4010.22 Members of the Board should conduct themselves in a professional manner, 

being honorable and supportive in their relations with Board colleagues, District staff and 

citizens of the community. 

 

4010.23 Members of the Board should commit themselves to promote communication, 

courtesy, honesty, respect and trust within the Board, staff and citizens. 

 

4010.24 In the event of personal conflict within the Board, members should address their 

issues promptly, privately and directly with other person or persons in question, in a manner 

consistent with the Brown Act, as we seek resolution.  

 

4010.25 Each Board member should accept responsibility for his or her actions, be 

understanding of the concerns of others and support the values of service to the public in 

good government. 
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POLICY TITLE: GENERAL MANAGER DUTIES & POWERS  

POLICY NUMBER:   4011 

 

4011.10 Public Utilities Code Section 22439 provides that the General Manager has 

the following powers and functions: 

A. Full charge and control of the construction, maintenance, and operation of the 

physical properties of the district. 

 

B. Except as otherwise provided in this article, full power to employ and discharge all 

employees and assistants at pleasure, prescribe their duties, and, subject to the 

approval of the board, to fix their compensation. 

 

C. Such other duties as may be imposed by the Board. 

4011.11 Interference with General Manager Duties & Powers 

      A.  No board member intentionally or otherwise shall impede the General Manager’s        

powers and functions as set out in Public Utilities Code Section 22439.  Once the 

Board by majority vote has given direction to the General Manager (whether 

generally, specifically, or through the adoption of a Strategic Plan) no Board member 

shall interfere with the General Manager carrying out that direction. 

     B.  Any Board member wishing to speak with the General Manager about District   

business shall make an appointment in advance with the General Manager to raise 

matters of District business.  Except as otherwise required by law, the General 

Manager may limit the time for communication with Board members (including but 

not limited to meetings) based upon District workflow needs.  Board members shall 

not contact staff directly except in the absence of the General Manager or in an 

emergency.  
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POLICY TITLE: HARASSMENT AND DISCRIMINATION 

POLICY NUMBER:   4015 

 

  

4015.10   Each Board Member is governed by the procedures set out in the 

Employee Handbook for dealing with a harassment complaint.  In the event the General 

Manager is the subject of the harassment complaint, the complaint shall be reported to 

and handled by the Board President. 

 

4015.11    Harassment or Discrimination. The Big Bear Airport District strives to 

maintain a workplace that fosters mutual employee respect and promotes harmonious, 

productive working relationships. The District believes that harassment or 

discrimination in any form constitutes misconduct that undermines the integrity of the 

employment relationship.  

 

Harassment includes “abusive conduct” which means there is malicious conduct that a 

reasonable person would find hostile, offensive and unrelated to business, including 

but not limited to verbal abuse and threatening conduct. 

 

Therefore, the Big Bear Airport District maintains a strict policy prohibiting all forms of 

unlawful harassment, including sexual harassment and harassment based on race, 

color, religion, national origin, age or any other characteristic protected by state or 

federal law. This policy applies to Board members as well as to all agents and 

employees of the District, including supervisors and non-supervisory employees.  It 

prohibits unlawful harassment of any form, including verbal, physical and visual 

harassment.  It also prohibits retaliation of any kind against individuals who file valid 

complaints or who assist in a District investigation.  

 

4015.12 Sexual harassment includes, but is not limited to, making unwanted sexual 

advances and requests for sexual favors where either (1) submission to the conduct is 

made either an explicit or implicit condition of employment, status or promotion, (2) 

submission to or rejection of the conduct is used as the basis for an employment 

decision affecting the harassed employee; (3) the conduct has the purpose or effect of 

substantially interfering with an employee's work performance or creates an 

intimidating, hostile, or offensive work environment; or (4) submission to, or rejection 

of, the conduct is the basis for any decision affecting benefits, services, programs, or 

other available activities. 
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4015.13 Unlawful harassment may take other forms, including: (1) verbal conduct, 

such as derogatory comments, slurs or epithets; (2) physical conduct, such as assault, 

blocking normal movement, or interference with work directed at an employee because 

of the employee's sex or other protected characteristic; or (3) visual conduct, such as 

derogatory posters, cartoons, drawings or gestures. 

 

4015.14 Any director who believes he or she has been harassed by a co-worker, 

supervisor, or officer of the District should firmly and clearly tell the person engaging in 

the harassing conduct that it is unwelcome, offensive and should stop at once. The 

person should also promptly report the occurrence to the General Manager or the 

President of the Board of Directors if the harassing conduct involves the General 

Manager.  The District will promptly and thoroughly investigate the claims, either 

through its own personnel, or through a contract investigator.  Disciplinary action, up to 

and including termination, will be taken against any employee who engages in 

harassing behavior.  The District will conduct its investigation in as confidential a 

manner as possible.  A timely resolution of each complaint will be reached and 

communicated to the employee and the other parties involved.  Appropriate corrective 

action, up to and including termination, will be taken promptly against any employee 

engaging in discrimination and/or harassment.  Retaliation against any employee or 

Director for filing a complaint or participating in an investigation is strictly prohibited.   

However, any employee that knowingly makes a false claim of harassment and/or 

discrimination will be subject to corrective action, up to, and including, termination.  

 

4015.15 Retaliation: Retaliation is any adverse conduct taken because a covered 

individual has opposed harassment or discrimination, or has participated in the complaint 

and investigation process described herein.  "Adverse conduct" includes but is not limited 

to: taking sides because an individual has reported harassment or discrimination, 

spreading rumors about a complaint, shunning and avoiding an individual who reports 

harassment or discrimination, or real or implied threats of intimidation to prevent an 

individual from reporting harassment or discrimination. 

