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1.  INTRODUCTION - Statement of Purpose; Historical Perspective


STATEMENT OF PURPOSE
This handbook has been compiled in response to a need felt by Commissioners to become more familiar with their duties and responsibilities, and to acquaint new Commissioners as to how the Commission operates.

Essential to being a Commissioner is the ability to know how to do committee work, be informed of the federal, state and local laws, and have knowledge of the historical perspective of Human Rights in the United States (especially Iowa).

It is hoped that this handbook will be seen as an educational tool for use by the Commission.  It is not intended to be an answer book, but to be used as a guide.  Hopefully it will enhance the effectiveness of the Commission.


2.  JOB DESCRIPTION - Commissioners; Director


JOB DESCRIPTION FOR HUMAN RIGHTS COMMISSIONERS
Commissioners are expected to serve a three-year term, be a resident of Dubuque and remain so while in office, attend all monthly and special meetings as required by the Human Rights Ordinance, and meet with the Human Rights Department staff at various times.

Commissioners serve as the personnel advisory committee to the city manager in the selection of the director, and submit a job evaluation of the director to the city manager as requested.

Commissioners should be willing to understand some aspect of budgeting and be willing to meet with the city manager, mayor, city council, and human rights staff to get a clearer view of the complete structure and process.

Commissioners are expected to lead committees of the commission, take minutes, submit reports to the commission, serve as chair, vice-chair or secretary, and fill any job or committee opening if assigned or elected by the commission.  In all these areas it is team effort that helps fulfill the ordinance.

Commissioners are expected to give volunteer time to strengthen community awareness on human rights issues and to be able to write and fill out monthly and annual narrative reports to the city council and mayor as deemed necessary by the commission.  It is necessary to spend time and effort to become more knowledgeable in the field of human rights by attending specific workshops, sensitivity training sessions and seminars regarding the duties and functions of the commission and to be able to comply with the rules and procedures of the human rights code.

Commissioners are called on to decide the merits of individual discrimination complaints and must understand the role of policy makers and the process and implementation of the quasi-judicial function of the commission when required for the public hearing process.

Commissioners have a dual role.  One is that of educator and promoter of human rights and requires commissioners to speak to various groups including government bodies, clubs, schools, and media or informally to friends and acquaintances with knowledge of the human rights ordinance in both general and specific terms.  Commissioners in the judicial role must be able to critically analyze facts, decide the merits of complaints and be able to determine guilt or innocence and to assess damages.

Commissioners should at all times protect the confidentiality of cases or closed sessions as required by law and act at all times to preserve the dignity and effectiveness of the commission.


