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For the purposes
of this manual,

"City Board" or
"board" refers to

all City boards,
commissions, task

forces, advisory
boards and

bodies.
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Boards and Commissions
Ethics Training Instructions

Congratulations on your appointment to a City board or commission! You are now designated
as a City Official. In this role, you are given roles and responsibility as outlined by the Executive
Order or Municipal Code Provision establishing your board or commission.

To help you make the most of your service to our City and its residents, the Office of Ethics,

Compliance and Oversight has developed this Boards and Commissions Manual to make sure

you are aware of the rules that now apply to you as a City Official. Before you discuss anything

related to your board with any other member of your board, please complete the following:

1. Study the following pages:

□ Your duties under state Sunshine and Public Records laws (page lo)
□ Your duties under state and local Ethics laws (page 13)
□ Your duty to complete Ethics Training (page 25)

2. Complete the following:
□ Complete Self-Assessment for Conflicts of Interest (page 17)
□ Complete Self-Assessment for Financial Disclosure Filers (page 19)
□ Complete Self-Assessment for Quasi-Judicial Action (page 26)
□ Return completed Knowledge Check (pages 4-5)

3. Register for a 2022 ethics training session (within 6 months of appointment to
the board). Send your completed Knowledge Chech, the name of your board, and
your preferred date to EthicsTraininQ@coj.net no later than 10:00 am your preferred
training date.

Virtual Training Dates (Zoom) In-Person Training Dates (Lynwood Roberts Room)
□ January 20,12:00-i;oopm □ March 24,12:00 - i:00 pm
□ May 26,12:00 - 1:00 pm □ July 28.12:00 - 1:00 pm
□ September 22.12:00 - i;oo pm □ November 17.12:00 - i:00 pm

Additionally, you are encouraged to read the manual in its entirety before attending your first
board meeting. It includes helpful information on ADA compliance, Robert's Rules of Order, and
more. If you ever have any questions or concerns, our office is here to help! Please feel free to
reach out at any time. Thank you for taking your time to contribute to our community in this
way.

Kirby Oberdorfer. Director
Carla Miller, Senior Ethics Advisor | Andrea B. Myers, Training Manager

City of Jacksonville. Office of Ethics, Compliance and Oversight
EthicsTraininq(g)coi.net or 255-5510
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Knowledge Check
For Boards and Commissions

Please print out this two-page Knowledge Chech prior to reviewing the material. We ash
that you handwrite your answers and submit a scan or photo when completed. In order to
register for the live-training date of your choice, please submit your completed Knowledge
Chech EthicsTraining§)coj.net. Trainings do occasionally fill up, so it is best to get the
hnowledge chech in as soon as possible but the deadline is NO LATER THAN 10:00 am the
day you wish to attend virtual live-training.

Please list your name and the name of the City board or boards on which you serve:

PAGE 10: What is the purpose of the Sunshine and Public Records laws?

PAGE 10: You have just been appointed to a City board and the chair invites you to Lunch "to
get to know each other better." Can you go? If you go, are there any restrictions on topics
you can discuss with the chair? Please explain,

PAGE 11: How will you preserve the documents you generate and receive related to your
board's business?

PAGE 13: If you are offered tickets to a Jaguars game, including access to a private suite,
name at Least three questions you should be asking yourself and/or the giver BEFORE
accepting the gift?



PAGE 13: You receive a gift of four concert tickets valued at $75 each. Please select all
those below from whom you can legally accept that gift:

□ Staff to City board
□ A paid Lobbyist with business before your board
□ A neighbor (that is not a lobbyist)
□ Your adult child (who also is a paid lobbyist with business before your board)

PAGE 15: If you were running late for a board meeting and got pulled over by a police
officer, would it be okay to tell the officer that you are on a City board? Why or why not?

PAGE 16: Please give three reasons there are rules against campaigning for yourself or
others during a public meeting.

PAGE 17: How are voting conflicts and conflicts of interest different?

PAGE 19: Are you required to file financial disclosures? If so, when are you required to file
them?

