CITY OF LAGUNA HILLS
CITY COUNCIL WORKSHOP
SPECIAL MEETING AGENDA
Saturday, April 28, 2018 – 9:00 AM
Mel Carruth, Mayor
Dore J. Gilbert, M.D., Mayor Pro Tempore
Barbara D. Kogerman, Council Member

Janine Heft, Council Member
Don Sedgwick, Council Member

Location: City Council Chamber, 24035 El Toro Road, Laguna Hills, CA 92653
CALL TO ORDER
Resolution No. 96-04-09-1 established rules of decorum for public meetings held by the
City of Laguna Hills. Resolution No. 96-04-09-1 is available on the table at the back of
the City Council Chamber.
PLEDGE OF ALLEGIANCE: COUNCIL MEMBER KOGERMAN
ROLL CALL OF CITY COUNCIL MEMBERS
PUBLIC COMMENTS
Members of the public may address the City Council only on items listed on the
Special Meeting Agenda. Public Comments are limited to three minutes per
person, an overall time limit of ten minutes for any one subject, and a total time
limit of thirty minutes.
CITY COUNCIL WORKSHOP ITEMS
1.

Management Goal-Setting: Thematic Goal and Defining Objectives
Recommendation: That the City Council review and comment on Management's
Thematic Goal and Defining Objectives for the time frame March 1, 2018, to
June 30, 2019.

2.

General Municipal Financial Update
Recommendation: That the City Council receive a General Municipal Financial
Update from staff and discuss related issues.
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Overview of the Community Showcase Video Program: a Video Tour of
Laguna Hills
Recommendation: That the City Council provide direction to staff and receive
and file the report.

4.

City Council Policy Updates
Recommendation: That the City Council discuss and provide direction to staff
concerning the following existing City Council Policies:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)

5.

City Council Policy No. 110: City Recognition Policy
City Council Policy No. 120: Procedures for Council Members to Place
Items on a City Council Agenda
City Council Policy No. 201: Appointment of Commissioners
City Council Policy No. 305: Advertising/Temporary Signs in City Parks
City Council Policy No. 309: Community Center Facility Reservation Policy
City Council Policy No. 311: Group Picnic/Park Reservation Policy
City Council Policy No. 313: Gymnasium Rental and Use Policy
City Council Policy No. 314: Athletic Field/Roller Hockey/Skate Park
Facility Reservation Policy
City Council Policy No. 320: Contract Change Order
City Council Policy No. 350: Residential Streets Traffic Management Policy

Discussion of a Proposed New City Council Policy Regarding Digital Devices,
Electronic Accounts, Electronic Communications Management, and Records
Retention
Recommendation: That the City Council discuss and provide direction to staff
regarding a new Proposed City Council Policy regarding Digital Devices, Email
Accounts, Electronic Communications Management, and Records Retention in
response to the recent California Supreme Court decision in City of San Jose,
et al. v. Superior Court, 2 Cal.5th 608 (2017).

6.

Discussion of a Proposed New Administrative Citation Program for Code
Enforcement
Recommendation: That the City Council provide input to staff on its approach for
a proposed new Administrative Citation Program for Code Enforcement.
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City Council Workshop
Special Meeting Agenda

Saturday, April 28, 2018

ADJOURNMENT
The next Regular Meeting of the City Council/Planning Agency will be May 8, 2018, in
the City Council Chamber, located at 24035 El Toro Road, Laguna Hills, California.
CERTIFICATION
I, Melissa Au-Yeung, City Clerk of the City of Laguna Hills, do hereby certify that a copy
of the foregoing Agenda was posted at Laguna Hills City Hall, Laguna Hills Community
Center, and the Courtyard at La Paz Center on April 25, 2018, by 5:00 p.m.

April 25, 2018
Date

City Clerk

In compliance with the Americans with Disabilities Act, if you need special assistance
to participate in this meeting, you should contact the office of the City Clerk at (949)
707-2635. Notification 48 hours prior to the meeting will enable the City to make
reasonable arrangements to assure accessibility to this meeting.
Materials related to an item on this Agenda submitted to the City Council after
distribution of the agenda packet are available for public inspection in the City Clerk’s
Office at 24035 El Toro Road, Laguna Hills, California, during normal business hours.
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City of Laguna Hills
City Council/Planning Agency
Staff Report

DATE:

April 28, 2018

TO:

Mayor and Council Members

FROM:

Donald J. White
City Manager

ISSUE:

Management Goal-Setting: Thematic Goal and Defining Objectives

RECOMMENDATION: That the City Council review and comment on Management's
Thematic Goal and Defining Objectives for the time frame March 1, 2018, to June 30,
2019.

SUMMARY:
On March 1, 2018, the City’s newly constituted management team held a management
workshop off-site to discuss a number of organizational issues and begin plotting a
course forward given the following challenges facing the City:
1. Five Lagunas Project
2. Rising Law Enforcement costs
3. Possible Repeal of SB 1
4. Leadership Turnover
5. The Next Recession
One of our focused discussions was to identify a single, organization-wide top priority
for the next 12 to 16 months. We refer to this single top priority as our Thematic Goal. 1
1

From Patrick Lencioni’s book "The Advantage”, published by Jossey-Bass, 2012.
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A thematic goal answers the question, “What is most important right now?” Below is
the Thematic Goal developed by the management team:
“Identify and implement city-wide operational and budgetary measures to ensure that
we maintain a strong financial position over the next 4-5 years.”
After identifying our Thematic Goal, the management team delineated a set of defining
objectives to both clarify the Thematic Goal and make accomplishing it possible.
The following are the defining objectives developed by the management team:
1. Develop an 8-year financial plan that does not rely in any way on the Five
Lagunas Project.
2. Identify budget cuts and make a structural reduction in the operating budget of
about $1M.
3. Control salary increases.
4. Work with other cities and OCSD to implement shared positions to achieve
operational efficiencies and lower costs.
5. Focus on core services/don’t add new expenditures.
6. Strive to meet City Council fiscal policy ratios.
7. Evaluate service levels for efficiencies and cost savings.
8. Avoid unnecessary and expensive litigation costs.
9. Negotiate a favorable Development Agreement with Merlone Geier Partners.
10. Work with other OCSD contract cities and the Sheriff to restructure the existing
Law Enforcement Contract model to achieve greater efficiencies and long-term
cost savings.
11. Become a high-functioning management team and organization.
The City Manager will lead a discussion with the City Council at the April 28, 2018,
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workshop on the Thematic Goal and Defining Objectives, and invites City Council
feedback to ensure success in accomplishing the Thematic Goal.
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City of Laguna Hills
City Council/Planning Agency
Staff Report

DATE:

April 28, 2018

TO:

Mayor and Council Members

FROM:

Donald J. White
City Manager

ISSUE:

General Municipal Financial Update

RECOMMENDATION: That the City Council receive a General Municipal Financial
Update from staff and discuss related issues.

