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LETTER FROM THE 
EXECUTIVE DIRECTOR

Congratulations on your recent 
appointment to a board or 
commission at the Colorado 
Department of Labor and 
Employment! The Department 
is sincerely thankful to you for 
volunteering your service to the State 
of Colorado. At CDLE, our mission 
is to work together to promote a 
thriving employment environment 
with opportunities for every 
Coloradan to prosper.  
 
With your commitment and 
contributions, we are able to provide 
Coloradans with outstanding 
government service. The Department, 
as well as the Office of the Governor 
and the Colorado General Assembly, 
depend on your expertise to 
effectively implement and monitor 
various programs and policies that 
impact all Coloradans. 

Best,

Joe Barela

We have created this handbook as a 
guide for all new and veteran board 
members. Although the specific 
duties of each board and commission 
vary widely, there are certain 
responsibilities common to all board 
and commission members. These 
guidelines will assist you in maximizing 
your public service contribution to 
our state. Feel free to discuss any 
questions you have regarding this 
handbook, or any policy, with your 
board’s administrator or board chairs. 
 
We look forward to working with you 
in the coming years to meet our vision 
of a working economy that elevates 
all of Colorado. For more ways to get 
involved with the Department, please 
visit our stakeholder website.

https://cdle.colorado.gov/stakeholders
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MEMBERSHIP 



RESPONSIBILITIES
While the responsibilities of each board and commission vary widely, there are four main 
expectations of all board members, in addition to those defined by your particular board 
or commission.

Regularly attend board meetings. 
Regular attendance is critical in 
ensuring decisions represent the 
board as a whole. Please refer to 
your board’s bylaws for specifics 
about attendance requirements. 
If your attendance at meetings 
is irregular, you may not be 
considered for reappointment. 

Come prepared for meetings 
and events. Prior to the 
scheduled meeting, prepare by 
reviewing necessary reports and 
documents provided by your 
board’s administrator. 

Be engaged in the work. In 
order to be fully engaged in 
the work, board members 
should try to actively 
participate in discussions, 
exhibit a willingness to work 
with the group, and maintain 
a professional demeanor and 
respect for others.

Adhere to all laws and 
regulations. Board members 
should familiarize themselves 
with relevant laws and 
regulations including the 
Colorado Open Meetings Law, 
and the Colorado Code of Ethics. 
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ACCESSIBILITY
CDLE is committed to providing equal access to our meetings for all participants. If you would 
like to request an accommodation in order to fully attend a meeting or event, please feel free to 
reach out to the administrator of the particular board or commission with your request by the 
close of business at least one week in advance of a meeting.

RESIGNATION
Members may resign at any time for any reason. Typically, resignations occur when a member 
makes a change in employment, home location, or any other variable that makes the member 
no longer eligible for the seat that they fill on the particular board. To resign, please submit a 
letter of resignation to the administrator and chair of the board.
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Boards and commissions are established for a variety of reasons surrounding 
a number of issue areas. While the terms board and commission may be used 
interchangeably, specific duties and functions are established individually 
for each board. Boards and commissions can include Governor-appointed, 
Executive Director-nominated, General Assembly-nominated, Senate-
confirmed, and agency-appointed members. The number of members each 
board or commission has, as well as the length of time the member serves and 
the membership qualifications, vary from board to board. 
 
The Department houses numerous boards and commissions that cover 
matters ranging from apprenticeships to underground utilities, to refugees 
and immigration. Of our boards, 10 include Governor-appointed seats, and 3 
require Senate confirmation. Details about each board or commission at CDLE 
can be found on our stakeholder website.
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LAWS AND 
REGULATIONS
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Public Notice
Public notice provides upcoming meeting information to the 
public. This notice must be given prior to all meetings and must 
be posted in a designated public place, such as a board’s website. 
Notice should be given no less than twenty-four hours prior to 
that meeting. The agenda should also be included, if applicable.

Public notice must be given prior to all meetings where the 
adoption of any proposed policy, position, resolution, rule, 
regulation, or formal action occurs or at which a majority or 
quorum is expected to be in attendance.

