Item IX.A
April 6, 2017

March 3, 2017

To:

Commission Secretaries

From:

Mark Numainville, City Clerk

Subject:

Commission Work Plans – Council Item from 2016

This is a reminder regarding the requirement for annual commission work plans.
In 2016 the City Council approved an item that directs Berkeley Commissions, with the
exception of the Board of Library Trustees, the Zoning Adjustments Board, and the
Design Review Committee, to submit a workplan to the City Council at the beginning of
each fiscal year.
Some commissions currently produce a workplan on a regular or semi-regular basis.
This is a best practice that aligns with the direction given in the Commissioners’ Manual.
For more information, please see the attached agenda item and the relevant excerpt
from Chapter V. Section A. of the Manual.
Please agendize this topic for discussion by the commission and inform the members
that they must take all steps needed to meet this direction. As stated in the
Commissioners’ Manual, it is the responsibility of the commission members, not staff, to
draft the content of reports to Council. This responsibility includes drafting the content
of the work plan. This task cannot be delegated to the commission secretary or other
city staff.
Please contact me directly if you have any questions.
Enc.

cc:

Department Heads

Lori Droste, District 8
Susan Wengraf, District 6
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July 19, 2016
TO:

Honorable Mayor and City Council

FROM:

Councilmembers Lori Droste, Susan Wengraf,
Linda Maio, and Kriss Worthington

SUBJECT:

Commission Work Plans

RECOMMENDATION
Commissions–with the exception of the Board of Library Trustees, Design Review
Committee, and the Zoning Adjustments Board–will submit a work plan detailing its
goals and objectives for the year. Plans will be submitted at the start of the fiscal year,
annually.
FINANCIAL IMPLICATIONS
Although additional staff time will be needed to assist commissions in drafting work
plans, staff time will be reduced overall if misaligned commission referrals are reduced.
In addition, if boards and commissions do not direct city staff to perform research,
gather information, or otherwise engage in activities involving projects or matters that
are not aligned with the City’s Strategic Plan, staff will be able to make more efficient
use of their time.
BACKGROUND
The City of Berkeley is in the process of introducing its first strategic plan. To ensure
that Berkeley’s commissions are in alignment with the overall mission of the City,
commissions should submit annual work plans. Each work plan should contain the
following information:
1. Commission mission statement
2. What are the commission’s goals? In order to achieve these objectives, please
specify:
a. Resources
i. What specific resources are needed and available to achieve
desired change? (i.e. staff time, $, time, materials, equipment)
b. Program activities
i. What will the commission do with its resources?
ii. Processes, tools, events, technology, actions that are employed to
bring about the intended objectives.
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c. Output(s)
i. What will be the direct results of commission activities?
ii. How much will be done? (i.e. Number of forums/meetings held, # of
participants reached, etc.)
d. Outcomes
i. The specific changes desired/achieved in the short-term (1-3 years)
and long-term (4-6 years)
Outcomes should be measurable, action-oriented, and realistic (W. K Kellogg
Foundation, 2004).
ENVIRONMENTAL SUSTAINABILITY
Not applicable
CONTACT PERSON
Lori Droste, City Councilmember District 8, 510-981-7180
Susan Wengraf, City Councilmember District 6, 510-981-7160
Attachments:
1: Logic Model Summary (W.K. Kellogg Foundation)
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Attachment 1

Logic Model Summary
A logic model brings program concepts and dreams to life. It lets stakeholders try an
idea on for size and apply theories to a model or picture of how the program would
function.
The program logic model is defined as a picture of how your organization does its work
– the theory and assumptions underlying the program. A program logic model links
outcomes (both short- and long-term) with program activities/processes and the
theoretical assumptions/principles of the program.

The Basic Logic Model components shown above are defined below. These
components illustrate the connection between your planned work and your intended
results.
They are depicted numerically by steps 1 through 5.
YOUR PLANNED WORK describes what resources you think you need to implement
your program and what you intend to do.
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1. Resources include the human, financial, organizational, and community resources a
program has available to direct toward doing the work. Sometimes this component is
referred to as Inputs.
2. Program Activities are what the program does with the resources. Activities are the
processes, tools, events, technology, and actions that are an intentional part of the
program implementation. These interventions are used to bring about the intended
program changes or results.
YOUR INTENDED RESULTS include all of the program’s desired results (outputs,
outcomes, and impact).
3. Outputs are the direct products of program activities and may include types, levels
and targets of services to be delivered by the program.
4. Outcomes are the specific changes in program participants’ behavior, knowledge,
skills, status and level of functioning. Short-term outcomes should be attainable within 1
to 3 years, while longer-term outcomes should be achievable within a 4 to 6 year
timeframe. The logical progression from short-term to long-term outcomes should be
reflected in impact occurring within about 7 to 10 years.
5. Impact is the fundamental intended or unintended change occurring in organizations,
communities or systems as a result of program activities within 7 to 10 years. In the
current model of WKKF (W.K. Kellogg Foundation) grantmaking and evaluation, impact
often occurs after the conclusion of project funding.

Compiled from:
W.K. Kellogg Foundation. “Logic Model Development Guide.” (2004)
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A. Work Program

CHAPTER V. COMMISSION PROCEDURES
A.

WORK PROGRAM

1) Development of a Work Program
Many commissions find it effective to establish a yearly work program or
statement of goals. A work program is a planning document that specifies how
and when the objectives (outcomes) which the commission expects to
accomplish during the fiscal year will be achieved. Goal statements explain the
nature and scope of the work to be performed and the time needed to
accomplish the goal. The nature of the duties of specific commissions may
determine which method is most suitable.
Designing yearly work programs or goal statements may be done in conjunction
with the development of the relevant departmental work plan so that the
department and commission's work will complement each other throughout the
year.
When developing a workplan Commissions should take special care to ensure
that they remain within their subject area purview and the constraints of their
enabling legislation.
B.

MEETING PROCEDURES

1) Establishment of Meeting Rules
Each commission may establish additional rules and limit debate. It is the
responsibility of the chairperson to control the debate among commissioners so
that everyone has a chance to speak before others speak for a second time, and to
expedite the business at hand. To this end, commissions may establish rules to
limit debate.
2) Processing of Motions
When a motion is made and seconded, it should be stated by the maker of the
motion and read by the Chair prior to debate. If the motion is adopted, the maker's
written version of the motion, if any, should be given to the secretary for reference
in preparation of Council reports and/or the minutes. A motion may not be
withdrawn by the mover without the consent of the member seconding it. After
discussion has ended and immediately prior to the vote, the secretary clearly
states the full motion (with any amendments). If a roll call vote is used, the
secretary then calls the roll (always calling the names in the same order). After all
commissioners have voted, the secretary announces the vote totals and whether
or not the motion passes.
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