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SUBJECT: NEIGHBORHOOD COUNCILS (NC) ELECTIONS FOLLOW-UP
REPORT

Honorable Councilmember Parks:

This is in response o your request for additional information regarding the Department
of Neighborhood Empowerment (Department) proposed plans to administer citywide
elections for Neighborhood Councils (NC) in FY 2012/2013. This supplements the
Department’s report submitted for the Education and Neighborhoods Committee
meeting held on May 15, 2012.

The Department responses are included under each question:
Questions 1 and 5: Number of NCs that will have elections in 2012, including those
that will use the selection process or will affirm the existing board. How many NCs have

full or partial board seats up for election in 20127?

'Response: Foliowing is our projection based on NC responses to date:

Elections 80
Elections {full board open seats) 49
Elections (half board open seats) 31
Selection (confirmed) 4
Selection (in process) 8
Board self affirmation TBD*
No elections (4 vear board ferms) 3

*We will not know how many of the board seats will be competitive until the candidate filing
period closes 30 days from elections.

AN EQUAL EMPLOYMENT OPPORTUNITY AFFIRMATIVE ACTION EMPLOYER
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Question 2. How many NCs have used the selection process fo seat their boards this
year?

Response: Three of the most recently certified NCs used the selection process. This
was because the City Clerk was solely authorized to conduct NC elections at the time,
leaving Neighborhood Councils with selections as the only means of seating their board
members.

Question 3: Defail DONE operational plan to conduct NC elections and enumerate
expenditures as authorized in the Department's FY 2012-13 Proposed Budget for the
elections, outreach, supplies, translation services, hiring plan, etc.

Response: The Department’s operation plan is described, in detail, in the addendum
titled, Neighborhood Council 2012 Election Manual. The document explains all major
aspects of the elections implementation, policies, and procedures. This manual serves
as an easy-to-use, yet comprehensive, reference guide for Department staff and NC
election volunteers. It is also designed to improve the transparency and consistency of
elections. The manual provides: an overview of what is different about the current
election system compared to the City Clerk version {pg 4-5), an explanation of how
“elections” differ from “selections” (pg 5); the election timeline and a description of each
of the major phases. It also explains what NCs should prepare for in conducting
elections and a description of each key milestone leading up to election day (pg 7);
elections versus board affirmation (pg 8); election day (pg 9); canvass of votes (pg 9-
10); recounts and challenges, seating of the board, and training the new board (pg 10).

The following section explains all elections related policies (pg 11-12) including; term
extension; board affirmation; write-in candidates; shoriened or extended election time;
vote by mail fee; location fee; election schedule deadline conflict; running board slates;
candidate filling form information; and inspection of forms.

The last section of the manual details all major election procedures (pg 13-26) including:
election method; location; NC boundaries; definition of stakeholder; independent
election administrator; candidates; candidate and stakeholder verification; campaigning;
electioneering; ballots; polling place operations; vote by mail;, canvass of votes and
certification; challenges; recounts; vacating multiple seats; outreach; translation
assistance; exit polls/surveys; videotaping; seating of newly elected board members;
governing member seats not filled through election; release of election materials; public
records act; and disposition of election records.

The Proposed Budget for the elections is as follows:

e Salaries — Four (4) Exempt Project Coordinators - $255,696 —These full time
staff positions will be responsible for managing and coordinating election and
selection processes citywide and serve as primary liaison between the NC
election committees, election monitors, City Attorney, and other volunteers. This
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process will involve the review and approval of all by-laws changes to conform
with the election/seiection, the development of election procedures, managing
between ten (10) to fifteen (15) as-needed election monitors, managing the use
of as-needed arbiters to resolve all election challenges, staff the Elections Task
Force which will serve as an advisory body to the Department, and supervise
communications to and from each NC regarding the election/selection process.
These positions will also be responsible for coordinating informational and
training meetings for NCs, Election Monitors, and other volunteers. It is critical
that the exempt Project Coordinators start on July 1, 2012, because the election
timeline for the August elections has already begun and a break in staffing will
negatively affect our ability to meet existing and widely understood timelines.

e As - Needed positions (Independent Election Administrators and Clerks)
$100,000

independent Election Administrators (IEA) will serve as an independent and
impartial parties to oversee the implementation of each election/selection. Their
role/responsibilities will be to serve as the ultimate authority and responsibility for
the administration of the election/selection process. Additional duties include:
assisting in the completion of each election procedure to be approved by the
Department, processing of candidates including verification of eligibility and
conducting the candidate forum{(s), processing of voters including pre-registration
and eligibility, overseeing and approving the voter ballots, distributing and
receiving ballots from voters, counting/re-counting the ballots, and issuing the
election resuits. As-needed election clerks will be hired to assist with the day of
elections to assist IEAs administer the polling place for elections and be available
to help with NCs with larger voter turnout.

e Contractual Services - $145,000 ($100,000 for Translation, $45,000 for
Arbiters)

o Translation of all written materials and interpretation at meetings,
townhalls, and other public events in communities where there is a
significant population of non-English speaking stakeholders (please refer
to question #11 for further details on this expense item).

o Professional arbiters will be retained in order {o hear and decide upon all
election challenges. Staff will develop policies, procedures, and guidelines
for the entire challenge process including eligible grounds for challenges.

o Printing and Binding - $25,000 - Funds will be used for the printing and binding
of election instruction manuals and materials that will be used by the staff to
educate and inform NC Board Members and Stakeholders as part of the City-
wide NC Election Plan.

o Office and Admin -~ $25,000 — These funds will be used for the office supplies
and administrative items needed to support the use and distribution of election
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instruction manuals and materials that will be used by the staff to educate and
inform NC Board Members and Stakeholders as part of the City-wide NC
Election Plan.

Because we will be implementing this new election structure for the first time, we expect
that funds will be shifted between the various categories as we determine where NCs
need more support. ‘

Question 4: How is the $120,000 in current funds being used by DONE, including
itemized categories and amounts?

3040 | Elections Coordinators $ 39,000
3040 | Independent Election Administrators (IEA) - 24,000
3040 | Elections support temp staff 35,000
6010 | Office equipment 12,000
2120 | Ads/Outreach 10,000
(bus bench ads, street banners, bus kiosk ads)
TOTAL $120,000

Response: The Department's Council approved Budget for FY 2011-12 included
funds for elections outreach. Funds in the amount of $120,000 were allocated by the
CAOQ to three (3) expense accounts: 2120 - Printing and Binding - $48,000; 3040 -
Contractual Services - $60,000; and, 6010 - Office and Admin - $12,000. The
Department agreed to this only as a temporary place holder because at the fime of the
budget adoption, the City Clerk was still authorized to conduct NC Elections. After
Council action in January 2012 to temporarily transfer authority back to the Department,
the Department reviewed and began to revise the budget to better fit staffing and
operational needs during the planning phase of administering a city wide elections plan.
Accordingly, requests for line item transfers to reflect the budget above were made to
the CAO on May 10, 2012 and revised on May 22, 2012. To date the transfer of
$38,000 from 2120 - Printing and Binding to 3040 - Contractual Services has not
occurred. The CAQ is concerned that the Department is not using an approved contract.
The Department is using an approved confract that is expired (since July 1, 2011). The
Department consulted with the City Attorney's office and because there is an implied
consent between the Department and the vendors, then the Department can use these
contracts as month to month type contracts. Also, the Departiment issued RFP's for new
contracts and expect to have new contracts in place by July 1, 2012,

Question 6: How many IEAs are needed, job description, and range of costs? Please
provide selection criteria and outreach.

Response: Eleven IEAs will be needed citywide. Each IEA will be paid a fixed fee of
$800 per election (plus a 10% additional administrative charge from our contracted
vendor). The IEA, in coordination with the Department, shall be responsible for the
following duties:
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e Conducting the NC elections according to the NC bylaws, 2012 Election
Procedures Stipulation Worksheet and any other applicable legal documents.

¢ Processing of candidates, including verification of eligibility.

Assisting the region with any Candidate Information Sessions.

Processing of voters, including pre-registration and verification of eligibility as

applicabie.

Overseeing and approving the preparation of the ballot to be used in the election.

Distributing and receiving baliots from the voters.

Verifying any provisional ballots.

Counting and recounting the ballots.

[ssuing the election results.

Securing and submitting all election materials for records retention in accordance

with the bylaws and Election Procedures.

2 @

& @ @ e e @

Selection criteria and outreach — The Department posted a position opening
announcement for one month in our weekly Enewsletter that is distributed to NCs and
other stakeholders. The selection criteria included: prior experience administering NC
elections, prior experience as an NC board member, ability to communicate (writing,
speaking, etc.), ability to work cooperatively in teams, prior experience volunteering
and/or working on Department sponsored projects e.g., NC Congress, workshop
trainings, etc. Two informational workshops were conducted to brief all interested
applicants on the citywide elections and the role and responsibility of the IEA. Individual
inferviews were conducted with all applicants. A rating sheet was used to score
responses to individual interviews which were conducted by the Senior Project
Coordinator and Elections Coordinator. The General Manager approved all the final
selections as recommended by the interview team.

Question 7: Describe the regional model approach to conducting elections and
proposed staff fo be allocated by region, duties and expense.

Response: The Department will be conducting elections in 12 regions between August
and November 2012. Each region is comprised of 6-10 NCs who will hold their elections
on the same day, but at different times and locations within each NCs boundaries. An
IEA will be assigned to work with the NCs in each region. The [EA assists the NC with
education about the elections, outreach (both regionally and individually), paperwork
(making sure all necessary election paperwork is completed in time and reviewing all
submitted documents from candidates and voters), and monitoring the polls on the day
of the election with assistance from Department poll workers and NC volunteers.

The duties and expense of conducting regional elections are detailed in our response to
question 3 above.

Question 8: How will the grievance and election challenge programs be implemented
and at what cost? Describe the City Clerk’s grievance procedure.
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Response: The challenge process is more fully described on page 21 of the Elections
Manual. The procedure consists of a written request submitted to the Department no
later than 5 calendar days after the election. Staff will review the challenge to determine
if it meets the criteria established by policy. Those challenges that meet the qualification
criteria will be heard by an arbiter selected from a list of pre-qualified professionals
obtained from the City’s Employee Relations Board (ERB). The arbiter's decision will be
binding and final with no appeal. Based on discussions with ERB regarding their
process, the Department estimates that each arbiter will be able to hear 2-3 challenges
over a full day. The fees range between $800 to $1,500 per day with more experienced
professionals commanding a higher fee within the range. The Department will set a
daily maximum amount for each arbiter based on the range provided above as well as
our budgeted amount. The Department will continue to consult with ERB in arranging for
qualified arbiters in order to hear and resolve chalienges in a timely, professional, and
transparent manner. In addition to ERB, there will be additional arbiters available
through our contracted temporary staffing vendors. The Department will have finalized
the renewal of these temp staffing contracts by July 2012. We are unable to project the
total number of challenges at this time. And lastly, per your request, the City Clerk's
grievance procedure is attached for your reference.

Question 9: Describe your hiring plan.

Response: The Department will be utilizing every possible avenue to hire individuals to
assist in the NC election process. For the four (4) exempt and fully funded Project
Coordinators, the Department has submitted Managed Hiring Committee Forms for
review and approval. These positions must be advertised for, interviewed and selected
for a mandatory July 1, 2012, start date. The Department is currently advertising
through the Center for Non-Profit Management (CNPM). By advertising with the CNPM,
the Department hopes that a qualified candidate pool will be formed for the Department
to choose from. The Department will hold formal interviews to hire. The Depariment will
work with the Personnel Depariment to ensure that proper hiring processes are
followed.

For the As-Needed positions, the Department will seek the assistance of both the City
Clerk's Office and Personnel Depariment to advertise. The Department is hopeful that a
strong candidate pool can be formed for the Departiment to choose from. The
Department will hold formal interviews to hire. The Depariment will work with the
Personnel Department to ensure proper hiring processes are followed. The Department
is anticipating to start hiring these employees in July 2012.