PAGE 25: When are you required to complete ethics training?

When complete, send a picture or scanned image to
EthicsTraining^coj.net!
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State Sunshine Law and Public

Records Law

OVERVIEW

Through the Government in the Sunshine and PubLic Records

Laws, the State of Florida Leads the nation in government
transparency. To build public trust, these laws establish the

right of citizens to observe decision-making at the state and
local government levels. In practice, this generally means that
all communications and records related to City business are for

the benefit of the public, and therefore must be accessible

and/or made available upon request,

SUNSHINE LAW

The Sunshine Law applies when two or more individuals on the

same board discuss an issue that could come before their

board. Under the Sunshine Law, any communication with
another board member regarding issues that may come before
your board must occur only at a meeting noticed to the public

and press. This means you and other board members cannot

discuss outside of noticed meetings any issues your board may
potentially consider. Thus, you should avoid discussing issues
with fellow board members (i) in the meeting room before or
after a public meeting, (2) via email, texts, social media,

telephone, or letters. (3) during casual gatherings or chance

encounters, or {4) by using third party liaisons to communicate
between each other.

The Sunshine Law applies to all board meetings, including
committees and sub-committees. Additionally, the Sunshine

Law applies to a single board member when that member acts

as the sole decision maker for the board as a whole, such as the

negotiation of contract terms or vendor selection.

The Sunshine Law has three basic requirements;
• Discussion must take place at meetings open to the public:
• Reasonable notice of such meetings must be given: and
• Minutes must be taken and promptly recorded,
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HIGHLIGHTS

□ ONLY discuss Issues at

publicly noticed meetings.
□ ASK thoughtful questions

during public meetings
before voting to ovoid the
appearance that things
have been already decided
and to let citizens see your
thought process.

□ AVOID side-bar

conversations during a
meeting.

□ AVOID conversation v/hile

entering and exiting the
board meeting, even if you
have already voted on an
issue.

□ Individual board members

CAN discuss issues with

employees of the City and
other agencies.

□ Individual board members

CAN share relevant

information with other

board members between

meetings. ASK your board
staff to send a one-way
email.

□ Two or more board

members CAN attend and

speak at a publicly noticed
meeting held by a different
board, but they cannot
engage with each other.



You are responsible for ensuring that public meetings for your
board comply with the Sunshine Law. including (i) the posting and
distribution of meeting notices in a reasonable time prior to
meetings and (2) taking of written minutes at all meetings. City staff
assigned to your board typically handle the posting and
distribution of meeting notices and the taking of minutes. However,
you are responsible for confirming this is occurring. If no City staff
is at your public meeting, you must take minutes yourself.

Requirements for notices and minutes:

1. Notices should be posted 7 days before a regular meeting, and
at least 24 hours before a special or emergency meeting.

2. Notices must include a date, start time, and location of the

meeting. When possible, notices should also include an agenda
or list of topics to be addressed at the meeting.

3. Written minutes must be recorded and available for inspection.

The Sunshine Law also requires that the public has an opportunity
to comment before any final action is taken by your board.

Violating the Sunshine Law could result in fines up to $500, 60
days in jail, and civil suits that may invalidate board decisions
and an award of attorney's fees.

PUBLIC RECORDS

All records related to the transaction of government business are
public records and must be made available to the public upon
request. This includes all emails, text messages, social media
postings, documents, papers, letters, maps, books, tapes,
photographs, films, sound recordings, and handwritten notes
related to your board business - regardless of whether they are in
their final form and regardless of where they are kept. Even
personal notes and draft documents intended for personal use
become public records if they are communicated to anyone else.

To help preserve records related to your board, you should keep a
binder of all board records to provide to the City at the end of your
board service. You should also forward all emails regarding board
business to the City staff that supports your board. If you receive
any request for records related to your board, immediately forward
the request to the board staff so the request can be handled
correctly and in a timely fashion.

Penalties for destroying or failing to maintain public records can
include maximum of one year in Jail and criminal fines; civil
penalties, including $500 fine.