SUMMARY:
In keeping with the City’s Thematic Goal to “Identify and implement City-wide
operational and budgetary measures to ensure that we maintain a strong financial
position over the next 4-5 years,” staff has prepared an updated 8-Year Plan. At the
April 28, 2018, City Council Workshop, staff will present the City Council with a
PowerPoint presentation that will provide a comprehensive review of the updated plan.
Taking into account feedback from the City Council, staff intends to bring a Resolution to
the City Council at the July 10, 2018, City Council Meeting, to implement recommended
budgetary measures by amending the 2017-2019 Biennial Operating Budget and Capital
Improvement Plan. A copy of the updated 8-Year Plan is attached to this report.
BACKGROUND:
The following are the guiding principles and general assumptions behind the revised
8-Year Plan:
 There will be no new construction at the Five Lagunas project over the eight-year
planning horizon.
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 Revenue estimates have been updated based on the most current data and the
elimination of all impact fees and ongoing new revenues from Five Lagunas.
 Beginning Fiscal Year 2018/2019, the operating budget will be structurally
reduced by about $900,000, or 4.5%.
 Discretionary capital projects funded by the General Fund are deferred
indefinitely.
 Annual debt service on the City’s outstanding Certificates of Participation
($7,295,000 in principal as of June 30, 2018) will drop from $1,797,881 in
2021/2022 to $389,381 in 2022/2023. In year 8, 2024/2025, the City is debt free.
(See line 12 in the 8-Year Plan.)
 The City’s net pension liability of $2,953,536, as of June 30, 2017, is fully funded
over the next six years. (See line 10 in the 8-Year Plan.)
 Over the next three years, employee participation in pension contributions will
increase from 3.75% to 7%, which is the required employee share of the pension
plan’s normal cost.
ATTACHMENTS:
 Updated 8-year plan
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Attachment: Updated 8-year plan (1543 : General Municipal Financial Update)
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City of Laguna Hills
City Council/Planning Agency
Staff Report

DATE:

April 28, 2018

TO:

Mayor and Council Members

FROM:

Donald J. White
City Manager

ISSUE:

Overview of the Community Showcase Video Program: a Video Tour of
Laguna Hills

RECOMMENDATION: That the City Council provide direction to staff and receive and
file the report.

SUMMARY:
CGI Communications, Inc. (CGI), a partner with the United States Conference of Mayors
and the National League of Cities, is a provider of professional marketing and digital
media services. CGI is offering cities across the United States and Canada the
opportunity to participate in its no-cost Community Video Showcase Program, which is a
series of professionally created subject-specific videos highlighting various aspects of
the local community. The program provides a way for the City to highlight its unique
characteristics, and gives local businesses, nonprofits, and community development
organizations an opportunity to gain additional exposure for their services.
Since the program is financially supported by sponsorships between CGI and local
businesses, and CGI provides all of the resources necessary to develop the video
content, there is nominal impact on the City’s resources. Only minimal staff time would
be required to assist CGI with video scripting and revisions to video content and no
commitment from the City’s General Fund is required. Staff expects video production to
begin around fall 2018, with a production timeline of approximately three months.
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BACKGROUND:
Formed in 1988, CGI provides professional marketing and digital media products to
government agencies, non-profit organizations, and businesses throughout the United
States and Canada. In 2005, CGI became a partner with the United States Conference of
Mayors and developed a Community Video Network showcasing communities across
the United States and Canada. Subsequently, in 2008 CGI partnered with the National
League of Cities to help promote its successful free community video program for
municipalities.
Community Showcase Video Program
The Community Showcase Video Program administered by CGI is a program that
provides professional video production and hosting services to cities at no cost.
Through the program CGI would produce and host a total of six video chapters, each
approximately one minute in length, with subject matter that highlights unique aspects
of the Laguna Hills community. Each video chapter would focus on and promote a single
subject and, in totality, would help promote local businesses, non-profits, and specific
attributes of the local community. During the April 28, 2018, City Council Workshop,
staff will make a presentation of a community that is currently utilizing the Community
Showcase Video Program to provide the City Council with an overview of the program
and how the video chapters are integrated into one overarching Video Tour. In regards
to the six video chapters, the subjects could be focused on the following:
1. Welcome: A video chapter providing a historical and current overview of the
Laguna Hills community;
2. Shop & Dine: A video chapter focused on local restaurants and retail;
3. Real Estate: A video chapter providing an overview of the residential and
commercial real estate market;
4. Parks & Recreation: A video chapter highlighting the City’s parks and the
numerous programs at the Laguna Hills Community Center & Sports Complex;
5. Education: A video chapter promoting local schools and school districts; and
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6. Public Safety: A video chapter highlighting the City’s commitment to public
safety.
Additionally, CGI would provide a Community Organizations video chapter at no-cost to
promote local non-profits, charities, and community development organizations. The
Community Video Showcase Program is financially supported by sponsorships between
local businesses and CGI, and provides local businesses the opportunity to garner
additional marketing and exposure. As mentioned in CGI’s Frequently Asked Questions
(attached), even if no businesses obtain a sponsorship with CGI the program remains
free for the City.
Requirements of the City
Since CGI provides all aspects of video production and editing including equipment,
staffing, consultation and management, and other necessary resources to produce high
quality videos for the program, resources required from the City are minimal.
The draft Agreement with CGI (attached) details the requirements of the City if it were
to participate in the program. Throughout the duration of the three-year term of the
Agreement, the City would be required to prominently display a link to the Video Tour
on the homepage of the City’s website at www.lagunahillsca.gov. Additionally, the City
would be required to provide CGI with a Letter of Introduction (sample attached) on the
City’s letterhead to help promote CGI’s sponsorship opportunity to local businesses.
Since the program is supported by local business sponsorships, there is no cost for the
City to participate in the program. Only minimal staff time is required to assist CGI with
video scripting and video content consultation. Staff expects that video production
would begin in fall 2018, with an approximate production timeline of three months.
FISCAL IMPACT:
No commitment is required from the General Fund. Minimal staff time will be required
to assist CGI throughout the project.
ATTACHMENTS:
 Draft Agreement
 Sample Letter of Introduction
 Frequently Asked Questions
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Name: Don White
Title: City Manager
Address: 24035 El Toro Road
City, State, Zip: Laguna Hills, CA 92653
Phone: 949-707-2610
Email: dwhite@lagunahillsca.gov
Website: www.ci.laguna-hills.ca.us
This agreement is between CGI Communications, Inc. (“CGI”) and the City of Laguna Hills (the “City”) and shall remain in effect from the date
it is signed by both parties until the third anniversary of the date that the completed and approved Community Video Program is made avail able for viewer access on different devices via a link on the www.ci.laguna-hills.ca.us homepage, including any alternate versions of that
homepage.
During the term of this Agreement, CGI shall:
•
Produce a total of 6 video chapters with subject matter that includes but is not limited to: Welcome, Education, Healthy Living, Homes / Real
Estate
•
Provide one Community Organizations chapter to promote charities, nonprofits and community development organizations
•
Provide script writing and video content consultation
•
Send a videographer to City locations to shoot footage for the videos
•
Reserve the right to use still images and photos for video production
•
Provide all aspects of video production and editing, from raw footage to final video including professional voiceovers and background music
•
Provide a final draft of Community Video Program content subject to City’s approval (up to 3 sets of revisions allowed). CGI’s request for
approval of content or revision, including final draft, shall be deemed approved if no response is received by us within 30 days of request
•
Provide our patented OneClick™ Technology and encode all videos into multiple streaming digital formats to play on all computer systems,
browsers, and Internet connection speeds; recognized player formats include WindowsMedia™ and QuickTime™
•
Store and stream all videos on CGI’s dedicated server
•
Feature business sponsors around the perimeter of video panels
•
Be solely responsible for sponsorship fulfillment including all related aspects of marketing, production, printing, and distribution
•
Facilitate viewer access of the Community Video Program from City website, including any alternate versions of City’s homepage, for different
devices, by providing HTML source code for a graphic link to be prominently displayed on the www.ci.laguna-hills.ca.us website homepage as
follows: “Coming Soon” graphic link designed to coordinate with existing website color theme to be provided within 10 business days of
execution of this agreement. “Community Video Program” graphic link to be provided to replace the “Coming Soon” link upon completion and
approval of videos
•
Grant to City a license to use CGI’s Line of Code to link to and/or stream the videos
•
Own copyrights of the master Community Video Program
•
Assume all costs for the Community Video Program
•
Afford businesses the opportunity to purchase various digital media products and services from CGI and its affiliates
Program add-ons will include:
•
Digital 3D Community Map that links from the Video Tour
During the term of this Agreement, the City shall:
•
Provide a letter of introduction for the program on City’s letterhead
•
Assist with the content and script for the Community Video Program
•
Grant CGI the right to use City’s name in connection with the preparation, production, and marketing of the Program
•
Display the “Coming Soon” graphic link prominently on the www.ci.laguna-hills.ca.us homepage within 10 business days of receipt of HTML
source code
•
Display the “Community Video Program” link prominently on its www.ci.laguna-hills.ca.us homepage, including any alternate versions of your
home page, for viewer access on different devices for the entire term of this agreement
•
Ensure that this agreement remains valid and in force until the agreed upon expiration date, regardless of change in administration
•
Grant full and exclusive streaming video rights for CGI and its subsidiaries, affiliates, successors and assigns to stream all video content
produced by CGI for the Community Video Program
•
Agree that the town will not knowingly submit any photograph, video, or other content that infringes on any third party’s copyright, trademark or
other intellectual property, privacy or publicity right for use in any video or other display comprising this program.
This Agreement constitutes the entire agreement of the parties and supersedes any and all prior communications, understandings and agreements, whether oral
or written. No modification or claimed waiver of any provision shall be valid except by written amendment signed by the parties herein. City warrants that it is a
tax exempt entity. The undersigned, have read and understand the above information and have full authority to sign this agreement.

