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Attendance Policy 

Planning Council Attendance 

The Planning Council has established a policy of meeting four times per year.  All 
members will be notified annually of the meeting schedule for the year.  Planning 
Council members are expected to attend as many meetings as possible.  If a Planning 
Council member misses two or more meetings in a 12-month period, the Chairperson of 
the Planning Council will send a letter to that member with a copy to the Director of the 
Department of Mental Health.  The letter should clearly state that, by missing two 
meetings in a year, the member is not participating in 50 percent of the Planning 
Council’s activities, and therefore, cannot adequately contribute.  A member who 
misses three meetings in a 12-month period or does not actively participate in the 
Planning Council’s activities will be referred to the Director of the Department of Mental 
Health who may ask that member to resign. 

Attending a committee meeting or the Executive Committee meeting on Wednesday or 
one of the committee meetings on Thursday morning does not count as being in 
attendance at the full session on Thursday afternoon or Friday. 

Committee Attendance 

Committee meetings occur during 2-day Planning Council meetings and in between 
Planning Council meetings.  Meetings held independently from the Planning Council 
meetings are usually scheduled based on a poll to determine the date that most mem-
bers can attend.  Committee members are expected to attend as many committee 
meetings as possible.  The Planning Council's committees are an integral part of how 
the Planning Council conducts business.  The purpose of having an attendance policy is 
to ensure that the Planning Council's committees can operate effectively and efficiently. 

Attendance records from each committee meeting will be maintained.  If a committee 
has difficulty achieving a quorum due to the continued absence of a committee member, 
the committee chairperson will discuss with the member the reasons for his or her 
absence.  If the problem persists, the committee chair can request that the Executive 
Committee remove the member from the committee. 

 



 
 
Sample letter 
 
The California Mental Health Planning Council (Planning Council) has an attendance 
policy that requires the Chairperson to notify any member who has missed two Planning 
Council meetings in the last 12 months. Our records indicate that you missed the April 
2008 and June 2008 meetings. If you think that this information is incorrect, please 
notify Ann Arneill-Py so we can correct our attendance records. 

Because the Planning Council only meets four times a year, missing two meetings 
reduces our opportunity to benefit from the significant contribution that your participation 
and unique perspective provides to the Planning Council. We are glad that you will be 
able to attend the January meeting, and we look forward to your continued contributions.   

In addition, we have been unable to reach you by email or by phone at either your home 
phone number or cell phone number that we have for you.  Will you please contact Lisa 
Williams at (916) 445-1198 or Lisa.Williams@dmh.ca.gov so that we may have your 
correct contact information? 

Thank you for your attention to this matter. If you have any questions, please contact 
Ann Arneill-Py, PhD, the Planning Council’s Executive Officer, at  
(916) 445-1217 or Ann.Arneill-Py@dmh.ca.gov.    
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Sample letter 
 
 
Dear Dr. Mayberg: 

The Planning Council’s current attendance policy states, in part, that members are 
expected to attend as many meetings as possible, and if a member misses two or more 
meetings in a 12-month period and does not actively participate in Planning Council 
activities, the Director of the Department of Mental Health will be notified to take 
appropriate action.   

Pursuant to our policy, we are notifying you that X has had to miss three meetings.  
These absences are a unique case in which his professional workload did not permit his 
attendance at the meetings.  Heretofore, X has had a long history of excellent 
attendance and has made a very significant contribution to the Planning Council.  We 
anticipate that he will be attending our January 2009 meeting and will continue to make 
a significant contribution and provide his unique perspective to the Planning Council’s 
activities.  We do not believe that any further action is needed.   

This recommendation is consistent with previous actions that we have recommended in 
cases where illness has prevented a Planning Council member from attending multiple 
meetings.  In another case, we also recommended granting an exemption to an active 
Planning Council member who was taking a nine-month sabbatical from her job to travel 
out of the country. 

Thank you for your consideration in this matter.  If you have any questions, please feel 
free to call Ann Arneill-Py, PhD, Executive Officer, at (916) 445-1217. 

 


