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I. Orientation:

A. Introduction of Role: As a member of a Code Advisory Committee (CAC), you have an important role in assisting the California Building Standards Commission’s (CBSC) efforts to continuously improve California’s building standards.  Building standards are intended to result in safe, healthy, sustainable and accessible buildings with the least impact on the environment.  To be effective, building standards must be written in a clear and concise manner, which is a matter for the CAC to consider along with many other factors. This handbook is designed to assist you with your CAC duties. 

B. Authority and Purpose: The CBSC maintains six (6) CACs authorized by Health and Safety Code Section 18927 which reads: 
The commission may appoint from the design professions, the building and construction industry, the affected general public, and interested governmental agencies, appropriate advisory panels to advise the commission and its staff with respect to building standards. The persons appointed to the panels shall be specifically knowledgeable and qualified in the type of work embraced by the building standards in question. These persons shall serve without compensation, but may receive actual necessary travel expenses.

The authorized “panels” have been named Code Advisory Committees by the CBSC and are used to review proposed building standards and make recommendations to the CBSC.  

C. Committee Names and Jurisdiction: Each of the six (6) CACs is assigned a specific name and acronym to identify its area of responsibility as follows.  
· Accessibility Committee (A)
· Plumbing, Electrical, Mechanical, and Energy Committee (PEME)
· Building, Fire and Other Committee (BFO)
· Structural Design/Lateral Forces Committee (SD/LF)
· Health Facilities Committee (HF)
· Green Building Committee (GREEN)
D. Committee Positions and Membership:  The positions on each CAC have been designated for a profession, specific expertise, experience, or position as established in Section 1-209 of Title 24, Part 1, Chapter 1. This regulation is available under the Tab E, CBSC Regulations, within this handbook. 

The names of persons now serving on the six (6) CAC is available in the CAC Roster under Tab B of this handbook and are available at the CBSC website http://www.bsc.ca.gov/. Look under the About Us tab. 

E. References and Resources:  In addition to this handbook, the following resources may be helpful. 
1. CBSC Office Staff: 2525 Natomas Park Drive, Suite 130, Sacramento, California 95833. Phone: (916) 263-0916; FAX: (916) 263-0959.
 
2. CBSC Website: www.bsc.ca.gov/. This website provides access to Title 24, CAC rosters, educational documents and publications by the CBSC. 

3. The Chairperson of the CAC to which you are appointed.

F. Forms and Documents: As a CAC member, you may encounter the following forms and documents. 
1. Notice of Proposed Action. See Glossary.
2. Express Terms. See Glossary.
3. Statement of Reasons. See Glossary.
4. Title 24, California Code of Regulations. See Glossary.
5. BSC-1 Face Sheet. A transmittal form used by state agencies to transmit proposed building standards to the CBSC, Office of Administrative Law, and Secretary of State.
6. Commission Action Matrix. A summary record of CAC actions and recommendations for the Commissioner’s reference.  Developed for each CAC. 
7. Travel Expense Claim. See Tab G within this handbook.


II. Code Advisory Committee Meeting Procedures 

A. Meeting Documents: CBSC Staff will provide all documents and information necessary for the Code Advisory Committees (CAC hereinafter) meetings, including the Agenda, Chairperson’s Checklist, Proposed Building Standards, Comment Cards, and other information that may be specific to each CAC. 

B. Applicable Regulations: CAC meetings are subject to CBSC regulations. Refer to Sections 1-209 and 1-409 under Tab E of this handbook. 

C. Chairperson: The chairperson of CAC is responsible for conducting the meeting in accordance with the CBSC regulations (see Tab E of this handbook) and these procedures. 

D. Order: Each CAC will follow Robert's Rules of Order in disposing of business, except that the chairperson may allow a variation from the rules for expediency.  

E. Quorum: Each CAC must have a quorum in order to conduct business. According to Section 1-209(c) of the CBSC regulations (See regulations under Tab E) a quorum exists when more than 50% of the voting members of a CAC are present for the CAC meeting. 

F. Agenda: The chairperson shall conduct the meeting in accordance with the provided agenda, except that deviations are allowed as stated in III-A & B.

G. Public Participation: CAC meetings must be open to the public and accommodate public input as stated herein. State law known as the Bagley-Keene Open Meeting Act commencing with Section 11120 of the Government Code (See Tab F of this handbook) requires decision making meetings to be announced to and open for public participation. CAC meetings are announced on the CBSC website, the California Regulatory Notice Register, and by email to the Interested Parties listing maintained by the CBSC staff. 

