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Abstract 
The CBC Board of Trustees adheres to the Carver Policy Governance model 
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BY-LAWS 
POLICY TYPE: GOVERNANCE PROCESS 

POLICY TITLE: BY-LAWS OF COMMUNITY COLLEGE DISTRICT 19 

The Board of Trustees of Community College District 19, under the authority vested in said Board by the Laws 

of the State of Washington, hereby adopt the following By-Laws. 

Article I 

OFFICES 

Section 1. Location. The Board of Trustees shall maintain an office at 2600 North Twentieth Avenue, Pasco, 
Washington, where all regular meetings shall be held unless otherwise announced and all 
records, minutes, and the official college seal shall be kept.  This office shall be open during all 
normal business hours to any resident taxpayer of the State of Washington. 

Section 2. Correspondence or other business for the Board shall be sent to the Secretary of the Board, who 
is located in this office. 

Article II 

MEETINGS 

Section 1. 

Section 2. 

Section 3. 

Section 4. 

Section 5. 

Place of Meeting. The Board of Trustees shall hold at least one regular meeting each month, 
unless dispensed with the Board of Trustees, and such special meetings or study sessions as may 
be requested by the Chair of the Board or by a majority of the members of the Board. 

Regular Meetings.  All regular meetings, special meetings, and study sessions of the Board of 
Trustees shall be publicly announced at least 24 hours prior to the meeting.  The announcement 
shall contain the time, date, and location of the meeting.  The meeting shall be open to the 
general public. 

Official Business.  No official business shall be acted upon by the Board of Trustees except during 
a regular or special meeting held at a pre-announced time and place. 

Materials for Board Meeting.  Information and materials pertinent to the agenda of all regular 
meetings of the Board shall be sent to Trustees via email on the Wednesday prior to each 
meeting. Any matter of business or correspondence must be received by the Secretary of the 
Board by 12 noon six days before the meeting in order to be included on the agenda.  The Chair 
or Secretary may, however, present a matter of urgent business received too late for inclusion 
on the agenda if, in his/her judgment, the matter is of an emergency nature. 

Distribution of Board Materials.  All materials to be considered by the Board must be submitted 
in sufficient quantities to provide each member of the Board and the Secretary with appropriate 
copies. 



      Community College District 19 
     Board of Trustees 

 

  4 
 

 
Section 6. Special Meeting Agenda.  The agenda of a special meeting will be determined at the time of the 

official call of such meeting.  No other business shall be transacted or official action taken, other 
than the purpose, or purposes for which the special meeting was called. 

 
Section 7. Consent Agenda.  All items that are within the President’s prerogative as set forth in Board Policy 

BSL-3:2, but require Board approval by RCW and/or WAC codes, shall be placed on a Consent 
Agenda.  The Consent Agenda shall be voted upon without discussion.  However, any member of 
the Board may request the removal of any item on the Consent Agenda for discussion at the next 
meeting of the Board. 

 
Section 8. Agenda – Public Comments.  The agenda of each meeting shall include an item titled Public 

Comments to permit members of the audience to express their concerns to the Board.  The 
length of time allotted to each speaker under this item shall be limited to three (3) minutes unless 
extended by majority vote of the Board. 

 
Section 9. Agenda – Work Session.  The agenda of each meeting may include an item titled Trustee Work 

Session to permit informal dialogue among the members of the Board. 
 

Article III 

EXECUTIVE SESSIONS 

 
Section 1. Convene.  The Board of Trustees may convene in Executive Session whenever it is deemed 

necessary to discuss any matter authorized by state law. 
 
Section 2. Official Business.  No official business of the Board of Trustees shall be formally acted upon in 

Executive Session. 
 

Article IV 

RECORDS OF BOARD ACTION 

 
Section 1. Record of Board Meetings.  All business transacted in official Board meetings shall be recorded 

in minutes and filed for reference. 
 

Article V 

PARLIAMENTARY PROCEDURES 

 
Section 1. Quorum.  Three members of the Board of Trustees shall constitute a quorum, and no action shall 

be taken by less than a majority of the Board Members. 
 
