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CITIZENS’ ELECTIONS OVERSIGHT COMMITTEE (CEOC)
CHARTER and BYLAWS (Administrative/Operating Procedures)
Restated and Amended as of May 2024

CHARTER

OVERVIEW
The name of this King County Commission shall be the Citizens’ Elections Oversight Committee. The CEOC is authorized in King County Code (KCC) sections 2.53.011 through 2.53.061 (the enabling legislation). Membership of the King County CEOC is appointed by the King County Council.

Mission (Purpose/Scope) *
To help King County maintain public confidence in elections.

The committee shall make recommendations to the council to: 
A. Improve performance of the Department of Elections; and 
B. Help ensure that accountability and performance of the Department of Elections is provided in a transparent manner that is meaningful to the residents of King County. 

*KCC 2.53.031 (Ord. 18795 § 2, 2018:  Ord. 18167 § 23, 2015:  Ord. 15971 § 39, 2007:  Ord. 15453 § 4, 2006).

Responsibilities of CEOC Committee
Per KCC 2.53.041 (Ord. 18795 § 3, 2018:  Ord. 15453 § 5, 2006).

Before undertaking its other responsibilities identified in this chapter, the committee shall: 
A. Elect officers and adopt administrative procedures consistent with this chapter.
B. To accomplish its responsibilities as outlined in this chapter, the committee shall complete the following tasks:

· Review recent reports on elections and recent legislation that affects elections standards, procedures, equipment and technologies.
· Conduct oversight of the implementation of new standards or procedures for elections as mandated by federal, state or county legislation.
· Monitor the primary and general elections and canvassing board meetings to observe if proper procedures are followed, to report on any problems that are observed or come to light, to recommend corrective actions on problems that may arise and to ensure that any problems that arise are discussed in an open and public manner.  The committee shall report to the council in a timely way on any significant problems that might occur or on any serious concerns the committee may have.
· Meet at least quarterly; and
· Submit a report to the council on committee observations, findings and recommendations regarding the primary and general elections by February 1 of each year by filing eleven copies of the report with the clerk of the council for distribution to all councilmembers.  


CEOC MEMBERSHIP, QUALIFICATIONS, AND VACANCY PROCEDURE
Per KCC 2.53.021

Membership
Committee membership shall include:
1. One representative from a nonpartisan organization active in King County that evaluates candidates and ballot measures, such as the Municipal League;
2. One representative from a nonpartisan organization active in King County that provides elections information to the public, such as the League of Women Voters;
3. One representative from the disability community;
4. One jurisdictional representative from a junior taxing district or a city with a population of under twenty thousand;
5. One representative of the Chinese-speaking community;
6. One representative of the Vietnamese-speaking community;
7. One representative of the Spanish-speaking community;
8. One representative from the Korean-speaking community;
9. One representative from each of any other language minority community for which the Director of the Bureau of the Census determines by publication in the Federal Register that King County is required to provide minority language assistance under Section 203 of the Voting Rights Act;
10. Two King County registered voters who are not representatives of any of the groups listed in subsection A.1. through 9. and 11. through 16. of this section;
11. One representative from the King County Democratic Party;
12. One representative from the King County Republican Party;
13. One ex officio, nonvoting representative from the Office of the Secretary of State;
14. One representative from an academic institution who has knowledge of elections;
15. One representative who has experience in technology; and
16. One representative from a nonpartisan organization in King County that promotes equality and the advancement of blacks or African Americans, such as the Urban League of Metropolitan Seattle.

Qualifications to be a CEOC member
· Working knowledge of local or state government elections operations and management, demography, technology and organizational management.
· Strong commitment to an accountable, transparent, well-managed and efficient elections operation in King County.
· Willingness to commit the time necessary to attend committee meetings and activities.
· Good oral communication skills as well as interpersonal skills and to be able to work well in a group situation. 
· Nominees or appointees to the committee shall not hold elective public office or be a candidate for election to public office, other than as a precinct committee officer.
· For members that represent the Chinese, Spanish, Korean and Vietnamese-speaking communities it is highly desirable to be able to read the respective language and to demonstrate strong ties to the respective communities. 