Independent Election Administrators and back-office support staff will be hired through
the Department's Temporary Staffing Services contraci(s). These contracts were
designed to handle NC specific needs, general office support and o provide NC
Election support staff as well. For the NCs and the Department, this is an on-going
expense, but will increase significantly with NC elections. We anticipate that new
contracts for temporary services will be in place by July 1, 2012.
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Question 10: Describe DONE and NCs outreach efforts and how costs will be
allocated.

Response: The Depariment will make every effort fo utilize low and no cost avenues to
promote the elections such as the City's Channel 35, Mayor/Council websites, and
Public Service Announcements. We are currently conducting a citywide outreach
campaign for NC awareness and elections consisting of more than 25 live workshops
across the city. These workshops are designed to generate broader public participation
in the elections covering a broad range of civic engagement related topics. We are also
using web-based communications and a limited number of advertisements, banners,
and posters. Due o the loss of our only IT staff person, the Department is currently
unable fo manage our existing website. However, utilizing resources designated for
elections outreach from this year's budget, we were able to build a temporary website
for election purposes to provide easy access to information and to push information out
to stakeholders via social media. To assist the NCs with their outreach, the Department
will create outreach templates and provide outreach trainings in every region. The
Department will also assist with the posting of candidate information on our website
which is a critical element of outreach to increase voter paricipation. In past NC
elections, contested board seats, where candidates are competing to win, have
generated the most votes. '

The Department has set aside $10,000 from the current fiscal year's budget of
$120,000 to place ads on bus benches, bus kiosks, and street banners around City Hall.
We also allowed NCs to encumber funds specifically for elections outreach activities for
next fiscal year which was required to be submitted by May 15th — the citywide deadline
for submitting all current year check requests. The Department received election
outreach encumbrance requests totaling approximately $278,000 from 44 NCs. Staff
have yet tc review and approve the requests based on the established eligibility criteria.
The encumbrance policy is specifically for the conduct of 2012 elections outreach.
Requests not complying with this purpose will be denied.

Question 11; Describe the translation services to be offered and provide cost
estimates.

Response: All of the following documents will be transiated into Spanish and made
available to NCs: Candidate filing form, stakeholder registration form, Vote by-Mail
application, Vote-by-Mail Voting instructions, At-Polls voting instructions. Additional
languages to be offered include Korean, Armenian, and Chinese. The offerings of these
languages is based on past franslation reqguests from NCs. Additionally, training
materials for poli workers must be transiated. Estimated cost - $75/language/page x 3
languages x 150 pages = $33,750.

Moreover, translators will be made available for all training workshops, candidate
recruitment sessions, voter outreach events, election day, and post-election challenges.
Average costs for 3-4 hour franslation have ranged from $250 - $350/session.
Estimated cost - $350/session x 140 sessions = $49,000.
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The Depariment is also requesting translation equipment so that participants can
participate in all meetings with access fo simultaneous translation. We have found this
to be the most effective way for non-English speaking stakeholders to participate. This
will require a line item fransfer which we can address administratively once the final
budget has been approved by Council. Estimated cost — 5 x $3,500 = $17,500.

Question 12: What is the process necessary for changing NC by-laws for NCs
participating in an election or a selection process?

Response: Neighborhood Council boards who would like to conduct a selection rather
than election must pass a board resolution after which a request to approve the by-laws
change is submitted to the Department. We have allowed some additional time for NCs
who have yet fo decide on a selection process. If they do not make a decision within the
timeframe necessary to proper implementation, they will default to an election process.
In addition, NC boards must decide the following in order to conduct elections and/or
selections — location, date, hours, documentation for all voters, minimum age for voters,
and vote-by-mail.

Question 13: What are the criteria used fo select the arbifrators?

The City’'s Employee Relations Board (ERB) maintains a list of qualified arbiters which
the Department will be able to uiilize in order to resolve challenges arising from the
conduct of NC elections. Additionally, a number of the temporary staffing vendors on
contract with the Department, have the capacity to provide elections related staffing
inciuding arbiters. We are unable at this time fo determine the total number of qualified
challenges that will be heard and decided upon by the arbiters. As a reference, the City
Clerk Challenge Review Panel vetted 13 challenges. It is unknown how many were filed
but rejected by staff for failing to meet the minimum eligibility requirements.

Requested Motion For As-needed Positions

And Iastly, the Department neglected to include this item which is required in order to fifl
the as-needed positions that were recently approved by the City Council. We therefore
request at this time, that the Council adopt the following motion in order to make the as-
needed positions available for hire during the current elections cycle to provide
temporary administration support. This line item of $100,000 was included in the NC
elections budget which was recently approved by City Council.

MOTION

| MOVE that the Budget and Finance Committee Report on the Mayor's FY 2012-
13 Proposed Budget be amended to add the following As-Needed positions to the
Department of Neighborhood Empowerment, in such numbers as required by the
Department, in support of the Neighborhood Council Elections:
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0728
0729
0730
0731
0721
1358
0733
1502
1631-1

Shouid you have any questions or concerns | can be reached at (213) 978-1035.

Sincerely,

- BongFwan (BH) Kim
General Manger

Attachments

Election Assistant |

Election Assistant |l

Election Assistant Il
Election Assistant [V
Election Clerk

Clerk Typist

Senior Election Assistant
Student Professional Worker
Admin Intern

TOTAL CHANGE

$11.03/hr.
$12.94/hr.
$15.46/hr.
$18.09/hr.
$11.08/hr.
$17.63/hr.
$29.67/hr.
$12.56/hr.
$14.60/hr.

$:0:



Department o

NEIGHBORHOOD COUNCIL
2012 ELECTION MANUAL




Table of Contents

Introduction  ..eciccceerr eerreniiiaain iy reht e r A et eaa v sararerenna
Eloction ProCess  ...oovveevivimmimucinimmsarsrrsrassnmssssarnasasenses rrerierernearatenens
(N Overview
I, Election or Seiectlon ................................... eredereinranaran e
L Election Timeline  ...coccrvreerremvamnnrcenancnrmarennanes eeraerenenens
Election Policies ...c.cocovvveeeenenns N e feeerreeaeseasenuRTaTeeRnERTEReeennsanananenrarenen
l. Term Extension ..vcoviviii v veereinees arrereneeners eresnraere
it Board Affirmation .. e e
I Shortened or Extended Election Time.......ccocvvmmvriiviiccnincecinnne.
V. Vote-by-Mail Fee v s
. V. Location FRe  .....ciiiiiiviivavenimirsrirvarrasismrcsestrmmmarsrsessnrarssnnnes
Vi, Election Scheduie Deadline Conflict ........oooiiiiiviirninicnnens
VL. Running Board Siates .. .
Vill.  Candidate Filing Form Informatlon Publlc LT T —
1X. Inspection of Forms  .............. N r et e A r e Na e r i ra e amnnnn e nan
Election Procedires ..covcvvviveserecenrcenenmmmncenmesrinnnes PPN wornenn [PTSTTTPTN
R introduction ................ KAk 4T H NN R RSk r e e nananen
i, Elections  ........ Ne e eatearasemmerasisssssisnisrencirasensarerearertennrenan
Ii. Location .. e OO
V. Neighborhood Council Boundaries ....icciniiiininecnen:
V. Definition of Stakeholder ... e
V. Independent Election Administrator ...
VIt Candidates  .....oivimmcsmmmnicirimersasscrcsnsae i rarrs e eas T
Vill. Candidate and Stakeholder Verification —  .......cccconiiiriinennne
IX. Campaigning ......cccovevenemiecrrirccrec o nesinns G it aer e aneres e aen na e
X. Election@ering v..ccovverarmrinirmimirersnninsorressmirn eererneesnnes
XI. Ballot ........cocveeenas N ta e e e a SN e Aok A RN ta RN AR rnn e rnrrnran
XIi. Polling Place Operations  .......... e d b g g
X Vote-hy-Mail ..oooiviiiiiiiiiincinrsiicaiienicisses s aesns s srasenaesans
XiV. Canvass of Votes and Election Certification ..........ccecvvvrmninnnens
XvV. ChalleNges  .oviiiiciiciiiencr s ccrraresnarens e sra e reaseeinsastntieasnsien
XVI.  ReECOUNTS oo rrniiraienasa st veria ot et remasvaaanamrsnssnsnsn
XVil.  Notice of Vacating Multiple Seats .. ..c...civiiriiviiinrannresvanec s
XViil. Outreach for the Efection  ....oeoeieveeeivinnnens ederern s creananaen
XiX. Translation and Language Assistance ..o
XX EXit Polls and SUrveyS....coiirmcrciinmicsnacnnanenns veranennaeen
XXL  Videofaping  ..ooovvirriicri v s e n e e aa rn e eann
XXil. Seating of Newly Elected Board Members  ......covceaoninoe.
XXill. Governing Board Member Seats Not Filled Through the Election...
XXIV. Release of Election Materials ........... reerereacenaenn eareernerarenaaean
XXV. PublicRecords Act  .....covvivicvirivnnnnnnns et haver e it s an bR baeny
XXVI. Disposition of Election Records ... ety

(Released May 25, 2012)



Introduction

The Department of Neighborhood Empowerment is pleased to work with the Neighborhood
Councils on your elections in 2012. We have deveioped this manual to help guide candidates
and voters through the election process. While some of the policies in this manual also apply to
the selection process (an alternative to elections), the majority of the information will focus on
the election process and procedures.

In preparing for the elections, we have utilized the excellent foundation developed by the Office
of the City Clerk in the 2008 and 2010 Neighborhood Council elections and combined it with the
Independent Election Administrator election format from when we conducted elections in the
past. The new election process was designed to utilize the strongest components from both
methods so that together we can run elections with integrity, flexibility and fun!

Many thanks to those Neighborhood Council leaders who have provided the critical election
feedback that we have tried to incorporate into this manual;, who have volunteered fo help
coordinate regional outreach; who are acting as Independent Election Administrators to guide
their fellow Neighborhood Councils through the election process; and who step forward regularly
o ask us how they can help make these elections successful. We appreciate your enthusiasm
and leadership and are inspired by this parinership with you.

Lastly, we want to acknowledge the hard work of our City partners that make our participation in
the Neighborhood Councit elections possible: Mayor's Office, City Council, Chief Administrative
Officer, Chief Legislative Analyst, Office of the Controller, Office of the City Attorney, and of
course, the Office of the City Clerk, who have made their election documents and staff available
to us during our election preparation.

Please do not hesitate to contact us if you have any questions about the information in this
manual. Thank you for your time and efforts in supporting your communities and the
Neighborhood Council system!

Department of Neighborhood Empowerment www.empowerla.org

Main Office

City Hall

200 North Spring Street, 20" FL
Los Angeles, CA 80012

Main Line; (213) 978-1551

Fax: (213) 978-1751

Email: NCSupport@lacity.org

Elections Division

Van Nuys City Hall

14410 Sylvan Street, 4™ FL

Van Nuys, CA 91401

Hotline: (818) 293-VOTE (8683)
Fax; (818) 582-2849

Email: elections@empowerla.org

Empower Yourself. Empower Your Community. Empower LA.




Election Process

1. Overview

The Department of Neighborhood Empowerment (Department) will be conducting elections
regionally starting on August 4, 2012 and ending on November 15, 2012, Each region is
comprised of 6 to 10 Neighborhood Councils who will hold their elections on the same day, but
at different fimes and locations within their boundaries. An Independent Election Administrator
(IEA) will be assigned to work with the Neighborhood Councils in each region. The IEA assists
the Neighborhood Council with education about the elections, outreach (both regionally and
individually), paperwork (making sure all necessary election paperwork is completed in time and
reviewing all submitted documents from candidates and voters), and monitoring the polls on the
day of the election with assistance from Department poll workers and Neighborhood Council
volunteers.