Section 2. Less than a Quorum.  Lesser number may adjourn from time to time any regular or special 

meetings at which a quorum is not present.  The Secretary of the Board shall, in person or in 
writing notify the absent members of the time, date and place set for the adjourned meeting. 
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Section 3. Voting.  Normally, voting shall be viva voce.  However, a roll call vote may be requested by any 
member of the Board for the purposes of the record. 

 
Section 4. Rules of Order.  In question of parliamentary procedure, the actions of the Board shall be 

conducted according to the newly revised (1970) Robert’s Rules of Order unless specified 
otherwise by State Law or Regulation of the State Board or By-Laws of the Board of Trustees. 

 

Article VI 

ADOPTION OR REVISION OF POLICIES 

 
Section 1. Board Policies.  Policies of the Board are established for Executive Limitations, Board Governance 

Process, Board Staff Linkage and Ends Policy Statements.  In order to achieve a consistent pattern of 

administration, such policies should be reflected in continuous decision making. 

Section 2.  Timeline.  Proposed written policies, or revision of existing written policies, shall be presented to the 

Board one month prior to the intended date of formal action to provide ample time for consideration 

and possible revisions. 

Article VII 

OFFICERS OF THE BOARD 

 
Section 1. Election.  At the first regular meeting of the Board following July 1 of each year, the Board shall 

elect from its membership a Chair and Vice-Chair to serve for the ensuing year.  In Addition, the 
President of Columbia Basin College shall serve as Secretary to the Board of Trustees as specified 
by State Law.  The Secretary may, at his/her discretion, appoint the administrative assistant or 
other appropriate college staff member to act as recording secretary for all regular and special 
meetings of the Board. 

 
Section 2. Chair.  The Chair, in addition to any duties imposed by Rules and Regulations of the State Board, 

shall preside at each regular or special meeting of the Board, sign all legal and official documents 
recording action of the Board, and develop in concurrence with the Board Secretary, an agenda 
for each meeting of the Board.  The Chair shall, while presiding at official meetings, have full 
rights of discussion and vote. 

 
Section 3. Vice-Chair.  The Vice-Chair, in addition to any duties imposed by Rules and Regulations of the 

State Board, shall act as Chair of the Board in the absence of the Chair. 
 
Section 4. Chair Pro Tempore.  In case of the absence of the Chair and Vice-Chair from any meeting of the 

Board of Trustees or in case of the inability of both of the two to act, the Board of Trustees shall 
elect for the meeting a chair Pro Tempore, and may authorize such Chair Pro Tempore to perform 
the duties and acts authorized or required by said Chair or Vice-Chair to be performed, as long as 
the inability of these said officers to act may continue. 
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Section 5. Secretary.  The Secretary of the Board shall in addition to any duties imposed by Rules and 
Regulations of the State Board, keep the official seal of the Board, maintain all records of 
meetings and other official action of the Board. 

 
Section 6. Duties.  The Secretary shall also be responsible for Board correspondence, compiling the agenda 

of meetings, and distributing the minutes of the meetings and related reports. 
 
Section 7. Meetings.  The Secretary, or the designee must attend all regular and special meetings of the 

Board, and official minutes must be kept of all such meetings. 
 

Article VIII 

COMMITTEES 

 
Section 1. Board as a Whole.  The Board of Trustees shall act as a Committee of the Whole for the conduct 

of its business. 
 
Section 2. Special Committees.  Special committees of Board members may be appointed by the Chair of 

the Board upon authority of the Board with such powers and duties and for such term as the 
Board may determine. 

 
Section 3. Board Minutes.  Minutes of the proceedings of each committee shall be kept and as soon as 

practical after a meeting a copy of said minutes shall be mailed or delivered to each member of 
said committee and remaining members of the Board of Trustees and the President of the 
college. 

 

Article IX 

FISCAL YEAR 

 
Section 1. Fiscal Year.  The fiscal year of the Board shall conform to the fiscal year of the State of 

Washington and shall be from July 1 to June 30 inclusive. 
 

Article X 

OFFICIAL SEAL 

 
Section 1. Official Seal.  The Board of Trustees shall maintain an official seal for use upon any or all official 

documents of the Board.  The seal shall have inscribed upon it the name of the college which 
shall be: 

COMMUNITY COLLEGE 
District 19 

State of Washington 
 
 

 