The City of Laguna Hills, CA

CGI Communications, Inc.

Signature:
Name (printed):

Name (printed): Nicole Rongo

Title:

Title: Vice President of Marketing and Acquisitions

Date:

Date: February 15, 2018
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3.a

DATE
Dear Valued Business Owner:
The City of Laguna Hills is excited to announce a new partnership with CGI Communications, Inc. to create
a series of professionally produced online videos to highlight everything our community offers residents,
visitors, and business owners.
In addition to creating the videos, CGI is ensuring they are seen. Mobile devices have shifted the
landscape of business, making it more important than ever to embrace technology as residents of
Laguna Hills are able to stream high quality video on every device. For many businesses, getting noticed
online can be a challenge, however, utilizing video dramatically improves visibility and drives more
action to your website than static pages; the demand for video climbing even higher for users on mobile
devices.
With an easily viewable interface on the official city website, this video program will encourage viewers to
learn more about area attractions, economic development opportunities, quality of life, and the businesses
supporting the program. In addition, the city's official website will backlink to CGI's www.elocallink.tv, which
hosts the Video Tour.
We are dedicated to highlighting the advantages of living and working in Laguna Hills; advantages that
include access to our wonderful business community; and we feel that this video program can be widely
successful. We encourage you to consider participating in this city-wide program as it provides an exciting
opportunity to showcase your business and utilize the power of video on your own websites and social
media pages.
To learn more about sponsorship opportunities or to request an appointment please e-mail
BrandonB@cgicommunications.com.
Best Regards,

Signatory
Title
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3.b

Frequently Asked Questions


Who is CGI Communications, Inc.?
Formed in 1988, CGI Communications, Inc. is the leading provider of high-impact marketing solutions to
communities and small businesses. CGI is one of Upstate New York's top growth companies, receiving multiple Top
100 Awards in the Greater Rochester Area.



Are there any hidden costs?
No, there is never a point where your municipality will see an invoice for any services we provide.



What if no businesses sign up for sponsorship?
Even if zero sponsors participate, your Community will still receive the program at no cost. There is no threshold or
minimum sponsorship requirement.



How long is the production time line?
The welcome video can be completed with in a few weeks. The entire video production is typically about 12 -14
weeks, but can vary depending on what time of year filming is preferred.



What is the relationship between CGI and the United States Conference of Mayors and the National League
of Cities?
CGI works closely with the USCM and NLC to provide a myriad of digital marketing tools to showcase and promote
individual municipalities nationwide. Our Community Showcase Program is an opportunity that both members and
non-members can participate in.



Who fulfills the sponsorship element of the Community Video Program?
CGI takes care of all sponsorship fulfillment, however if your community would like to recommend businesses
have the first right of refusal, we encourage and welcome you to do so.

to



Do we have a choice of what season we are filmed in?
Absolutely! It is our goal to film municipalities in the season you feel best represents your community as a whole.



Do we need an Official Representative in our Welcome video?
Absolutely not! It is your community's choice on whether or not you would like to have a civic leader represented in
the welcome video.



Does our city have a choice in what type of establishments can participate in the sponsorship fulfillment?
Of course! Your community has a say in the types of businesses that are featured. We simply need to know prior to
the beginning of the sponsorship fulfillment campaign. For further information, please request CGI's Sponsor Policy.



Is there a special rate for non-profit organizations that want to get involved?
We provide a Community Organizations chapter that creates an opportunity for local non-profits to garner exposure
on our program at no-cost.
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City of Laguna Hills
City Council/Planning Agency
Staff Report

DATE:

April 28, 2018

TO:

Mayor and Council Members

FROM:

Melissa Au-Yeung
Deputy City Manager

ISSUE:

City Council Policy Updates

RECOMMENDATION: That the City Council discuss and provide direction to staff
concerning the following existing City Council Policies:
ˑ
a) City Council Policy No. 110: City Recognition Policy
ˑ
b) City Council Policy No. 120: Procedures for Council Members to Place Items on a
City Council Agenda
ˑ
c) City Council Policy No. 201: Appointment of Commissioners
ˑ
d) City Council Policy No. 305: Advertising/Temporary Signs in City Parks
ˑ
e) City Council Policy No. 309: Community Center Facility Reservation Policy ˑ
f) City Council Policy No. 311: Group Picnic/Park Reservation Policy
ˑ
g) City Council Policy No. 313: Gymnasium Rental and Use Policy
ˑ
h) City Council Policy No. 314: Athletic Field/Roller Hockey/Skate Park Facility
Reservation Policy
ˑ
i) City Council Policy No. 320: Contract Change Order
ˑ
j) City Council Policy No. 350: Residential Streets Traffic Management Policy