□ DO NOT prevent the
public from attending
public meetings.

□ DO NOT ask anyone to
leave a public meeting.

□ DO NOT begin the
meeting early, not even
by one minute.

□ ASK the Ethics Office if

you are not sure.

REQUIREMENTS

□ Should provide notice 7
days in advance
whenever possible.

□ Public meetings MUST be
in buildings that are
accessible to all members

of the public, including
persons with disabilities

a Allow public COMMENT
before final action is

taken.

PUBLIC RECORDS

□ DO NOT destroy or
delete records related
to City business.

a ANY RECORDS related
to City business that
are located in
personal e-mail
accounts or on

personal devices
(including cell phones)
are public records,
including text
messages and emails.

a CREATE A SYSTEM to
store your public
records so they con
be easily retrieved,
such as scanning
documents and saving
texts.

a BE PREPARED to
respond to requests
for public records.

11
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State and Local Ethics Laws
For Boards and Commissions

Government ethics is distinct from personal ethics and relates primarily to the fairness and

transparency of the institution rather than an understanding between right and wrong. The

state and local Ethics Codes are designed to prevent even an appearance that public

officials are using their government positions for their personal gain at the expense of the
community as a whole.

In addition to Sunshine and Public Records Laws, the state and local Ethics Codes require

that all board members follow a code of conduct for public officials. These codes cover

varied topics, including acceptable gifts, conflicts of interests and bribes. Below you will find

a quick summary of the Ethics Codes danger areas most often encountered by board

members. This list is meant to help you identify potential issues BEFORE they become

problems for you or the City. If you have questions, you can reach out to our office or you

can find links to the complete laws in the Resources section (see Part IV below).

GIFTS

Gifts are a major danger area when it comes to government ethics for two reasons:

(i) gifts are used to influence the decisions of public officials and (2) gifts can be difficult to

identify at times because they come in so many different forms, A gift is broadly defined as

anything given to you, done for you, or given to someone else on your behalf. However,

gifts do not include things given by relatives or the salary, benefits, fees, commissions, gifts,

or expenses related to your employment or business.

Gifts do not need to be connected to or given as a result of your City board position to

qualify as a gift under the Ethics Codes. The best policy is to not accept any gifts.

□ Do not accept gifts in excess of $100 at a time, or $250 in a year, from anyone lobbying
or doing business with your board. If you receive this kind of gift, you have 90 days to
return it or pay down the value to $100.

□ Travel or expenses for conferences related to your board and paid on your behalf by
anyone outside the City are gifts.

□ Do not ask anyone lobbying or doing business with your board for anything (favors, gifts,
etc.) for you or your family.

□ Do not accept a gift with the understanding that it will influence your board decisions,
such as "I will do this if you give me that."

□ Please note; members of boards listed on page 20 must file gift disclosures.
□ Read more: Fiorido Statutes sections 112.313(2). 112.313(4). 112.3148 and JachsonviUe Code

sections 602.701 and 602.702.
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CONFLICTS OF INTEREST

Conflicts of interest arise any time you have a personal interest that could be at odds with your

position as a City Official. These conflicts are distinct from voting conflicts. Here are some of

the most frequent conflicts of interest issues that arise:

□ See the Conflicts of Interest Self-Assessments on page 17.
□ Doing business with the City or your board (includes you, your family, your

employer/business, business partners and any entity on whose board you serve).
□ Working as an employee, consultant or independent contractor for any company doing

business with the City or your board.
□ Participating in any legal actions or claims against your board.
□ Appearing on behalf of or representing others before your board (excluding yourself,

spouse, parents or child).
□ Holding another office in local or state government.
□ Personally benefitting from your former board or representing another person/entity for

compensation before your former board for a period of 2 years after leaving your board
position (applies only to members of boards that file Form 1 financial disclosure
statements—see page 19). "Personally benefit" includes lobbying, being employed by or
serving as a consultant for your former board.

□ Failing to disclose in writing your interest in a bid or contract related to your board (applies
only to members of Independent Authority boards).

