
 

 

POLICIES AND PROCEDURES FOR BOARD MEETINGS 
MARIN HEALTHCARE DISTRICT  
Adopted: March 8, 1994 Amended 

September 13, 1994 Amended 
 June 13, 1995 Amended  
April 15, 1997 Amended  

August 10, 1999 Amended 
 February 12, 2002 Amended 

 June 14, 2005 Amended 
 June 13, 2006 Amended  
July10, 2007 Amended 

(CONFIRMED) 

NOTE: These Policies and Procedures are designed 
specifically for the Board during this period of transition for 

the Hospital from Sutter to the District. The Board is 
operating under tight timeframes for completing specific 

assignments, and it is imperative that it uses its meeting time 
efficiently. It is expected that these Policies and Procedures 

will be adapted again once the transition is complete.  

These Policies and Procedures need to work in conjunction 
with the District’s Bylaws, which were last amended 

September 14, 2004.  

 I.  GENERAL PROVISIONS.  

 A.  SCOPE AND APPLICATION.  

These Policies and Procedures for Board meetings apply to the Open Meetings of the Marin 
Healthcare District Board of Directors (the "Board") and do not apply to Closed Meetings or 
Committee Meetings. Nor do these Policies and Procedures apply to any study sessions that the 
Board sponsors, but are not formal meetings.  

 B.  DEFINED TERMS.  

1. "Regular Meeting" shall have that meaning given to such term under the Ralph M. Brown 
Act ("the Brown Act").  

2. "Special Meeting" shall have that meaning given to such term under the Brown Act.  

3. "Open Meeting" shall have that meaning given to such term under the Brown Act.  

4. "Closed Meeting" shall have that meaning given to such term under the Brown Act. 

5. “Study Session” shall mean an informal gathering of board members and interested 
public to discuss topics of interest or to hear presentations. The session is conducive to 
discussion. No formal business is ever conducted in a Study Session.   

6. “District” shall mean the Marin Healthcare District. 

7. "Hospital" shall mean the Marin General Hospital. 

8. "MGH Corporation" shall mean the Marin General Hospital Corporation, a non-profit 
public benefit corporation.  
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II.  PLACE AND TIME OF BOARD MEETINGS.  

 A.  LOCATION.  

Except as permitted by law, Board meetings shall be held within the District at a location determined 
by the Board. (§54954)  

 B.  DATES OF BOARD MEETINGS.  
  

1. Regular Meetings. The dates of Regular Meetings are the dates prescribed in the District 
Bylaws. (§54954)  

2. Special Meetings. The notice of a Special Meeting shall state the date, time, and location 
of the meeting. (§54956)  

3. Study Sessions.  The notice of a Study Session shall state the date, time, and location of 
the meeting. 

 C.  TIME OF BOARD MEETINGS.  

4. Reqular Meetinqs. Regular Meetings shall generally start at 7 p.m., and adjourn no later 
than 11 p.m. or upon the completion of the agenda item under discussion at 11 p.m., 
whichever is later, unless the Board votes to extend the time for adjournment. The Board 
may modify the start time and frequency of Regular Meetings as necessary to conduct 
the business of the District. The Board also may have a special meeting or closed 
meeting that starts and ends right before a regular meeting.  

5. Special Meetings. Special Meetings shall start at the time stated in the notice thereof. 
(§54956)  

D.   DISTRIBUTION OF MEETING NOTICE.  

1. Reqular Meetings. Not later than 10 days before each Regular Meeting, notice of a 
Regular Meeting shall be delivered, mailed, or transmitted electronically to: each Board 
member; newspapers of general circulation within the District; the County government, 
City or Town governments, and libraries within the District for public posting; and any 
other representative of the media or person for whom a written request is on file in the 
District office at the time the notice is given. If the District continues to have a website, 
the notice of the Regular Meeting shall be posted there. The notice of the Regular 
Meeting shall be posted in the main lobby of the Hospital. (§54954.1)  

2. Special Meetings. As soon as practical but not less than 24 hours prior to a Special 
Meeting, notice of a Special Meeting shall be delivered, mailed, or transmitted 
electronically to: each Board member; newspapers of general circulation within the 
District; the County government, City or Town governments, and libraries within the 
District for public posting; and any other representative of the media or person for whom 
a written request is on file in the District office at the time the notice is given. If the District 
continues to have a website, the notice of the Special Meeting shall be posted there. The 
notice of the Special Meeting shall be posted in the main lobby of the Hospital. 
(§§54954.1 and 54956)  

E.   MEETING NOTICE AND AGENDA REQUESTS.  

A written request to receive meeting notices and/or agendas shall be valid for 12 months from 
the date filed with the District. Unless a written renewal request is received by the District within 
12 months of a prior request, no further meeting notices and/or agendas will be sent. (§54954.1) 
The District may set a fee to cover costs of distributing meeting notices and/or agendas.  
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III.  THE AGENDA: CONTENT AND PREPARATION.  
 
