City of South Portland

Conservation Commission
Duties and responsibilities of Conservation Commission members

Attendance

· Attend all meetings

· Notify the Chair as soon as practicable of you are unable to attend a meeting.

· Review the minutes and materials covered at the missed meeting.

· Understand that as stated in the municipal ordinances: “A vacancy will be declared upon failure of a member to attend four consecutive regular meetings or failure of a member to attend at least seventy-five per cent of all meetings during the preceding twelve-month period, subject to the provisions of the South Portland Code section 2-122”.

Preparation

· Be prepared to participate in each meeting.  Read material in advance of a meeting and familiarize yourself with the agenda.  Bring relevant materials to the meeting.  

Communication

· Follow established protocol under state and local code concerning  conflict of interest.
· Speak as a member of the Commission only when authorized to do so.
· Support the majority opinion on issues decided by the Commission.
Participation

· Ask questions at Commission and committee meetings.

· Contribute your expertise and perspective on issues before the Commission.

· Accept leadership assignments as appropriate.

· Serve on at least one subcommittee

Currency

· Read and become familiar with the Comprehensive Plan, the City Code and Planning Department reports related to conservation, open space and development issues.

· Stay informed about issues before the City Council and Planning Board by attending meetings, watching local television coverage and reading agendas and minutes available on the city’s website.

· Visit sites in the city and the region to understand the issues before the Commission.

· Read broadly in literature and press coverage to stay current on conservation issues affecting out city, state and nation.  
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City of  South Portland

Conservation Commission

Officers’ Responsibilities

Chair
· Preside at all Conservation Commission meetings and subcommittee meetings when appropriate.

· Develop agendas for regular meetings.

· Prepare materials for Requests for Review and Comment from the Planning Department/Planning Board.

· Submit to the Planning Department the Commission’s responses and recommendations to the Requests for Review and Comment.

· Serve or assign a CC member to serve as spokesman for the Commission at Public Hearings, Planning Board meetings, City  Council meetings, etc. as authorized by the Conservation Committee.

· Submit yearly report

Vice Chair

· Serve as Chair for those meetings that the Chair is not able to attend.

· Assist the Chair in all duties that he/she request assistance.

Secretary
· Take notes and prepare minutes of the meeting.

· Maintain monthly and yearly attendance records.

· Post Commission and committee meetings, submit agenda, reserve meeting space, notify members of meetings, and assist in compiling and distributing informational packets.

· Provide the City Clerk with signed copies of all reports.

Provide new Commission members with packet of pertinent Conservation Commission information.

· Maintain Commission files and resource library
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