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MEMORANDUM 

 
 
TO:  Mayor Bruce G. Rinker & Council President Bill Buckholtz 
 
FROM: Diane Wolgamuth, Administrator 
 
RE:  Review of Committees and Boards 
 
DATE: February 10, 2011 
 
 
At your request, I have taken an in-depth look at all Village Committees, Commissions and 
Boards (hereinafter “Committees”) to determine whether the Committees are active and to see if 
adjustments are needed to current staff assignments. You also asked me to specifically consider 
where it might be appropriate for Committees to elect a secretary and keep their own minutes.   
 
Attached is a chart of all Committees showing the authority by which and the date they were 
established, the term and composition of their membership, and by whom member appointments 
are made.   
 
1.  CHARTER COMMITTEES.  There are seven Committees that are established by Charter: 
 

• Architectural Review Board (ARB) 
• Board of Appeals (BOA) 
• Charter Review Commission 
• Civil Service Commission 
• Commission on Aging 
• Parks & Recreation Board 
• Planning & Zoning Commission (P&Z) 

 
Although all these Committees are established by Charter, they are very different and I have 
addressed them individually: 
 
(A).  The ARB, BOA and P&Z are quasi-judicial committees that have very specific statutory 
and regulatory duties—essentially, they approve building permits, grant variances, and require 
adherence to approved architectural standards.  These are the only Committees whose members 
receive compensation.  They are required to keep journals of their proceedings and the 
Municipality, by ordinance, provides a secretary for this purpose.  Because these Committees 
deal with matters that are under the purview of the Building Department, the Building 
Commissioner attends these meetings, but is not a voting member.  Meetings are held in the 
evening and the Building Dept. Executive Assistant takes the minutes. 
 
Recommendation:  Status quo. 
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(B). The Charter Review Commission is an independent group of 8 members selected by the 
Mayor and Council to review the Charter and recommend revisions to the voters every five 
years.  Having gone through the process this past year, I suspect we all remember that the 
Charter Review Commission reviews its recommendations with the Mayor and Council, but 
Council has no discretion and must submit the Commission’s recommendations to the electors at 
the next general election.   
 
The Charter states that the Village will pay for the services of a professional consultant if the 
Commission determines that such services are needed, but I could find no staffing requirements.  
In 2010, the Council Clerk transcribed the minutes of the Charter Review meetings and the Law 
Department assisted with the development of language for the amendments proposed by the 
Commission.  Meetings are held in the evenings. 
 
Recommendation:  Status quo. 
 
(C). The Civil Service Commission has very specific duties established by the Constitution of 
the State of Ohio and the Ohio Revised Code.  The Civil Service Commission is required to keep 
a record of its proceedings and currently the Council Clerk transcribes the minutes of their 
meetings.  Department Heads only attend meetings when the position(s) being reviewed by the 
Commission are within their Department.  Meetings are generally held during the day. 
 
Recommendation:  Status quo. 
 
(D). The Charter provides that the Village will have a Commission on Aging (COA) that must 
meet a minimum of six times per year.  The COA is an advisory Committee that “serves in an 
advisory capacity to Council on all matters relating to aging and to recommend programs for the 
aging citizens of the Municipality and the means of implementing such programs.”  By 
Ordinance, the Human Services Director is responsible for coordinating with the COA and 
attends their meetings.  The Human Services Administrative Assistant also attends COA 
meetings and takes the minutes.  Meetings are held during the day. 
 
Recommendation:  Status quo. 

 
(E).  The Parks and Recreation Board was established prior to the Recreation Department and 
serves “in an advisory capacity for the development of plans to equip and operate playgrounds, 
gymnasiums, swimming pools and recreation centers.”  The ordinance creating the Board 
provides that the Board “shall advise the Director in the operation of the Parks and Recreation 
Department.”  As I understand it, the Recreation Director and his staff develop all recreation 
programs which are then reviewed by the Parks and Recreation Board.  Therefore, the Recreation 
Director and the Asst. Recreation Director attend these meetings and the Asst. Recreation 
Director takes the minutes of the meeting.  Meetings are held in the evening. 
 