3.  COMMISSION MEMBERS, STAFF, COUNCIL MEMBERS
AND APPOINTED CITY ADMINISTRATORS


2006 DUBUQUE HUMAN RIGHTS COMMISSIONERS
                                                              




 Term Expires          









          
    January


Judy Giesen







      2007


1600 Lori Court


Dubuque, Iowa  52001


Res:  557-9299


James Jarrard






     
      2007

1595 Montrose Terrace


Dubuque, Iowa  52001


Res:582-7438


Office:  589-3677

Bill Ross







      2008

1325 Tomahawk Drive

Dubuque, Iowa  52003

Res:  528-9388


Marcos Rubenstein






      2008


663 Fenelon Place

Dubuque, Iowa  52001


Res:  588-0418
Mary Gassman
2009


2015 Pasadena #6


Dubuque,IA  52001

Res:  584-0269


Vince Vanden Huevel






      2009


2641 Fulton Street

Dubuque, Iowa  52001


Res:  582-9388


Anthony Allen







      2009

574 Almond #4 


Dubuque, IA  52001


Res:  556-1363


Cell:  495-1669


HUMAN RIGHTS STAFF


City Hall Annex


1300 Main Street


589-4190 Voice


589-4299 Fax


589-4193 TDD

humanrgt@cityofdubuque.org e-mail

Kelly Larson, Human Rights Director

4962 Twilight Drive

Dubuque, Iowa  52002

557-1758
Carol Spinoso, Intake Specialist

2309 Antler Ridge

Dubuque, Iowa  52002

588-2236
Crenna Brumwell-Sahm, Assistant City Attorney
Harbor View Place

300 Main Street, Suite 330

Dubuque, Iowa  52001

Office:  557-1310


CITY COUNCIL MEMBERS
Roy Boul, Mayor

2640 Becker Court
Dubuque, Iowa  52001

Telephone:  588-4265
Ric Jones, At-Large

1270 Dunleith Ct.
Dubuque, Iowa  52001

Telephone:  556-3490
Ann Michalski, At-Large

1504 Iowa Street    

Dubuque, Iowa  52001

Telephone:  582-0145

Kevin Lynch,1st-Ward

824 Council Drive
Dubuque, Iowa  52001
Telephone: 582-6382
Karla Braig, 2nd-Ward

1795 Loras Blvd.
Dubuque, Iowa  52001

Telephone:  582-0595
Joyce Connors, 3rd-Ward

660 Edith Street 

Dubuque, Iowa  52001

Telephone:  582-3843

Patricia Cline, 4th-Ward

1243 Walnut Street

Dubuque, Iowa  52001

Telephone: 557-9104


CITY ADMINISTRATORS
Michael Van Milligen, City Manager

13th & Central Avenue

Dubuque, Iowa  52001

Telephone:  589-4110

Cindy Steinhauser, Assistant City Manager

13th & Central Avenue

Dubuque, Iowa  52001

Telephone:  589-4110

Jeanne Schnieder, City Clerk

13th & Central Avenue

Dubuque, Iowa  52001

Telephone:  589-4120

Barry Lindahl, Corporation Counsel

Harbor View Place
300 Main Street, Suite 330

Dubuque, Iowa  52001

Telephone:  589-4113
Crenna Brumwell-Sahm, Assistant City Attorney
Harbor View Place
300 Main Street, Suite 330

Dubuque, Iowa  52001

Telephone:  589-4381
Tim O'Brien, Assistant City Attorney

Harbor View Place
300 Main Street, Suite 330

Dubuque, Iowa  52001

Telephone:  589-4113

4.  IOWA OPEN MEETINGS LAW


5.  MEETINGS - Types; Schedules; Procedures; Agenda;

                                Attendance Requirements; Resignation procedures, etc.


MEETINGS
-
All meetings must conform to the Iowa Open Meetings Law.

-
Five members constitute a quorum of the Commission.

-
If any member does not attend two-thirds of all regularly scheduled meetings in a twelve-month period it shall be grounds for the Commission to recommend to the City Council that member be replaced.

-
The ordinance defines only one kind of absence but the Commission uses two.  Excused absences are when the member contacts the Chairperson or the staff and informs them of his/her intention of not attending.  Both excused or unexcused are treated as absences under the ordinance and count toward the one-third absences allowed by the ordinance.

-
Any meeting of any committee of two or more members set by the Commission must comply with the Open Meeting Law.  Any Commissioner can be appointed by the Chairperson for any committee.

-
Meetings are conducted under Robert's Rules of Order.

-
Notices are to be given at least one full day in advance.

-
Rooms can be secured by checking with the office secretary.  Rooms should be handicap accessible.

-
Minutes of each meeting should be kept, given to the office secretary to be typed, approved by the committee at the regularly scheduled Commission meeting and then forwarded to the City Council.

-
Special meetings of the Commission (Section 27-23) can be called by the Chairperson, Vice-Chairperson or any three members of the Commission.  In this case, all Commission members must be given at least 24 hours notice and shall issue an agenda.  Only those matters on the agenda may be covered.

-
It is usual for Commissioners to speak only for themselves 

Public Forums
-
These occur at all meetings of the Commission.  This is the time for the public to give input to the Commission.

Agenda
-
All members of the Commission staff are responsible for agenda building.  If there is anything that anyone would like to see discussed at a meeting it should be brought to the attention of the Chairperson two weeks prior to the next meeting.


RESIGNATION  PROCEDURE
Resignations should be in writing and addressed:  Honorable Mayor and Members of the City Council.  Include your name, the name of the Commission on which you serve and the effective date of your resignation.  If possible,  give the Council at least a one-month notice in order to have adequate time in which to appoint a replacement.

This letter should be mailed or delivered to the City Clerk by noon on the Wednesday before the next City Council meeting.  Each Commissioner serves until a replacement has been appointed.  It is considered a courtesy to inform the Chairperson of the Commission of your decision to resign as soon as the decision has been made.