The election process has changed from past election cycles in the following main areas:

« Regional Election Meetings - because we are hoiding the elections regionally, we will be
working to get information fo the Neighborhood Councils via regional meetings so
Neighborhood Councils in the same region will have the opportunity to get to know one
another and to conduct regional cutreach to save money if they so desire.

« Timeline - the timeline for elections has been shortened to 60 days — 30 days to get
candidates and 30 days to get voters after all bylaws and election procedures are approved
by the Neighborhood Council. This 60 day timeline is counted from the day of the elections.

« Qutreach - rather than send out 2 mailers as outreach, we encourage Neighborhood
Councits to utilize their existing outreach events to publicize their elections. Neighborhood
Councils will be asked {o provide an outreach plan that shows how they will reach their
stakeholders during the candidate recruiting and voter notification phases of the elections.
In addition, because we will be handling all of the sensitive election documentation, such as
ballots and applications, Neighborhood Council Board members will be able to work on their
election and/or outreach committees until the day of the election.

» Election Procedures - we will use the Election Procedures in this manual for procedures
that apply citywide. Neighborhood Councils will only need to approve a 2012 Election
Procedures Stiputation Worksheet with the changes for the 2012 elections, such as election
day, time and location.

« Election Time - the standard election time wili be a 4 hour window with the ability to extend
to 6 hours by request.



o Board Affirmation and Shortened Election Times - in order to save on resources, if a
Neighborhood Council has uncontested seats afier the candidate filing deadline, i.e. there is
only 1 or no candidate for a seat, we will hold a Board Affirmation town hall instead of an
election. At the town hail, the uncontested candidates will be acknowledged and affirmed to
the Board seats for which they filed. * if 3 or fewer seats are contested, then we may hold a
shortened election time of 2 hours for the Neighborhood Council.

¢ Vote-By-Mail - we are offering Vote-by-Mail with an initial set up fee of $500 because of the
exira staffing we will bring on to administer your vote by mail, which includes setting up all
paperwork, fulfilling requests for ballots, verifying any documentation as necessary and
processing the final count.

« Candidate Write-In - because of the Board Affirmation process described above, we are not
offering write-in candidates in this election cycle.

« Department Back Office - we will be handiing all the election administration and
paperwork, such as bylaws, election procedures, ballots, candidate/voter verification, vote
by mail, etc. in order to free your Board members and stakeholders up to recruit candidates
and voters.

o Defaults - we will set defaults for necessary election information, such as the election day,
time, location, etc. if the Neighborhood Council does not provide the information by the set
deadlines.

1L Election or Selection?

The City Charter ailows for Neighborhood Councils to elect or select their board members. For
2012, the Neighborhood Council had the option of having a Board Selection Process OR a
Board Eilection Process. To hold a selection, the Neighborhood Council must change their
bylaws.

The Board Election Process demands a secret ballot for the voters and will be run according
to the policies and procedures set forth in this manual. [n addition, the Neighborhood Council
must follow the regional election timeline. Most voters are used to this model.

The Board Selection Process does not have a secret baliot and is usuaily conducted in a fown
hall style setting where Board members are selected by a showing of voter hands. Another
method allows for a printed ballot, and the ballot is signed by the voter in public. The Selection
Process works best when voting for Board members "at-large” or with very few voting "districts"
or sections. The Selection Process requires a schedule for candidate application/verification,
outreach plan, budget plan, stakeholder registrationfverification, and a method of selection such



as raising hands, a method for determining ties, and the selection of a Neutral Third Party to
oversee the entire process {o provide an open, fair, and transparent process. The Department
has provided a Selection Procedures Stipulation Worksheet to assist Neighborhood Councils
with a selection.

If a Neighborhood Councii wanted 1 year terms for Board members or wanted more flexibility as
to the day they want to hold a vote for the new Board members, then they should use a
selection process. Elections are only held during the even numbered years-so Board terms
have to be 2 or 4 years. The Depariment's timeline for elections does not allow for as much
flexibility for date selection since all of the Neighborhood Councils in a region must have their
election on the same day. If a Neighborhood Council wanted a certain day not chosen by the
region, then they will need to go to a selection process. |

III.  Election Timeline
To provide you with an overview of the election process, we have divided it into 8 phases:
PHASE 1 - Getting Ready Timeline — 90 to 120 days from election day

The Department has already set up the regions, and the Neighborhood Councils have selected
their election day. If the committee is not already in place and working, the Neighborhood
Council Boards should immediately appoint a minimum 3 person Election Committee (including
a Chair) to work with the IEA and the Department. The Neighborhood Council Board should
also have an Qutreach Committee to focus on outreach for candidates, outreach for voters, and
coordination with the regional Neighborhood Councils. These committees can be combined
since their efforts and work will complement each other.

To Do: o Board approval of the 2012 Flection Procedures Stipulation Worksheet
o1 Meet with the Neighborhood Councils in your region to discuss outreach
0 Set a goal to recruit a minimum of 3 candidates per open Board seat
o Tel your stakeholders that you are having an election!

2012 Election Procedures Stipulation Worksheet
The Neighborhood Council's 2012 Election Procedures Stipulation Worksheet will include the

Board’s final decisions on the election time, location, candidate/stakeholder verification process,
Vote-by-Mail and an oufreach plan. The worksheet will supersede any inconsistent language in
the Neighborhood Council bylaws, which will be updated by the Department to be consistent
with the worksheet. The information on the worksheet will be used to develop the Neighborhood
Councit's final Election Procedures Addendum.



Qutreach Planning

The goal of the outreach is not only to let your stakeholders know about the upcoming elections,
but also to recruit enough candidates so that every open seat is contested, i.e. has muitiple
candidates. Contested elections bring out voters. So if your Neighborhood Council wants a
high voter turnout, concentrate on recruiting more candidates.

Please use the Outreach Plan form provided by the Department with the Election Procedures
Stipulation Worksheet for ideas on how to conduct ouireach regionally and locally. In addition,
your Neighborhood Council may alse want to include:

¢ Candidate information Sessions - The Neighborhood Council may want to hold Candidate
Information Sessions regionally or on its own to attract candidates to run for Board seats.
The Department also offers the Empowerl A lLeadership Academy workshops, which
provides training for candidates. '

e Candidate Statements - Neighborhood Councils may request candidate statements and
publish them on website, emails, or any outlet available to the Neighborhood Councils,

+ Candidate Forums - Each Neighborhood Council may present any number of Candidate
Forums or arrange for forums sponsored by other organizations, such as Chamber of
Commerce or other regional Neighborhood Council organizations. Each forum, however,
must ensure that each and every candidate is provided equal time and exposure.

The Department is also launching a new website (www.empowerla.org) to provide information to
stakeholders about the Neighborhood Councii system and the elections. We also send out a
weekly e-newsletter that will keep everyone updated on the elections and other issues affecting
the Neighborhood Council system.

Phase 2 - Election Timeline Starts Timeline — 60 days from election day

Sixty days from the election day, the official timeline of the eleciions begin with a call for
candidates and Vote-by-Mail applications if your Neighborhood Council is providing this service.
The Department will provide candidate filing forms to each region for distribution. We will also
have the forms and the information for all the Neighborhood Council seats available on the
website for download. All candidates will need to provide documentation to prove that they are
eligible fo run for the seal. As the candidates are verified by the IEA, we will post their name
and the Board seat they are running for on the Neighborhood Council's election page on our site
and also provide the information to the Neighborhood Councils, too.

To Do: o Start recruiting candidates!
r1 Hold Candidate Information Sessions
o Distribute Vote-by-Mail applications if applicable
o Keep telling your stakeholders that you are having an election!



Phase 3 - Election or Board Affirmation? Timeline — 30 days from election day

Thirty days from the election day, all candidate filing forms and Vote-by-Mail applications are
due. Within 5 calendar days of the due date, the [EA will release the final verified candidate list.
If there are no contested seats, the Department will hold a2 Board Affirmation fown hall at the
next regular meeting of the Neighborhood Council to seat the new Board. |If there are not
enough candidates to meet a quorum of the Board, the Department will use the Board of
Neighborhood Commissioners Loss of Quorum policy to seat a new Board.

If the Neighborhood Council’'s open Board seats are contested, then it's time fo engage voters
to come out o the election and vote!

To Do: o Annocunce the candidates for the election

2 Hold Candidate Forums

o Recruit volunteers to assist on the day of the election

3 Develop an exit poli or survey for your stakeholders on the day of the election
o Keep telling your stakeholders that you are having an election!

Recruiting Election Volunteers
The Department wiill provide a Poll Manager and worker on the day of the election. They will be

supervised by the IEA. We encourage Neighborhood Councils fo provide volunteers for their
elections. The volunteers can be non-candidate Board or committee members and
stakeholders. Because all the elections are occurring on the same day in the region, Board and
committee members are encouraged to work on a neighboring council’s elections in the region.
The Department will provide a short training for all volunteers on how to conduct a successful
election.

Vote-by-Mail Ballots

For those Neighborhood Councils offering Vote-by-Mail, the ballots of verified applicants will be
mailed out 15 days prior to the election day. They must be received by the Department either
the day before the election, or they can be dropped off at the Polling Place the day of the
election.

During this period of 30 days just prior to the election, the [EA will prepare and produce
stakeholder registration forms, ballots, VBM process, poll worker and voiunteer name tags and
instructions. The IEA and Poll Manager will assemble the Election Kit with supplies for the
election.

Neighborhood Council Exit Polls or Surveys

Your Neighborhood Council can develop an exit polt or survey for the voters on the election day
to obtain information on how successful your outreach campaign was, what issues are important
fo them, etc. The survey cannot ask how the voters voted. The Neighborhood Council can set




up a table within 100 feet of the Polling Place near the exit so long as the table does not block
the flow of traffic. Any other organization or stakeholder with exit polls or survey must stay 100
feet outside of the Polling Place.

Phase 4 - Election Day Timeline — election day

The Poll Manager will arrive on election day with an Election Kit, including a ballot box with lock,
ballots, stakeholder registration forms, pens, paper, observer badges, volunteer badges, generic
signs, voting instructions, voting booths, ballots forms and colored paper for printing additional
ballots, volunteer instructions, Vote-by-Mail ballots unopened, Vote-by-Mail ballot received list,
counting forms and report forms.

The Poll Manager and volunteer poll workers arrive to the Polling Place at least 1 hour before
the polls open to set up the space physically. The IEA and Poll Manager will provide a layout
for the Polling Place for easy access and flow for the voting process, including areas for:

e Registration

e Baliot Pick-Up

« Voling Booths

e Bailot Box

The Poll Manager will announce the opening and closing of the polls. At the close of the polis
after all ballots have been placed in the locked ballot box, the Poll Manager will take possession
of the ballat box while volunteers set up the room for counding. f time and the number of ballots
do not permit for counting at the Polling Place, the Poll Manager will take the ballot box back to
the Department office for counting with notice to the public as to when the count will take place.

To Do: o Come out and voiel
o Volunteer to help at a Neighborhood Council Polling Place

Phase 5§ - Canvass of Votes - Counting Timeline — election day

When it is time to count the ballots, the Poll Manager will instruct and oversee the counting
volunteers in the following steps:

1. The ballot box is unlocked, and the ballots are sorted according to color of ballot, Vote-
by-Mail ballots are separated from the envelopes and sorted with the rest of the ballots.

2. The stakeholider registration forms are counted and noted.

The total number of baliots are counted and noted.