SUMMARY:
Staff completed a comprehensive review of the City Council Policy Manual. As a result
of this review, staff is recommending minor changes to City Council Policy Nos. 110, 201,
305, and 350. More substantial changes are recommended to City Council Policy
Nos. 120, 309, 311, 313, and 314. Additionally, staff is recommending the deletion of
City Council Policy No. 320 as this issue was addressed with the adoption of Ordinance
No. 2018-2 in February 2018, and the addition of a new City Council Policy to address
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the use of electronic communication and digital devices by City Council members.
Consequently, staff is recommending the City Council review the proposed
modifications and direct staff to return with a Resolution adopting the proposed
changes to the City Council Policies.
BACKGROUND:
There are several routine business practices and City Council protocols that the City
Council has established over the years and in previous workshops. These policies are
outlined and compiled in the City Council Policy Manual. For the most part, these
policies appear to be working well for both the City Council and staff. Nevertheless, it is
the practice of the City to regularly review these business practices and protocols and
either confirm or make modifications, as appropriate. With this in mind, staff
conducted a comprehensive review of all the current City Council policies and is
recommending the modifications identified below. It should be noted that a redline
version of the applicable policies, with the recommended changes, have been included
as attachments to this report.
 City Council Policy No. 110: City Recognition Policy
Staff is recommending a minor change to this policy so as to conform to existing
practice. Specifically, staff is recommending removal of the discussion pertaining to
the pen and pencil set in the Five-Year Service Recognition section, as this set is no
longer provided to employees.
 City Council Policy No. 120: Procedures for Council Members to Place Items on a
City Council Agenda
While this is a newer policy that was officially approved by the City Council on
April 14, 2015, this policy effectively memorialized what had been the City Council’s
practice for many years. Staff is recommending that a new section be added under
Procedure specifying that agenda reports for placement on the agenda cannot
include adoption of an Ordinance or Resolution as a recommended action. Should
the Council Member desire the adoption of an Ordinance or Resolution by the City
Council, then the recommended action should include direction to staff to prepare
an Ordinance or Resolution for consideration by the City Council at a future meeting.
This modification would ensure the Ordinance or Resolution is drafted properly and
adequately reviewed by the appropriate City staff and the City Attorney.
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 City Council Policy No. 201: Appointment of Commissioners
This is a minor clean-up modification in how the attachments are identified under
the Attachments section.
 City Council Policy No. 305: Advertising/Temporary Signs in City Parks
Throughout the policy, the Community Services Department is incorrectly referred to
as the Recreation Department. Staff is recommending a minor correction in the
policy to clean-up the policy.
 City Council Policy No. 309: Community Center Facility Reservation Policy
This policy establishes the procedures for facility reservations within the Community
Center. Imbedded within the policy is a section on the rental fees for the use of the
Community Center, which includes a listing of the rental fees by room and additional
miscellaneous fees. Because the facility rental fees are periodically adjusted by the
City Council by Resolution, staff is recommending that the fees be removed from
within the policy and included as a listed attachment to the policy. As the fees are
updated, the new fees will be provided with the policy rather than updating the
policy each time the fees change.
 City Council Policy No. 311: Group Picnic/Park Reservation Policy
This policy establishes the procedures for facility reservations for Group Picnic/Park
Reservations. There are a few minor recommended changes throughout to provide
better clarification for users. Additionally, as in City Council Policy No. 309 above,
imbedded within the policy is a section on Park Use Fees, which includes a listing of
the rental fees by facility and amenity usage. Because the Park Use Fees are
periodically adjusted by the City Council by Resolution, staff is recommending that
the fees be removed from within the policy and included as a listed attachment to
the policy. As the fees are updated, the new fees will be provided with the policy
rather than updating the policy each time the fees change.
 City Council Policy No. 313: Gymnasium Rental and Use Policy
This policy establishes the procedures for reservations and usage of the gymnasium
facility. Imbedded within the policy is a section on fees, which includes a listing of
the rental fees. Because the fees are periodically adjusted by the City Council by
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Resolution, staff is recommending that the fees be removed from within the policy
and included as a listed attachment to the policy. As the fees are updated, the new
fees will be provided with the policy rather than updating the policy each time the
fees change.
 City Council Policy No. 314: Athletic Field Hockey/Skate Park Facility Reservation
Policy
This policy establishes the procedures for reservations and usage of City-owned
athletic fields, roller hockey rink, and Skate Park. Imbedded within the policy is a
section on fees, which includes a listing of the rental fees by facility. Because the
fees are periodically adjusted by the City Council by Resolution, staff is
recommending that the fees be removed from within the policy and included as a
listed attachment to the policy. As the fees are updated, the new fees will be
provided with the policy rather than updating the policy each time the fees change.
 City Council Policy No. 320: Contract Change Order
The City completed a complete overhaul of its purchasing policies and procedures in
February 2011. Earlier this year, the City Council adopted Ordinance 2018-2 as a
clean-up Ordinance to address inconsistencies within the Laguna Hills Municipal
Code stemming from the initial overhaul of the purchasing policies and procedures,
as well as to address the City Manager’s authority to approve modifications to
affected contracts. Consequently, this policy is no longer applicable and may be
deleted to avoid internal inconsistencies.
 City Council Policy No. 350: Residential Streets Traffic Management Policy
Staff is recommending minor updates to this policy to address the change in the
City’s website address as well as change in the City’s software module for addressing
resident concerns.
In addition to the changes detailed above, staff is recommending the addition of Council
Policy No. 130:
Digital Device, Email Accounts, Electronic Communications
Management, and Records Retention, a new City Council policy to address
requirements for the City Council’s use of electronic communications, digital devices,
and personal accounts to conduct City business in accordance with the California Public
Records Act (CPRA). More information on this new policy will be provided by the City
Attorney as a stand-alone agenda item within this workshop.
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Staff will return with a Resolution at the May 8, 2018, City Council meeting, to formally
adopt the changes identified above.
ATTACHMENTS:









Policy 110 City Recognition Policy-REDLINE
Policy 120 Council Member Agenda Items-REDLINE
Policy 201 Appointment of Commissioners-REDLINE
Policy 305 Advertising Temporary Signs in City Parks-REDLINE
Policy 309 Community Center Facility Reservation-REDLINE
Policy 311 Group Picnic & Park Reservation-REDLINE
Policy 313 Gymnasium Rental and Use-REDLINE
Policy 314 Athletic Field, Roller Hockey, Skate Park Facility Reservation PolicyREDLINE
 Policy 350 Residential Streets Traffic Management-REDLINE
 Proposed City Council Policy 130 Digital Devices, Email Accounts, Electronic
Communications Management, and Records Retention
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EXHIBIT A

CITY OF LAGUNA HILLS
City Council Policy
Subject: City Recognition Policy
Policy No. 110
December 14, 2016
December 14, 2016May 8, 2018

PURPOSE:
The purpose of this policy is to establish guidelines for official City recognition of
groups, individuals, events, Council Members, Commissioners, employees, and
other City-appointed officials.
POLICY:
METHODS OF RECOGNITION
RESOLUTIONS
The City may utilize a Resolution as a means of recognition. A Resolution is a
formal, written action of the City Council and must be agendized for a vote. All
Resolutions adopted by the City Council are numbered and placed in the official
book of Resolutions. Resolutions should only be used in the most significant
cases.
Adoption of a Resolution requires a staff report with a recommendation and
justification for issuing the Resolution.
CERTIFICATES AND PROCLAMATIONS
Certificates and Proclamations are prepared in response to the type of
recognition desired. Certificates are prepared for Commendations, Recognitions,
and Appointments. Proclamations are prepared when the request is to proclaim
something.
The City Council must provide direction to staff with regard to issuing a
Certificate or a Proclamation. Presentations will not be agendized if the recipient
cannot be present at a City Council meeting to receive the Certificate or
Proclamation. A Certificate or a Proclamation may also be presented at an event
by the Mayor or the Mayor’s designee.

1
Packet Pg. 21

Attachment: Policy 110 City Recognition Policy-REDLINE (1548 : City Council Policy Updates)

Effective Date:
Last Revision:

4.a

City Council Policy
No. 110
City Recognition Policy

PLAQUES

CITY TILE
The City Tile is a significant way of recognizing the service of City Council
Members, and full-time City Employees. A City Tile may also be appropriate for
dignitaries visiting from other states or countries.
MEETING DEDICATION
There are times when it is appropriate to dedicate a City Council meeting in
memory of an individual. The Mayor initiates this action. When the City Council
meeting is dedicated, a notation may appear on the agenda, and the Mayor
announces that the meeting is in memory of an individual. After the meeting,
an appropriate card or letter is sent to the family acknowledging the dedication,
and the dedication is noted in the minutes.
COUNCIL MEMBER RECOGNITION
A plaque and Resolution of Commendation may be presented as recognition for
an outgoing Mayor.
A City Tile and Dais name plate may be presented to outgoing Council Members
who complete at least one term of office. A Resolution or Certificate of Recognition
will also be presented by the Mayor at a City Council meeting to the outgoing
Council Member.
Upon retirement from City service, any Council Member who has served at least
two full-terms of office will be eligible for retirement recognition. The City
Manager is authorized to incur a reasonable expense to pay for a retirement
celebration event in honor of the Council Member. The determined expenditure
shall take into consideration years of service, availability of a City facility, and
the Council Member’s desire for such an event. A City Tile and a Resolution or
Certificate of Recognition will also be presented by the Mayor at a City Council
meeting to the retiring Council Member.
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COMMISSIONER/APPOINTED REPRESENTATIVE RECOGNITION