Recommendation:  Status quo. 
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2.  STANDING COMMITTEES.  Codified Ord. 121.06 provides for the following Standing 
Committees to be appointed by the President of Council: 
 

• Committee of the Whole 
• Budget and Appropriations Committee 
• Public Safety Committee 
• Public Service and Public Utilities Committee 
• Legislative Committee 

 
None of these Committees currently exist in name; however, it appears that since this legislation 
was passed in 1976, these five Standing Committees have evolved to two:  the Finance 
Committee and the Safety and Service Committee.  Safety and Service meets once per month 
and Finance meets twice per month.  The membership of each of these Committees includes 
three members of Council (and an alternate) and minutes are taken by the Council Clerk.  
Historically, the Police and Fire Chiefs and the Service Director have attended Safety and 
Service meetings and Department Heads have attended the Finance Committee meetings when 
they have placed an item on the Committee’s agenda.  Finance Caucus is held during the day and 
all other meetings are held in the evening. 
 
Recommendation:  Status quo with a reminder to Department Heads that they are not 
required to attend Finance Committee meetings unless they have an item on the agenda. 
 
3.  ADVISORY COMMITTEES.  In addition to the Charter Committees discussed above that 
function as Advisory Committees, the Village has additional Committees that fall into this 
advisory category.  
 
(A). Activities Committee.  The Activities Committee consists of “not more than 21 members 
who are all residents of the Municipality”.  The stated function of this Committee is to “act in an 
advisory capacity to the Mayor for the planning, preparation and supervision of the activities.”  
In the past, activities such as Pancake Breakfast and Cruise Night were planned by 
Administration and, thus, a representative from Administration attended these meetings.  As of 
2009, the Recreation Department took over the planning and supervision of these activities and 
currently the Recreation Director and Asst. Recreation Director attend all meetings of the 
Activities Committee.  The day-to-day planning of the event is done by the Recreation 
Department and the Committee’s role is to review and recommend changes, volunteer to work 
the event, and, if needed, recruit other residents to work.  All meetings are held in the evening 
and the Asst. Recreation Director takes the minutes. 
 
Recommendation:  Because the Recreation Department is responsible for the planning and 
supervision of all Village activities, I think that the Recreation Director and Asst. Recreation 
Director need to continue to attend Activities Committee meetings.  A volunteer from the 
Committee could be asked to take the minutes, but I see no benefit to making this change. 
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(B). Citizens Advisory Committee.  This Committee consists of “not more than 15 members 
who are all residents of the Municipality”.  By ordinance, the Mayor is to supervise the functions 
and duties of this Committee and its stated function is to “review matters of general concern 
regarding the management, operations and effectiveness of the municipal government and its 
various officials, departments, boards and commissions.” Essentially, this Committee’s role is to 
bring resident concerns to the Administration.  I am told that, historically, these concerns 
generally focused on issues of garbage pickup, snow removal, etc. and, for this reason, the 
Service Director has always attended Citizens Advisory meetings.  In addition, other Department 
Heads are occasionally invited to discuss particular issues.  Most recently, this Committee was 
very effectively used by the Administration and the Finance Dept. as a “sounding board” on the 
income tax increase issue.  I am currently assigned to take the minutes at these meetings. 
 
Recommendation:  Because the purpose of this Committee is to bring resident concerns to the 
attention of the Administration, I think it cannot function without a representative from 
Administration in attendance.  I think that since the types of concerns discussed are no longer 
limited to trash pickup, it is not necessary to require that the Service Director attend each 
meeting.  The Service Director and other Department Heads can attend when requested by the 
Committee.  As Administrator, I believe I am in a unique position to be able to direct concerns 
to the appropriate Department Heads and follow-up on their resolution.  I can also provide 
updated information to the Committee on behalf of the Administration.  I recommend that I 
continue to attend these meetings and, if necessary, seek a volunteer from the Committee to 
assist with minutes. 
 
(C). Ordinance Review Committee.  By ordinance, this Committee meets not less than every 
two months and serves in an advisory capacity to the Mayor and Council “on all matters relating 
to legislative proposals, proposed new ordinances or resolutions, and any items of a legislative 
nature which come from the office of the Mayor, members of Council, Council as a whole, any 
department head or employee, or from any citizens group or individual citizens” in the Village.  
The Committee is also authorized to discuss legislative amendments that it discovers through its 
own investigation or observation.  The membership of this Committee is very specific and 
includes the Building Commissioner and someone from the Law Department.  Meetings are held 
in the evening and the Building Department Executive Assistant is assigned to take the meeting 
minutes. 
 
Recommendation:  Status quo.  
 