4. The Poll Manager divides the ballots into manageable amounts for counting, usually no
more than 100 ballots.

5. Volunteers are divided into pairs (a caller and a marker). They are given pre-printed
counting sheets: 1 volunteer calls the name of the person receiving a vote and the other
marks down the vote on a tally sheet.

w
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Observers will be allowed in to watch the counting process so long as they do not interfere in
the count,

After the count is over, the Poll Manager will package ali election materials; including bailots and
registration forms and return them to the |IEA, who will also review the election materials. Within
24 hours, the IEA will post an unofficial canvass of votes on the Department website for public
review and will also send the results to the Neighborhood Council. This canvass of votes may
be the Finat Official Certified Canvass of Votes if there are not outstanding ballots to be verified.
The Department will retain materials until after the deadline for challenges if there are no
challenges or after the conclusion of arbitration of all challenges.

if there are provisional ballots, the deadline for submission of acceptable documentation is 3
calendar days after the election. The IEA will verify or disqualify the provisional ballots and
revise the canvass of votes.

The more volunteers available to help count, the faster the counting goes!

Phase 8 - Recounts and Chalienges Timeline - 3.5 days after the election day

Recounts may be requested within 3 calendar days after the elections. Challenges to the
election are accepted within the 5 calendar days after the election.

Phase 7 - Seat the Board Timeline - 30-60 days after the election day

After all challenges are resolved, the newly elected Board will be seated at the Neighborhood
Council Board meeting so they can start working for their community!

Phase 8 - Train the New Board Timeline - 30-80 days after the election day

it is important that all the new Board members know the policies and procedures for the
Neighborhood Council system so they can operate effectively for their community. The
Department EmpowerlA Leadership Academy will offer Board crientation trainings. In addition,
Board members are mandated to take the state required ethics training, which is offered online
on our website and live with the Office of the City Attorney. Some Neighborhcod Council
bylaws also mandate training within a certain fime period or the Board member will lose voting
rights so check with your Neighborhood Council.
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Election Policies

The policies set forth in this section are fo supplement the Election Procedures and any other
legal authorities over Neighborhood Council elections and supersede any inconsistent language
in Neighborhood Council bylaws. The Department may refer back to the 2010 Neighborhood
* Council Election Policies or add policies as necessary in its administration of the elections.

L Term Extension
The Depariment shall exiend the current Board terms set to expire in 2012 until after the
certification of the Neighborhood Council's election or selection results or the resolution of all
official challenges, whichever date is later. All Neighborhood Council elections and selections
must be completed in 2012,

II. Board Affirmation

If after the candidate filing verification deadline, there is only 1 or no candidate for every Board
seat, the Department will hold a Board Affirmation at the next regularly scheduled Board
meeting of the candidates in lieu of an election.

. Write-in Candidates
There are no write-in candidates for the 2012 election cycle.

IV. Shortened or Extended Election Time
The standard election window on the election day is 4 hours. Neighborhood Councils can
request & 6 hour window instead at no additional cost.

V.  Vote-by-Mail Fee

If a Neighborhood Council would like to offer Vote-by-Mail to their stakeholders, the Department
will charge a $500 set up fee, which would include the preparation and mailing of 200 ballots
with no postage on the return envelope. For more than 200 ballots, the Department will charge
the Neighborhood Council only the cost of mailing the ballot. The Neighborhood Council can
also pay the cost of postage on the return envelope if that option is desired.

VI. Location Fee

The Department will pay a Polling Place location fee of $200 or less. Any charges above this
amount, including security or custodial fees, will be the responsibility of the Neighborhood
Council,
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VII. Election Schedule Deadline Conflict

Where possible, the Neighborhood Council election schedules will il follow the same general
timeline, i.e. candidate filing begins 60 days prior to the election. The Department offices will
not be open on weekends or holidays. As such, the Neighborhood Council Election Procedure
deadlines shall be adjusted when necessary. Where the planned deadline falls on a Saturday,
Sunday, religious or national holiday, the actual deadline date will be moved to the following City -
of Los Angeles business day.

VIII. Running Board Slates
A group of candidates may run as a slate so long as ali candidates agree to be on the slate.

IX. Candidate Filing Form Information Public

Since candidates for Neighborhood Council Board seats are vying for public seats, Candidate
Filing Forms, which can include a candidate’s contact information and qualifying information, are
considered public information and subject to disclosure. Please note that a candidate’s
signature on the Candidate Filing Form is not subject to disclosure and will be redacted prior to
fuifilling a California Public Records Act request.

X. Inspection of Forms

Please note that stakeholder registration forms, Vote-by-Mail applications, and baliots wili only
be made available for inspection after the Final Official Certified Canvass of Votes is
completed in order to ensure critical documents are available for use by staff when needed, to
avoid any interference with the election process, and to avoid the possibility of duplication
andfor fraud. The processed ballots and non-exempt information on the stakehoider
registration forms and Vote-by-Mail applications will be provided within a reasonable amount of
time after the date of the election.
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Election Procedures

I Introduction

These election procedures meet the minimum reguirements to conduct Neighborhood Council
Board member elections pursuant to City Council policy and other standardized election
procedures that may be issued by the Department. These procedures supplement the
Neighborhood Council's Election Procedures Addendum, 2012 Election Procedures Stipulation
Worksheet and bylaws., Where a Neighborhood Council has not submitted the 2012 Election
Procedures Stipulation Worksheet, the citywide default values will apply.

II. Elections

The election will be a Prepared Ballot Election. In this election, candidates shall fiie prior to
Election Day and will then be included on a printed ballot that is distributed to the voters on
Election Day.

s Proxy voting will not be allowed for this election

s Voters may cast their ballots on the day, time and location indicated in the Neighborhood
Council's 2012 Election Procedures Addendum.

e |f a voter with a disability is unable to access the poliing location, curbside voting will be
provided as an option for that individual. On Election Day, voters can request curbside
voting by calling the Elections Division Hotline at (818) 293-VOTE (8683).

I11. Location

A. The Neighborhood Council can provide an election location in its Board approved 2012
Election Procedures Stipulation Worksheet.

B. Election Locations should meet the following criteria:

Sufficient size to accommodate the voier sign-in process and actual voting activities.
Sufficient parking for poll workers and voters.

Convenient for those utilizing public transportation.

Procedures must be in place to accommodate disabled voters and in compliance
with the Americans with Disability Act (ADA).

Unbiased location for stakehelders and candidates.

Available for the Neighborhood Council election day for at least 2 hours before and
after the election start and finish.
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- C. The Election Location or Polling Place will be published on the Department website at
least 30 days prior to the election and any change of location within 24 hours of the
change.



IV. Neighborhood Council Boundaries

The boundaries of the Neighborhood Council are set forth in its bylaws. Where a map of a
Neighborhood Council does not match the language provided in that Neighborhood Council’s
bylaws, the [EA shall defer to the written bylaws for clarification and revise the map in
accoardance with specific fanguage in a given Neighborhood Council's bylaws.

In the event specific language is not specified in a Neighborhood Council’'s bylaws regarding
how bordering boundaries are defined for a Neighborhood Council or its internal
districts/areas/quadrants/zones, the IEA shall consider the middle of the road as the defining
border for election-related purposes, such as candidate qualification and stakeholder (voter)
verification. This will only apply when a Neighborhood Council has not specifically identified
boundaries to include both sides of the street (road, avenue, boulevard) or to exclude any
specific landmarks, parks or plots of land.

Speciﬂc' voting districts as noted in the boundaries will be followed within the above boundary
definitions and will apply to candidate qualification and voter qualifications.

V. Definition of Stakeholder

Neighborhood Council membership is open to all stakeholders. “Stakeholders” shall be defined
as those who live, work ar own property in the neighborhood or to those who declare a stake in
the neighborhoed and affirm the factual basis for it.

« All person(s) or entities that meet the criteria for the definition of stakeholder shall be
eligible to vote in the election, either at the polis or by utilizing the Vote-by-Mail option if
applicable.

« Stakeholders cannot be denied the opportunity to vote for a candidate for member of the
governing Board for whom they are eligible to vote.

» Stakeholders cannot be denied the opportunity to run for a Board seat for which they
hold stakeholder status unless otherwise prohibited by the Neighborhood Council
bylaws.

» In order to cast a ballot in the election, a stakeholder must be the age on the date of the
election as stated in the Neighborhood Council's 2012 Election Procedures Stipulation
Worksheet and bylaws.

V1. Independent Election Administrator

The Department will assign an IEA to administer the elections in each Election Region. To
serve as the Independent Election Administrator, the person(s) or organization selected must
have attended training program conducted by the Department. The IEA may utilize the staff,
material, equipment and facility resources of the Neighborhood Council or the Department to
assist them in carrying out the election administration duties, provided, however, that the
following conditions are met; '

« None of the candidates for the governing Board participate in any way in the
handiing/counting of ballots, voter/candidate registration/verification, andfor assisting
voters engaged in the act of voling in translating the voting material or explaining the
voting process. '
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e The |[EA must maintain the authority and responsibility for the administration of the
election.

The [EA, in coordination with the Department, shall be responsible for the following duties:

« Conducting the Neighborhood Council elections according to the Neighborhood Council
bylaws, 2012 Election Procedures Addendum and any other applicable legal documents.
Processing of candidates, including verification of eligibility
Assisting the region with any Candidate Information Sessions.

Processing of voters, including pre-registration and verification of eligibility as applfcable
Overseeing and approving the preparation of the ballot o be used in the election.
Distributing and receiving ballots from the voters.

Verifying any provisional ballots.

Counting and recounting the ballots.

Issuing the election results.

Securing and submitting all election materials for records retention in accordance with
the bylaws and Election Procedures.
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VII. Candidates
A. Candidate Filing

1. All potential candidates must complete a Candidate Filing Form and fiie the form with the
Department by the Candidate Filing Deadline. All potential candidates will be notified by
the {EA if their Candidate Filing Form is incomplete and the steps necessary to complete
the candidate filing process.

2. All potential candidates must provide identification and any other applicable
documentation to establish their stakeholder status for the position which they are

applying.

3. Candidates may submit a Candidate Statement on a template provided by the
Department.

4. The Department will retain all Candidate Filing Forms and corresponding documentation
according to Article XXV!I. Disposition of Election Records.

Candidate contact information shall be given to the Election and Outreach Chairs of each
Neighborhood Council no later than five (5) days after the filing deadline. In the absence of an
Election Chair, the President of each Neighborhood Council shall be the designated alternate to
receive the candidate contact information. Where emaii addresses are not available for either of
the 2 persons, the [EA will provide the candidate contact information to the Neighborhood
Council upon request. Neighborhood Councils shall notify all candidates for any Candidate
Forums to be conducted where the Neighborhood Council is a participant. The notification of
candidates fo participate in such events shall be the sole responsibility of Neighborhood
Councils. Please note that a candidate’s contact information, including his or her home
address, home phone number, and email address is subject to disclosure if a California Public
Records Act request is made. A candidate’s signature will not be subject to disclosure.
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The Neighborhood Council may present Regional Candidate Information Sessions to assist
candidates in their campaigns.

VIII. Candidate and Stakeholder Verification

For this election, the Department will accept forms of identification for self-affirmation and
documentation as prescribed by the Department’'s Neighborhood Council Election Acceptable
Forms of Documentation.

IX. Campaigning

A. The use of the City of Los Angeles Seal, the Department or Neighborhood Council logo
or any other official Neighborhood Council designation created by the Department is
prohibited for use on candidate materials. o

1. A logo is a graphic mark and/or emblem used by the City, a City department, or a
Neighborhood Council that serves to facilitate immediate public recognition. A logo
can consist of purely graphic symbols or icons, but can also consist of a logotype or
wordmark.

2. Any use of a logo, regardless of intent, will be considered a violation of this article
and the Neighborhood Council Election Procedures unless the logo is used as part of
outreach material produced by the City, a City department, or the Neighborhood
Council for the sole purposes of promoting the election. If such outreach material
contains candidate names, all qualified candidates must be listed on the material.

3. The purpose of this provision is to prevent candidates or supporters of candidates
from campaigning under the expressed or implied endorsement or authorization of
the City, a City department, or a Neighborhood Council and prevent voter confusion.
Please note that any logo that is substantially similar to a City, City department, or
Neighborhood Council logo may lead to voter confusion and may be subject fo a
challenge.