If a Commissioner or Appointed Representative finds it necessary to resign from
office prior to completion of his/her term, a Certificate of Appreciation will be
presented at a City Council Meeting.
A City plaque may be presented to outgoing Commissioners and Appointed
Representatives who complete at least one full term of office.
FULL-TIME EMPLOYEE RECOGNITION
FIVE YEAR SERVICE RECOGNITION
Employees shall be recognized on the fifth year anniversary of full-time
employment with the City of Laguna Hills. The employee shall receive a
Certificate of Recognition presented by the City Manager and will also receive a
pen and pencil set..
TEN YEAR SERVICE RECOGNITION
On the tenth year anniversary of full-time employment with the City of Laguna
Hills, the employee shall receive a Certificate of Recognition presented by the
Mayor at a City Council Meeting. The employee will also receive an engraved
clock. For management employees, upon completion of ten years of full-time
employment with the City, the City shall make a one-time allotment of 40 hours
of vacation leave to the employee’s vacation leave balance.
In addition, a full-time employee who separates from employment with the City
after ten years of service may receive a City Tile.
FIFTEEN YEAR SERVICE RECOGNITION
Upon the employee’s fifteenth year anniversary of full-time employment, the
employee shall receive a Certificate of Recognition presented by the Mayor at a
City Council meeting and a one-hundred dollar ($100.00) gift certificate to a
Laguna Hills business establishment in commemoration of his/her anniversary
with the City.
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Upon the employee’s twentieth year anniversary of employment, the employee
shall receive a Certificate of Recognition presented by the Mayor at a City Council
meeting and a watch in commemoration of his/her anniversary with the City.
The watch will have a not-to-exceed cost of $300.00. This not-to-exceed cost
may be increased by the City Manager over time to account for inflation.
For non-management employees, upon completion of twenty years of full-time
employment with the City, the employee shall receive a one-time allotment of 40hours of discretionary holiday leave which must be used in the twelve month
period after it is received. Such discretionary holiday leave hours do not have
any cash value.
TWENTY-FIVE YEAR SERVICE RECOGNITION
On the twenty-fifth year anniversary of full-time employment with the City, the
employee will receive a Resolution presented by the Mayor at a City Council
Meeting and a two hundred and fifty dollar ($250.00) gift certificate to a Laguna
Hills business establishment in commemoration of his/her silver anniversary
with the City.
For management employees, upon completion of twenty-five years of full-time
employment with the City, the employee shall receive a one-time allotment of 40hours of discretionary holiday leave which must be used in the twelve month
period after it is received. Such discretionary holiday leave hours do not have
any cash value.
RETIREMENT RECOGNITION
Upon retirement, any regular full-time employee with at least five years of
continuous full-time employment with the City of Laguna Hills, who has reached
at least the PERS minimum age requirement of fifty years, and has met the PERS
conditions for service retirement, will be eligible for retirement recognition. The
City Manager is authorized to incur a reasonable expense to pay for a retirement
celebration event in honor of the employee. The determined expenditure shall
take into consideration years of service, availability of a City facility, and
employee’s and employer’s desire for such an event. A City Tile and/or a
Certificate of Recognition may also be presented by the Mayor at a City Council
meeting to the retiring employee.
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MISCELLANEOUS RECOGNITIONS

There are many events that occur in the community and at times the City is
asked to make official recognition. The City Council will provide direction to staff
regarding if and how the recognition should occur.
In making that
determination, the City Council should consider the significance of the event to
the entire community.
ATHLETIC/ACADEMIC ACCOMPLISHMENTS
Recognition may be provided when an individual or a team reaches a significant
level of competition. Recognition of athletic or academic achievement may be
given for a Championship at the CIF/County level or higher. If the individual or
team continues to compete at the State and/or National level, recognition should
occur when the individual or team has completed the highest level of
competition.
Athletic and academic accomplishments should be limited to those made by
persons competing in school-related or publicly conducted and sanctioned
competitions. Adults residing in the community may also be recognized for their
athletic achievements in well-recognized sporting events.
The determination of when recognition is appropriate shall be made by the City
Council.
ACTS OF HEROISM
Recognition can be given to those individuals who are residents of Laguna Hills
who perform heroic acts. The significance and infrequency of these acts would
indicate that this type of commendation should be framed and should be
presented at a City Council meeting. The City Council may recognize an act of
heroism by a person who is not a resident of Laguna Hills if the person saved is
a resident of Laguna Hills. Recognition of those who perform heroic acts will
typically be made at the recommendation of the Chief of Police Services, Orange
County Fire Authority, or Hospital Administrators.
EAGLE SCOUTS AND GOLDEN ARROW SCOUTS
Young men and women who are residents of Laguna Hills and become Eagle
Scouts or Golden Arrow Scouts should be recognized by the City. A Certificate
of Commendation will be prepared and presented by the Mayor, either at the
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Court of Honor where the Eagle Scout or Golden Arrow Scout Award is presented
or at a City Council meeting.

Appropriate Certificates or Proclamations will be prepared for regional events or
in response to requests from other cities. The City Council will provide direction
to staff with regard to preparing the recognition.
ATTACHMENTS:


None
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Last Revision:

April 14, 2015
May 8, 2018April 14, 2015

PURPOSE:
To establish guidelines for City Council Members to place items on a City
Council Agenda.
POLICY:
It shall be a policy of the City of Laguna Hills to follow a prescribed procedure
regarding the placement of items on a City Council Agenda.
PROCEDURE:
1)

The City Clerk assembles a preliminary agenda based on input she
receives from Department Heads and the City Manager regarding
reports they are preparing for the meeting.

2)

All reports are due to the City Clerk by 5:00 p.m. on Tuesday, one
week in advance of the scheduled meeting.

3)

Any Council Member who wishes to place a report on the Agenda
must submit their report in writing to the City Clerk by the same
deadline as stated above. At a minimum, the report must: (1) set
forth a subject matter that reasonably describes the issue to be
presented for consideration by the City Council; and (2) the report
must contain a recommendation if the Council Member desires a
specific action to be taken by the City Council at the meeting.
Council Members may provide background information as a part of
their report and attachments or exhibits that they believe will be
helpful to their presentation and with gaining support for their
recommended action.
Council Members may request limited
assistance from staff with obtaining copies of existing materials
and/or data related to their agenda report, provided said assistance
does not require any new work or independent analysis to be
performed and in the aggregate, does not require more than one-hour
of staff time.
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4)

Council Member agenda reports cannot include any Ordinances or
Resolutions. If the ultimate action desired includes adoption of an
Ordinance or Resolution, then the recommended action in the Agenda
Report should include direction to City staff to prepare said Ordinance
or Resolution for consideration by the City Council at a future
meeting.

4)5)

The City Clerk reviews all staff reports for grammar, spelling,
appearance, and format, ensuring that all supporting materials or
documents are attached and complete.

5)6)

The City Manager reviews all reports for content, clarity, and
recommended action(s), making changes as he deems appropriate
and/or making requests for additional information that he believes
are necessary to present the Council with a complete report. The City
Manager may exercise his sole discretion and judgment in deciding
the content and timing of all agenda items, with the exception of
reports that are specifically requested by a majority of the City
Council or actions that are required by law.

ATTACHMENTS:
● NONE
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Effective Date:
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February 11, 1992
October 25, 2005May 8, 2018

PURPOSE:
To provide guidelines for appointing Commissioners as Commissions are
created, terms expire, and vacancies occur.
BACKGROUND:
It is advantageous to have a smooth transition as terms for City
Commissioners expire or positions are vacated. This policy provides those
guidelines.
POLICY:
A Commission is formed by adoption of a Resolution by the City Council. Only
the Planning Commission is established by Ordinance. The Resolution or
Ordinance should include:
1.
2.
3.
4.
5.

