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Covelo Public Cemetery District 
B O A R D  O F  T R U S T E E  B Y L A W S  

MISSION STATEMENT 

The Covelo Public Cemetery District’s mission is to manage and maintain an attractive, safe and 
serene cemetery environment, and provide cost effective interment services for our community, 
families and friends.  

ARTICLE I  GENERAL PROVISIONS 

Section I Name  

The name of the organization is Covelo Public Cemetery District, hereinafter referred to as District.  

Section II Formation  

The Covelo Public Cemetery District was formed in 1957 by order of the Mendocino County Board 
of Supervisors pursuant to Health and Safety Code (HSC) §8100-9703 et seq. The Cemetery 
District is an independent special district of Mendocino County.  

Section III  Purpose  

The provisions of these Trustee Bylaws (“Bylaws”) and Operating Policies and Procedures enacted 
by the Board of Trustees of the Covelo Public Cemetery District are to assist the Board of Trustees 
of the District as it sets policy and conducts the business and affairs of the District. It is the intent 
and purpose of these Bylaws to help clarify and define the responsibilities of the officials of the 
District. The purpose of these Bylaws is to supplement state law and to provide more specific 
guidelines for the actions of the Board of Trustees of the District by means which are fair, fiscally 
responsible, and protective of the interests of the people of the District. These Bylaws express the 
consensus of the Board as to policy matters covered but are not intended to be exhaustive nor are 
they intended to restrict the otherwise lawful authority of the Board. Notwithstanding any other 
term, provision or condition of these Bylaws, no otherwise lawful act of the Board or the officers of 
the District shall be invalidated by reason of any term, provision or condition of these Bylaws. 

Section IV Roster of Public Agencies  

Pursuant to Government Code (GOV) §53051, each time a change is made in the name of the 
district, the address of the district, or a change in the members of the governing board, a 
statement of facts will be filled with the Mendocino County Clerk within ten (10) days of the 
change. 
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Section V Applicable Law  

That which is contained in the applicable provisions of the California Health and Safety Code 
(HSC §9000-9092) and applicable provisions of the California Government Code govern the 
actions of the District and its Board of Trustees. 

ARTICLE II ORGANIZATION 

Section I Board of Trustees  

The District is governed by a legislative body of five (5) member known as the Covelo Public 
Cemetery District Board of Directors who are appointed by the Mendocino County Board of 
Supervisors. The Trustees shall hold office for terms of four years and until their reappointment or 
appointment of their successors. Any person appointed to fill a vacant office shall fill the balance 
of the unexpired term. All Trustees’ terms shall commence on the Board’s first meeting in January 
following appointment and end on December 31. To the extent possible, Trustees’ terms shall be 
staggered so that no more than two (2) Trustees’ terms expire in the same calendar year. 

Section II Oaths  

Each Trustee shall accomplish an “Oath of Office,” which is conducted by the County of 
Mendocino upon appointment. 

Section III Board Vacancies  

The office of a member of the Board of Trustees shall become vacant upon:  

a. The death of the incumbent;  
b. The resignation of the incumbent;  
c. The Trustee’s ceasing to discharge the duties of his or her office for the period of two (2) 

consecutive months, consistent with Article III Section VI Absences;  
d. The physical or mental incapacitation of the incumbent due to disease, illness, or accident 

for a period of six (6) months or more where the remaining Board members have 
reasonable cause to believe that the incumbent will not be able to perform the duties of 
his or her office for the remainder of his or her term;  

e. His or her conviction of a felony or of any offense involving a violation of his or her official 
duties;  

f. His or her refusal or neglect to file his or her required oath or required Statement of 
Financial Interests within the time prescribed; or  

g. Any other event specified in Government Code (GOV) Section 1770. 
 