B. The governing Board of the Neighborhood Council, acting in their official capacity as the
governing Board, is prehibited from endorsing or campaigning for any candidate or
group of candidates running for the governing Board of the Neighborhood Council. This
provision does not restrict the right of individual Board members, acting as individual
stakeholders, or any other stakeholders, from endorsing or campaigning for any
candidate or group of candidates.

C. No City facilities, equipment, supplies or other City resources shall be used for
campaignhing activities except;
1. to hold a candidate forum sponsored by a Neighborhood Councll;
2. to hold a Neighborhood Council election; or '
3. if the individual has obtained approval from an authorized representative of a City
Department or Commission (if managing a Depariment) for use of the facility.

D. City resources may be used by a Neighborhood Council for communicating with voters
through the printing and mailing of a voter information pamphlet, which includes
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candidate statements and/or the posting of candidate statements on its website. To the
extent that the Neighborhood Council provides candidate statements to the voters or
Neighborhood Council mailing lists io candidates, candidates shall be given access in a
timely and uniform manner.

- X, Electioneering

No campaigning or electioneering activities will be allowed within 100 feet of the Polling Place,
which is measured from the door of the Polling Place where voters sign the roster and cast {heir
ballots. Polling Place staff must place signs indicating where the 100 foot mark is located.

Electioneering includes:

soliciting a vote or speaking to a voter on the subject of marking his or her ballot;

placing any sign relating to any candidate,

distributing material relating to any candidate; or

placing a sign, distributing material, or conversing with a voter on the subject of the
voter's qualifications to vote.
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In addition, excessive noise and audio equipment that creates a nuisance to voters or staff
within the 100 foot mark will amount to a violation of this policy. Vehicles that have a banner or
placard soliciting a vote or recommending any candidate shali remain 100 feet beyond the
building where volers are voting, except for the discharge or joading of passengers. Activities
beyond the 100 foot mark are subject to the rules of the particular property owner and should be
respected.

Any person or persons engaged in electioneering will be directed by polling place staff fc cease
and may be asked to leave.

XI. Ballot

A. Ballot Order: The Department will randomly draw the letters of the alphabet to create
the order the candidates shall be listed on the baliot. The candidates will be listed in
such order according to the first letter of their last name.

B. The IEA will use the candidate’s legal name for the ballot. No completely fictitious name
may be used on a ballot fo refer to a candidate. If a candidate wishes a different name
to appear on the ballot, the following format must be followed:

1. The format for including nickname on the ballots is: First Name “Nmkname” Last
Name (i.e., Jonathan “Chico” Anderson).

2. A shortened version of 2 name or a variation of a name will be allowed in lieu of a
candidate’s legal name. For example, instead of Jonathan Anderson, the candidate
may use the name “John Anderson,” or “Johnny Anderson” or “J. Anderson.”

3. Professional Degrees: Professional Acronyms shall not be used on a ballot. No
name shall include professional distinctions such as: PhD, MSW, Esq., etc.
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4, in order for a name to fit on the ballot, all names appearing on the ballot must be a
maximum of 26 characters/letters, including spaces and punctuations. Any names
that exceed this number will be cut to the maximum number of characters/letters
starting from the last letter of the name. For example, Miguel Angelito Martinez Jr.
will appear on the ballot as “Miguel Angelito Martinez J".

5. Where there is a conflict between the names provided as documentation or on
documents provided to the {EA, the name written on the Candidate Filing Form wili
override (unless otherwise specified by the Candidate in accordance with this policy
and submitted to the IEA by the Candidate Filing deadline to appear on the ballot).

XII. Polling Place Operations

Only poll workers and voters engaged in voting may be within the voting booth area during the
time the polls are open.

A. Curbside Vote: If a voter with a disability is unable to access the Polling Place, a
volunteer who is designated by the Department shall hand-carry a ballot and a
Stakeholder Registration Form (if needed) to any physically challenged voter at the
poliing site for completion in the general area of the polling site. Once marked, the ballot
shall be placed into an envelope, and then the envelope shall be sealed. The volunteer
shall return the completed Stakeholder Registration Form to the poll workers for
processing, and the sealed envelope containing the ballot shall be deposited into the
ballot box.

B. Observers: Prior to opening, all Observers must wait outside while the poll workers set
up the Polling Place. Observers will be permitted to enter the Folling Place once the
polling site officially opens for voting. All Observers must sign in with Staff. A badge will
be issued and must be worn at all times. When leaving for the dayfevening, the
Observer must sign out and return the badge io the Poll Manager.

« Observers may not interfere in the election or the voting process. Observers cannot
assist in operations, touch or handle any ballots or other election-related materials.

« Observers may not talk to or solicit voters in the Polling Place.

+ Observers are aliowed 1o videotape Polling Place operations pursuant to Article XX,
Videotaping. :

» Candidates are not permitted as Observers at the Polling Place on Election Day.

« Observers have the right to ask poll workers questions regarding election procedures
and to receive answers or be directed to the appropriate official for responses to
questions. If, however, persistent questioning disrupts the execution of their duties,
the poll workers can stop responding and direct the observers to the Poll Manager
for all further answers. If disruptions persist, the Observer may be asked to leave the
Polling Place.



19

C. Provisional Voting: A voter may cast a provisional baliot if the voter's eligibility fo vote
in the election cannot be determined in favor of the voter at the time the volier altempts
fo cast his or her ballot. The only acceptable basis for challenging a voter's right to vote
at the Polling Place will be that the person is not a stakeholder as defined by the
Neighborhood Council bylaws or that the person was issued a Vote-by-Mail ballot.

e If a voter is challenged on the basis that they were issued a Vote-by-Mail ballot, the
voter may surrender the un-used Vote-by-Mail ballot at the polling site at which time
the voter will be issued a regular ballot.

= If a voter is challenged on the basis of insufficient documentation, the voter may
produce any of the documentation outlined in these Election Procedures at which
time the voter will be issued a regular ballof.

if a voter cannot produce the required documentation or the voter cannot surrender the
Voie-by-Mail ballot, then the voter will be offered the opportunity to vote a provisional

ballot.

The provisional ballot will be the same as regular ballot, except that prior to

placement in the ballot box the provisional baliot will be placed inside a provisional
envelope. On the outside of the envelope the voter will provide:

DO hWON =

The voler's name.

The voler's address.

The voter's stakeholder status.

The voter's contact number(s), e.g. cell or telephone number.

The voter's email address

When a voter casts a provisional ballot, the voter will be issued instructions that
explain what steps the voter must take fo qualify the provisional ballot, including
documentation required to be submitted, where the documentation is to be
submitied, and a contact number fo request assistance or seek additional
information, The deadline for submission of acceptable documentation shall be
three (3) calendar days after the election. The IEA will be responsible for the
verification of the provisional ballots.

XIiI. Vote-By-Mail

A Neighborhood Council may select to offer Vote-by-Mail to its stakeholders. If this is offered, all

stakeholders are eligible to Vote-by-Mail.

Vote-by-Mall applications will be available beginning on a minimum of sixty (60) days prior to the
election day and shall include instructions describing how to complete the application.

The deadiine for the Vote-by-Mail application to be received is thirty (30) days prior to the
election day.

The IEA will oversee and approve the preparation and distribution of a Vote-by-Mail application,
which contains spaces for the following information:
The name and residence address, or business or organization affiliation address of the

stakeholder.

The name and address fo which the ballof is to be mailed, if different than the residence

or business or organization affiliation address.
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« The stakehoider/voter's signature.
The stakehoider status of the voter.
Instructions relative to any stakeholder/voter eligibility verification documents that must
be completed and submitted with the Vote-by-Mail ballot. Such instructions will state that
the voter may cross out any information on the documentation they are submitting that is
not required to establish stakeholder status (e.g. on a utility bill the voter could cross out
all information, such as account number and account balance, except their name and
residence address).

+« The name and date of the election for which the application is being submitted (to be
pre-printed on the application).

+ The date on or before which the application must be received (fo be premprtnted on the
application).

» The address where the application is to be mailed or delivered (to be pre-printed on the
application).

Candidates may distribute Vote-by-Mail applications, but shall not handle the return of
the applications or the Vote-by-Mail ballots.

The Department will maintain lists of all persons issued a Vote-by-Mail ballot, and ail those
returning a Vote-by-Mail baliot must be prepared and provided fo the person(s) managing the
poiling site(s} for use in the voter sign-in process.

A voter will be allowed to retrieve and destroy a previously submitted Vote-by-Mail ballot and
then be issued and vote a regular election day ballot.

XIV. Canvass of Votes and Election Certification

The Depariment will be responsible for tabulating the ballois and announcing the unofficial
results on election day or as soon thereafter as possible. The IEA wili verify ali Provisional and
Vote-by-Mail Ballots for inclusion in the Final Official Certified Canvass of Votes.

The Finai Official Certified Canvass of Votes shall occur on election day at the Polling Place
barring the need to count any additional outstanding ballots. The canvassing of votes will be
open to the public, including candidates, for observation, provided that the cbservers must not
interfere with or attempt to influence the vote tabulation in any way.

Tie votes shall be resolved by drawing straws immediately after the canvassing of votes if all
candidates or their designated representatives are present or within 2 calendar days with notice
provided on the Department website. The |EA or other Department staff will conduct the tie
resolution in public view and candidates or their designated represeniatives will be requested to
be present. '

The IEA will submif the Final Official Cerlified Canvass of Votes to the Neighborhood Council.

The Department will post the Final Official Certified Canvass of Votes on the Department
website immediately upon completion.
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XV. Challenges

Any stakeholder who submits the same stakeholder documentation required of the voters in the
election may file a challenge to the conduct of the election no later than 5 calendar days after
the election by filing a written request with the Department.

The written reguest must:
1. ldentify the basis for the challenge to the election.
2. ldentify the person(s) issuing the challenge.
3. Provide contact information for the person(s) issuing the challenge.

Following is a sample list of challenges that the Department will or will not be processed as part
of the review process.

Chailengeable: ‘
¢ incorrect Ballots (which caused voters to vote either significantly more or less for a
qualified candidate)
¢ Electioneering by Candidate(s)
» Ballot Duplication (by a candidate or stakeholder}
Explicit Use of City logo(s) for Campaign Materials by Candidate(s) - (including LA City,
Department logo, Neighborhood Council logo, and any other City Department logo)
Candidate Eligibility
Stakeholder Eligibility (for Document Required NCs only)
Neighborhood Council Board Endorsement of a Candidate or Slate of Candidates
Americans with Disabilities Act (ADA) Accessible Facility (if curbside voting was not
available)
= Collection of Vote-by-Mail Applications (excluding representatives from nursing homes,
hospitals, or long term care facilities).

e & 8 »

Not Challengeable:
« Lack of Qutreach (outreach performed by a Neighborhood Council, the Department, or
any other City entity)
e Published Articles (challenges based on election information published in media such as
the Internet [including blogs], newspaper]s], or any other type of media)
Translated Election Material
Candidate Forums
Polling Place Selection
Change of Polling Place
Email Forwarding of Neighborhood Councif “Get Out To Vote Material” or Emails.
Ballot Design
Vote-by-Mail Policy
Neighborhood Council Endorsed Election Procedure/Policies
Neighborhood Council Bylaws (Received from the Department by deadline)
Neighborhood Council Endorsed Polling Place Suggestions
Stakeholder Qualifications to Vote (Neighborhood Council Bylaws or Stipulation
Language Worksheet)
Department Approved Ouireach Material
¢ Candidate Slate(s)/Slate Flyers

® & e & 8 & % & & 6 @
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Campaign Expenditure(s)

Volunteer Poll workers or Poll worker Bias

Use of Police and/or Security at Polling Place
Voter Intimidation

Error in Voting Instructions

Lack of Necessary Voting Materials

Voters Threatened by Candidates
tlectioneering by Stakeholder(s)

Voter Instructions

Known Factors Prior to Election Day (such as: polling place bias because a candidate
works at the location, language translators, efc.)
+ Language Assistance at Polling Place

* & 5 & & & " b

XVI1. Recounts

A recount of ballots will be conducted by the |EA, by request only, for the purpose of verifying
the number of votes counted for any Board seat in a Neighborhood Council election.