The term of office for Commissioners.
Whether the Commission is advisory or has decision making abilities.
The staff assistance that will be provided.
The duties of the Commission.
The time and place of meetings or an indication that the Commission
would establish those.
6. The Officers of the Commission.
7. The effective date of the Commission.
8. Whether there are filing requirements under the Political Reform Act.
When the Resolution or Ordinance is adopted, the City Council should direct
the City Clerk to post the Notice of Vacancy and begin the application process.
Application Process
An application form is attached as Exhibit A.
The application period will be for 30 days. This will allow sufficient time for the
City Clerk to publish a legal ad, provide a press release, post Notices of
Vacancy, and for receipt of applications.
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Applications will be accepted by the City Clerk.

At the close of the application period:
1. Copies of the applications will be provided to the City Council within ten
days.
2. The City Council will set a time to conduct the interviews in the
Conference Room. It will be a noticed meeting of the City Council.
3. Each applicant will be contacted and given an appointment time. The
City Clerk will greet each applicant in the lobby and escort them into the
City Council at the time of their interview. The City Council will
interview each applicant. If an applicant is unable to appear for an
interview, their application is still considered when the City Council
makes its decision.
4. The City Council discusses the applicants and makes appointments by
one of the following methods:


After reaching a consensus through their discussion, by one
motion, appoint the Commissioners to fill all existing vacancies.



Establish a means of voting for the Commissioners. If this method
is used, all ballots are a part of the record of the meeting and are
public information.

Notification Process
After the City Council has made the appointments, immediately, the Mayor
calls those that have been appointed and asks them to be present at a City
Council meeting to be sworn in. The City Clerk prepares a letter for the
Mayor’s signature to all other applicants thanking them for their interest in
serving.
Service on the Commission does not begin until the Oath of Office is taken.
A follow up letter is sent to the appointees confirming their appointment and
forwarding Statement of Economic Interest Forms if they are required.
Applications for those not appointed will remain active for a one year period,
and these applicants will be contacted if a vacancy on the Commission should
occur during that time.
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At the City Council Meeting, all new Commissioners for a given Commission
will take the Oath of Office administered by the City Clerk, and the Mayor will
present each Commissioner with a framed Certificate of Appointment. If it is a
newly formed Commission, the Commissioners will draw by lot to determine
which will have an initial four year term and which will have a two year term.
All Commissioners now have staggered, four year terms.
Operation of the Commission
The staff support for the Commission will arrange for the first meeting at which
the Commission will elect a Chair and Vice Chair. Their term of office will be
for one year. All Commissions will reorganize at their first meeting in March,
provided any newly appointed or reappointed Commissioners have been seated.
Process for Filling Vacancies on Established Commissions
If a Commissioner resigns from a Commission before the term of office is over,
the resignation will be in writing to the City Council. A vacancy does not exist
until the City Council accepts the resignation. Then, the same procedure as
outlined above will be followed to fill the vacancy.
Terms of Commissioners will be for four years and will expire on January 31st;
however, Commissioners whose terms are expiring remain in office until the
City Council has completed its appointment process.
The first week of December of even numbered years, the City Clerk will post
Notices of Vacancy for those seats on the Commissions whose terms of office
will expire. A letter will be sent to these Commissioners indicating their term
will expire and reappointment is not automatic. Exhibit B to this Policy is the
general form to be used for the letter. The same procedure as outlined above
will be followed to fill the vacancies. A Commissioner may or may not be
reappointed to a Commission.
ATTACHMENTS:



Exhibit A – Application
Exhibit B - Letter Regarding Term Expiration
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January 23, 1996
January 23, 1996May 8, 2018

PURPOSE:
To establish procedures for the Recreation Community Services Department
with respect to authorizing the placement of advertising/temporary signs with
sponsorship recognition in City parks.
POLICY:
It shall be the policy of the City of Laguna Hills to follow a prescribed process
and consistent policy regarding the use of advertising/temporary signs with
sponsorship recognition in City parks.
A. Guidelines for advertising/temporary sign(s) with sponsorship recognition:
1. May not exceed 32 square feet in size.
2. May only be erected during an event (i.e., baseball game, picnic,
parade, etc.) and may not be left up overnight.
3. Must be aesthetically and linguistically appropriate.
4. Signs may only be displayed in City approved locations.
B. Scoreboards will be limited to one per field and the face of the scoreboard
shall not be visible from the public right-of-way. Advertising and/or
sponsorship recognition will not be allowed on scoreboards.
Any
installation that has the sole purpose of a scoreboard and is not attached
to a permanent building shall be exempt from the size restriction and be
judged solely on its appropriateness.
PROCEDURE:
Before an advertising/temporary sign with sponsorship recognition can be
displayed in a City park, the applicant must follow the procedures listed below:
1. Applicant must submit to the Recreation Community Services
Department a request for the advertising/temporary sign with
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sponsorship recognition in the parks. The applicant must also
have an approved Facility Use Application Form which shows that
applicant has reserved the facility on the dates and at the times
sign(s) are requested.
2. All deposits and/or fees for facility reservations must have been
paid prior to sign application approval.
3. Sign application must be submitted at least two (2) weeks prior to
the requested date of display.
4. Final approval rests with the City Manager or his/her designee.
5. Any other type of sign request other than those discussed in this
policy can be made through the Recreation Community Services
Department of the City of Laguna Hills.
ATTACHMENTS:


None
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Effective Date:
Last Revision:

January 11, 2000
June 28, 2016May 8, 2018

PURPOSE:
To establish procedures for the Community Services Department with respect
to authorizing rental use of the Laguna Hills Community Center.
POLICY:
It shall be the policy of the City of Laguna Hills to follow a prescribed process
and consistent procedure regarding the authorization of Community Center
facility reservations.
PROCEDURE:
I.

PRIORITY USE
Priority of use for Community Center reservations shall be as follows:
1.

City programs, including those activities and events in which the
City of Laguna Hills is cosponsoring.

2.

Laguna Hills sports organizations directly sponsoring youth
programs open to all applicants, local youth and adult
organizations and groups such as service clubs, churches, and
veterans, whose membership is open to the public provided such
organization and/or group carries out its activities through an
existing bona fide office, a recognized place of worship, or an
existing recognized and established meeting place that is physically
located within the City.

3.

Residents of the City of Laguna Hills.

4.

Local merchants of the City of Laguna Hills wishing to reserve and
make use of facilities for an activity directly related to their
business pursuits within the City.

5.

Non-resident nonprofit organizations.
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II.

Non-resident individuals and businesses.

APPLICATION PROCESS
A.

Applicants must complete a Facility Permit application for
Community Center facility use. The application must be received
at least fourteen (14) days in advance. Requests received less than
fourteen (14) days in advance will be granted if conditions allow
and payment for these reservations shall be paid in full when the
request is made and the application is approved.

B.

A mandatory site meeting will be scheduled with the Facility
Permit applicant and the City’s facility coordinator at the
Laguna Hills Community Center & Sports Complex. The site
meeting appointment should be made at least 14 days prior to the
event. Any caterer or special event coordinator should also attend
the site meeting. Failure to complete a site meeting could result in
a cancellation of the event and forfeiture of fees and deposits. The
applicant is the only person who may request changes to the
reservation.

C.

All payments are due fourteen (14) calendar days prior to
scheduled use. Payments made less than fourteen (14) calendar
days prior to use must be made in cash, cashier’s check, or
money order. All receipts for payments and any reimbursements
will be made to the Applicant only, regardless of payment source.
Always identify payments by event date(s), facility, and reserving
party’s name.

D.

Usage time on the application must include all facility preparation,
including the user’s setup and decoration time by caterer and/or
user, as well as cleanup time following use.
Reservations are
based upon use within the specified time period. Any additional
use will be charged.