4015.16 Option to Report to Outside Administrative Agencies: An individual has 

the option to report harassment, discrimination, or retaliation to the U.S. Equal Employment 

Opportunity Commission (EEOC) or the California Department of Fair Employment and 

Housing (DFEH).  These administrative agencies offer legal remedies and a complaint 

process.  The nearest offices are listed in the government section of the telephone book.   
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POLICY TITLE:        ATTENDANCE AT MEETINGS; VACANCY 

POLICY NUMBER:           4020 

 

 

4020.10 Members of the Board of Directors are expected to attend all regular and 

special meetings of the Board unless there is good cause for absence. 

 

4020.11     A vacancy in the office of Board member occurs as provided in Govt. Code 

Sections 1770 et seq as those may be amended from time to time.  

4020.12     A Director has permission for an absence when excused by the Board 

President or Vice-President at the time of roll call for attendance at any meeting if he or 

she is absent for good cause.  By way of example, and not of limitation, “good cause” 

includes, but is not limited to, reasons related to personal or family matters or to attend a 

Board-approved conference.  An unexcused absence requires a finding by the Board that 

the absence is without good cause. 
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POLICY TITLE: REMUNERATION AND REIMBURSEMENT 

POLICY NUMBER:   4030 

  

 

4030.10        Members of the Board of Directors will receive a Director's Fee in the amount 

of $100.00 per Board meeting, not to exceed four (4) meetings per calendar month. 

  

4030.11 Subject to the limitation above, Directors will be paid the Director's Fee for 

attending all Board, Special, Standing Committee and Ad Hoc Committee meetings in 

accordance with the Public Utilities Code 22407 and conferences or organized educational 

activities conducted in compliance with Govt. Code Section 54952.2, including but not limited 

to ethics training pursuant to Govt. Code Sections 53232.1 et seq. 

 

4030.12 Members of the Board of Directors also will be reimbursed for all legitimate 

expenses necessarily incurred in the performance of their official duties, not to exceed 

$100.00 per month, as determined by Motion on July 13, 2011.  Such reimbursement does 

not include that under Section 4040.  
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POLICY TITLE: REIMBURSEMENT FOR TRAINING, EDUCATION AND  

                                         CONFERENCES  

POLICY NUMBER:   4040 

 

 

4040.10 Members of the Board of Directors are encouraged to attend educational 

conferences and professional meetings when the purpose of such activities is to improve 

District operation.  Hence, there is no limit as to the number of Directors attending a 

particular conference or seminar when it is apparent that their attendance is beneficial to 

the District. 

 

4040.11 Travel Policy: It is the policy of the District to encourage Board development 

and excellence of performance by reimbursing expenses incurred for tuition, travel, lodging 

and meals as a result of training, educational courses, participation with professional 

organizations, and attendance at local, state and national conferences associated with the 

interests of the District, appearances before or meetings with other governing or regulatory 

bodies, ceremonial functions, or ethics training.  There will be no reimbursement for alcohol 

or for spouse or guest meals. 

 

4040.12 Travel Arrangements: The Administration Manager is responsible for 

making arrangements for Directors for conference and registration expenses.  Directors 

shall provide as much notice as possible to allow staff to make such arrangements.  

Reimbursement, when appropriate, shall include reimbursement of expenses for mileage, 

meals, lodging and travel, subject to the restrictions below.  If an advance for expenses is 

requested prior to the Director leaving, a check will be issued by the Administration 

Manager, subject to the limits set out here.  Notwithstanding, an expense form and receipts 

are required upon the Director's return, and the Director must reimburse the District for any 

amount paid for which there is no receipt. If the request for payment is submitted after the 

Director has already attended the function, the request must be submitted on an expense 

reimbursement form provided by the District.  In addition, a receipt must be submitted and 

only the exact amounts of the receipts will be paid (not to exceed the authorized amount).   

 

4040.13 Meal Reimbursement: Travel meals will be reimbursed at no greater than 

$75.00 per day.  

 

4040.14 Conference Lodging: When the lodging to be reimbursed is for an organized 

educational conference the reimbursement cannot be more than the group rate published 

by the conference assuming it is available at the time the reservation is made.  If the group 

rate is not available, then the District should seek the governmental rate.  If neither the 

group nor the government rate is available, the maximum which may be paid for lodging in 

California is $200.00/per night.  All greater amounts or lodging outside California requires 

prior approval as set out below. 
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4040.15      Transportation and Other Lodging: When available, Board members must 

use government or group rates for transportation and lodging. If such rates are not 

available, the maximum rate for air travel is $500.00 round trip within California. Airport 

shuttles and public transit shall not exceed $100.00/day. If a taxi is necessary, such cost 

shall not exceed $100.00/day. Car rentals should not exceed $60.00/day.  Directors should 

utilize long-term airport parking.  

4040.16 Amounts above the Set Rate: When the amount to be expended or 

reimbursed is going to exceed the Policy limit the expenditure must be approved at a public 

Board meeting before it is incurred.  A Director may choose to pay additional amounts at 

his/her own expense. 

 

4040.17 Mileage: Reimbursement for the cost of the use of a Director's vehicle on 

District business will be on the basis of total miles driven and at the maximum rate specified 

in the Internal Revenue Service Guidelines in effect at the time of the vehicle usage.  

 

4040.18 Private Aircraft: Directors may use private aircraft on District business 

provided it is insured with an endorsement naming the Big Bear Airport District as an 

additional insured.  Reimbursement for use of a private aircraft will be at the same rate per 

statute mile as the IRS rate for Director’s vehicle driven to the same destination.  Mileage 

shall be determined from point-to-point as published on highway road maps.  The Director 

also shall be reimbursed the actual amounts for any landing fee and the cost of aircraft 

parking. 