Any stakeholder who meets the criteria listed below may request in writing, including email, a
recount for a specific contest or for the entire election for a Neighborhood Council election within
3 calendar days after the election.

For a recount request to be accepted for action, the following criteria must be met:

1. The number of votes separating the candidates in question must be 10% or less of the
total votes cast in that specific contest, and;

2. The stakeholder(s} filing the request must have voted in the election in question and
must provide the same stakeholder status verification required of voters in the election.

3. A recount must start no later than 5 City of Los Angeles business days following the
receipt and acceptance of a request and will be open to the public. A notice announcing
the date, time, and location of the recount will be posted on the Neighborhood Council
and Department websites and all candidates for the Board seat(s) being recounted will
be notified. :

4. The recount will be open to public cbservation provided that observers must not interfere
with or in any way attempt to influence the persons conducting the recount.

The IEA will certify the recount results fo the Neighborhood Council and the Depariment
immediately upon completing the recount. The results of an election are considered changed
only if the identity of any person who had been declared elected is changed.

XVIIL Notice of Vacating Multiple Seats

This article is applicable where a candidate is elected to multiple Board seats on the same
Neighborhood Council Board at the same election and where the Neighborhood Council allows
candidates to run for more than 1 Board seat at a time.

Where a candidate seeking multiple Board positions on a Neighborhood Council Board is the
winning candidate for more than 1 of those positions, the candidate will be required to choose 1
Board position no mere than 3 calendar days after the posting of the unofficial results or from
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the day when any and all election recounts and challenges are resolved for the specific
Neighborhood Council election, whichever date is later.

The declined position(s) shall be filled with the next candidate who received the most voies, or if
none, the vacancy shall be filled according to the Neighborhood Council bylaws.

Where the candidate does not select 1 Board position by the deadline, the candidate will be
deemed ineligible for all positions won as the result of the election, except for the 1 position
. where the candidate received the most votes.

XVIII. Outreach for the Election

Neighborhood Councils are responsible for informing their stakeholders about the election. The
Department will assist in outreach by providing information about the elections on its website.

XIX. Translation and Language Assistance

The following documents are available for franslation; Candidate Filing Form, Stakeholder
Registration Form, Vote-by-Mail Application, Vote-by-Mail Voiing Instructions, At-Polls Voting
Instructions.

The Department will provide ianguége assistance on Election Day upon the request of the
Neighborhood Council Board. A Neighborhood Council may request assistance for up to two
(2) languages.

Languages not available within the Department will be contracted out to an outside interpreter at
a $50 fee per language to be paid by the Department. All franslation and language assistance
reguests must be submitted to the Depariment no later than 5 p.m., 30 days prior to Election
Day.

XX. Ezxit Polls and Surveys

Stakeholders, news media, or other organizations wishing to conduct a survey, exit poll, or other
survey of the voters on Election Day will be permitted to do so subject to certain limitations.

Any person or group conducting surveys, exit polis, or other survey of voters are advised to
remain at least 100 feet from the door of the polling place. Surveys and exit polling will be
permitied as long as it does not interfere with the voting process. Candidates are prohibited
from participating and conducting surveys, exit polls, or other survey of voters on Election Day.

Any person or group conducting a survey or exit poll is required to coordinate with the Polling
Place Inspector and to be respectful of poll worker priorities. All persons conducting a survey,
exit poll, or other survey of voters on Election Day are required to sign in with the Polling Place
staff, provide contact information, and wear a name tag for identification purposes. Polling
place staff will indicate where the 100 foot mark is located with visible signage. In addition,
every voter has the right not to disclose how he or she may have voted.
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Neighborhood Councils may set up a table to conduct exit polis and surveys within the 100 foot
mark as directed by the Department.

XXI. Videotaping

Videotaping and photography is permitted in the Polling Place on Election Day under the
following conditions: :

»

Video/Photography is only permitted with the expressed permission of everyone at the
poliing place.

Polling Place staff may not withhold permission to be photographed.

Video/Photography will not be of voter's faces.

Video/Photography will not be of a voter making their baliot choice.

All persons taking video or photographs are required fo sign in with the Polling Place
staff and provide contact information.

Bailots may not be recorded or photographed.

XXII. Seating of Newly Elected Board Members

A.

The seating of a newly-elected Neighborhood Council Board will fake place when:

1. The Department has issued certified election results for the Neighborhood Council;
and,

2. Al official election challenges for the Neighborhood Council have been resolved.

The Board must be seated as a single unit. No partial and/or interim seating is allowed.
Where a single challenge to a single seat has not been resolved, the rest of the Board
cannot be seated,

The elected Board shall be seated at the next regularly scheduled Neighborhood Councif
meeting within 30 calendar days of the criteria in Section A being met. The ouigoing
Board shall preside over the meeting where the first order of business shaill be fo
officially seat the newly-elected Board. All powers shali immediately be transferred over
to the newly-elected Board.

Where a regularly scheduled meeting is not scheduled within 30 calendar days of the
certification of the election results and the resolution of all official election challenges, the

~ outgoing Board or the Department wil call a special meeting within 10 calendar days of

the aforementioned criteria being met in accordance with the Brown Act {o seat the
Board, The outgoing Board or the Department shall preside over the meeting where the
first order of business shail be to officially seat the newly-elected Board. All powers shall
immediately be transferred over to the newly-elected Board.

Until such time as the Department has issued certified election resuits and all official
election challenges have been resolved for the Neighborhood Council, the incumbent
Board members will continue in their duly elected/appgcinted positions.
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XXH1I. Governing Board Member Seats Not Filled Through the
Election

Any Board member seal(s) that isfare not filled through the election process will be deemed
vacant when the new goveming Board takes office. Vacant seat(s) will be filled according to the
Neighborhood Council bylaws. If less than a guorum of the Board seats are filled, then the
Neighborhood Council will fall under the Board of Neighborhood Commissioners Loss of
Quorum Paolicy.

XXIV. Release of Election Materials

Approximately 45 calendar days after the certification of election resulis, the Department shall
make the following items available for pick up by the Neighborhood Council:

= Stakeholder Registration Forms (excluding stakeholder documentation)

« Candidate Filing Forms (excluding stakeholder documentation)

= Instructions relative to any stakeholder/voter eligibility verification documents that must
be completed and submitted with the Vote-by-Mail ballot, Such instructions will state that
the voter may cross out any information on the documentation they are submitting that is
not required to establish stakeholder status (e.g. on a utility bill the voter could cross out
all information, such as account number and account balance, except their name and
residence address).

The newly-elected Board shall designate an individual to pick up the above-mentioned materials
on behalf of the Neighborhood Council at a Board meeting. Neighborhood Councils shall keep
all election materials for 6 months after which they can destroy the documents. All documents
retained by the Neighborhood Council shall be subject to the California Public Records Act for
the length of time the documents are retained by the Neighborhood Council.

XXV. Public Records Act

This is to notify all stakeholders of the policy regarding California Public Records Act (CPRA)
requests for materials used in Neighborhood Council elections. Under the CPRA, a member of
the public can make a valid request for public documents either in wrlting (including e-mail) or
orally. The CPRA requires the disciosure of governmental records to the public, subject to
certain exemptions.

Certain information on governmental records may be redacted:
+ home street addresses;
home telephone numbers;
private e-mail addresses;
signatures; or
any other identifying information as determined by the Office of the City Attorney.

* B8 8 0

The following are examples of what information is subject fo disclosure and what information
must be redacted prior to fuilfilling a CPRA request for Neighborhood Council elections:
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« Stakeholder Registration Forms, Vote-by-Mait Applications, and ballots will only be made
avaiiable for inspection after the Official Canvass is completed in order to ensure critical
documents are avaitabie for use by staff when needed, to avoid any interference with the
election process, and to avoid the possibiiity of duplication and/or fraud.

» The processed ballots and non-exempt information on the Stakeholder Registration

Forms and/or Vote-by-Mail Applications will be provided within a reasonable amount of
time after the date of the election. : '

» Inregard to the Stakeholder Registration Forms and Vote-by-Mail Applications, the
following information will be redacted prior to fulfilling a CPRA request;

Since candidates for Neighborhood Council Board seats are vying for public seats, Candidate
Filing Forms, which can include a candidate’s contact information and qualifying information, are
considered public information and subject to disclosure. Please note that a candidate's
signature on the Candidate Filing Form is not subject to disclosure and will be redacted prior to
fulfilling a CPRA request. All candidates must provide documentation to establish their
stakeholder status for the position which they are applying. Any documentation used by a
candidate and retained by the IEA to qualify a candidate is subject to limited disclosure.

Election Challenges are subject to disclosure as a public record. When requested, the name of
the person filing the challenge and the grounds for filing the chailenge must be disclosed. Any
documentation used by challenger to support his or her challenge is subject to limited
disclosure.

Once a CPRA request is made, the Department will have 10 calendar days to respond to the
request, indicating what wili or wiill not be disclosed, the reasoning behind any decisions made,
and, if applicable, the total fee for requested copies. Please note that an additional 14 calendar
days to respond may be allowed if warranted by special circumstances. This 10 calendar day
period is not the period of fime in which the request must be fulfilied, but rather, the period of
time in which to notify the requesting party what information will be disclosed.

Redactions must be made when members of the public view the requested materials in person
and when copies are made and provided to the public. When viewed in person, the public may
examine and take notes of the redacted material, but may not have access to any exempt
information. When fulfilling an in-person request, a member of the staff will remain present at all
times to supervise the viewing and to answer any questions that may arise.

In the event that photocopies of materiais are requested, the Department will charge $0.10 for
each photocopy. Payments can be made in person or sent to the Department of Neighborhood
Empowerment, 20" Floor, City Hall, 200 Spring Street, Los Angeles, CA 90012, prior to the
copies being made.,

XXVI. Disposition of Election Records

At the conclusion of the recount and election chailenge resolution period, the Department shall
refain all election-related materials for a period of 6 months. All election-related materials will be
made available to the public in accordance with the CPRA and subject to Article XXIV. After 6
months of retention by the Depariment, all Neighborhcod Cotincil election-related materials will
be destroyed.



OVERVIEW

Pursuant to L.os Angeles Administrative Code section 22.816 (b) and Article V of the
Plan for a Citywide System of Neighborhood Councils, the City Clerk - Election Division
{hereafter referred to as the “City Clerk”) has developed the Neighborhood Council (NC)
Election Challenge Process based on the processes used for resolving municipal,
Proposition 218 and Community Redevelopment Agency elections. This NC Election
Challenge Process provides the method for:

1) Submitting NC election challenges;
2) Identifying challengeable issues and proportionate sanctions;
3) Establishing the NC Election Challenge Review Panel; and,

4) Reporting the NC Election Challenge Review Panel's decision and sanctions
{where applicable).

This process will be administered by the City Clerk. The City Clerk will be responsible
for developing and receiving the Challenge Filing Forms, investigating and issuing
recommendations for official election chalienges and convening the NC Election
Challenge Review Panel (hereafter referred to as “the Panel”), who will review the City
Clerk’s findings and make the final decision.

SUBMITTING NC ELECTION CHALLENGES

Any stakeholder who voted in the election may file a challenge to that NC election only.
The challenge must be filed using the Election Challenge Application (see Attachment
A) and submitted within the Challenge Filing Period for the respective Region. The
Challenge Filing period opens one (1) City of Los Angeles business day after the Final
Official Certified Canvass deadline. Submitted Election Challenge Applications must be
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signed by the Challenger in order to be considered complete. Unsigned Election
Challenge Applications will not be processed.