 (D). Planning Development Committee.  This Committee evolved from what was originally an 
ad hoc 2020 Vision Committee.  Initially, this Committee acted as a steering committee, 
advising the Administration on development policy direction. As the Planning Development 
Department was established and a professional Planner and Economic Development Director 
were hired, it became clear that the Committee’s function needed to change.  This Committee 
became truly advisory and has not been called upon to convene for the past year.   
 
Recommendation:  Since planning policy is now being determined by the Mayor, Council and 
the professionals in the Planning Development Department, the Planning Development 
Committee no longer plays a meaningful role in development of policy.  As the role of 
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effectuating this policy is more appropriately that of the Planning & Zoning Commission, I 
suggest that this Committee be disbanded. 
 
(E). Beautification Committee.  This Committee’s original membership was very specific and 
included members from other Village Committees, Homeowners’ Associations, representatives 
from the business community, and required the attendance of the Service Director, Building 
Commissioner or Engineer.  The ordinance establishing this Committee has been rescinded and 
its current membership includes eight residents with Councilman Saponaro acting as its Chair.  
The Service Director attends all meetings and the Service Dept. Executive Assistant is assigned 
to take minutes.  All meetings are held in the evening. 
 
Originally, the stated function of this advisory committee was to recommend projects and 
improvements, including but not limited to “neighborhood entrances, bridges and culverts, main 
street and side street rights-of-way, parks, trailways and similar amenities, public landscaping 
and related art works.”  This Committee was charged with working in concert with appropriate 
department heads and committees to suggest standards on new projects, new construction, the 
upgrading of existing properties, residential and commercial buildings and appurtenances, and to 
report to Council on all matters prior to making recommendations. 
 
Unlike the other advisory committees, this Committee was never assigned to advise a particular 
department and, unlike the other advisory committees, no department has ever brought projects 
or plans to it for review and recommendation.  Essentially, it is an advisory committee with no 
one to advise and no one to implement its recommendations. 
 
From the original ordinance, it appears that it was contemplated that the Service Department 
would be most directly involved with the Beautification Committee and would carry out the 
Committee’s recommendations, much like the Recreation Department does with the Recreation 
Board.  The difference is that the Recreation Department’s primary function is directly related to 
the Board’s recommendations, while the primary function of the Service Department is not 
beautification projects.  The Service Department’s primary functions include grass cutting, snow 
removal, trash pickup, leaf pickup, mulch delivery, street repair, facility setup and maintenance.  
When the Service Department embarks on an improvement or beautification project, it is at the 
direction of or in concert with the Administration.  The Service Department cannot agree to take 
on a beautification project merely because the Committee suggests it, nor is the Service Director 
in a position to take the Committee’s recommendations directly to Council.  That is within the 
Committee’s and ultimately the Administration’s purview.   
 
Recommendation:   I suggest that a representative of the Administration be assigned to attend 
meetings of the Beautification Committee and bring projects that are being planned or 
considered to them for review.  If the Committee has additional projects that it wants to 
propose, these proposals are more appropriately provided to the Administration who can 
evaluate the project,  review it with Department Heads to determine its cost and feasibility, and 
return to the Committee to vet the Administration’s approach before seeking Council’s 
approval.  Again, as Administrator, I am familiar with all projects being undertaken by the 
Administration and I would be able to assist this Committee strategically in coordinating 
between it and all Administrative Departments.  I suggest that I attend Beautification meetings 
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as the Administration’s representative and that other Department Heads be invited on an as-
needed basis.  This enables the Mayor and appropriate Department Heads to be engaged early 
on to evaluate and consider how best to implement a given project and should result in better 
coordination of effort between Department Heads, the Administration and the Committee.   
 
As with the Parks & Recreation Committee, the Beautification Committee should be 
encouraged to elect a Chair from its membership rather than have the Council representative 
act in that capacity.  If this new structure is accepted and I am engaged in developing agendas 
and working with the Committee, I think it is appropriate to have the Service Department 
Executive Asst. or another staff member continue to take the minutes at Beautification 
meetings. 
 
(F). Growth Committee.  This Committee was established by ordinance in 1992 but, as best I 
can determine, never became active.  It was intended to consist of “not more than seven 
members” who were all to be residents appointed by the Mayor.  The stated function of this 
Committee was to act in an advisory capacity to the Mayor “to encourage economic stability, 
maintain property values and generate new housing opportunities.” 
 