 

4040.19     Report: At the next Regular Board of Directors meeting after a Board 

Member's attendance at a conference or other event at District's expense, the Board 

Member shall provide a brief or written report regarding that conference.  The written report 

may be provided on a form, which will be included with the agenda packet.    

 

4040.20      Penalties for Violating the Reimbursement Policy: Pursuant to provisions 

set out in Government Code Section 53232.4, penalties for violating the reimbursement 

policy should differ depending upon the violation.  A violation of the requirement to take the 

required training every two years (as evidenced by a certificate) could be subject to a 

penalty such as a public warning by the Board or even censure for continued or intentional 

non-compliance.  In contrast, however, Section 53232.4 provides that the penalties for 

“proven misuse of public resources or falsification of expense reports” may include, but are 

not limited to, no reimbursement for these or future expenses, restitution, or civil penalties 

for misuse of public resources or referral to the District Attorney for criminal prosecution for 

misuse of public resources. 

 

4040.21 Board Development:  Board Members are expected to participate in ongoing 

development as a Board Member. 
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A. New Board Members will: 

 

1. Participate in AB1234 Ethics Training within the first year of taking office and every 

other year thereafter. 

 

2. Participate in AB1825 Sexual Harassment Training pursuant to Govt. Code 

Sections 53237 et seq. within the six months of taking office and every other year 

thereafter. 

 

3. Be given access to Board Development Webinars. 

 

B. All Board Members will participate in: 

 

1. Biennial Ethics Training in compliance with AB1234. 

 

2. Biennial Sexual Harassment Training in compliance with Govt. Code Sections 

53237 et seq. 

 

3. Budget and Development Workshops. 

 

4. A yearly self-assessment. 

 

5. Any other training as required by law or approved by a vote of the Board. 
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POLICY TITLE: MEMBERSHIP IN ASSOCIATIONS  

POLICY NUMBER:   4050 

 

 

4050.10       The Board shall ordinarily hold membership in and attend meetings of such 

national, state, and local associations as may exist which have applicability to the functions 

of the District, and shall look upon such memberships as an opportunity for in-service 

training. 

 

4050.11    The Board shall maintain membership in the California Special Districts 

Association and shall insure that annual dues are paid when due. 

 

4050.12   The Board shall maintain membership in the San Bernardino County 

Association of Special Districts and shall insure that annual dues are paid when due. 

 

4050.13       At the Regular Board Meeting in January of each year, a member of the Board 

may be selected to represent the District at the San Bernardino County Association of 

Special Districts in accordance with said Chapter's Constitution/Bylaws, and another 

member of the Board or a staff member shall at the same time be selected to serve as an 

alternate for the representation.    

 

4050.14    The Board may approve membership to other organizations as it deems 

appropriate. 

 

4050.15       The Board of Directors shall maintain membership in the Big Bear Chamber of 

Commerce.  
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POLICY TITLE: BOARD OFFICERS 

POLICY NUMBER:   4060 

 

 

4060.10       President:  The President will perform the duties of presiding officer at all 

meetings of the Board of Directors and will carry out the resolutions and orders of the Board 

of Directors and perform such other duties as the Board of Directors prescribes including 

appointment of members to serve on ad hoc and standing committees of the Board and 

designation of committee chairs.  The Presiding Officer may make motions or second 

motions and debate and vote on any matter under consideration.  

 

4060.11       Vice President:  If the President resigns or is absent or disabled, the Vice 

President will perform the President's duties.  If the President disqualifies himself/herself 

from participating in an agenda item or declares himself/herself partisan in the debate on 

any such item, the Vice President shall perform the duties of the Presiding Officer. 

 

4060.12      Annually at the Regular December Board Meeting, after the seating of any 

newly-elected or re-elected Board Member, the Board shall select a President, Vice 

President and other Board Officers to serve during the coming calendar year.  At the 

January Regular Board Meeting, the President will make assignments to the standing and 

any ad hoc committees. These ad hoc committee assignments do not prevent the 

President from assigning an ad hoc committee at any time throughout the year.  

 

The Board Secretary will post an Agency Report of Public Official Appointments – FPPC 

Form 806 in December and then update with any changes.  

 

A. Presiding Officer: The Presiding Officer may make motions or second motions and 

debate and vote on any matter under consideration.  The President may work with the 

General Manager in the development of agendas but has no unilateral authority, over 

and above that of other Board Members, to direct action of the General Manager or 

staff. 

 

B. Call to Order: The Meeting of the Board shall be called to order by the Presiding 

Officer.  In the absence of both the President and the Vice President, the Meeting shall 

be called to order by the Board Secretary, whereupon the Board Secretary shall 

immediately call for the selection of a temporary Presiding Officer by majority vote of 

the remainder of the Board. 

 

C.  Question to be Stated: The Presiding Officer or Board Secretary verbally shall restate 

each question immediately prior to calling for the vote. Following the vote, the 

Presiding Officer or Board Secretary shall verbally announce whether the question 

carried or was defeated and those voting for or against the question. The Presiding 
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Officer may also publicly state the effect of the vote for the benefit of the audience 

before proceeding to the next item of business. 

 

D. Signing of Documents: The President, or Vice President, in the absence of the 

President, shall sign resolutions and contracts adopted by the Board of Directors. The 

Board Secretary shall attest to the signature of the President or Vice President. 

 

E. Maintenance of Order: The Presiding Officer is responsible for the maintenance of 

order and decorum at all times. No person is allowed to speak who has not first been 

recognized by the Chair. All questions and remarks shall be addressed to and through 

the Chair.  Once a Director has spoken, he/she must wait for other Directors to speak 

before further engaging in dialogue or debate. 
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POLICY TITLE: COMMITTEES OF THE BOARD OF DIRECTORS  

POLICY NUMBER:   4080 

 

 

4080.10 Annually at the Regular January Board Meeting, the Board President shall 

appoint members to standing committees established by the Board pursuant to Section 

4060.12, above.  