The Challenge Filing Period closes at 5:00 p.m., five (5) City of Los Angeles business
days after the Final Official Certified Canvass deadline. If mailed, the forms must be
received (not postmarked) by the Challenge Filing deadline. Challenges that do not
meet these requirements will not be considered and shall not be processed. Challenges

that are submitted prior to the opening of the filing period will not be processed until

after the close of the Challenge Filing Period.

Challengers are required to attach all documentation, exhibits and evidentiary support
for their challenge along with the required application, prior to the Challenge Filing
deadline. New documentation will not be accepted after the Challenge Filing deadline.

Challenges may be withdrawn at any time by submitting a Challenge Withdrawal Form
(see Attachment B).

IDENTIFYING CHALLENGEABLE ISSUES

Challenges that meet the filing requirements will be reviewed by the City Clerk to
establish the type of issue being challenged. Challenges with issues outside the scope
of authority of the City Clerk will not be processed. Where only a portion of the
challenge involves issues outside of the scope of authority of the City Clerk, that specific
section of the challenge will be set aside and the remaining challengeable issue will be
processed. A sample list of challengeable issues is included in Attachment C.

TIMELINE FOR THE ELECTION CHALLENGE PROCESS

The Challenge Review Process shall be performed by the City Clerk. The City Clerk will
investigate the challenges and issue recommendations based on its findings. The City
Clerk shall present a formal letter with recommendations to the Panel within thirty (30)
calendar days immediately following the closing date of the Challenge Filing Period.

The panel will review the City Clerk’s findings and recommendations and make a final
determination within seven (7) City of Los Angeles business days after receiving the

" City Clerk’s recommendations. The Panel shall submit its decision to the City Clerk.
The City Clerk shali have seven (7) City of Los Angeles business days to present the
Panel’'s decision to all interested parties.

Ali NC Election Challenge Process deadlines are based on the City Clerk’s 2010
Election Procedures for Neighborhood Councils.

2
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CHALLENGE SUBMITTAL AND REVIEW TIMELINE

CHALLENGE EVENTS, ACTIVITIES,
FILING PERIOD DESCRIPTIONS, ETC

DATES, START OF FILING PERIODS,
END OF FILING PERICDS, ETC

Regional Election Day

Deadline to Complete
Final Canvass (FC)

E+7
7 City of Los Angeles business days

Challenge Filing Period Begins

FC+1
1 City of Los Angeles business day after FC

Deadiing fo Submit
Recount {RC) and Challenges {CH)

FC+5
5 City of Los Angeles business days after
completing Final Canvass (FC}

Deadline to Finish Recount

RC +5
5 City of Los Angeles business days after
receiving recount (RC) request

Deadline to lssue Final
Election Report

RC +30
30 calendar days after receiving recount (RC) request

Deadline to Submit all
Challenge Recommendations to Panel

CH + 30
30 calendar days after Challenge Filing Period closes

Deadline for the Challenge Review Panel to
issue verdict fo the City Clerk

CH+ 37
7 City of Los Angeles business days after
receiving City Clerk’s recommendation

Deadiine for the Cify Clerk to
issue Final Challenge Results

CH+44
7 City of Los Angeles business days after
receipt of panel’s decision

Effective Date: September 1, 2009, Last Updated: May 27, 2010, SC
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ESTABLISHING THE NC ELECTION CHALLENGE REVIEW PANEL.

Each panel will be comprised of three (3) voting members: two (2) NC Stakeholders and
one (1) City Commissioner. In the event of any vacancies, City of Los Angeles
employees (excluding the City Clerk — Election Division) will complete the Panel. The
City Clerk will solicit participation of NC Stakeholders for the Panel through a Challenge
Review Panel Application. The City Clerk will solicit the participation of twenty-five (25)
stakeholders throughout the nine (8) NC election regions to become members of the
Panel.

The City Clerk shall host formal orientation sessions at Piper Technical Center and
regional informational meetings for all stakeholders interested in being considered as
members of the Panel. The orientation shall include information regarding the
application process, requirements for submitting an application, the qualifications
required for applying and the deadline for submitting an application. Attendance at the
orientation does not guarantee selection.

The City Clerk shall notify all stakeholders who have been selected to serve as regional
panelists. Panelists shall be required to attend a training fo introduce all members to all
challengeable and non-challengeable issues along with general guidelines for
determining sanctions for each violation.

Panelists shall be limited to the list of suggested sanctions.
The City Clerk shall assign panelists per challenge based on the following criteria:
- Panelists must atiend one (1} mandatory orientation session.

- Panelists will be restricted from reviewing any challenges from NCs they have
voted in or plan on voting in for the 2010 elections.

- Panelists will be contacted regarding their availability to meet and abide by the
timeline.

- Panelists must be able to be impartial.

- Panelists must maintain confidentiality until the final results are posted by the
City Clerk.

4
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Panel Members must agree to serve as a panelist on a strictly volunteer basis. -

Where an insufficient number of stakeholders or Commissioners volunteer to participate
on the Panel or where stakeholders or Commissioners do not participate in the
mandatfory orientation session, the City Clerk shall recruit City employees who:

- Are not employees of the Department of Neighborhood Empowerment, the Office
of the City Clerk — Election Division, the Office of the City Attorney or any elected
official’s office.

- Agree to participate on a strictly volunieer basis.

The Panel meeting shall be a closed meeting in which stakeholders, challengers, or
those being challenged are not permitted to attend or provide additionai testimony and
evidence. The Panel will only consider the documentation provided by the challenger(s)
and the City Clerk’s investigative Report and Recommendation.

The function of the Panel shall be to provide an administrative resolution based on the
training and information provided. All panelists must be present at their assigned
Challenge Review meetings and must either voie for or against a challenge
recommendation provided by the City Clerk. Panel! decisions are non-precedent setting.

The Panel shall not convene unless all three (3) voting members are present. A majority
vote is required. The Panelist will vote by secret ballot. Abstentions and re-votes will
not be allowed. In the absence of a majority vote by the entire Panel, the City Clerk’s
recommendation shall be the final decision.

REPORTING THE NC ELECTION CHALLENGE REVIEW PANEL’'S DECISION AND
SANCTIONS

The City Clerk shall receive the Panel's final decision and shall have seven (7) City of
Los Angeles business days to submit the resoiution to all challengers via US Mail, email
or facsimile.

Panel resolutions are final uniess the City Clerk in conjunction with the City Attorney
determine the Panel decision creates exposure to substantial civil liability for the City of
Los Angeles pursuant to Pursuant to Los Angeles Administrative Code section 22.816

(b).

In order to preserve the integrity of the Neighborhood Council election process and
insure that the challenge process is fair, the City Clerk Office, in its discretion, may

5
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issue a new determination and set aside the Panel's decision when there are either (1)
insufficient facts supporting the Panel's decision or (2) the uncontroverted facts fail to
demonstrate a violation of the spirit and intent of a specific election procedure.

6

Effective Date: September 1, 2009, Last Updated: May 27, 2018, SC




87

, hereby submit my chalienge

{print fuli name)

for the Neighborhood Council Election held

on
{month) | {day) {year)

| affirm that | voted in this election and | hereby authorize the Office of the
City Clerk - Election Division to review my submittal along with all enclosures for
the following complaint:

Remedy requested:

Executed this day of , 20 at , California.

Signature

Address

City and Zip Code

Phone Number

Email

Al Challenges must be received by the close of the Challenge Filing Period Closing.
Return this completed form along with enclosures to:
Office of the City Clerk - Election Division
Attn: Challenge Review Panel
P.O. Box 54377, Los Angeles, CA 90054-0377
Fax this form to (213) 978-0378
For more information call (213} 978-0444

7
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© NOTICE OF WITHDRAWAL OF CHALLENGE

I, , without qualification, hereby officially

withdraw my challenge for the Neighborhood

Council Election held on

{month} {day) (year)
I hereby authorize the Office of the City Clerk - Election Division to remove my

name from the list of challenges for the

Neighborhood Council.

Executed this day of , 20 at , California.

Signature

A NOTICE OF WITHDRAWAL OF CHALLENGE IS EFFECTIVE WHEN IT

IS FILED WITH THE OFFICE OF THE CITY CLERK - ELECTION DIVISION.

Return this completed form to:
Office of the City Clerk - Election Division
Attn: Challenge Review Panel (Nofice of Electicn Challenge Withdrawal)
P.O. Box 54377, Los Angeles, CA 90054-0377
Fax this form to (213) 978-0376

8
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Attachment C

CHALLENGES

The City Clerk shall review all NC Election challenges filed. Following is a sample
list of challenges that the City will or will not be processed as part of the Review

Process.

Challengeable:

Incorrect Ballots (which caused voters to vote either significantly more or
less for a qualified candidate)

Electioneering by Candidate(s)

Ballot Duplication (by a candidate or stakeholder)

Explicit Use of City logo(s) for Campaign Materials by Candidate(s) -
(including City Clerk — Election Division, DONE, NC logo, and any other
City Department logo)

Candidate Eligibility

Stakeholder Eligibility (for Document Required NCs only)

NC Board Endorsement of a Candidate or Siate of Candidates

Americans with Disabilities Act (ADA) Accessible Facility (if curbside
voting was not available)

Distribution/Collection of VBM Applications®

*Excluding representatives from nursing homes, hospitals, or long term care facilities.

Not Challengeable:

Lack of Qutreach (outreach performed by an NC, DONE, or any other City
entity)

Published Articles {challenges based on election information published in
media such as the Internet [including blogs], newspaper[s], or any other
type of media)

Translated Election Material

Candidate Forums
9
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Attachment C Continued

Polling Place Selection

Change of Polling Place

Email Forwarding of NC “Get Out To Vote Material” or Emails.
Ballot Design

Vote-By-Mail (VBM) Policy

NC Endorsed Election Procedure/Policies
NC Bylaws {Received from DONE by deadline)
NC Endorsed Polling Place Suggestions
Stakeholder Qualifications to Vote (NC Bylaws or Stipulation Language
Worksheet)
DONE Approved Qutreach Material
Candidate Slate(s)/Slate Flyers
Campaign Expenditure(s)
Volunteer Pollworkers or Poliworker Bias
Use of Police and/or Security at Polling Place
Voter Intimidation
.Error in Voting Instructions
Lack of Necessary Voting Materials
Voters Threatened by Candidates
Electioneering by Stakeholder(s)
Voter Instructions
Known Factors Prior to Election Day (such as: polling place bias because
a candidate works at the location, language transtatofs, etc.)
Language Assistance at Polling Place (All language assistance requesis
should be made on an Election Day Language Assistance Service
Request Form and submitted to the City Clerk no later than 5:00 p.m., 30
days prior to Election Day.)
10
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Attachment D
PANEL SELECTION

Each panel will be comprised of three (3) voting members: two (2) NC Stakeholders and
one (1) City Commissioner. In the event of any vacancies, City of Los Angeles
employees (excluding the City Clerk — Election Division) will complete the panel. The
City Clerk will solicit the participation of the NCs and select a group of 25 stakeholders
throughout the nine (9) NC election regions to volunteer as members of the Panel.
Participation will be solicited through the NC Election Challenge Review Panel
Application.

In order to be considered for the Panel, applicants must meet the following criteria:

submit a completed Election Challenge Review Panel Application

be at least 18 years of age

speak, read and write English

attend one (1) mandatory orientation session

provide own fransportation

participate on a voluntary basis

be impartial

keep Panel discussions and/or resuits confidential until the official decision is
posted

(1 sign a Loyalty Oath provided by the City Clerk

OO Oood

DISMISSAL

Once selected, panelists must attend all assigned Panel meetings. Any panelist who is
deemed disruptive will be dismissed. Additionally, all challenges under review by the
City Clerk are confidential. Any panelist found sharing information with the public or
soliciting information from sources other than the City Clerk - Election Division will be
dismissed from the Panel and barred from participating in future Panels.

i1

Effective Date: September 1, 2009, Last Updated: May 27, 2010, 8C
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Department of

NEIGHBORHOOD EMPOWERMENT

2012 NEIGHBORHOOD COUNCIL ELECTIONS
FREQUENTLY ASKED QUESTIONS

e Are Neighborhood Councils having elections in 2012?