H. Public Comments: Any person (commenter) in attendance other than a CAC member who wishes to comment orally and/or submit written comments during the CAC meeting must complete a "Comment Card" for each item on which they wish to comment.  Each "Comment Card" must identify the commenter's position on the proposed building standard and the required criteria upon which the comment is based.  Positions may only be to approve, approve as amended, disapprove or further study.  The commenter's reason for his/her position shall be restricted to one or more of the required 9-Point criteria of Health and Safety Code Section 18930. This information is provided on the backside of the Commenter Card for reference.  

For the record, when called on by the Chairperson, commenters should identify themselves and any organization they represent before each presentation.  

Commenters who have spoken once on an item are not to be allowed to speak again on the issue until all other commenters have spoken. Commenters should make their remarks as brief as possible, avoid repetition, and limit their comments to only those specific parts or provisions of each proposal.

Note: A recording of all CAC meeting proceedings is made by CBSC staff. The record is used when needed to verify public comments and or CAC decisions and recommendations. 
 
I. Motions and Disposition of Motions: Only the voting CAC members (excludes Ex-Officio members) may make motions on matters before the CAC. A motion must be seconded by a voting CAC member to start the discussion among the CAC members.  For a motion to pass, the Chairperson shall call for a vote of the voting CAC members, and the vote shall be more than 50% in favor of the motion. 

J. Time Constraints: Discussion on a proposed building standard will be limited to only those specific parts or provisions of each proposal.  Any attempt to broaden the debate leads to lost time and may be ruled out-of-order by the Chairperson.

Time may become a critical factor during a CAC meeting.  If for no other reason, a sense of reciprocal fairness should encourage participants in the CAC to limit redundant remarks.  The Chairperson should take control of situations were an argument presented by an earlier speaker is endlessly repeated.

K. Conclusion of Meeting: After all proposed building standards have been considered by the CAC, and all public comments have been received, the Chairperson will entertain a motion from CAC members to sustain the actions recommended.  With an affirmative vote on the motion to adjourn, the code advisory committee meeting is closed. 

III. Order of Comments and CAC Member Discussions

A. Order of Proposed Building Standards: Each item may be called in the order in which it appears on the committee agenda, or: 
1. A motion may be made to table an item to a specific time during the same meeting because an item to be heard later may affect the item being considered.  
2. A motion may be made to take an item out of order so that companion items or similar subjects can be considered together.  
3. A motion may result in items to be considered together by consent  
4. Motions to move items to some later time on the agenda for good reason are appropriate.  

Motions to table items to a future unscheduled meeting are out of order.  

B. Order of Discussion: When an item comes to the floor by an announcement from the chairperson, the item is immediately open for comment.  Each item opened to the floor shall proceed using the following sequence of events prior to motions by CAC members to recommend an action to the commission:

1.	The proposing agency will introduce the proposed building standard along with a brief explanation or background information;
2.	The floor will be opened for Commenter oral testimony;
· Chairperson will call the names of those who submitted "Comment Cards;" 
· Chairperson will open the floor for any other comments;
3.	The committee members may present their comments; and
4.	The proposing agency may rebut/respond to the any of the previous Commenter or CAC comments.

C. Motion for Action: Following the comment period, the Chairperson will motion or entertain motions from CAC members to recommend an action to the commission.  Motions must include the recommended action and reason for the recommended action if the recommendation will be other than approval.  Reasons for the recommended action shall specify one or more of the required 9-Point Criteria provided below.  CAC members may ask questions of the audience or the proposing agency.  


IV. CAC Actions on Proposed Building Standards

A. Recommendations: The CAC shall make a recommendation on each proposed building standard assigned to the CAC.  The recommendation shall be as established in Section 1-409 of the CBSC regulations in Title 24, Part 1, Chapter 1, which reads in part:
1. Approve. Approval of a proposed building standard as submitted.
2. Disapprove. A proposed building standard does not meet one or more specified criteria of Health and Safety Code Section 18930.
3. Further study required. A proposed building standard has merit but does not meet one or more specified criteria of Health and Safety Code Section 18930. The proposed building standard requires further study by the proposing agency. The committee may recommend that the proposing agency submit the proposed building standard in the next code adoption cycle after further study, or, if the matter can be resolved in time, submit the proposed building standard for a comment period in the current cycle.
4. Approve as amended. Approval as amended as suggested by the committee for organization, cross-referencing, clarity and editorial improvements or as amended and submitted for committee review by the agency. Modifications are justified in terms of Health and Safety Code Section 18930.