Terms
Except for the ex officio member, members shall serve three-year terms.  The ex officio member serves at the pleasure of the member's office. Any other members that may be added as required by Ordinance 17273 and under Section 203 of the Voting Rights Act shall serve three-year terms that begin on the date of appointment to the committee and expire December 31, three years after the appointment.  (Ord. 18795 § 1, 2018:  Ord. 17273 § 1, 2012:  Ord. 16203 § 1, 2008:  Ord. 15453 § 3, 2006).

Procedure for filling vacancies 
KCC 2.53.021.B
1. The chair of the council shall notify councilmembers of vacancies on the committee and shall direct council staff to develop a job description and list of qualifications for committee members, as well as an application form;
2. The open positions shall be advertised at a minimum in the county's newspaper of record;
3. The chair of the council shall direct council staff to develop administrative procedures for accepting applications.  All applications shall be forwarded to all county councilmembers.  Applications shall also be forwarded to the citizens' elections oversight committee for review and the committee may provide feedback to the employment and administration committee;
4. The employment and administration committee shall review applications, and may interview applicants.  By majority vote, the employment and administration committee shall appoint members to the citizen oversight committee; and
5. Appointments shall be confirmed or rejected by the full council by motion.

KCC 2.53.021.C: When the Director of the Bureau of the Census determines by publication in the Federal Register that King County is no longer required to provide minority language assistance under Section 203 of the Voting Rights Act to a language minority community, the term of the committee member representing that community expires and committee membership representing that community is no longer required.


COMMITTEE OPERATING PROCEDURES: PER ORDINANCE
Staffing
Per KCC 2.53.051 (Ord. 18795 § 4, 2018:  Ord. 18167 § 24, 2015:  Ord. 15971 § 40, 2007:  Ord. 15453 § 6, 2006)
· The council shall provide for appropriate staffing of the committee.
· County staff in the department of elections shall provide information requested by the committee in a timely manner.  

Note: the role of committee staff is to support CEOC through:
· Clear and timely communication and prompt response to questions and concerns.
· Assisting the Chair in preparation of agendas, scheduling, meeting notes and other tasks. This includes availability and responsiveness to the needs of the Chair and committee as required.
· Provision of background information/materials and the timely distribution of materials (as feasible).
· Ensuring that a summary of each of the regularly scheduled committee meetings is produced and posted on the CEOC webpage. 


Reimbursements
Per KCC 2.53.061 (Ord. 15453 § 7, 2006)
· The county shall reimburse committee members for mileage at the standard county reimbursement rate for travel within the county to and from committee meetings. 
· The county shall provide parking free of charge in the county garage to committee members while attending meetings where committee business is conducted, or the county shall pay for parking for committee business conducted at locations not near the county garage.

BYLAWS
Committee Administrative/Operating Procedures
These procedures must be approved by, and may be amended at any time by, the CEOC
ROLES AND RELATIONSHIPS
· The duties and responsibilities of the CEOC relative to the King County Council are informational or advisory rather than rather than policy or rulemaking. The council does not need input from the CEOC to take any action.  
· Elections management has total responsibility for managing the election process. Committee members will not interfere with that relationship.
· King County Council staff and/or Elections staff shall inform the CEOC of the lead staff contact for the committee. To limit triangulation, committee members are encouraged to route proposals related to committee process and policy through the Chair first, who will then be responsible to loop in staff or the committee as a whole as appropriate.
· Committee members assigned by the committee or Chair to work on special projects are expected to collaborate positively with staff, recognizing that staff’s daily work responsibilities extend beyond the scope of the CEOC.