The short answer Is “most likely.,” City Council still needs to take action on the ordinance change that would
authorize the Department of Neighborhood Empowerment {Department) 1o conduct the elections in the 2012-
2013 fiscal year. The Education and Neighborhoods Committee has already forwarded the draft ordinance
change from the City Attorney to the City Council for final action.

s Who will administer the Neighborhood Councii elections in 2012?

The draft ordinance is written to temporarily give the Department the authority to conduct elections in the
2012-2013 fiscal year. The Office of the City Clerk retains the ability to conduct elections in 2014,

e Who is paying for the elections?

We have put in a funding request in the amount of $659,000 in our proposed fiscal year 2012-2013 budget. This
amount would cover hiring the additional staff needed to conduct elections, translation, printing, location fees
and any necessary equipment and supplies. Neighborhood Councils will be responsible for the outreach to their
local community about the elections.

®  What if my Neighborhood Council voted to opt out of the 2012 elections on the City Clerk survey?

The City Clerk survey was only to determine those Neighborhood Councils that would be willing to wait until
2014 for the elections if there were no elections in 2012, if the Department administers elections in 2012, we
will not be offering the ability for Neighborhood Councils to opt out of having either an election (or selection) in
2012 pursuant to the recommendations of the Mayor’s Office and the Board of Neighborhood Commissioners,.
The Education and Neighborhoods Committee also recommended no opt out provision as well.

¢  When is the Department holding elections?

We will be conducting elections starting August 4, 2012 through the end of October, 2012, so as not to run into
the national election day on November 6, 2012 or to go into the holidays. While it is possible to hold elections in
the beginning of 2013 as well, we do not want to do that as that would result in one year terms and bylaw
changes because the next elections will be held in 2014.
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s How will the Neighborhood Council elections be administered?

We will be administering elections in twelve regions with an Independent Election Administrator assigned to
each region. We are aiso bringing on paid and volunteer poll workers to assist on the day of the election as well.
Each region has been assigned a week in which the Neighberhood Councils in that region will choose one day to
hold their election by majority vote. On the day of the election, the Neighborhood Council can set the time in
which they would like to hold their election. All Neighborhood Councils will be on this election timeline unless
they have notified us that they are holding a selection process instead.

s+ What's a selection process?

A selection process is an open, fair and transparent way to select Board members in a non-secret vote, unlike an
election, which requires a secret vote. All of the outreach requirements for candidates and voters will be the
same as in an election, but the selection process will occur in a town hall setting. A neutral third party will
oversee the town hall where candidates will speak first before the vote will be taken with either a show of hands
or with a written ballot that must be signed by the voter. A selection process is usually completed within an
hour or two.

*  Why would a Neighborhood Council want a selection process instead of an election?

if a Neighborhood Councii wanted one year terms for Board members or wanted more flexibility as to the day
they want to hold a vote for the new Board members, then they will want to use a selection process. Elections
are only held during the even numbered years so Board terms have to be two or four years. The Department’s
timeline far elections does not aflow far as much flexibility for date selection since all of the Neighborhood
Councils in a region must have their election on the same day. If a Neighborhood Council wanted a certain day
not chosen by the region, then they will need to go to a selection process.-

*  What do we have to do if we want to have a selection process instead of an election?

Your Neighborhood Council will have to change its bylaws by May 12% in order to hold a selection process.
Please contact Grayce Liu at grayce liu@lacity.org or by calling (213} 978-1551 as soon as possible for more
details.

» What's different about how elections were conducted by the Department before the City Clerk and now?

Building on the great foundational work that the Office of the City Clerk established in the 2008 and 2010
elections, we are trying to further streamline election procedures and processes to make elections easier on the
Neighborhood Councils while providing some flexibility, too, given the tight timeline.
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Regiona! Election Meetings — because we are holding the elections regionally, we will be warking to get
information to the Neighborhood Councils via regional meetings so Neighborhood Councils in the same
region will have the opportunity to get to know one another and to conduct regional outreach to save
money if they want to

Timeline - the timeline for elections has been shortened to sixty days — thirty days te get candidates and
thirty days to get voters, This sixty day timeline Is counted from the day of the elections.

Outreach - rather than send out two mailers as outreach, we encourage Neighborhood Councils to
utilize their existing cutreach events to publicize their elections. Neighborhood Councils will be asked to
provide an outreach plan that shows how they will reach their stakeholders during the candidate
recruiting and voter notification phases of the elections.in addition, because we will be handling all of
the sensitive election documentation, such as ballots and applications, Neighborhood Council Board
members will be able to work on their election and/or outreach committees until the day of the
election.

Election Procedures - we will use approved election procedures from the City Clerk unless the
Neighborhood Council tells us otherwise. Neighborhood Councils will only need to provide us a
coversheet with the changes for the 2012 elections, such as election day, time and location.

Election Time - the standard election time will be a four hour window with the ability to extend to six
hours by request. ‘

Board Affirmation and Shortened Election Times- in order to save on resources, if a Neighborhood
Council has uncontested seats after the candidate filing deadline, we will hold a Board Affirmation town
hall event instead of an election. At the town hall, the uncontested candidates will be acknowledged
and affirmed to the Board seats for which they filed. If three or less seats are contested, then we will
hold a shortened election time of two hours for the Neighborhood Council instead of the four.

Vote by Mail - we are offering vote by mail with an initial set up fee of $500 because of the extra
staffing we will bring on to administer your vote by mail, which includes setting up all paperwork,
fulfilling requests for ballots, verifying any documentation as necessary and doing the final count.

Candidate Write-In - because of the Board Affirmation process described above, we are not offering
candidate write-in’s in this election cycle.
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o Department Back Office - we will be handling all the election administration and paperwork, such as

 bylaws, election procedures, ballots, candidate/voter verificatian, vote by mail, etc. in order to free your
Board members and stakeholders up to recruit candidates and voters.

s What else is the Department doing to support Neighborhcod Council elections?

We have brought on former Independent Election Administrators, Jerry Kvasnicka and Stephen Box, as Election
Coordinators to help us with administering elections and conducting outreach throughout the City. Stephen has
already taken the EmpowerLA Leadership Academy on the road to the various regions to recruit and teach
candidates such skills as public speaking, effective outreach via mail, social media, etc.,, and how to get your
voice heard at City Hall. Jerry will be contacting the Neighborhood Councils in each region to set up meetings in
May in order to select the final election days and to start regional outreach collaborations.

We are working on an Elections Manual that will be coming out shortly with all the nitty gritty on elections. We
are also updating our www.empowerla.org website so it can effectively provide information on elections and
Neighborhood Councils. More importantly, along with the EmpowerlLA Leadership Academy, we are also
planning a citywide outreach campaign on elections to assist Neighborhood Councils in their local outreach.
We’'ll be providing outreach templates and ideas to the Neighborhood Councils as well.

¢  What should my Neighborhood Council do now?

o Start talking elections at your Neighborhood Councii- convene your elections and/or cutreach
commitiee and select representatives {o send to the regional meetings where they will get a lot of great
help via templates and effective cutreach strategies from our Election Coordinators and other
Neighborhood Councils. Remember, it's okay now for Board members who are candidates to be on
these committees until the election day. '

o Start Qutreach Now - if your Neighborhood Council has already planned a series of outreach events for
the rest of the fiscal year, throw in a blurb about the upcoming elections into the materials so you can
include that in your election outreach pian

o Encumber Election Qutreach Funds - if your Neighborhood Council has extra funds this fiscal year, you
can encumber them by May 16" for the next fiscal year. Plan well because they must be used for
election outreach, however, and cannot be reallocated if your Neighborhood Council doesn’t use the
funds next fiscal year.

o Make Bylaw Changes - if you want to have a selection, you need to change your bylaws by May 12",
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o Take an EmpowerlA Leadership Academy Workshop - we've had a lot of great feedback from long time
Board members about Stephen’s workshops on campaligning and outreach, and we know you'll learn a
lot of effective strategies. Adveriise our workshops in to your stakeholders, too. There may be a future
Board member ready to step forward with the right encouragement.

We really ook forward to working with ali of you on your elections! For questions or more information in general,
please contact Grayce Liu at grayce. liu@lacity.org or by calling {213) 978-1551. For questions on the regional election
' meetings, please contact Jerry Kvasnika at jerryelections@earthlink.net. For questions on the EmpowerLA Leadership
Academy workshops and election outreach in general, please contact Stei:hen Box at stephen@thirdeyecreative.net.
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Neighborhood Council Election Regions and Date

Region 1~ August 4t
Syimar

Areta

Pacoima

Foothill Tralls District
Suniand-Tujunga
Panorama City - 1/2
Misslon Hills - 1/2

Sun Valley — 1/2

Region 2 — September 8%
Granada Hills South

Northridge East

North Hills East

Porter Ranch - 1/2

Northridge West - 1/2

North Hills West - 1/2

Granada Hills North - selection?
Northridge South — selection?
Chatsworth — 2014

Region 3 ~ September 29th
Woodiand Hills-Warner Center
Reseda

Lake Balboa

Encino

West Hills — 1/2

Canoga Park - 1/2

Winnetka - 1/2

Region 4 — September 20t
Greater Toluca Lake

Greater Valley Glen

Tarzana

Studio City

Midtown North Hollywood
North Hollywood West - 1/2
North Hollywood Northeast ~ 1/2
Valley Village — 1/2

Van Nuys - 1/2

Sherman Oaks — 1/2
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Region 5 — September 16!
Hollywood Studio District

East Hollywood

Clympic Park

Central Hollywood — 1/2
Hollywood United - 1/2
Wilshire-Center Koreatown — 1/2
PICO - 1/2

Hollywood Hills West — selection?

Region 6 — November 15t
Downtown Los Angeles
Westlake North

Westlake South

Historic Culfural ~1/2

Pico Union-1/2

MacArthur Park - 2014

Region 7 — Qctober 6th
Atwater Village

Greater Echo Park Elysian
Silver Lake

Greater Griffith Park
Rampart Village

Elysian Valley Riverside — 1/2

Region 8 — October 13%
Historic Highland Park
LA-32

Lincoln Heights

Boyie Heights

Arroyo Seco

Glassell Park

Greater Cypress Park - 1/2
Eagle Rock - 1/2

1.
2.
3.
4.
5.
6.
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Un-notated Neighborhood Councils are up for elections in 2012
2014- straight 4 year terms so the Board is not up for election in 2012

Region 9 ~ Octoher 20tk
Central Alameda
Voices of 20037
Watls - 1/2
CANNDU - 1/2
South Central - 1/2
EC Southeast - %
ay-North
EC Southwest — 1/2 - selection?

Region 10 — October 27t

EC North

EC West

EC Central

West Adams

Park Mesa

Wiid City - 1/2

United Neighborhocds of Hist. — 1/2

Region 11 - October 28%

Westwood

Del Rey

Mar Vista

Venice

Palms

South Robertson ~ 1/2

Westside - sefébtion?
Bel Air-Beverly Crest - selection?
West Los Angeles — 2014

Region 12
Coastal San Pedro — selection

Northwest San Pedro — selection
Harbor Gateway South — selection
Central San Pedro ~ selection
Harbor City — selection?
Wilmington — selection?

112 - staggerad 4 year terms 50 only ¥z of the Board is up for election in 2012
Selection — will be conducting a selection process (ne secret ballot) outside of elections timeline (secre! baticf)

Skipped week — 8/27-8/2 (Labor Day Weekend)

Draft 8 6/5/2