 

4080.11    All meetings of standing committees shall meet Brown Act requirements.  The 

standing committees that have established a regular time and place for their meetings shall 

publish and post the meeting agenda at least 72 hours prior to the meeting.  Agenda items 

must provide sufficient information for the public to determine whether to attend and/or 

participate.  Meetings of standing committees that have not established a regular time and 

place for their meetings are considered special meetings.  The agenda for such special 

meetings shall be published and posted at least 24 hours prior to the meeting.  Agenda 

items shall provide sufficient information for the public to determine whether to attend 

and/or participate. 

 

4080.12 Standing Committees: Standing committees shall meet when requested by 

Board consensus. The standing committees will make advisory recommendations to the 

Board based on their review via a written or oral report.  Standing committees shall be 

advisory only and cannot commit the District to any policy, act or expenditure unless 

specific authority is delegated to such committee by the Board. 

 

4080.13   Airport Development Committee:  Duties and Responsibilities. The Airport 

Development Committee is formed to advise and make recommendations to the Board of 

Directors on issues that include, but are not limited to: 

 

A. Monitor and review Airport AIP and Capital Improvement Projects (CIP), i.e., snow 

removal equipment storage facility, taxiway and runway construction, airport lighting, 

airport signage, and Terminal Building. 

 

B. Other matters as assigned by the Board of Directors.   

 

4080.14  Intentionally omitted  

 

 

4080.15 Personnel Committee:  Duties and Responsibilities. The Personnel 

Committee is formed to advise and make recommendations to the Board of Directors on 

issues that include, but are not limited to: 

 

A. Annual review of salary and benefits for all District employees. 
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B. Plans and procedures for hiring exempt District employees. 

 

C. Renegotiation of the General Managers employment contract (as required). 

 

D. Consideration and investigation of complaints against District employees as requested 

by the General Manager. 

 

E. Consideration and investigation of grievances by employees against the District. 

 

F. Consideration and investigation of complaints brought by the public against the 

General Manager. 

 

G. Review of District Personnel Manual with amendments as required. 

 

H. Facilitate and prepare annual performance review of General Manager. 

 

I. Other matters as assigned by the Board of Directors. 

 

4080.16 Public Outreach Committee:  Duties and Responsibilities. The Public 

Outreach Committee is formed to advise and make recommendations to the Board of 

Directors on issues that include, but are not limited to: 

 

A. Monitor and review Airport Public Outreach Plan and marketing strategies. 

 

B. Ensure that Public Outreach Plan is consistent with goals identified in the Airport 

Strategic Plan. 

 

C. Review and make recommendations to the Board of Directors on any and all matters 

related to airport public outreach and community relations. 

 

D. Other matters as assigned by the Board of Directors.   
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4080.17 Safety Committee:  Duties and Responsibilities. The Safety Committee is formed to 

advise and make recommendations to the Board of Directors on issues that include, but are not 

limited to: 

 

A. Ensure high standard of safety in airport operations and pilot community education. 

 

B. Mitigate potential hazards to aircraft and persons on the ground.  This includes safety areas 

(as defined by the Federal Aviation Administration), obstructions to safety of flight, and 

accommodating safe aircraft approach and departure procedures to and from the airport. 

 

C. Consider and investigate matters concerning airport safety as presented by the General 

Manager. 

 

D. Other matters as assigned by the Board of Directors.   

 

 

4080.18    Ad Hoc Committees. Notwithstanding, as authorized by the Brown Act, 

nothing in this section shall prevent the President from appointing an ad hoc committee to 

carry out a temporary and limited purpose or thereafter from disbanding such committee.  

Such appointment may be made outside of a Board meeting and is not approved by the 

Board.  The President or General Manager shall notify Board members and staff of the 

formation and purpose of any ad hoc committee. 
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POLICY TITLE:  BOARD MEETING PROCEDURES 

POLICY NUMBER:   5000 

  

 

 

5000.10 Purpose: The purpose and intent of the Board of Directors in adopting these 

rules shall be to provide guidelines relating to the conduct of the public business by or on 

behalf of the Board. Notwithstanding, in the event of any noncompliance with or violation of 

any policy provision herein, such non-compliance will not be deemed to affect the validity of 

any action taken, unless otherwise specifically provided by law.  These procedures are 

intended to comply with and are governed by the Ralph M. Brown Act, Government Code 

Section 54950 et seq. (the "Brown Act"). 

 

5000.20  Meetings 

 

A. Regular Meeting: The Board of Directors of the District shall hold Regular Meetings at 

the Terminal Building at 501 Valley Blvd., Big Bear City, California, on the second 

Wednesday of each month beginning at 4:00 P.M.  When the day for a Regular Meeting 

of the Board falls on a legal holiday, the Board, at the preceding Meeting, shall 

determine the time and date of any rescheduled Meeting. The Board may cancel or 

change a Meeting time or place in the same manner as the agenda is posted. Any 

Regular Meeting may be adjourned to a time, place and date certain as long as that 

date is before the next Regular Meeting. Otherwise, once adjourned, the Meeting may 

not be reconvened.  

 

B. Meetings Governed by Brown Act and Other Applicable Law: All Meetings of the 

Board of Directors shall be governed by the provisions of the Ralph M. Brown Act (Govt. 

Code Section 54950 et seq) as those may be revised from time-to- time (the “Brown 

Act”) and other applicable law. 

 

C. Quorum: A majority of the Board shall be sufficient to do business and motions may 

be passed 2-1 if only three (3) attend. The following matters, however, require three (3) 

affirmative votes:  orders for payment of money. 