LEADERSHIP ROLES

Chair
The Chair is elected by the CEOC from its membership. The Chair shall preside over and facilitate all committee meetings and collaborate with the Vice Chairs as a team to administer the committee. The Chair also serves as the spokesperson for the committee as a whole, and as the lead contact with King County elected officials and staff, including the King County Elections Director and staff. The Chair shall also:

· Collaborate with King County staff to establish the agendas for all regular meetings.  
· Follow some form of Robert’s Rules of Order in an effort to conduct an orderly meeting.
· Keep the meeting flowing with eye on the time to ensure all meeting agenda items were discussed. 
· Ensure that members are complying with the Charter and Bylaws and propose revisions or amendments when the need arises.
· Work with the Vice Chairs to appoint members to any workgroup as necessary. The Chair has the authority to convene or dissolve standing and temporary workgroups (or subcommittees) as they see fit.

Note: Requests from committee members or Vice Chairs for staffing support on committee-related projects (in support of the approved Work Plan) should to be routed through the Chair.

Vice Chairs
Vice Chairs are elected by the CEOC. One of the Vice Chairs shall also serve as First Vice Chair, to fill the role of the Chair in the event of an absence. The First Vice Chair shall be appointed by the Chair as an additional duty for one of the three Vice Chairs.

The Vice Chair roles shall be as follows:
· Vice Chair, Best Practices: focused on gathering relevant (local to national) data and trends in conjunction with other CEOC members to share with the full committee and Elections staff at each meeting.
· Vice Chair, Election Monitoring: focused on leading the observation and monitoring process per the Work Plan, directly coordinating/scheduling with the committee members to ensure appropriate coverage and to aggregate member feedback to be presented to the full CEOC.
· Vice Chair, Voter Participation: as per the Work Plan, focused on voter community outreach needs (including languages), voters’ pamphlet overhaul input, etc.

Vice Chairs shall be responsible for managing each workgroup under their purview in a collaborative manner, engaging CEOC members as needed. The goal is to create diverse opportunities for shared leadership and participation. Vice Chairs are also responsible with keeping the Chair informed of workgroup progress and activities and speaking to their respective workgroup-based topics on the meeting agendas.


ELECTION OF OFFICERS
The election of officers shall be held in November or December in the year term(s) expire. The person who receives the majority of votes shall be elected.

Terms of Office
· Officer terms shall commence on January 1 (with the exception of the 2019 election, which shall be valid upon election until December 31, 2021).
· Terms of office shall be for two years, or for the remainder of the elected officer’s appointed term on the CEOC (if their appointed term remaining is less than two years).
· In the event of filling an officer vacancy, the term shall be considered to end at the end of the current year.
· Officers may run for reelection at their option and will not be term limited.

Process
· In advance of elections, committee staff will ask for committee members who are interested in running for an officer position (self-nomination) to submit a short statement before the meeting to share with the committee.
· Staff will aggregate these statements and send them as a group to the committee in advance of the meeting. Committee members must submit a statement to run as to be fair to those committee members who are unable to attend the meeting (excused absences). Once the statements are emailed to the committee the day before the meeting, the nomination period shall be considered closed.
· Candidates will make a short 2-3 minute statement at the committee meeting before elections and answer any committee member questions.
· If the committee member is running unopposed, the vote will be called for by acclamation. In the case of contested elections, committee members shall vote by a show of hands. Members in attendance who are not present in the room (i.e. via Skype, Zoom or conference call) may email their vote to the committee staff member counting the votes or state their preference by voice. Secret ballots are prohibited.
· In the case of electing the Chair, if the Chair is running for reelection, the gavel will temporarily be passed to an ex officio committee member to preside. If no ex officio member is present in the room, a committee member not running for an officer position shall preside. 


MEMBER PARTICIPATION - 

In furtherance of the CEOC's responsibility to monitor the special and general elections, as set forth in K.C.C 2.53.041.B.3., each member of the committee is required to: 
· Complete King County Election observation training every two years; and
· Observe an election (special or general), at least once a year. 

The CEOC Election Monitoring Committee will inform CEOC members when they need to take or retake the observation training and track what election observation activities members participated in on a yearly basis. 


