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Green = PEC staff is able to complete this task within existing resources 

Yellow = PEC staff is able to do part of this task within existing resources 

Red = PEC staff is unable to complete any of this task within existing resources 

Public Ethics Commission Responsibilities 
 

Oakland City Charter created the Public Ethics Commission in 1996 to “be responsible for responding to issues with regard to 

compliance by the City of Oakland, its elected officials, officers, employees, boards and commissions with regard to compliance with 

City regulations and policies intended to assure fairness, openness, honesty and integrity in City government including, Oakland’s 

Campaign Finance Reform Ordinance, conflict of interest code, code of ethics and any ordinance intended to supplement the Brown 

Act, and to make recommendations to the City Council on matter relating thereto, and it shall set City Councilmember 

compensation…”  (Oakland City Charter Sec. 202) 

 

The Oakland Municipal Code of Ordinances outlines the functions and duties of the Commission, for and on behalf of the City, its 

elected officials, officers, employees, boards and commissions.  (OMC Chapter 2.24)  These functions are enumerated in the left-hand 

column below: 

 

Commission Duties Mandated by Ordinance 
 

Item Commission Duty Staff Work Required Comments About Capacity 

A. Oversee Compliance with the 

Oakland Campaign Reform Act. 

 Casework: receive complaints, investigate potential 

violations, conduct hearings, issue subpoenas, conduct 

interviews, prepare factual and legal analysis, and make 

recommendations to the Commission for case closure 

 Conduct trainings 

 Provide oral advice and written opinions to candidates 

 Respond to questions from the public 

 Conduct hearings 

 Audit campaign forms for prohibited or restricted 

activities 

 Recommend legislative amendments 

 

B. Oversee compliance with the city 

Code of Ethics. 

 Respond to staff inquiries regarding potentially 

inappropriate behavior 

 Casework: receive complaints, investigate potential 

violations, conduct hearings, issue subpoenas, conduct 
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interviews, prepare factual and legal analysis, and make 

recommendations to the Commission for case closure 

 Provide oral advice and written opinions to 

Councilmembers and staff 

 Conduct trainings 

 

C. Oversee compliance with conflict 

of interest regulations as they 

pertain to city elected officials, 

officers, employees, and members 

of boards and commissions. 

 Casework: receive complaints, investigate potential 

violations, conduct hearings, issue subpoenas, conduct 

interviews, prepare factual and legal analysis, and make 

recommendations to the Commission for case closure 

 Provide oral advice and written opinions to city staff, 

public officials, and board and commission members 

 Research and stay abreast of changes in state conflict of 

interest laws 

 Create, maintain, and distribute an information booklet 

for all new board/commission members (Handbook) 

 Assist with preparing the City’s conflict of interest 

code 

 Help in maintaining a master list of Form 700 filers 

 Assist in ensuring that all required filers receive and 

submit their Form 700s 

 Track public officials’ compliance with AB 1234 

 Conduct trainings 

 

D. Oversee the registration of 

lobbyists in the city 

 Create and maintain a database of registered lobbyists 

 Educate lobbyists regarding their obligation to register 

and report their activities 

 Collect, track, and maintain lobbyist reports 

 Post lobbyist registration information and quarterly 

reports online 

 Audit lobbyist registration filings and activities 

 Casework: receive complaints, investigate potential 

violations, conduct hearings, issue subpoenas, conduct 

interviews, prepare factual and legal analysis, and make 
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recommendations to the Commission for case closure 

 Respond to inquiries about lobbyist filings from the 

public and the press 

E. Oversee compliance with [the 

Oakland Sunshine Ordinance]. 

 

 Assist City staff in complying with the law 

 Help develop policies, protocol, and process to ensure 

accessibility of public records and meetings 

 Conduct trainings 

 Create and distribute written materials to help staff 

comply with the law 

 Casework: receive complaints, investigate potential 

violations, conduct hearings, issue subpoenas, conduct 

interviews, prepare factual and legal analysis, and make 

recommendations to the Commission for case closure 

 

F. Review all policies and programs 

which relate to elections and 

campaigns in Oakland, and 

report to the City Council 

regarding the impact of such 

policies and programs on City 

elections and campaigns. 