□ Read more: Ftorida Constitution Article II, section 5(a); Ftorida Statutes sections 112.313(3),
112.313(7). and Jachsonviile Code sections 602.402, 602.406, and 602.408.

VOTING CONFLICTS

Voting conflicts are separate from conflicts of interest. They arise any time you. your relatives,
employer, clients, or business associates have a financial interest in a matter your board will
vote upon. Voting conflicts are interpreted much more broadly than prohibitive conflicts of
interest.

□ See the Conflicts of Interest Self-Assessments on pages 17-18.
□ Do not vote on an issue in which you. your relatives, employer, clients or business

associates have a special economic gain/loss.
□ Voting conflicts can arise from matters unrelated to your board or the vote if there is a

connection between you. your relatives, employer, clients or business associates and the
person or entity the vote will impact.

□ Once a voting conflict is identified, make sure you follow the procedures for declaring a
voting conflict, including abstaining from voting and filing a Form 8B memo of voting
conflict.

□ Read more: Florida Statutes section 112.3143.
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LOBBYISTS

□ Lobbyists must register before they can try to influence any governmental decision
making in the City. Please ask the City staff for your board to check the online lobbyist
registration system before taking meetings with lobbyists related to your City board.

□ Lobbyists cannot give illegal gifts: gifts over $100 or combination of gifts over $250 in a
year. Please do not accept these gifts.

□ Lobbyists also cannot give any gifts with the understanding that your board decision will
be influenced. Please do not accept these gifts.

□ Read more: Florido Statutes sections 112.313(2) and 112.313(4); Jachsonviile Code sections
602.703 and 602.801.

MISUSE OF POSITION

Board members should not receive a special benefit or gain from your service as a City
Official. A general rule of thumb is to ask yourself, "is this benefit accessible by the general
public?" If the answer is no, you are in a danger area. For further clarity, here are some of the
most frequent misuse of position danger areas that arise:
□ Using your board position for a personal gain for you. your family or business associates.
□ Using the phrase. "Do you know who I am?" to obtain a benefit for you. your family or

business associates.

□ Disclosing confidential City information.
□ Lending or borrowing money from City personnel you work with. The limit is $100 for

those in your City chain of command and $500 for anyone else.
□ City property, computers, internet and time should be used for City business only. This

includes a prohibition on using City resources, such as City email addresses, for
campaigning.

□ Appointing, employing, promoting, or advancing your relative to a position in an agency
over which your board has authority.

□ Read more: Florida Statutes sections 112.313(6). 112.313(8). 112.3135 and Jachsonviile Code
section 602.401.

GOVERNMENT ETHICS REQUIREMENTS

Board members are required to complete ethics training (see page 23) to learn about their
responsibilities as City Officials, including cooperation and assistance with government
investigations.
□ All board members must complete ethics training within 6 months of appointment and

renew their training every four years thereafter.
□ Board members are required to cooperate in all government investigations concerning

their duties or matters related to their board, including Ethics Commission. Ethics Officer.
State Attorney's Office, or United States Attorneys' Office investigations.

□ Read more: Jachsonviile Code sections 50.109 and 602.1205.
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ACCESS TO CITY MEETINGS

□ The local Ethics Code lists 8 specific ways City Officials are prohibited
from interfering, obstructing or generally disrupting a City inquiry/investigation,
hearing, proceeding or public meeting.

□ City Officials also cannot intimidate a witness or prevent a person from appearing or
speaking at City meetings.

□ Read more: JachsonviUe Code section 602407.

CAMPAIGN SEASON ETHICS

□ Jacksonville Ordinance Code. Section 350. Part 3, prohibits all campaign activities in
City buildings, including all boards meetings.

□ The following campaign and political activities are prohibited at board meetings:
□ Candidates cannot announce their candidacy or give speeches.
□ Elected officials cannot state they are running for office or discuss their

respective campaigns.
□ Candidates cannot distribute campaign materials.
□ Campaign contributions cannot be made, requested or accepted in City

buildings.
□ Violations are a Class A offense of the Jacksonville Municipal Code.
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