Recommendation:  Repeal the ordinance establishing this Committee. 
 
5.  SPECIAL COMMITTEES.  Clearly, over the years, Committees have been established to 
address particular issues; once the issue(s) are resolved, they become inactive.  These Special 
Committees currently include: 
 

• Insurance Committee 
• IT Committee 
• Sewer Liaison Committee 
• SOM Widening 
• Wage Committee 
• 2020 Vision 
• Drainage & Infrastructure Committee 
• Wetlands Committee 
• Community Reinvestment Committee 

 
Recommendation:  I suggest that all Special Committees be removed from Council’s regular 
agenda and placed there only if the Committee has been reconvened and has a report.  For 
instance, we have recently reconvened the Wage Committee, but after the wage ordinance is 
passed, it will not likely convene again for three years.  I think it should be left to the 
discretion of the Council President to appoint Council members and alternates for these 
Special Committees each year. 
 
6.  REGIONAL COMMITTEES & ORGANIZATIONS.  Council members and Department 
Heads are assigned as Mayfield Village representatives to various regional Committees and 
organizations.  These include: 
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• Hillcrest Council of Councils 
• Historical Society 
• MARC  
• Cemetery 
• Hillcrest Meals on Wheels 
• SPAN 

 
Recommendation:  I think it is appropriate that representatives provide reports on the 
activities of these regional Committees.  Similar to the recommendation regarding Special 
Committees, I suggest that these Committees be placed on the agenda only when there is a 
report.   
 
7.  COMMITTEES REQUIRED BY OHIO REVISED CODE.  In addition to the Civil 
Service Commission, there are several other Committees required by State law.  These include: 
 

• Records Commission 
• Volunteer Fire Fighters’ Dependents Fund Board 
• Tax Incentive Review Council 

 
(A). Records Commission.  The ORC provides that each municipal corporation must create a 
Records Commission whose function shall be to provide rules for retention and disposal of 
records and to review application for disposal of obsolete records.  The Records Commission is 
required to meet at least twice per year and it is to be composed of the chief executive (or the 
chief executive’s appointed representative), the chief fiscal officer, the chief legal officer, and a 
citizen appointed by the chief executive.  The Commission may appoint a secretary who may or 
may not be a member of the Commission and Council appoints its Clerk as Records Custodian.   
 
The members on our Records Commission currently include Patsy Mills (the Mayor’s appointed 
rep), Diane Calta (chief legal officer) and two residents appointed by the Mayor.  Our Council 
Clerk serves as the Records Custodian and currently our Asst. Recreation Director is the 
appointed secretary taking the minutes at these meetings which are held monthly during the day.  
A representative from each Village Department is requested to attend these meetings as that 
Department’s coordinator. 
 
Recommendation:  Status quo with a recommendation that our chief fiscal officer be in 
attendance at these meetings to comply with the requirements of the Revised Code. 
 
(B). Fire Fighters’ Dependents Fund Board.  The ORC provides that each political subdivision 
employing volunteer fire fighters must be a member of this fund and must establish a fund board.  
Although Mayfield Village no longer employs volunteer fire fighters, I am advised that this 
Board must convene annually in order for current dependents to continue receiving benefits and 
is a requirement for receipt of grants or funding for equipment by the State. 
 
Our Council Clerk currently takes the minutes at this Board’s annual meeting which is typically 
held during the day. 
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Recommendation:  Status quo. 
 
(C). Tax Incentive Review Council.  The ORC provides that any municipality that grants an 
exemption from taxation under certain sections of the Revised Code must create a Tax Incentive 
Review Council.  Because Mayfield Village has several TIF Agreements in place, this Council 
must meet annually to review the agreements.  The meeting is scheduled by the Cuyahoga 
County Auditor’s Office and is typically held during the day.  The Council Clerk takes the 
minutes at these meetings. 
 
Recommendation:  Status quo. 
 
 
CONCLUSION 
   
I believe this exercise has been helpful and provides us with a better understanding of how our 
Boards and Committees function.  As you can see, for the most part I don’t think much 
adjustment is necessary, particularly with respect to the staff assigned to attend meetings and 
take minutes.   
 
I have spoken with the Finance Director and to the Executive Assistants assigned to these 
Committees and have been advised that the actual overtime charged to the Village is for the 
attendance at meetings and that minutes are typically prepared during the normal work day.  This 
equates to approximately two hours of staff overtime per meeting. 
 