COMMITTEE OPERATIONS
Scheduling
· An annual committee schedule shall be recommended to the committee by the Chair after consulting with Elections and King County Council staff. Once the schedule is approved by the committee, members will be expected to attend unless an expected absence is reported to staff.
· The chair may schedule special meetings and trainings during the year and will strive to provide committee members with a minimum of two weeks’ notice for in person meetings. Special meetings held virtually will be noticed to committee members at least 48 hours in advance.  
· Email, electronic polls, and other means may be utilized for scheduling and these scheduling requests may come from the Chair or King County staff.
· The Chair is authorized to adjust meeting dates or to cancel any meetings deemed unnecessary due to the lack of agenda items or proximity of the regular meeting date to legal holidays.  
· Meetings will be held at King County Elections headquarters in Renton unless otherwise designated by the committee.

Agendas
· The committee Chair will work with staff to develop the agenda and email it to the committee before the meeting.  The committee chair and staff will use their best efforts to complete and email the agenda to the committee a minimum of five days before the meeting.
· Should a committee member have an agenda item for the following meeting, it should be shared with the Chair to be added a minimum of a week before the meeting.
· New business items brought up in meetings shall be voted on at the following meeting unless a motion to take it up at the meeting when it is introduced is approved by a majority of members present.

Records
· Minutes for this committee will be prepared by staff and reflect votes taken, consensus decisions, policy direction, requests for information from members and consultants, and the individuals designated to follow-up on those requests. The committee does not need but may choose to record the audio of meetings.  
· In the interest of public transparency, the regular and special committee meeting schedule, a public contact email address for the committee Chair, and a list of the CEOC members names with associated representative roles shall be posted to the CEOC webpage.
· Minutes from official CEOC meetings shall be posted on the CEOC webpage within a week after they are approved at the following committee meeting.
· Chapter 2.53 of the King County Code has not charged the CEOC to conduct hearing or take testimony or comment. The CEOC is not subject to the Open Public Meetings Act (OPMA) but may choose to voluntarily follow some or all of the requirements of the OPMA and adopt that position in its administrative procedures in accordance with KCC 2.53.041

Meetings
· Only committee members appointed by the King County Council, elected officials, committee staff, King County Elections staff, and invited subject matter experts may sit at the table during meetings.
· Members are expected to arrive to the meetings on time and read the content emailed to the committee in advance of each meeting.
· Meetings shall also be expected to end on time, unless all members present both on the phone and in person (and/or voluntarily departing) agree to extend beyond the scheduled time.
· In the event of a lack of quorum, the committee may continue to hold informal discussions, but no votes are permitted.
· The CEOC has not been tasked by the King County Council to take public comment at meetings.

Voting
· A quorum for this committee will consist of a majority of total appointed members, not counting vacant positions. Voting by proxy is not permitted.
· Process issues will require a majority of the members present and voting to concur.
· Policy decisions and recommendations of the CEOC will require an affirmative vote by a majority of total appointed members, not counting vacant positions.
· Members attending the meeting virtually are allowed to vote on issues as long as members physically present at the meeting are convinced it is actually the member on the phone.
· The committee shall not vote by email on process and policy issues other than scheduling matters. 
· By an affirmative vote by a majority of total appointed members, not counting vacant positions, a minority report can be produced in addition to the majority report. 

Workgroups
· The committee may establish workgroups, based on the needs of the committee, and at the discretion of the Chair.
· Committee Vice Chairs shall be assigned to lead workgroups by vote of the CEOC (or as reassigned by the Chair) and will be responsible to the CEOC for maintaining the workgroup’s alignment with the CEOC Work Plan, general performance, and the engagement of CEOC members who wish to participate.
· The Chair reserves the right to reassign Vice Chairs between Workgroups in the event of a vacancy or at the request of the Vice Chairs or the committee.

Spokesperson for the CEOC 
· The Chair will serve as the official spokesperson for the CEOC regarding media contacts or inquiries from any other source. 
· In any communication with third parties regarding the CEOC, individual CEOC members shall make it clear that they are not speaking for the CEOC but only in their individual capacity or for their nominating organizations. 