COLORADO OPEN 
MEETINGS LAW
The Colorado Open Meetings Law (i.e., Sunshine Law) generally 
requires that all meetings of two or more members of any State 
public body where any public business is discussed be open to 
the public. All boards, committees, commissions, authorities or 
other advisory, policy-making, rule-making, or other formally 
constituted bodies and any public or private entity, which has 
been delegated a governmental decision-making function, are 
included in the law.

The Open Meeting Law exists to ensure transparency and 
public access to government. No action taken by a public body 
is valid if it is not in compliance with this law. There are three 
main components of the law to consider: public notice, open 
meetings, and transparency.
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Open Meetings
When two or more board members discuss board business, including the 
nomination or interviewing of new members, these conversations are subject to 
Open Meetings law. The discussion of logistical information, and social gatherings 
or chance meetings where public business is not the purpose, are exempt. 
Executive sessions may also be exempt. 

A “meeting” refers to any kind of gathering between two or more individuals 
convened to discuss public business, whether in person, by telephone, 
electronically (including email messages), or by other means of communication. 

Online votes through email, Google Forms, Survey Monkey, or otherwise, are 
only allowable if certain steps are taken to ensure transparency and opportunity 
for public participation. 

Transparency
All public meetings must be documented. The public must be able to access 
meeting minutes from every meeting, which must be posted on the board’s 
website. The board administrator, unless otherwise delegated, is responsible for 
documenting all meetings, whether in person, via phone, or by video conference.
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CONFLICT OF 
INTEREST GUIDELINES
The Colorado Ethics Code applies to all board and commission members. Put 
simply, board and commission members should avoid performing official acts, 
such as casting votes or making recommendations, that benefit themselves 
financially, either directly or indirectly. Members should also avoid any official 
act that benefits them personally, since it may create a justifiable impression in 
the eyes of the public that the member is abusing their public trust. 

If you see a potential conflict of interest, be sure to notify the administrator 
and chair of the board, as you may need to recuse yourself from participating in 
the vote or discussion on a particular issue. It is always best to err on the side 
of caution and not participate in a discussion or vote that may be a potential 
conflict of interest.

COLORADO OPEN 
RECORDS ACT
The Colorado Open Records Act (CORA) requires that most public records 
be available to the public. A "public record" includes most writings made, 
maintained, or kept by board members. However, there are some exceptions 
concerning records made available under CORA.

Anyone can request public records in the possession of a government office, 
including boards and commissions. All CORA requests should be immediately 
forwarded to the board’s administrator. Once a CORA request has been 
received, no records related to the board or commissions should be destroyed 
until your board administrator gives you official approval.
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What if I only serve a partial term? 

A partial term will count as a full term served 
only if the partial term was more than half 
the length of a standard term for a member 
of that board. For example, consider a board 
where the length of a standard term is three 
years. If someone fills the vacancy of a board 
member that has resigned a year early, and 
thus only serves for one year until they are 
up for reappointment, this would not count 
as having served a full term and this person 
may be eligible to serve an additional two 
terms (or six years). 

How do I find out what seats are 
available on a particular board or 
commission? 

You can find all upcoming vacancies 
on Governor appointed boards or 
commissions on the Governor’s website: 
www.colorado.gov/governor/boards-commissions.

Is my application with the 
Governor’s Office 
kept on file? 

Yes. The Governor’s Office of Boards and 
Commissions will keep your application on 
file for two years. After that, your application 
is discarded and a new application will need 
to be submitted in order to be considered for 
any board or commission.

What is the difference between a 
board, commission, or committee? 

While the various responsibilities may 
vary between each board, commission, 
or committee, these words are often 
used interchangeably. 

How many terms can I serve on 
one particular board? 

Unless otherwise provided by statute, a 
board member can serve up to two terms. 
However, there are some extenuating 
circumstances that may allow for a 
person to serve for three terms on a 
board. If you are interested in serving a 
third term, you should discuss this with 
your board’s administrator. 

I filled a seat that requires Senate 
Confirmation. What does that 
require of me? 

All confirmations will take place during 
the legislative session (January to May) 
in front of the Senate Business, Labor, 
and Technology Committee. You may 
be required to tell the committee about 
yourself, and why you are interested 
in the board before you are confirmed. 
Your board’s administrator will work with 
you on the particular details before the 
confirmation date is scheduled.
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