I think resident involvement is essential to our local government and, in order for these 
Committees to remain active and effective, providing staff is a necessary expense.  In many 
cases, even if staff is no longer taking minutes, their attendance at the Committee meetings is 
important as they are the individuals assigned to implement the Committee’s recommendations. 
In addition, now that we post all Committee minutes on the website, I think consistency of form 
and content is vital. 
 
I look forward to discussing my recommendations with you further. 



Committee Term Appointed by Members Authority
Date 

Adopted

Architectural Review Board 3 years Mayor
At least 3 but not more than 5 
residents of the Municipality Charter - Art V, Sec 2 11/7/1995

 

Cod Ord 1305.01 (Ord 74-48) 
provides for staggered term 
expiration. 1/2/1975

Board of Appeals 4 years Mayor 5 electors of Municipality: Charter - Art V, Sec 12 5/8/1984
4 appointed by Mayor/5th member 

 shall be an elected P & Z member

Charter Review 5 years Mayor and 8 electors of the Municipality Charter - Art XI 11/7/2000
each member of   
Council (total 8)

 

Civil Service 6 years Mayor 3 electors of Municipality Charter - Art V, Sec 6 5/8/1984
 

Commission on Aging 2 years Mayor 1 resident 60 yrs. or older Charter - Art V, Sec 1 5/3/1982
2 years Council 4 residents 60 yrs. or older Ord. 82-30

 1 year Council President
1 member of Council (non-voting 
member)

Parks & Rec Board 2 years Mayor Not less than 5 nor more than 25 Charter - Art V, Sec 3 3/1/1999
residents of  Municipality Ord. 99-05

 (1 Chairman and 1 Council Rep)

Planning & Zoning Mayor Charter - Art V, Sec 11 5/8/1984
5 years Mayor 5 electors of the Municipality
1 year Council President 1 Council Rep

 

CHARTER COMMITTEES



Finance Council President Council/Department Heads Standing Committee 
Cod Ord 121.06 10/18/1976

 Ord 76-28

Safety & Service Council President Council/Department Heads Standing Committee 
Cod Ord 121.06 10/18/1976

 Ord 76-28

Activities 1 year Mayor Not more than 21 residents Cod Ord 131.03 1/20/1992
 of the Municipality Ord 92-01

Citizens Advisory 1 year Mayor
Not more than 15 residents of the 
Municipality Ord. 83-19 12/12/1983

  

Ordinance Review 2 years Mayor Cod Ord 125.01 3/29/1993
Mayor 1 resident Ord. 93-15
Mayor 1 member of P & Z 
Mayor 1 member of ARB

Council President or designee
 Building/Service Director or designee

Law Dept. representative

Insurance Committee Council President Council None
IT Committee Council President 3 members of Council None
Sewer Liaison Committee Council President 3 members of Council None
SOM Widening Council President ?? None
Wage Committee Council President 2 members of Council None
2020 Vision Council President 2 members of Council None

Community & Economic 
Development (CEDC) Council President 2 members of Council/1 alternate None

STANDING COMMITTEES

ADVISORY COMMITTEES

SPECIAL COMMITTEES



Mayor / Director of Administration
Planner / Economic Dev Director
Director of Finance

Grove Committee Mayor 7 residents None
Director of Recreation
Director of Adminstration

Drainage & Infrastructure None Mayor Service Director Ord. 2000-12 7/17/2000
 Building Commissioner Cod Ord 955.04

Engineer
 2 residents

 3 at large Council members

Wetlands Committee Mayor Mayor None
Service and Rec Director
Bd of Educ. Rep and Superintendent
Garden Club Rep
URS rep
10 residents

Records Commission 2 years  Mayor or designee Ord. 88-8 4/18/1988
Director of Finance
Director of Law

 Mayor 2 residents of Municipality

Fireman's Dependents Fire Dept. 2 members of Fire Dept. Ord 595 10/21/1957
Council Pres 2 members of Council
by 4 members 1 member

Hillcrest Council of 
Councils None
Historical Society None

COMMITTEES REQUIRED BY OHIO REVISED CODE

REGIONAL COMMITTEES & ORGANIZATIONS



MARC None

Cemetery
One representative each from MV, 
Mayfield Hts. & Highland Hts. Ord 75 9/13/1926

Hillcrest Meals on Wheels None
SPAN None
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