B.  Require Standards for Proposed Building Standards (9-Point Criteria): Proposed building standards shall comply with the following criteria from Health and Safety Code Section 18930:

1.	The proposed building standard does not conflict with, overlap, or duplicate other building standards.
2.	The proposed building standard is within the parameters established by enabling legislation and is not expressly within the exclusive jurisdiction of another agency.
3.	The public interest requires the adoption of the proposed building standard.
4.	The proposed building standard is not unreasonable, arbitrary, unfair, or capricious, in whole or in part.
5.	The cost to the public is reasonable, based on the overall benefit to be derived from the building standard.
6.	The proposed building standard is not unnecessarily ambiguous or vague, in whole or in part.
7.	The applicable national specification, published standards, and model codes have been incorporated therein as provided in this part, where appropriate.
· If a national specification, published standard or model code does not adequately address the goals of the state agency, a statement defining the inadequacy shall accompany the proposed building standard.
· If there is no national specification, published standard, or model code that is relevant to the proposed building standard, the state agency shall prepare a statement.
8.	The format of the proposed building standard is consistent with that adopted by the commission.
9.	The proposed building standard, if it promotes fire and panic safety, as determined by the State Fire Marshal, has the written approval of the State Fire Marshal.


V.	Activities Following the CAC Meetings

A. CAC Function Satisfied: Upon closing the CAC meeting, the purpose of the CAC is satisfied. That is to review proposed building standards developed by the state agencies, and make recommendations to the CBSC. The CAC recommendations will be made available to the public. The code adoption cycle process continues on to the next phase. 

B. Report of CAC Recommendations: The CAC recommendations will be incorporated into the record (Commission Action Matrix) documenting the code adoption activities and actions, including the agency responses to the CAC recommendations, and posted for public access on the CBSC website. 

C. Publication of Proposed Building Standards: The proposed building standards, CAC recommendations, with state agency concurrence will be prepared by CBSC staff and made available to the public for challenges in accordance with the notice procedures of the Administrative Procedure Act (commencing with Section 11346 of Chapter 3.5 of Part 1 of Division 3 of Title 2 of the Government Code) prior to being evaluated by the commission for adoption and approval.

D. Public Comment Period and Hearing: The next step is for the proposed building standards, unless withdrawn by the proposing state agencies, to be made available for a public comment period of not less than 45 days. At or near the end of the public comment period is a CBSC public hearing. At the hearing the Commissioners have for consideration, the proposed building standards, the CAC recommendations, and written comments received by the CBSC staff during the public comment period. Oral and written testimony is taken during the public hearing. The CBSC may rule to adopt the proposed building standard at the public hearing, or hold the proposal over for another hearing.  

Often, the state agencies will make alterations to the proposed building standard language based on public comments. If the alteration is non-substantive and closely related to the description in the original Notice of Proposed Action (see Glossary), a second public comment period is held for no less than 15 days. Occasionally, a second 15-day public comment period is needed because of additional alterations by the state agency. However, if the needed alteration is substantive, and is not closely related to the description in the original Notice of Proposed Action, the proposal will be withdrawn and considered for a future code adoption cycle. At the end of the cycle, the CBSC has either approved the remaining proposed building standard for adoption and publication, or rejected the proposal. 

A timeline for each code adoption cycle is available at the CBSC website. Look under the Codes tab, then click on Code Adoption Cycle, then select the current cycle identified by the year.  The timeline illustrated all the planned steps and is update as the code adoption process progresses. 







The California Building Standards Commission and its staff appreciate your participation in the code adoption process. The recommendations of the CACs are an essential part of the process. While your CAC work may be completed when your CAC adjourns, you are encouraged to attend the CBSC public hearings and witness the remaining code adoption activities. 




CHECKLIST FOR PERSONS CHAIRING CAC MEETINGS


Note: This is the checklist provided along with the agenda and proposed building standards. It is included in the CAC handbook for informational purposes.  This is a checklist, not a procedure. Refer to CAC Meeting Procedures under Tab A of this CAC Handbook. 



· Call meeting to order

· Ask committee members to identify themselves

· Verify quorum (see item II-C under Tab A of the CAC Handbook)

· Request that all public persons (other than a CAC member) wishing to provide oral or submit written comments on a proposed building standard, complete a Commenters Card. See Tab A, item II-E.

· Comment Cards must be arranged in the order of the agenda, except as provided in item III-B under Tab A of the CAC handbook. CBSC staff will perform this function. 

· CBSC staff to read introductory material.

· Process with testimony and discussion of proposed building standards according to CAC Meeting Procedures, Tab A, items III and IV.
    
· Vote on motion to make a recommendation on each proposed building standard. The chairperson should summarize the matter before a vote is taken, or before moving on to the next item and ask for the vote. See Tab A, item III-C and IV. 

· Adjourn the meeting by asking for a motion, second, and vote. See Tab A, item II-H.
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