 

D. Legally required Participation: If a majority of the Board shall be disqualified to vote 

on a matter by reason of actual or apparent conflict of interest, and the action is 

required, the Board may utilize the applicable rules of necessity to select by lot or other 

means of random selection, or by such other impartial and equitable means as the 

Board shall determine, that number of its disqualified members which, when added to 

the members eligible to vote, shall constitute a quorum. Those members may vote but 

not discuss. 
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5000.30 Agenda  

  

A. Order of Business: The Order of Business of each Meeting shall be as contained in 

the Agenda prepared by the Board Secretary.  The Agenda shall be a numbered listing 

by topic of the subjects which shall be taken up for consideration in the following order.  

(When a Special Agenda is needed, items will be listed only as needed but the order 

will be maintained.)  Special Meetings that fall on the same day as a Regular Meeting 

may be shown on the same Agenda. 

 

o Call to Order 
o Flag Salute 
o Mission Statement 
o Presentations and Proclamations: 

o Big Bear Pilots Association 
o Roll Call and Introductions 
o Approval of Agenda 
o Public Comments (not on agenda) 
o Consent Agenda  
o Pulled Consent Agenda Items 
o Committee and Board Conference Reports 
o Business Matters  
o General Manager Reports 
o Directors Comments 
o Future Agenda Items 
o Next Meeting Date 
o Closed Session 
o Adjournment 

 
The Presiding Officer may change the order of the agenda items unless there is an 

objection from a majority of the Board.  Items may be added only as allowed by the Brown 

Act.   

 

If a quorum is lacking at any Regular or Special Meeting, the Board Secretary may declare 

the Meeting adjourned to a stated time and place, and he/she shall cause a written Notice 

of Adjournment to be given to those specified above.   

  

Meetings of the Board of Directors may include Closed Sessions as regulated by the Brown 

Act.  Closed Session Agenda items must be described in a manner that is in compliance 

with the Brown Act. 

 

Special Meetings, including Closed Sessions, of the Board of Directors may be called by the 

President or by three (3) Board members.  Notice shall comply with the requirements of the 

Brown Act. Appearance at the meeting waives any defect in notice. The Board Secretary 

shall provide notice to those members of the public requesting such notice and to post notice 



 

20 | P a g e  
 

on the District’s website.  Only those items listed in the call for the Special Meeting may be 

considered at the Meeting. 

 

Emergency Special Meeting:  In the event of an emergency situation involving a threat to 

public safety for which prompt action is required by the District (such as the threatened 

disruption of public facilities), the Board of Directors may hold an Emergency Special Meeting 

without complying with the 24-hour notice as otherwise provided in the Brown Act. 

 

The Draft Agenda for Regular Board Meetings prepared by the General Manager and 

Board Secretary shall be reviewed by the President prior to the 72-hour Public Agenda 

posting and notifications.  The Presiding Officer has the authority to add Agenda items.   

 

Brief staff reports shall accompany business items.  The General Manager will provide this 

public information at the time of the posting of the Agenda.  Staff reports will also make 

reference to the specific District goal being met with the agenda item.  

 

B. Delivery of the Agenda: The Agenda for each Regular Meeting of the Board, and 

reports and other documentation related thereto, generally shall be made available to 

Members of the Board (in their mail drawers in the terminal building) and made 

available to the public at least 72 hours prior to the Wednesday Meeting to which it 

pertains.  Agendas shall be posted on the bulletin board at the administrative offices of 

the District and at such other places the Board has designated for posting notices of 

Board meetings. Agendas shall be posted on the website at the same time. Any staff 

reports or other items for a Regular Meeting not available for distribution with the 

Agenda shall be made available to the public at the administrative offices of the District 

as soon as provided to the Board of Directors, or at the Meeting if only available then. 

 

C. Roll Call: Before proceeding with the business of the Board, the Board Secretary shall 

call the roll of the Directors and the names of those present shall be entered into the 

Minutes.  The order of roll call shall be alphabetical with the President called last. 

 

D. Minutes of the Board: 

 

1. Unless requested by a majority of the Board of Directors, Minutes of the previous 

Meeting may be approved without public reading. 

 

      The Secretary of the Board, or designated employee, shall keep Minutes of all open 

Regular, Special, and Emergency Meetings of the Board.  The Minutes shall show 

only actions taken by the Board and are not verbatim Minutes.  Recordings of the 

Regular Board Meeting will be made available on the District Website.  

2. Copies of the Minutes generally shall be distributed to Directors with the Agenda 

72 hours prior to the next Regular Board Meeting. 
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3. Motions and Resolutions shall be recorded as having passed or failed and 

individual votes will be recorded unless the action was unanimous.   

 

4. All Resolutions and Ordinances adopted by the Board shall be numbered 

consecutively starting anew at the beginning of each calendar year and shall be 

retained in perpetuity. 

 

5. Approved Minutes shall be retained permanently.   

 

6. Notwithstanding, the President or General Manager is authorized to order verbatim 

transcripts of all or any portion of a regular or special meeting. Should the Board 

direct staff to add or decline items to a future agenda (Sec 5000.30.G) during 

Directors comments, that item shall be noted in the minutes. 

 

E. Public Comments: A person wishing to comment on an Agenda item should raise his 

or her hand to be recognized by the President/Chair and move to the podium, at which 

time he or she has three (3) minutes to complete those comments, unless a longer time 

is granted.  No speaker may allot his or her time to others.  

 

Comments on Agenda items: Comments concerning matters on the Agenda will be 

heard at the time the matter is considered.  

 

Comments on non-Agenda items: Comments concerning matters not on the Agenda 

will be heard during the Public Comment section of the Agenda.  A speaker’s comments 

should be within the subject matter jurisdiction of the Big Bear Airport District Board.  