TELECOMMUNICATIONS
Participating Virtually in Meetings
· Committee members may participate in meetings virtually via Skype, Zoom, conference call, or other virtual meeting tool when a member can’t attend a meeting in person.
· If the committee member participating by virtually or by conference call is needed for the committee to reach a quorum, then anytime the committee member participating virtually or by conference call walks away from the call they must announce to the remaining members that they are walking away from the call. If the quorum is broken, the committee may not vote until the member returns.
· The committee may conduct its business virtually including but not limited to Skype, Zoom, conference call or other virtual meeting tool and in a method that ensures the availability of  committee staff and invited guests to participate. Generally, however, in-person meetings are the preferred/default method.
 
King County Email Accounts
· King County Ordinance 16997 requires the King County Executive to assign a King County email account to all King County appointed board or commission members for the purpose of conducting board business and to abide by Washington State and King County public disclosure laws. 
· It is a condition of appointment that board members regularly use their assigned King County email account whenever communicating electronically with other board members, King County staff or members of the public.
· While CEOC workgroups may communicate and make informal workgroup level decisions via email, official CEOC meetings and votes may not be conducted via email.


CONFLICT OF INTEREST AND CODE OF CONDUCT
Conflict of Interest
· CEOC members are required to conduct business and fulfill their responsibilities in an ethical manner. The standards of ethical behavior are set forth in the King County Code Chapter 3.04 – Employee Code of Ethics.  
· Any member of the CEOC that has a conflict of interest, or who may cause the appearance of a conflict of interest, concerning any matter before the CEOC shall recuse themselves from participating in the discussion or vote on the matter.  

Code of Conduct 
· Committee members will conduct themselves in a professional manner, treating staff, consultants, and each other with respect. Members will give everyone an opportunity to participate and be heard. 
· While committee members are free to email the full committee and/or staff, is strongly preferred that the focus of discussion (or debate) be directed toward committee meetings to allow for full and equitable participation under the operating procedures.
· Members will not record a meeting without prior notice to, and full consent of, all members participating in the meeting.

Note: CEOC members will become familiar with the enabling legislation and will commit to taking any trainings required by Washington State law or King County ordinance, including but not limited to:
· Review of the King County Ethics Code Summary
· File an annual King County Ethics Program Financial Disclosure Form with the Board of Ethics

Attendance
· Committee members are expected to be available to attend required committee meetings as scheduled either in person, virtually or by conference call. Meeting RSVPs are not required, however, staff or the committee Chair must be notified of expected absences in advance of a meeting for the absence to be excused.
· Meetings (or trainings) designated as optional by the Chair or the committee as a whole will not count against the attendance requirement.

Member Resignation and Removal
· More than two unexcused absences or three excused meeting absences are not permitted (either in a row or during a calendar year). These absences will be reported by staff to the King County Employment & Administration Committee to be recommended for removal.
· Flexibility regarding attendance will be offered by the Chair and staff to committee members for bereavement, medical, or maternity leave. Committee members on leave will continue to receive (and have the ability to send) committee email correspondence.
· Committee members may resign from the committee at any time on their own volition. They may do so by alerting the committee Chair and staff. 
· Committee members may at their option email the full CEOC as well to inform them of their decision to depart, though this is not expected or required.

Succession Plans
· Upon a vacancy, the committee Chair will alert King County Council staff to begin the process of filling the open position in accordance with the CEOC Charter.
· Should the Chair or a Vice Chair opt to step down during their term, the process for selecting officers shall be followed at the next CEOC meeting. 
· The First Vice Chair will only become Chair on a temporary basis (until the next meeting for an open election) if the Chair departs immediately or is unable to provide advance notice.




BYLAWS ADOPTION AND AMENDMENT
The Bylaws must be approved by a majority vote of official full voting committee members present during a meeting. The adopted Bylaws may be amended or repealed by an affirmative vote of the majority of the official full voting committee at any regular meeting, provided that prior notice of the meeting and proposed bylaw amendment(s) has been given to the CEOC.

These Bylaws, adopted by a majority vote of the CEOC, are effective  as of  DATE [date of meeting adopted by the CEOC][footnoteRef:1]. [1:   Previous versions of these Bylaws were adopted in September 2020 and May 2022.  ] 
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