A. SETTING THE AGENDA.  

 
The District Executive Director working in consultation with the Board Chair shall prepare the 
agenda. The Board Chair has the final authority to approve the agenda. This preparation 
includes determining what items need to come before the Board for the Board’s information, 
action or both. Board Directors may also suggest items to the Board Chair and District 
Executive Director. The District Executive Director and Board Chair shall have sufficient backup 
documentation for every item that is to be included on the agenda. This also includes 
determining the order of agenda items, based on the general order of the Agenda, and making 
time allocations for the agenda items in 5-minute increments.  
 
Before an item is placed on the agenda, the agenda request shall contain a brief written 
description of the item (not exceeding 20 words); appropriate documentation and supporting 
written materials; and a draft motion if the agenda item requires Board action. If there is 
insufficient documentation, the Board Chair may exclude the item until such time as supporting 
documentation is received. 
 
For pre-arranged presentations by non-Board Members (such as MGH Corporation, District 
consultants or a community group) that are specific to the business the Board is undertaking, the 
name of the group, the name and title of the individual or firm presenting, and an executive summary 
of the proposed presentation topic, shall be indicated on the agenda.  
 
If a Board member wants to invite an outside speaker to present to the Board at a Regular Meeting on 
an issue that is germane yet not directly related to the current business of the Board or District, a 
majority of the Board members must agree on adding the outside speaker to the agenda. Two Board 
Members must be in agreement in order to invite an outside speaker (unrelated to current business) 
to a study session.  
 
If any board members submit specific agenda items, as described next, their name will be listed next 
to the item(s).  
 
B.  REGULAR MEETINGS.  

1. Board members requesting agenda items for a Regular Meeting shall submit their requests to 
the Executive Director at least eight (8) days before the meeting. The eight-day limit does not 
apply to referral by a Committee to the Board for the discussion and actions within the scope 
of items listed on the posted agenda of the Committee.  

2. At the time of the request, each requested item shall include a written detailed narrative 
description of the item to enable the Executive Director and Board Chair to determine its 
scope and its relation to the Board’s responsibilities. Each Board member having requested 
an agenda item shall provide to the Executive Assistant any pertinent documentation related 
to each item with the item at least eight (8) days before the meeting. If the Board Member is 
seeking information or a staff report on an issue, the request should include a list of 
information sought by the member (if the item includes such a request) or a draft motion for 
the consideration of the Board to authorize the resources necessary to research and complete 
the requested report.  

3. Except for those matters which the Executive Director and Board Chair deem duplicative, 
appropriate for closed session, necessary to postpone to a future meeting or not germane to 
the mission, goals and objectives adopted by the Board, all requested items shall be included 
on the agenda. Should an item be deferred from the agenda, the Board Chair or the Executive 
Director will confer with the originator to discuss the reasons for the deferral.  Should a 
Director disagree with the deferral, the Director may request a majority vote of the attending 
Board Members (at the next regular meeting where the Agenda is set) to have the item added 
to the next Board Meeting. 
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C.  SPECIAL MEETINGS.  

The agenda for a Special Meeting shall be limited to the items set forth in the notice for the Special 
Meeting. (§54956) 

D.  ORDER OF ITEMS ON THE AGENDA.   

The general order of the agenda for a Regular Meeting shall be:  
 
1.  Call to Order  
 
2.  Roll Call 
 
3.  Approval of Agenda 
 
4.  Approval of the Consent Agenda  

• Approval of the Minutes 
• Committee Meeting Minutes for review  
• Written reports, including updates and progress reports  
• Written correspondence  

5. Action Items in Order of Priority 
a) Action Items Related to the Transition 

• Unfinished Business 
• New Business 

b)   Other Action Items 
• Unfinished Business 
• New Business 

6.  Special Presentations by Consultants or Other Guests 

7.  General Public Comment Period 

8.  Reports 
• Chair’s Report 
• Reports of Board Members 
• Administrative Report 
• Hospital Report 
• Any Responses to Grand Jury Reports (in compliance with Penal Code Section 933 and the 

Brown Act)  

9. Preview of Items for Next Meeting 
 
10. Adjournment  

 E.  CHANGING THE ORDER AND TIME LIMITS OF THE AGENDA.  

The Chair shall have the discretion to change the order of agenda items to allocate time to deliberate 
action items.  

The Chair also shall have the discretion to limit the total time to be devoted to an item on the agenda, 
including limiting the time allowed for each person to speak on such item, including the public. The Chair 
is expected to exercise this discretion when it is necessary to complete consideration of the entire 
agenda in a timely fashion.  
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