 

Please note that if you are addressing the Board on items not on the Agenda, the Brown 

Act does not allow Board discussion of such items because they are not on the Agenda 

and thus were not noticed publicly.  Therefore, the Board may only do the following:  

refer the matter to staff, ask for additional information or request a report back, or give 

a very limited factual response.  Your comments may be placed on the Agenda for 

future discussion.  Non-Agenda comments are limited to 15 minutes. 

 

F. Consent Agenda: Items of a routine nature may be placed on the Consent Agenda. 

All items may be approved by one blanket motion. Prior to, or following review of the 

Consent Agenda by the Presiding Officer, any Director may request that any item be 

withdrawn from the Consent Agenda for separate consideration. However, for conflict 

of interest or other reasons, any Director may abstain from voting on any Consent 

Agenda item without requesting its removal from the Consent Agenda, and the Board 

Secretary shall be instructed to record such abstentions in the Minutes. 

 

Future Agenda Items: The General Manager shall place operational, business items on 

the agenda. Any Board member may have an item placed on the agenda by requesting 
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such consideration, at a regular meeting of the Board and during “Directors Comments” 

portion of the meeting. The Request shall be considered by the Board and Direct Staff 

with a consensus or vote, requesting that the item be placed on a future agenda. The 

Vice President shall act for the President in the President’s absence. The President shall 

work with the General Manager to prioritize placement of such item on the agenda and 

such item shall be placed on an agenda within the next six months.  

 

5000.40 Rules, Decorum, and Order 

 

A. Points of Order: The Presiding Officer shall act as the Parliamentarian and shall 

determine all Points of Order subject to the right of any member to appeal to the Board. 

If any appeal is taken, the question shall be, "Shall the decision of the Presiding Officer 

be sustained?” in which event a majority vote shall govern and conclusively determine 

such question of order. 

 

B. Decorum and Order, Directors:  

 

1. Directors shall thoroughly prepare themselves to discuss Agenda items at any 

Meeting of the Board of Directors.  Information may be requested from staff; 

information may be exchanged between Directors between Meetings only within 

the limits of the Brown Act.  Any Director desiring to speak shall address the Chair 

and, upon recognition by the Presiding Officer, shall confine himself/herself to the 

question under debate. 

 

2. A Director desiring to question the staff shall address his/her question to the 

General Manager, who may either answer the inquiry himself/herself or to 

designate some member of his/her staff, consultant, or contractor for that purpose. 

 

3. A Director, once recognized, shall not be interrupted while speaking unless called 

to order by the Presiding Officer; unless a Point of Order is raised by another 

Director; or unless the speaker chooses to yield to another Director. 

 

4. Any Director called to order while he/she is speaking shall cease speaking 

immediately until the question of order is determined.  If ruled to be in order, he/she 

shall be permitted to proceed. If ruled to be not in order, he/she shall remain silent 

or shall alter his/her remarks so as to comply with rules of the Board. 

 

5. Directors shall accord the utmost courtesy to each other, to District employees, and 

to the public appearing before the Board and shall refrain at all times from rude and 

derogatory remarks, reflections as to integrity, abusive comments and statements 

as to motives and personalities.  Any such breach in decorum may result in public 

censure by a majority of the Board. 
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6. Any Director may move to require the Presiding Officer to enforce the rules and the 

affirmative vote of a majority of the Board shall require the Presiding Officer to so 

act. 

 

7.   Time limits on Directors speaking 

 

A. Agenda items:  Each Director may speak for three (3) consecutive 

minutes regarding the specific agenda item being discussed.  The Board 

President shall call for each Director to speak in any order determined 

to be appropriate, with the President speaking last. No Director may 

speak for an additional three-minute period until each Director has been 

given an opportunity to speak.  No Director is required to speak, or to 

speak for three (3) minutes.  Unless otherwise specifically waived by the 

President, the President shall not call for Director comments more than 

three (3) times on any agenda item. 

 

B. Directors Comments:  Each Director shall limit his or her comments to 

five (5) consecutive minutes and shall speak to topics only within the 

jurisdiction of the Airport District. 

 

C. Clarifications and responses:  The Board President or any Director may 

request that the General Manager or Legal Counsel clarify or respond 

to any comments at the conclusion of any Director’s remarks.  Any such 

response shall be addressed to the Board as a whole through the Chair 

and is not the initiation of debate.  Similarly, staff or legal counsel may 

provide clarifying information, through the President, at the conclusion 

of a Director’s remarks. 

 

D. Directors shall use their best efforts to avoid interruption of any speaker 

during his or her allotted time.  

  

C. Decorum and Order, Employees: Members of the administrative staff and employees 

of the District shall observe the same rules of procedure and decorum applicable to 

members of the Board. The General Manager shall insure that all District employees 

observe such decorum. Any staff member, including the General Manager, desiring to 

address the Board or members of the public shall first be recognized by the Chair. All 

remarks shall be addressed to the Chair and not to any one individual Director or 

member of the public. 

 

 

D. Decorum and Order, Public: 
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1. Boisterous Conduct:  No person shall maliciously or willfully disturb the peace or 

quiet of a meeting or of any person therein, by loud or unusual noises, or by 

indulging in riotous, boisterous, threatening, indecent or offensive conduct, or by 

using abusive, profane, indecent or vulgar language. No boisterous conduct shall 

be permitted at any Board Meeting. Persistence in boisterous conduct which 

actually disrupts the Meeting shall be grounds for summary termination of the 

speaker’s privilege of address by the Presiding Officer. 

 

2. Continued or repeated willful and actual disruption of any Meeting of the Board of 

Directors shall not be permitted by the Presiding Officer.  If the Presiding Officer 

with the concurrence of a majority of the other Directors, finds that there is such 

actual disruption, he or she may order the person causing the disturbance to leave 

the podium or leave the room, may have such person removed, may recess the 

Meeting, may clear the room and then continue the remainder of the Meeting, or 

may continue the Meeting to another date and time.  As used here, “willful 

disruption” means action which makes it unable to proceed with the business of 

the Meeting.   