6.  CONFIDENTIALITY - Ordinance; Response to Inquiries; Policy

                               Procedures; etc.


CONFIDENTIALITY AS IT RELATES TO


THE DUBUQUE HUMAN RIGHTS COMMISSION AND STAFF
Serving on the Dubuque Human Rights Commission brings with it responsibility which exceeds the privilege.  A primary area of this responsibility is confidentiality.  This is easily understood as the matter of human rights focuses on the identities of people and assuring the preservation of all honor ascribed to being a person.  

The Dubuque Human Rights Ordinance (Chapter 27 of the Dubuque Code of Ordinances) emphatically described confidentiality as a responsibility of each Commissioner and staff member.  Sections addressing the matter of confidentiality directly are 27-25 and 27-26.

Section 27-25.  Records to be public - exceptions.

All records of the Commission shall be public except:  charges, complaints, reports of investigation, statements and other documents or records obtained in the investigation of any charge shall be closed records; and 

Section 27-26.  Confidentiality of complaints, etc.
No member of the Commission or of its staff shall disclose the filing of a charge, the information gathered during the investigation, or the endeavor to eliminate discriminatory or unfair practices by conference, conciliation or persuasion, unless such disclosure is made in connection with the conduct of such investigation or after the Commission has held a public hearing upon a complaint filed in connection with such charge.  This section does not prevent any complainant, witness, or other person from publicizing the filing of a charge or complaint or the matter therein complained of.  

The Ordinance implies, without saying so, that Commissioners have access to this knowledge.  The Ordinance is also very inclusive so that not much material related to case work, if any, is public record until the case has gone to public hearing.

What this means for Commissioners is that each Commissioner can know as much as they want about cases but they cannot share this information outside the confines of the Human Rights Commission and office.

Because Commissioners may be asked to form public hearing panels, and because the Commission must ratify any action or decision taken by a public hearing panel, care must be taken to insure that a quorum of the appointed Commissioners does not have access to any case.  If this were to happen, the Commission would be unable to function as an unbiased judicial body related to that case.  A record is to be kept of all Commissioners who have had access to each case.

Further, Commissioners are entrusted with application of the ordinance.  If confidentiality related to any case is broken, the trust is broken.  Though there are no penalties described in the ordinance for breaking this trust, it is understood that a Commissioner who has broken this trust would resign their appointment and the parties involved could initiate legal action against that Commissioner at another level.

In addition, though a Commissioner may have no knowledge of a case, their neutrality is compromised if they are approached by anyone who mentioned a case to them.  In this event a Commissioner needs to report the exchange immediately to the Commission Chairperson and record of the exchange must be added to the particular case file.  

Generally, any communication to the public from the Commission will come through the Chairperson.  The only exception is when the Chairperson authorizes a Commissioner or staff person in writing to speak for the Commission.  This includes public meetings, the media, discussion groups, and individual conversations.

In short, Commissioners and staff shall not discuss cases unless their communication is directly related to the processing of the case.  If Commissioners are ever in situations where they are uncertain of what course they should follow, they are best advised to consult with the Chairperson prior to taking any action.


7.  COMMISSION-STAFF RELATIONSHIP - Nature of; Duties and

                      Responsibilities of; Limits of Authority


COMMISSION - STAFF RELATIONSHIP
The nature of the relationship between the Commission and the director and paid staff is not clearly defined by the ordinance.  Section 27-40 mentioned that the Commission "serves as a personal advisory committee to the city manager in the selection of the director," but doesn't say more.

The job description of the director states that the director works under the policy direction of the Commission and the administrative direction of the city manager.  This has been traditionally considered a good and proper relationship although from a managerial standpoint it can from time to time cause conflicts.  This along with the "advocate-impartial judge" anomaly provides the Commission with many interesting challenges.

The proper balance of authority and responsibility is always in a state of process.  The ever-changing human rights situation in the community, the interest and involvement level of each Commissioner and the professional growth and experience of the director and staff are all factors which determine the relationship at any given period of time.

A great deal of weight must be given to the staff's and director's professional training, experience and day-to-day involvement.  They are the ones who deal with discrimination head-on, every day.  At the same time the City Council regards the Commission as their representatives for the protected classes and expects the Commission to exercise its powers and fulfill its duties as defined by Section 27-27 of the Ordinance.