Vacancies are to be filled promptly and in compliance with Health and Safety Code (HSC) Section 
9024 and GOV Section 1779 which required that board vacancies be filled within 90 days. All 
vacancies shall be filled by action of the Mendocino County Board of Supervisors. A vacancy must 
be reported to the Clerk of the Board of Supervisors within 10 days 
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Section IV Duties of Trustees  

The Trustees duties shall be legislative in nature. They shall formulate and adopt policy, rules, and 
regulations for the operation and management of the District. 

a. Open Meetings. The Trustees shall conduct their business for the public benefit, abiding by 
the California “Open Meeting Law” (GOV Section 54950 et seq.) concerning the 
requirements for open meetings of governmental agencies in California. 

b. Sound Judgement. They shall exercise sound and prudent judgement in conducting the 
business of the District and shall deal always in an ethical, honest, straight-forward, open 
and above-board manner with the community.  

c. Finances and Budgets. They shall in all ways prudently manage, preserve, and account for 
the District’s financial resources. They shall review and approve a budget annually. They 
shall provide, within applicable budget limitations, adequate support 
personnel/contractors, equipment and materials for the operation and maintenance of the 
District’s cemeteries. 

d. Personnel. The District may contract for support personnel to fill the roles of 
Clerk/Secretary/Bookkeeper and Groundskeeper. 

e. Collective Action. They shall function as a Board rather than individuals to adopt public 
policies and Board procedures for guidance of the Board and personnel. 

f. Community Relations. They shall keep the full Board informed of community reaction to 
the District’s services and assist in building positive relations. 

g. Official Functions. They shall represent the District at official functions that pertain to the 
District as required. 

h. Official Records. They shall keep a record of all remains interred stating the name of each 
deceased person, his age, place of death, date of interment, the plot in which interment 
was made, and name and address of the funeral director. They shall prepare, or cause to be 
prepared, and maintain an up-to-date map of the Valley View Cemetery, showing by 
section and lot number the lots in which burial rights have been sold and which burial 
rights are still available for sale.  

i. Policies & Procedures. They shall establish policies and procedures for the operation of the 
District, such as: 
• Rates to be charged for burials within cemeteries of the District.  
• Internment eligibility based on the guidelines set forth in HSC Section 9060. 
• Interment rules and regulations for lot purchases, burials, and maintenance. 
• Establish, maintain, invest, and reinvest an endowment care fund. 
The Trustees shall provide for the faithful implementation of those policies, which is the 
responsibility of Trustees of the District.  

j. Real Property. They shall have the power to acquire real property, dedicate real property to 
another public agency, and/or dispose of surplus land. 

Section V Clerk of the Board  

The Clerk/Bookkeeper of the Board may be a contracted position and shall be selected by the 
Board. The Clerk/Bookkeeper shall attend each regular meeting of the Board and maintain a 
record of all proceedings thereof as required by law. If the Clerk/Bookkeeper cannot attend a 
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meeting, the President shall make arrangements to have someone in attendance to properly 
record the Board's proceedings.  

The following duties are the responsibility of the Clerk/Bookkeeper: 

• Attest to all District resolutions  
• Keep a record of Board agendas and Board action synopses 
• Be responsible for the publication of legal notices, appropriate action, and certification and 

filing of documents, e.g., budgets, and audits.  
• Receive and answer all official Board correspondence, after appropriate consideration is 

given to the correspondence by the Board acting collectively. 
 

ARTICLE III POWERS, DUTIES AND COMPENSATION 

Section I Trustees  

Each Trustee shall be entitled to request information, assistance, and financial or legal advice 
regarding matters involving the affairs of the District. 

Section II Officers  

The officers of the Board of Trustees shall be President, Vice President and Secretary. Officers are 
elected at the first meeting of the year to serve terms of two years; there are no term limits. Upon 
the occurrence of a vacancy in one or more of the officer positions, the Board shall fill such 
vacancy in accordance with the law. An interim election for Board Officers may be held upon the 
request of the majority of the Trustees on the Board at the time.  

President 

The President shall possess the powers and perform the duties prescribed as follows:  

a. Management and Supervision. The President shall supervise the day to-day activities of the 
District’s contractor(s), unless otherwise assigned to another Trustee. The President shall 
be responsible for responding to, and taking or directing others to take appropriate action 
necessary as a result of, events or occurrences which do not require action by the Board, 
but which are beyond the authority of the personnel, or for which the personnel seeks or 
requires assistance. 

b. Order and Decorum. Preserve order and decorum; prevent demonstrations; and, in accord 
with law, order removal from the Board room any person whose conduct is deemed 
objectionable; and order the Board room cleared whenever deemed necessary. (GOV 
Section 54957.9.)  

c. Length of Time for Public Discussion. Allocate the length of time for public discussion of 
any matter in advance of such discussion with the concurrence of the Board. (GOV Section 
54954.3.)  

d. Other Powers. Other powers as may be prescribed by the Board.  