 Evaluate existing laws, policies and programs to 

determine effectiveness 

 Collect and compile information 

 Prepare a report for City Council 

 

G. Make recommendations to the 

City Council regarding 

amendments to the City Code of 

Ethics, Campaign Reform Act, 

Conflict of Interest Code, [the 

Sunshine Ordinance], and 

lobbyist registration 

requirements, and submit a 

formal report to the City Council 

every two years. 

 Analyze current laws, policies, and programs 

 Research best practices in other jurisdictions 

 Prepare information for City Council 

 Draft recommendations for improvements to the law, 

policy, or program 

 Write legislation to implement the Commission’s 

recommendations 

 Attend City Council meetings as necessary 

 

H. Set compensation for the office of 

City Councilmember and adjust 

 Research the cost-of-living index for the San Francisco 

Bay Area 
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every odd-numbered year.  Research current city councilmember salary 

information 

 Prepare memoranda, staff analysis, and Commission 

resolution to make the salary adjustment 

I. Provide the City Council with an 

assessment of the Commission’s 

staffing and budgetary needs. 

 Determine staffing needs based on mandated duties  

 Prepare staffing plan 

 Draft requests for positions and funding 

 

J. Make recommendations to the 

City Council regarding the 

imposition of fees to administer 

and enforce local ordinances and 

local regulations related to 

campaign financing, conflict of 

interest, registration of lobbyists, 

supplementation of the Brown 

Act and Public Records Act and 

public ethics. 

 Research potential fee structures in other jurisdictions 

 Prepare a report and draft recommendations 

 Write legislation 

 

K. Make recommendations to the 

City Council regarding the 

adoption of additional penalty 

provisions for violation of local 

ordinances and local regulations 

related to campaign financing, 

conflict of interest, registration of 

lobbyists, and public ethics. 

 Research potential penalties that could be added 

 Prepare a report and draft recommendations 

 Write legislation 

 

L. Issue oral advice and formal 

written opinions with respect to a 

person’s duties pursuant to 

applicable campaign financing, 

conflict of interest, lobbying, and 

public ethics laws. 

 Gather factual information from person seeking advice 

 Research the law 

 Formulate a verbal response, track verbal advice given 

 Draft written legal opinion, maintain searchable 

database of written opinions 

 Stay current on changes in state law 

 

M. Prescribe forms for reports,  Create and update forms and materials for all programs  
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statements, notices, and other 

documents related to campaign 

financing, conflict of interest, 

lobbying, and public ethics. 

N. Develop campaign financing, 

conflict of interest, lobbying, 

Brown Act, Public Records Act 

and public ethics informational 

and training programs. 

Law says this includes: 

1. Seminars for newly elected and appointed officers and 

employees, candidates and treasurers, lobbyists, and 

government officials, with City, state and federal laws 

related to campaign financing, conflicts of interest, the 

Public Records Act, the Brown Act, lobbying, and 

public ethics. 

2. Preparation and distribution of manuals to include 

summaries of ethics laws and reporting requirements 

applicable to city officers, members of boards and 

commissions, and city employees, methods of 

bookkeeping and records retention, instructions for 

completing required forms, questions and answers 

regarding sources of assistance in resolving questions.  

Update as necessary when city, state and federal laws 

change. 

These duties require the following staff work: 

 Conduct individual, group, department, and board 

and commission member trainings 

 Draft manuals, training videos, and PowerPoint 

presentations 

 Research changes in city, state, and federal laws to 

ensure trainings and materials are current 

Trainings 

 New Councilmember ethics 

overview training 

 Limited Public Financing 

Program training 

 New Board/Commission 

member training 

 Candidate/Treasurer training 

 COI training for Form 700 

filers 

 Lobbyist training 

 PRA training for city 

employees 

 Brown Act training for 

board/commission staff 

 

Manuals 

 OCRA Manual (2008) 

 Lobbyist Reg Manual (2007) 

 Board/Commission Member 

Handbook (2007) 

 Limited Public Financing 

Program Manual (2010) 

 Ethics Resources Guide (?) 

 Campaign-Related 

Information for Candidates 

 Q and A for common 

questions 
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Additional Duties 
 

Item Commission Duty Staff Work Required Comments About Capacity 

 PEC Administration  Commission – communicate with Commissioners, 

facilitate new member recruitment and selection, 

participate in applicant interviews, prepare orientation 

materials, maintain commissioner information, keep 

commissioners informed and updated on city and PEC-

related news and information. 