A very valuable and important process that aims toward common understanding and agreement regarding goal attainment is the list of "priorities, issues and concerns."  This list is compiled periodically in a joint session or sessions between the staff and the Commission, using the consensus process.  The current list is located in Tab #13 “Goals.”

8.  BUDGET 


9.  ANNUAL REPORT


10.  ORDINANCE - Flow Chart


THE DISCUSSION LEADER
1.
Discussion is a planned, but relatively informal, meeting in which those who attend are invited to join in purposeful talk about a topic or problem of mutual interest, under the guidance of a leader.

2.
Qualifications of a discussion leader:

A.
Ability to think and act quickly.

B.
Ability to get along with others.

C.
Respect for the opinions of others

D.
Willingness to remain in the background.

E.
Freedom from personal prejudice on the particular item under discussion.

F.
Sensitivity to the group.

G.
A pleasant voice and speaking manner.

3.
Knowledge and skills of a discussion leader:

A.
The successful leader must know both the why and the how of the discussion method as well as the purpose and the procedure agreed upon for the meeting.

B.
The leader should have a general knowledge of the topic, but he/she should represent the layman who raises the question, not the authority who answers them.

C.
The leader should have a working knowledge of evidence and arguments.

D.
The leader should be neutral about decisions made by the group, but he should guard against hasty decisions based on poor evidence and faulty reasoning by asking questions instead of voicing his opinion.  Listed below are some basic questions to be used in handling typical situations:

a.
To call attention to a point that has not been considered. (Has anyone thought about this phase of the problem?)

b.
To question the strength of an argument. (What reason do we have for accepting this argument?)

c.
To get back to causes.  (Why do you suppose Sue takes this position?)

d.
To question the source of information argument.  (Who gathered these statistics that you spoke of?  Who is Mr. Jones whose opinion had been quoted?  Do you know that as a fact, or is it your opinion?)

e.
To suggest that the discussion is wandering from the point.  (Can someone tell me what bearing this has on our problem?  Your point is an interesting one, but can't we get back to our subject?)

f.
To suggest that no new information is being added.  (Can anyone add anything to the information already given on this point?)

g.
To call attention to the difficulty or complexity of the problem. (Aren't we beginning to understand why our legislators haven't solved this problem?)

h.
To register steps of agreement or disagreement.  (Am I correct in assuming that we all agree (or disagree) on this point?)

i.
To bring the generalizing speaker down to earth.  (Can you give us a specific example on that point?  Your general idea is good, but I wonder if we can't make it more concrete.  Does anyone know of a case?)

j.
To handle the impatient, care-all member.  (But would your plan work in all cases?  Who has an idea on that?  Hadn't we better reserve judgment until we all know more about this?)

k.
To suggest that personalities be avoided.  ( I wonder what bearing this has on the question before us?)

l.
To suggest that some are talking too much.  (Are there those who haven't spoken who have ideas they would like to present?)

m.
To suggest the value of compromise.  (Do you suppose the best course of action lies somewhere between these two points of view?)

n.
To suggest that the group may be prejudiced.  (Is our personal interest in this question causing us to overlook the interests of other groups?)

o.
To draw the timid but informed member into the discussion.  (Janet, here, lived for quite a while in China.  Suppose we ask her whether she ever saw...?)

p.
To handle a question the leader can't answer.  (I don't know.  Who does?)

q.
To encourage a speaker to talk with the group, not at the leader.  (Don't you think you'll be heard better if you face the rest of the group?)

r.
To cut off a speaker who is too long-winded.  (While we're on this point, let's hear from some of the others.  Can we save your other point until later?)

s.
To take the play away from a verbose member.  (You've raised a number of interesting points which should keep us busy a good while.  Would anyone else like to comment on them?)

t.
To help the member who is having difficulty expressing himself.  (I wonder if what you're saying isn't this...?  Doesn't what you've said tie in with our subject something like this...?)

u.
To encourage further questions by friendly comment.  (That's a good question.  I'm glad you raised it.  Anyone have an answer?)

E.
The leader should have some skill in clear and direct speaking.


11.  ADMINISTRATIVE RULES


12.  PUBLIC HEARING PROCESS


13.  GOALS