Covelo Public Cemetery District – Board of Trustee Bylaws 

Page 5 

e. Official Spokesperson. Shall be the official spokesperson for the Board, and the principal 
contact with other governmental agencies, legal counsel and the press, unless the Board 
delegates this authority to another. 

Vice President 

In the absence or unavailability of the President to act, the Vice President shall act as President. 

Secretary 

The Secretary is responsible for the following tasks of the Board: 

a. Maintenance of official records including plot deeds, burial permits, and the official 
cemetery record of burials. All official records shall be maintained in the District’s file 
repository and made available to all Board members.  

b. Organizing and sending condolence and thank you cards on behalf of the District Board. 
c. Taking meeting minutes in the absence of the Clerk/Bookkeeper. 

Section III Board Committees  

The Board has no standing committees. However, from time to time, the Board may assign ad-hoc 
committees made up of no more than two trustees; personnel/contractors may be assigned to ad 
hoc committees. Each committee shall promptly perform tasks assigned to it and report to the 
Board such information and recommendations as shall be necessary or proper. It shall be the 
responsibility of each committee to meet as needed. Each committee chairperson or designee 
shall report on the committee's activities at least once monthly at a regular board meeting with a 
brief oral summary. 

Section IV Compensation  

Trustees receive no compensation. 

Section V Notification of Impending Absence  

If any trustee of the Board is unable to attend a meeting, the trustee shall, if possible, notify the 
President and/or Clerk/Bookkeeper prior to the meeting. 

Section VI Absences  

If a trustee fails to attend two consecutive regular meetings of the board without prior approval or 
excuse from the President, or misses 50 percent or more of the scheduled board meetings in a 
calendar year (January 1 through December 31), their position shall be deemed vacated 
automatically. For purposes of this calculation, the total number of regular meetings held in the 
calendar year shall be determined by the Clerk’s records, and absences shall include both 
unexcused and excused absences unless the board votes by a majority to waive specific absences 
due to extenuating circumstances (e.g., documented medical leave). The Clerk shall notify the 
board member in writing of the vacancy within 10 days of the determination, including a summary 
of the attendance record relied upon. Vacancies will be filled in accordance with these bylaws 
(Article II Section III) and GOV Section 1779. A former board member removed under this provision 
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may appeal to the board for reinstatement at the next regular meeting, provided they submit a 
written request within 30 days of the vacancy notice. 
 

ARTICLE IV MEETINGS 

Section I Regular Meetings  

The regular meetings of the Board of Trustees shall normally be held on the second Wednesday of 
each month, and shall normally commence at the hour of 12:00 p.m. at the Round Valley Library 
Commons. Notwithstanding the foregoing, the starting time of the meeting may be adjusted by 
order of the President to accommodate expected business. 

Section II Special Meetings  

Special meetings may be called at any time by the board’s President, or by a majority of the 
trustees, by delivering personally or by email, written notice of such meeting to each trustee and 
by posting notice and agenda of the meeting at least 24 hours before the time of such meeting. 
The call and notice shall specify the time and place of the special meeting and the business to be 
transacted. No other business shall be considered. 

Section III Emergency Meetings  

Emergency meetings may be called without compliance with the 24-hour notice requirement in 
the case of any emergency involving matters upon which prompt action is necessary as set forth in 
GOV Section 54956.5. 

Section IV Closed Sessions  

Closed sessions may be called during a regular or special meeting. The general reason for a 
closed session must be made public either before or after the closed session of a regular meeting, 
and in the advance notice of a special meeting. Closed sessions not expressly authorized by the 
Brown Act are prohibited. 

Section V Quorums  

A quorum is established as a majority of the total membership of the District board. The District 
board, which has a total membership of five (5) members, requires three (3) members to conduct 
a meeting and requires three (3) votes in agreement to pass a motion resolution or ordinance. 

Section VI Meeting Attendance  

Each member shall be in his or her respective seat at the hour set for each regular meeting and at 
the time set for any adjourned or special meeting. If a member arrives after a meeting 
commences, the Clerk, or ranking officer if Clerk is not in attendance, shall note his or her arrival 
in the minutes.  
 
See also Article II Section III and Article III Section VI regarding Board member absences. 
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Section VII Agendas  

Organization 

The business of each regular meeting of the Board shall be in the order as printed on the agenda or 
as directed by the President of the Board. 

