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Commission Appointment Policy  
  
 
Purpose  

  
The City of Vacaville establishes its Commission Appointment Policy in order to establish a 
transparent and consistent process and fair representation on City Commissions.  
 
For the purposes of this Policy, the term “Commission” shall mean a regular, ongoing committee, 
board or commission established by ordinance to advise the City Council and perform such other 
functions and duties as prescribed by the City Council and which consists of members appointed 
by the Mayor and ratified by the City Council. 
 
Appointment Method, Terms, Vacancies 
  
Appointments. Pursuant to the process outlined below, Commissioners shall be appointed to 
staggered terms by the Mayor. 
 
Annual Appointment List. A list of all regular and ongoing boards, commissions, and committees 
whose members serve at the pleasure of the City Council shall be posted on or before December 
31 of each year. This list shall be known as the “Appointments List.” The list shall contain the 
following information:  
 

a. A list of all appointive terms which will expire during the next calendar year,  
b. The name of the incumbent appointee,  
c. The date of appointment,  
d. The date the term expires, and  
e. The necessary qualifications for the position.  

  
Posting of Annual List. The Appointments List shall be posted at City Hall, on the City of Vacaville 
website, and copies shall be available to the public. 

 
Application Process 

 

1. A current list of applicants will be established each year. Applications may be submitted to 
the City Clerk beginning with the posting of the Appointments List.  

2. The application period will be published with the Appointments List and will be open for at 
least 30 days. Applications will be available in the City Clerk’s office and on the City’s 
website.  

3. Applicants are required to complete and return a separate application for each 
Commission they desire to serve on by the established deadline and in accordance with 
the posted instructions. The City Clerk shall compile a list of applicants from the 
applications received.  

4. Incumbents seeking reappointment are required to complete and file an updated 
application with the City Clerk by the application deadline.  

  
 
 



Selection Process 
 

1. After the application deadline, the City Clerk shall compile a list of applicants from the 
applications received and provide an application packet to the Mayor, the Applicant 
Review Committee, and each member of the Council. The Applicant Review Committee is 
appointed by the Mayor and shall consist of two councilmembers, the Department 
Director(s) that oversee the Commission, and two community members.  
 

2. Applications will be reviewed and applicants will be interviewed by the Applicant Review 
Committee.  When conducting application reviews and applicant interviews, the Applicant 
Review Committee will consider the applicant’s background, qualifications, experience, 
and availability to attend scheduled meetings.  The Applicant Review Committee will 
provide the Mayor with a ranked list of all applicants for each Commission, identifying the 
District in which each applicant resides.  

 
3. The Mayor will appoint commissioners to fill vacancies from the ranked list provided by the 

Applicant Review Committee, subject to ratification by a majority of the councilmembers 
present at the public meeting.  

 
4. The Councilmembers who are not members of the Applicant Review Committee, will 

refrain from directly contacting applicants until which time the Mayor’s appointments are 
made public for consideration by the Council for their ratification. 

  
5. All Commission appointments and reappointments shall be made at a properly noticed 

regular or special City Council meeting open to the public, no later than the first meeting in 
March of each year (except in unusual circumstances).  

  
6. Following any Commission appointment, the City Clerk shall notify successful and 

unsuccessful applicants, as applicable, in writing.  
  
7. Applications of applicants not appointed to a Commission will remain on file on an active 

list in the City Clerk’s Office for a period of one (1) year.  During that time, applicants may 
be eligible for appointment to an unanticipated vacancy on the Commission for which they 
applied.  

 
Term of Office 
 

1. The term of office for members of the Planning Commission and Parks and Recreation 
Commission is two (2) years; terms are staggered to be overlapping, so that all terms do 
not expire in and one (1) year.  

  
Unscheduled Vacancies 
 
An unscheduled vacancy is considered to exist whenever a member resigns, automatically 
vacates, is removed by a majority vote of the City Council, or upon death.  If a member ceases to 
be a resident of the City, their membership shall be terminated.  
 
All vacancies will be posted and noticed in accordance with Government Code Section 54974.    



If a previous list of applicants is still active, the Mayor may choose to interview and appoint from 
the active list.    
 
If no active list exists, the City Clerk will post a recruitment for no less than fifteen (15) days.  The 
selection process shall be the same as noted in the Selection Process above.  
 
A person appointed to fill a vacancy shall serve through the unexpired term of the vacating 
commissioner.  In accordance with Government Code Section 54974, if an emergency exists, the 
unscheduled vacancy may be filled immediately.  A person appointed to fill the vacancy in an 
emergency shall serve only on an acting basis until the final appointment is made.  
 
Reapplication After Removal 
 
A Commissioner removed for non-attendance is ineligible to reapply for twelve (12) months 
following the effective date of removal. 
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