 

E. Enforcement of Decorum: As set forth in Government Code Section 54957.9, in the 

event that any Meeting is willfully and actually interrupted by a group or groups of 

persons so as to render the orderly conduct of such Meeting unfeasible and order 

cannot be restored by the removal of individuals who are willfully interrupting the 

Meeting, the members of the Board may order the meeting room cleared and continue 

in session. Only matters appearing on the Agenda may be considered in such a 

session. Duly accredited representatives of the press or other news media, except 

those participating in the disturbance, shall be allowed to attend any session held 

pursuant to this section. Nothing in this section shall prohibit the Board from 

establishing a procedure for readmitting an individual or individuals not responsible for 

willfully disturbing the orderly conduct of the Meeting. 

 

F. Dissents, Protests, and Comments: Any Director shall have the right to express 

dissent from, or protest to, or comment upon, any action of the Board and have the 

reason entered in the Minutes. 

 

G. Rules of Order: Action items shall be brought before and considered by the Board by 

motion in accordance with this policy. These rules of order are intended to be informal 

and applied flexibly. The Board prefers a flexible form of Meeting and, therefore, does 

not conduct its Meetings under formalized procedures of Robert's Rules of Order. 

 

H. Rulings of Chair Final Unless Overruled: The Presiding Officer shall act as the 

Parliamentarian and shall determine all Points of Order subject to the right of any 

member to appeal to the Board. If any appeal is taken, the question shall be, "Shall 
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the decision of the Presiding Officer be sustained?” in which event a majority vote 

shall govern and conclusively determine such question of order. 

 

5000.50 Addressing the Board 

 

A. Addressing the Board: Members of the public have a legal right to address the Board 

on any matter being considered, including Closed Session Agenda Items.  Comments 

on Agenda Items will be taken at the time the item is heard.  There is a time limitation 

of three (3) minutes per person, per agenda item. See Section 5000.30 E.  

. 

    As the Board is considering Agenda Items, the Presiding Officer will clearly state the 

time at which the matter is open for comments from the public.  After all comments 

from the public have been heard, the Presiding Officer will close the matter to 

additional comments.  The matter may be reopened to comments from the public if a 

consensus of the Board agrees to do so. 

 

    Any member of the public desiring to address the Board shall proceed to the podium 

and wait to be recognized by the Presiding Officer.  After being recognized, the 

speaker may state his/her name and address for the record, but will not be required 

to do so. All remarks and questions shall be addressed to the Presiding Officer and 

not to any individual Director, staff member or other person.   

 

    The Presiding Officer may request that communication be made to the General 

Manager during regular business hours, or in writing, for subsequent submittal to the 

Directors. The Presiding Officer may limit the total time for public comments to 45 

minutes per meeting.   

   

B. Written Correspondence: The General Manager is authorized to receive and open all 

mail addressed to the Board as a whole and give it immediate attention to the end that 

all administrative business referred to in said communications and not requiring Board 

action, may be disposed of between Board Meetings. A copy of such communication 

shall be sent to each Director marked “Information Only". 

 

Any communication relating to a matter pending, or to be brought before the Board of 

Directors shall be included in the Agenda packet for the meeting at which such item is 

to be considered.  Copies of all other communications sent to the Board will be 

transmitted to them. 
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5000.60 Motions 

 

A. Processing of Motions: When a motion is made and seconded, it must be stated by 

the Presiding Officer or Board Secretary before Board debate. A motion so stated shall 

not be withdrawn by the mover without the consent of the person seconding it. 

 

B. Motions Out of Order: The Presiding Officer may at any time, unless a majority 

objects, permit a member to introduce a resolution or motion out of the regular agenda 

order.  

 

C. Division of Question: If the question contains two or more divisional propositions, 

the Presiding Officer may, and upon request of a Member shall, divide the same. 

 

D. Precedence of Motions: When a motion is before the Board, no other motion shall 

be entertained except the following, which shall have precedence in the following 

order: 

 

1. Substitute 

2. Amend 

3. Limit or terminate discussion 

4. Table 

5. Postpone 

6. Reconsider 

7. Adjourn  

8. Fix hour of adjournment 

 

In acting upon every motion, the motion requires a second except for nominations 

 

E. Motion to Substitute: Substitute motion replaces the motion under debate; when 

seconded and approved, it prevails. If not seconded or approved, consideration of the 

original motion continues. 

 

F. Motion to Amend: A motion to amend shall be debatable only as to the amendment. 

A motion to amend an amendment shall be in order, but a motion to amend an 

amendment to an amendment shall not be in order. An amendment modifying the 

intention of a motion shall be in order, but an amendment relating to a different matter 

shall not be in order. A substitute motion on the same subject shall be acceptable, and 

voted on before a vote on the amendment. Amendments shall be voted first, then the 

main motion as amended. 
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G. Motion to Limit or Terminate Discussion: Such a motion shall be used to limit or 

close debate on, or further amendment to, the main motion and shall be undebatable. 

If the motion fails, debate shall be reopened; if the motion passes, a vote shall be 

taken on the main motion. 

 

H. Motions to Table: A motion to table shall be used to temporarily by-pass the subject 

to an unspecified future date. A motion to table shall be undebatable and shall 

preclude all amendments or debate of the subject under consideration. If the motion 

shall prevail, the matter may be "taken from the table" at any time prior to the end of 

the next regular meeting. 

 

I. Motion to Postpone: A motion to postpone to a definite time shall be amendable and 

debatable as to propriety of postponement and time set. 