 Meetings – establish meeting schedule, reserve hearing 

rooms, coordinate video-recording with KTOP, prepare 

agenda and related materials, write meeting minutes, 

maintain/update agenda subscriber list, post meeting 

agendas (email, mail, submit to clerk, and post on the 

Commission’s website). 

 Assist City officials and staff in drafting policies 

related to government integrity 

 Prepare annual report 

 Suggest and facilitate amendments to Commission by-

laws 

 Respond to public and press inquiries 

 Create and maintain Commission website, organize 

information, scan documents and upload them to web, 

ensure website materials are current 

 Establish intranet page for the Commission to provide 

ethics and open government information to city 

employees 

 Attend meetings on behalf of the Commission 

 Hire and manage PEC staff 

 Facilitate intern assistance 

 Represent the Commission before city and other 

entities 
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 Limited Public Financing Act 

(adopted in 1999)  

(allows PEC to retain up to 7.5% 

of the LPF program funds to 

cover the costs of administering 

the program) 

 Administer the public financing program 

 Reach out to candidates and provide information 

 Conduct trainings 

 Respond to questions from the public 

 Create and update forms and LPF program manual 

 Collect signed forms and requests for reimbursement 

 Track information for each candidate 

 Verify candidate eligibility and qualifying contributions 

and expenditures 

 Confirm requirements are met by candidate 

 Process payments through the city’s accounting 

department 

 Maintain accounting of reimbursement requests and 

payments 

 Facilitate reimbursements for candidates 

 Review campaign forms 

 Assist auditor in auditing candidates who received 

public financing 

 Evaluate program effectiveness 

 Recommend legislative amendments 

 

 False Endorsement in Campaign 

Literature Act (adopted in 2003) 

 Casework: receive complaints, investigate potential 

violations, conduct hearings, issue subpoenas, conduct 

interviews, prepare factual and legal analysis, and make 

recommendations to the Commission regarding 

whether to request the District Attorney to prosecute an 

alleged misdemeanor violation 

 

 Enforcement/Complaint Process  Enforcement/complaint administration – 

maintain/update complaint database and status report, 

follow complaint procedures and timelines, 

communicate with complainants and respondents, 

create and maintain case files, and draft and send 

correspondence. 

 Review complaint procedures, facilitate subcommittee 

The Commission currently 

has 19 open cases (as of 

11/20/12), 15 of which pre-

dated current staff.  Current 

staff cannot keep up with 

incoming cases while also 

reviewing old cases. 
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meetings to amend procedures, draft amendments, 

solicit input, and submit legislative amendments to City 

Council 

 Complete casework and close cases in a timely manner 
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Public Ethics Commission 

Organizational Chart - Proposed 

 

 

Executive Director 
 Strategic Planning 

 Budget 

 Staffing 

 Communications 

 Trainings 

 Legislation 

 Policy development 

 Case review 

 Mediations 

 Staff advisories  

 Commissioners 

 Plan and conduct 

meetings/hearings 

Admin. Assistant 
 Agenda posting 

 Public email 

 Scheduling 

 Complaint admin and 

correspondence 

 Complaint database 

 Filing, archiving 

 IT, Web management 

 Office supplies 

 Mailings 

 Copying 

 Materials distribution 

 Public records requests 

Program Analyst 
 Administer LPF program 

 Lobbyist registration 

 Write/update manuals re: 

LPF, OCRA, Lobbyist, 

PRA/Brown/Sunshine, 

boards/commissions, 

Ethics Guide, etc. 

 Research ethics issues 

 Plan informational hearings 

 Outreach to candidates, 

officials, employees, public 

 Form 700 filing/tracking 

Attorney 
 Provide independent advice 

to PEC on legal issues 

 Legal research and analysis 

 Negotiate agreements 

 Issue oral advice to 

candidates, officials, staff 

 Prepare written opinions 

 Draft legislative proposals 

and resolutions 

 Track changes in state and 

federal law 

Investigator 
 Case intake 

 Gather evidence 

 Conduct interviews 

 Write fact analysis 

 Audit campaign, lobbyist, 

contractor, and COI filings  

 Prepare administrative 

hearings 

 Audit city government 

meetings 

 Evaluate policies/laws 

 Analyze methods to 

increase compliance 

  