Preparation 

The President of the Board shall direct the preparation of the agenda by the Clerk/Bookkeeper for 
the regular monthly meetings for delivery and posting no later than three (3) days prior to the date 
of the meeting (Government Code §54954.2) or as required by the Board. 

Contents  

The agenda shall include those matters designated by the President or any Trustee, complete with 
all appropriate papers and reports relating to each matter, addressed to the Board for action. The 
agenda shall list the items for the Board's consideration by number with a brief statement of the 
subject matter sufficiently defined to apprise the public of the matter to be considered for each of 
the items. 

Distribution 

The agenda is distributed to all Trustees and personnel by email, publicly posted on the Round 
Valley Library Commons posting board, and on the District’s website 
(www.covelocemeterydistrict.com). 

Section VIII Materials for Non-Agenda Items  

Any member intending to introduce a special item not included in the agenda shall deliver copies 
of such items, if possible, to each Board member and have copies available for the public before 
the opening of the meeting. 

Section IX Meeting Procedures  

The President, when present, shall preside at all meetings of the board. The proceedings of the 
board shall be conducted in accordance with the provisions of law and the rules contained in the 
Rosenberg’s “Rules of Order” and parliamentary procedure, except as otherwise expressly 
established from time to time by a majority of the total membership of the board. 

Board Discussion  

When any Board member wishes to speak, the Board member shall address the President. The 
President shall name the member who is first to speak and speakers shall confine their remarks to 
the questions under debate and avoid disparaging personal attacks or comments. The President 
may elect not to recognize a Board member to speak again until all other members have had an 
opportunity to be heard. 
 
 

http://www.covelocemeterydistrict.com/
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Motions and Seconds  

Each motion made by any member of the Board shall require a Second. Motions and Seconds may 
be made by any member of the Board, including the President. 

Roll Call Procedure  

Roll call will be called in voting upon all resolutions and ordinances which govern the District, 
while a voice vote may be had on routine motions not affecting the Policies & Procedures, Rules & 
Regulations or finances of the District. 

Public Comment 

Any member of the public wishing to address the Board shall first identify himself or herself. It is 
the Board's intent to accommodate all persons who wish to attend open public meetings. 

Section X Meeting Disruptions  

The exception to the right of the public to attend all meetings of the Board applies to those who 
attempt to disrupt the conduct of the meeting. In the event that any meeting is willfully disrupted, 
by a group or groups of persons, so as to render the orderly conduct of such meeting unfeasible 
and order cannot be restored by the removal of the individuals who are willingly interrupting the 
meeting, the Board may order the meeting room cleared and continue in session. However, only 
matters appearing on the agenda may be considered in such a session. Duly accredited 
representatives of the press and other news media, except those participating in the disturbance 
shall be allowed to attend any session held pursuant to this exception. (GOV §54957.9) 
 

ARTICLE V FINANCIALS 

Section I Expenditures  

All District expenditures shall be authorized by the Board. The Board of Trustees shall be 
responsible for the following financial procedures: 

a. Review and approve Monthly Financial Statements and Expenditure Details with 
Clerk/Bookkeeper. 

b. Develop the Annual Budget with Clerk/Bookkeeper in a Budget Workshop. 
c. All checks shall be signed by two Trustees of the Board. 
d. The President will work with Clerk/Bookkeeper on financial, revenue and expenditure 

issues as directed by the Board. 
e. Review and approve expenditures and invoices. 

Section II Financial Statements  

The District shall prepare and submit annual financial statements to the State Controller’s Office 
and the County Auditor-Controller, as required by State law.  
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Section III Biennial Audits  

The District shall conduct biennial financial audits, which will be submitted to the County Auditor-
Controller and posted on the District’s website. 
 

ARTICLE VI BYLAWS AMENDMENTS 

Except as otherwise provided by law, any policy guideline contained herein may be suspended or 
amended at any time, without notice, by action of the Board. 
 

CERTIFICATION OF ADOPTION OF BYLAWS 

The undersigned person, being duly elected by the Board of Trustees of Covelo Public Cemetery 
District as Chair of the Board, hereby certifies that the foregoing Bylaws were adopted by the 
Board of Trustees as the Bylaws of the Covelo Public Cemetery District.  

Passed and adopted this 9th day of April, 2025.  

 

_______________________________  
President   

 
ATTEST: 

Jessica Williamson 
Clerk/Bookkeeper 

 

 

 