 

J. Motions to Reconsider: A motion to reconsider enables a majority, within a limited 

time and without notice, to bring back for further consideration a motion which has 

already been voted on. The purpose of reconsidering a vote is to permit correction of 

a hasty, ill-advised, or erroneous action, or to take into account added information or 

a changed situation that has developed since the taking of the vote. A motion to 

reconsider can be made only by a member who voted with the prevailing side. “Within 

a limited time”, for the purposes of this motion means on the same day that the vote 

to be “reconsidered” was taken. 

 

K. Motion to Adjourn (not debatable): A motion to adjourn shall be in order at any time, 

except as follows: 

 

1. When repeated without intervening business or discussion.  

2. When made as an interruption of a Member while speaking. 

3. When discussion has been ended, and vote on motion is pending, and  

4. While a vote is being taken. 

 

L. Motion to Fix Hour of Adjournment: Such a motion shall be to set a definite time at 

which to adjourn and shall be undebatable and shall be unamendable except by 

unanimous vote. 

 

5000.70 Voting Procedure 

 

A. Voting Procedure: In acting upon every motion, the motion requires a second except 

for nominations.  The Presiding Officer or Board Secretary verbally shall restate each 

question immediately prior to calling for the vote. A vote shall be taken by voice or roll 

call or any other method by which the vote of each Director present can be clearly 

ascertained. The order of voting shall be alphabetical with the President voting last. 
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The Board Secretary shall call the names of all members seated when a roll call vote 

is ordered or required. Members shall respond 'aye', 'no' or 'abstain', provided that 

when a vote is collectively taken by voice or when a method of voting other than by 

voice or roll call is used, any Director not audibly and clearly responding 'no' or 'abstain' 

or otherwise registering an objection shall have his/her vote recorded as 'aye'. 

Following the vote, the Presiding Officer or Board Secretary shall verbally announce 

whether the question carried or was defeated and those voting for or against the 

question. The vote on each motion shall then be entered in full upon the record. The 

Presiding Officer may also publicly state the effect of the vote for the benefit of the 

audience before proceeding to the next item of business.  

 

B. Failure to Vote: Every Director should vote unless disqualified for cause. Directors 

shall abstain from participating in consideration on any item involving a legal prohibited 

conflict of interest.  Unless such a conflict exists, however, Directors should not abstain 

from the Board’s decision-making responsibilities.  A Director who abstains not based 

upon a conflict shall be considered to have cast a “no” vote. 

 

C. Reconsideration: Any Director who voted with the majority may move a 

reconsideration of any action at the same or next meeting. After a motion for 

reconsideration has once been acted upon, no other motion for reconsideration 

thereof shall be made without unanimous consent of the Board. 

 

D. Tie Votes: Tie votes shall be lost motions. When all Directors are present, a tie vote 

on whether to grant an appeal from official action shall be considered a denial of such 

appeal, unless the Board takes other action to further consider the matter. If a tie vote 

results at a time when fewer than all members of the Board are present, the matter 

shall automatically be continued to the Agenda of the next Regular Meeting of the 

Board, unless otherwise ordered by the Board. 

 

5000.80 Use of District Property 

 

A. Use of District Stationery, Business Cards and District Email:  

 

1. District letterhead shall be used by the President or Directors for official District 

business only but shall not be used for personal or political purposes. In order for 

a President or Director to use District letterhead or otherwise represent the 

District’s position, he or she must obtain Board permission for such position. 

 

2. Business cards shall contain the Director’s name, title, District address and 

telephone number; home and/or business numbers are optional, but Director’s 

business names and addresses shall not be used.  
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3. Use of District Email.  These email addresses must be used only for official, public 

business. The Board member should have no expectation of privacy in emails sent 

or received using such email account, unless protected by a recognized privilege, 

such as the attorney-client privilege.  The Board Member shall not provide access 

to and may not allow use of the account by other and/or private persons.  

 

B. Use of District Seal and Logo: The District logo and seal shall not be used without 

      the prior consent of the Board of Directors by majority vote.   

 

C. Representing the District’s Official Position:  

 

1. In order for a President or Director to use District letterhead or otherwise represent 

the District’s position, he or she must obtain Board permission for such position.  

 

2. No Director shall use District time, staff, property, facilities, equipment or supplies 

for his/her private gain, except for incidental use allowed under Govt. Code Section 

8314.3. 

 

3. Director shall not direct staff to initiate any action or prepare any report that is 

significant in nature, commits District funds or initiates any project or study without 

the prior approval of a majority of the Board of Directors.  

 

4. The District Board designates the General Manager, (or his or her designee) to 

communicate official District positions to the public.  
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POLICY TITLE: TICKETS, PASSES AND GIFTS 

POLICY NUMBER:  7000 

 

 

7000.10  A Director who wishes to accept a gift of tickets, passes, travel, or related items 

should consult the current FPPC regulations, the General Manager or General Counsel.  
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POLICY TITLE: CONFLICT OF INTEREST 

POLICY NUMBER: 8000 

 

 

In addition to the Political Reform Act and Fair Political Practices Commission regulations, 

Government Code Section 1090 applies to Board members and contains additional conflict 

of interest requirements.  In accordance with Government Code, Section 1090, the following 

shall apply: 

 

8000.10 Officers of the District or employees shall not be financially interested in any 

contract made by the District as set out in Section 1090, with exceptions in Section 1091 and 

1091.5 and as otherwise provided by case law or Attorney General opinion. 

 

8000.20 Officers of the District or employees shall not be purchasers at any sale 

(including District Surplus property) or vendors at any purchase made by the District. 

 

8000.30 An individual shall not aid or abet a person covered by the above sections in 

violating the provisions stated above. This provision applies to any person, regardless of 

relationship to the District. 

 

Any questions regarding application of Govt. Code Section 1090 should be brought to the 

attention of the General Manager or General Counsel immediately. 

 

   


