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Action/Information Item 
 

Personnel, Evaluation and Nominations Committee 
 

Consideration of Format and Content of New Commissioner Orientation 
 

 
 
On an as-needed basis, Commission staff conducts an 
orientation session for new members of the Commission 
within the first few months of appointment.  This orientation 
provides a basic understanding of the Commission’s 
structure, organization, programs, relevant issues, and 
related laws and regulations. 
 
At the request of the former chair of the Commission, 
Louise McClain, Commission staff revised the Orientation 
process for new Commissioners to consist of a more high-
level session given the large number of new members 
appointed by the Governor in January.  Commission staff 
was unable to finalize prior discussions with the former 
chair and submit a written proposal prior to her departure 
from the Commission.  However, staff submitted a written 
proposal to Commissioners Delahoussaye and Galligani, 
the respective chairs of the Personnel, Evaluation & 
Nominations (PEN) Committee and the Governance & 
Monitoring Committee.  A revised framework, including 
their recommendations, is enclosed for the PEN 
Committee’s consideration. 
 
 
Recommended Action: Recommend approval by the 

Commission of the proposed 
outline of the Commissioner 
Orientation. 

 
Responsible Staff: Keith Yamanaka 

Chief Deputy Director 
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CALIFORNIA STUDENT AID COMMISSION 
ORIENTATION FOR NEW COMMISSIONERS 

 
PROPOSED OUTLINE 

 
 
Commission staff recommends that the Personnel, Evaluation & Nominations (PEN) 
Committee consider approval of the proposed framework for the orientation provided by the 
Commission’s Senior Management Staff for recommendation to the Commission at its 
February 28-29, 2008 meeting. 
 
Although Commission staff will provide a general overview of the responsibilities of the 
Commission in terms of the state-administered financial aid program and student loan 
guaranty, the EDFUND Executive Management Team will provide a separate high-level 
orientation session on EDFUND and the Federal Family Education Loan (FFEL) Program.  
Every attempt will be made to schedule the EDFUND orientation session as close as possible 
to the Commission orientation session. 
 
Upon notification of new appointments made to the Commission, the Executive Director will 
send a welcome letter to the new commissioners informing them of the following orientation 
process. 
 
I. Chief Deputy Director/Legal Counsel Orientation 

 
A. Chief Deputy Director and Legal Counsel will meet with the new Commissioners in 

advance to provide an understanding of mandates set forth by the following: 
 

• Fair Political Practices Commission 
• Bagley-Keene Open Meeting Act 
• California Public Records Act 
• All applicable law and governance requirements, including Conflict of Interest  
 

B. This provides an opportunity for the new Commissioner to ask any related questions, 
i.e. Form 700 Statement of Economic Interests. 

 
C. This orientation may be conducted via telephone or in-person. 

 
 
II. Orientation Material 

 
A. After Legal Counsel provides the above orientation, Commission staff will send the 

following materials to the Commissioner for review at least two (2) weeks in advance 
of the in-person Orientation at Commission Headquarters. 

 
• Updated Orientation Manual 

o Staff is currently revising and re-organizing the manual. 
• Adopted Governance Policies 

o Staff will include a note indicating that the policies are under on-going 
review and subject to change. 
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o Staff will note the importance of the Commissioner’s role and 
responsibility, including a reference to the Governance Policy 5 
regarding the Commission’s Standing Committees.  A copy of the 
Standing Committee structure will be provided. 

• Copies of approved minutes to recent Commission meetings (to provide a 
sense of the discussion about the major issues currently affecting the 
organization and its programs) 

• Commission Membership Contact List 
 

B. The Commissioner will be asked about any particular points of interest on which he or 
she would like Commission staff to focus during orientation.  Staff will have ample 
time to customize the orientation session and prepare talking points and reference 
material. 

 
 

III. In-Person Orientation Session 
 

A. Duration—Four (4) hours maximum, i.e. 1 ½ hours in the morning, 1 hour lunch and 
1 ½ hours in the afternoon 

 
B. Participants 

• Commission Chair 
• Executive Director 
• Chief Deputy Director 
• Division Chiefs 
• Commission Board Liaison 
• Legal Counsel 
• Federal Legislative Liaison 
 

C. Agenda 
 

1. Commission Chair Presentation, including: 
a. An understanding of the Commission’s governance process 
b. What to Expect as a Commissioner 
c. How to Handle Your First Meeting 
d. Guidelines on Parliamentary Procedure and Robert’s Rules of Order 
e. Standing Committee Structure and Responsibilities 
 

2. Executive Director Presentation 
a. A working knowledge of key elements of the State administered financial 

aid and loan programs 
b. A working knowledge of state agencies, state and federal legislative and 

budget processes 
c. High-level overview of the organization 

• Review of organizational chart that includes Chiefs, total staff count, 
functions and major issues (standard and current) 

• Review of biographies, including photographs, of Senior 
Management and key staff who regularly make presentations to the 
Commission. 
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d. Major issues affecting Commission programs (regular issues and current 
issues) 

e. Approaches to communication and how consultation occurs with 
stakeholders 

 
3. LUNCH BREAK 
 
4. Division Chief Presentations 

a. Each Division Chief will provide an overview of his or her area and discuss 
hot button topics. 

b. For those areas selected as “high points of interest” by the 
Commissioners, the Division Chief will be prepared to provide additional 
information. 

c. Commissioners will be provided with “Quick Reference” guides for various 
areas, as appropriate (i.e. Facts at Your Fingertips, Information At-a-
Glance) 

d. Staff Liaisons to the Commission’s advisory bodies (Grant Advisory 
Committee, Cal-SOAP Advisory Committee and Loan Advisory Council) 
will provide an overview of the committees, including 
purpose/responsibilities, typical issues, current issues, (past) 
recommendations/accomplishments, frequency of meetings, and 
calendars. 

 
5. Commission Board Liaison Presentation 

a. The State Travel Expense Reimbursement Policy and Procedures 
b. Member and Staff Contact Information 
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