E.

Building rentals include the use of tables and chairs. Kitchen
rental offers use of refrigerator/freezer, stove, oven(s), and
microwave. Building staff will set up and break down the floor plan
requested. However, due to other responsibilities, only one setup
per group will be provided. Please do not request changes after the
setup is complete.
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III.

F.

Dependent upon the nature of the proposed activity or facility use,
the City may, at its discretion, require the applicant to obtain, at
his/her own expense, a comprehensive general liability insurance
policy covering bodily injury and property damage in an amount
not less than $1,000,000 combined single limit from an insurer
admitted within the State of California. This liability insurance
policy must name as additional insureds, the City of Laguna Hills,
its officers and employees. The City, depending on the nature of
activity may also require that this insurance cover the applicant’s
participants as well as spectators or others attending the activity.
Applicants required to provide liability insurance must provide the
original Certificate of Insurance in the amount of $1 million or
more to the City Clerk via the Community Services Department for
approval at least fourteen (14) days prior to reservation date.

G.

Community Center rentals in excess of 500 attendees may require
a Special Event Permit, additional approvals from other City
departments, and other requirements or documentation as
determined by the Community Services Department based on the
nature of the event.

POLICIES AND PROCEDURES
A.

General Rules







Use of the kitchen must be included on the application form.
If using a caterer, a copy of the caterer’s license must be
received at least 14 days before the event.
Kitchen facilities are not supplied with cooking utensils.
These must be provided by the applicant and must all be
removed promptly and completely upon conclusion of the
event. Refrigerator space may be limited due to active, ongoing City programs.
Community Services staff are not authorized to sign for
deliveries and are not authorized to permit any deliveries that
vary from scheduled times.
The Community Services
Department cannot be held responsible for any items
delivered early or left behind. The applicant or event contact
person must accept all deliveries. The “set-up time” stated on
the application form is the earliest time that any deliveries
can be made.
Attendance cannot exceed occupancy for the rented rooms(s),
as shown on the following Community Center floor plan.
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B.

The City is not responsible for personal injuries, damages, or
stolen property.
Equipment or furnishings shall not be removed or rearranged
without prior written approval from the Community Services
Director.
Smoking is not permitted, indoors or outdoors, at the
Community Center facility per the City’s Municipal Code.
Open flames (i.e. candles) will not be allowed in the facilities,
unless specifically authorized in writing by the Community
Services Department.
Nails, staples, tape, and similar hardware may not be used to
attach materials to walls or ceilings in the Heritage Room. All
decorative and other items, such as signs, shall be removed
by the end of the rental period. Do not drag heavy items on
floors. Rice, confetti, glitter, or birdseed are not allowed.
Due to the special flooring, hard-soled shoes, food, or
beverages are not allowed in the physical activity room or the
gymnasium.
Violations of City ordinances, state law, or a Facility Permit’s
terms and conditions, by any user, will result in the
immediate revocation of the permit and the cancellation of
the remainder of the reservation. The individual or group will
not be issued a permit for twelve months from date of the
violation.

Alcoholic Beverages






Alcoholic beverages are permitted only within the confines of
the Laguna Hills Community Center building and adjacent
patios and courtyard. Alcoholic beverages are limited to the
use of white wine, champagne, and beer. Beer kegs are not
allowed.
Anyone requesting the use of alcoholic beverages must
submit a proper application form with their facility use
application. A $50 alcohol permit fee will be charged to all
applicants requesting to serve alcohol.
Applications to serve alcoholic beverages will not be
considered for approval for any activity with a youth
emphasis.
This includes activities for minors such as
birthday parties, quinceaneras, bar and bat mitzvahs, or
student activities.
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Alcohol may not be served to minors. Alcoholic beverages are
to be served only to persons 21 years of age and older. The
applicant’s failure to comply, monitor, and enforce this law is
grounds for terminating the activity and forfeiting the
refundable deposits and all rental fees which have been paid.
All alcoholic beverages must be consumed inside the rented
area of the facility.
The consumption of alcoholic beverages is prohibited during
set up and clean up time.
An Alcohol Beverage Control (A.B.C.) License must be
provided if alcohol is to be sold during the scheduled activity,
if a donation is requested or admission is by donation, if
admission is charged, or if presale is charged for an event
where alcohol is present.
1.

It is the responsibility of the applicant to contact
Alcohol Beverage Control to obtain a license. A letter
regarding your event will be provided for you to present
to the Alcohol Beverage Control License office. Contact
Alcohol Beverage Control at:
28 Civic Center Plaza
Santa Ana, California
(714) 558-4101

2.

C.

A copy of the A.B.C. license must be submitted to the
Community Services Department at least five (5)
calendar days prior to your event.

Community Center Facility Use Scheduling






Community Services staff will be on hand to admit you to the
rented facilities at the time you have specified on the
application form. Renters will be allowed to occupy the
facilities only during the times listed on the application.
Building staff will set up all tables, chairs, and equipment
according to the set up plans provided. If no set up plan is
submitted, building staff will set up the building according to
standard set up configurations for the type and size indicated
on the application.
Due to limited space, storage will not be provided for building
rentals.
All equipment, supplies, food, and decorations
5
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brought in by renters must be removed by the renter before
leaving the building and within the application rental time
period.
D.

Decorations



E.

Community Center Facility Clean Up


F.

Facilities must be left in the same condition in which they
were found. Community Services staff will provide renters
with a clean-up checklist that should be filled out before and
after the activity to determine needed clean up or repairs
before and after the rental. If the facility is not cleaned up as
found, the applicant will pay for cleaning costs which will be
taken from applicant’s cleaning deposit. If clean-up costs are
more than the cleaning deposit, the applicant will be
responsible for paying the difference.

Adjustment of Rental Rates


IV.

Decorations must be flame retardant.
Decorations with hay or straw are prohibited. Users and
attendees shall not throw confetti, birdseed, popcorn, rice, or
other material.

The facility rental rates under Section IV. Fees of this policy
will be adjusted for inflation every two (2) years per City
Council Resolution.

FEES

The following rental fees are set by City Council Resolution (attached).

A
B
C
RESIDENT
RESIDENT
NON-RESIDENT
NONPROFIT
PRIVATE
NONPROFIT
**ALL FEES ARE PER HOUR UNLESS NOTED OTHERWISE**
Heritage Room (Full Banquet Room Rental)

D
NON-RESIDENT
PRIVATE

E
COMMERCIAL

Weekday

$110.00

$140.00

$165.00

$200.00

$250.00

Weekend

$120.00

$160.00

$190.00

$220.00

$260.00

Overnight (flat

$160.00

$210.00

$260.00

$315.00

$365.00

fee per night)
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C
NON-RESIDENT
NONPROFIT

D
NON-RESIDENT
PRIVATE

E
COMMERCIAL

Weekday
Weekend

$60.00
$75.00

$70.00
$80.00

$100.00
$110.00

$115.00
$125.00

$140.00
$150.00

Overnight (flat

$75.00

$105.00

$135.00

$160.00

$185.00

fee per night)

Heritage Room - 2/3 of Banquet Room Rental (A+B, B+C)
Weekday

$85.00

$100.00

$135.00

$160.00

$200.00

Weekend

$100.00

$120.00

$150.00

$175.00

$230.00

Overnight (flat

$75.00

$105.00

$135.00

$160.00

$185.00

$35.00

$35.00

$40.00

$40.00

$65.00

$50.00

$50.00

$60.00

$60.00

$90.00

$40.00

$40.00

$50.00

$50.00

$70.00

$45.00

$50.00

$60.00

$80.00

$100.00

$30.00

$40.00

$50.00

$70.00

$90.00

fee per night)

Kitchen Use (Heritage Room)
Full Use w/Rental of
Room (Per Hour)
Partial Use w/Rental
of Room - Includes
use of Refrigerator,
Ice Machine
(Flat Fee)
Kitchen Rental Only
(Per Hour)

Large
Classroom
(A & B
Combined)

Individual
Classroom
(A or B)

Kitchen Use (Classroom) Kitchen rental without Classroom rental is not available
Partial Use Includes use of
Refrigerator, and
Oven only
(Flat Fee)

$20.00

$20.00

$20.00

$20.00

$20.00

Art Room

$30.00

$40.00

$50.00

$70.00

$90.00

Physical
Activity Room

$45.00

$50.00

$60.00

$80.00

$100.00

Tower Room

$35.00

$40.00

$45.00

$55.00

$60.00

Plaza Rental

$25.00

$30.00

$40.00

$50.00

$60.00

7
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B
RESIDENT
PRIVATE
$50.00

C
NON-RESIDENT
NONPROFIT
$50.00

D
NON-RESIDENT
PRIVATE
$50.00

E
COMMERCIAL
$50.00

Weekend Rate:
The weekend rate will begin at 5:00 p.m. on Fridays through 12:00 a.m.
on Sundays.
Cancellation Fees:
14 or more days: 25% of deposit
14 or fewer days: 50% of deposit
Early Arrival/Late Departure Fee:
Time and one-half hourly rental fee
Lobby Rental Fee:
$100 flat fee
Dance Floor Rental Fee:
16’ x 20’ = $200 rental fee
AV System with Screen and Podium Rental:
$75 flat fee
Deposit Fee:
$250 – Deposit for events not serving alcohol
$500 – Deposit for events serving alcohol or in excess of 75 guests
Minimum Hourly Rental:
Two-hour minimum hourly rental – Heritage, Classroom, Art Room Only
ATTACHMENTS:




Lower Floor Plan
Upper Floor Plan
Fees

8
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CITY OF LAGUNA HILLS

Effective Date:
Last Revision:

January 11, 2000
July 1, 2013May 8, 2018

PURPOSE:
To promote orderly and effective use and enjoyment of City Parks. Any group
of 50 or more persons will be considered a “Large Group” and required to
obtain a Facility Permit for Park use from the Community Services Department.
Groups of less than 50 persons may reserve a Park if they desire to assure use
of the site. Large Group Park use will not be permitted on consecutive
weekend days at the same Park without special approval from the Community
Services Department. Facility Permits are issued subject to compliance with
the following Park use policies and regulations.
POLICY:
It shall be the policy of the City of Laguna Hills to follow a prescribed process
and consistent procedure regarding the authorization of Group Picnic/Park
Reservations. Any group of 50 or more persons will be considered a “Large
Group” and required to obtain a Facility Permit for Park use from the
Community Services Department. Groups of less than 50 persons may reserve
a Park if they desire to assure use of the site. Large Group Park use will not be
permitted on consecutive weekend days at the same Park without special
approval from the Community Services Department. Facility Permits are
issued subject to compliance with the following Park use policies and
regulations.
PROCEDURE:
I. POLICIES AND PROCEDURES
A.

Applicants must complete a Facility Permit application for group
picnic or Park facility use. The applications must be received at
least fourteen (14) days in advance. Requests received less than
fourteen (14) days in advance will be granted if conditions allow.

B.

An applicant must specify an exact list of the equipment that the
applicant wishes to bring on the Facility Permit application. A map
showing the locations of equipment may be required.

C.

The Community Services Department reserves the right to limit the
hours of use of Park facilities to prevent adverse effect for adjacent
1
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D.

All fees must be paid at the time of application.

E.

Deposit fees are not refundable if any condition of the reservation
has not been met.

F.

If cancellation is made less than 14 days prior to the scheduled
Park use, fifty percent of the refundable deposit will be forfeited.

G.

Heavy rain, as determined by park City staff, on the date of the
reservation qualifies an applicant for a refund or selection of an
alternate date. Be sure to contact park City staff to confirm
determination.

H.

ALCOHOL IS PROHIBITED. No Person shall consume, possess,
sell, or transfer any alcoholic beverages within a Park per City
Ordinance.

I.

Smoking is prohibited in a Park per City Ordinance.

J.

Dependent upon the nature of the proposed activity or Park use,
the City may, at its discretion, require the applicant to obtain, at
his/her own expense, a comprehensive general liability insurance
policy covering bodily injury and property damage in an amount
not less than 1,000,000 combined single limit from an insurer
admitted within the State of California. This liability insurance
policy must name, as additional insured, the City of Laguna Hills,
its officers and employees. The City, depending on the nature of
activity may also require that this insurance cover the applicant’s
participants as well as spectators or others attending the activity.
These insurance provisions shall be submitted to the City Clerk via
the Community Services Department for approval at least fourteen
(14) days prior to reservation date. (See attached “Guidelines for
Obtaining an Insurance Certificate.”)

K.

Amplified sound systems, generators, moon bounces, tents, dunk
tanks, pony rides, tents, or other items that could cause damage or
disruption should be noted on the application form and are not
permitted unless approved by the Director, or his or her designee.
They must be kept in designated areas only. The applicant must
provide an adequate safety and cleanup plan for review prior to
approval. Additional insurance may be required at applicant’s
expense.
2
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L.

Large Group Park users utilizing the Laguna Hills Community
Center and Sports Complex may not use Community Center
facilities (except restrooms) or other City Facilities without a
separate reservation.

M.

Park amenities (including fields, volleyball and basketball courts,
etc.) may be reserved for up to three (3) hours of use in
conjunction with a group picnic reservation when available. To
request a Park amenity use reservation, please indicate a three (3)
hour time slot on the application. Otherwise, all amenities are on
a first come, first serve basis and cannot be reserved.

N.

No glass containers are allowed in a Park per City Ordinance.

O.

Applicant is responsible for cleanup following the reservation
period. Groups failing to perform cleanup after their activity will
forfeit their total deposit.

P.

Group picnics in excess of 500 attendees may require a Special
Event Permit, additional approvals from other City departments,
and other requirements or documentation as determined by the
Community Services Department based on the nature of the event.

Q.

Group users must abide by all regulations stated in the Park and
Recreation Facility Use Regulations (City of Laguna Hills Municipal
Code, Chapter 8-04).

II. PARK USE FEES – (UPDATED 07/01/2013)
The Park Use Fees are set by City Council Resolution (attached).
A
RESIDENT
NON-PROFIT
Neighborhood
Park
Refundable
Deposits
Rental Fees
CC Sports
Complex
Refundable
Deposits
Picnic Shelter
Rental Fees (per
bay)
Picnic Shelter Entire
Bay Rental

B
RESIDENT
PRIVATE

C
NON-RESIDENT
NON-PROFIT

D
NON-RESIDENT
PRIVATE

E
COMMERCIAL

$100.00

$100.00

$100.00

$100.00

$200.00

$0

$20.00/hr

$ 40.00/hr

$ 45.00/hr

$ 60.00/hr

$100.00

$100.00

$100.00

$100.00

$200.00

$15/hr

$25.00/hr

$40.00/hr

$50.00/hr

$75.00/hr

$45.00/hr

$75.00/hr

$95.00/hr

$155.00/hr

$230.00/hr
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Picnic Shelter Entire
Bay Overnight
(flat fee)
Gazebo
Town Green

$90.00

$150.00

$180.00

$300.00

$450.00

$10.00/hr
$25.00/hr

$10.00/hr
$30.00/hr

$15.00/hr
$35.00/hr

$15.00/hr
$40.00/hr

$15.00/hr
$45.00/hr
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City Council Resolution Establishing Group Picnic/Park Reservation
FeesNone
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CITY OF LAGUNA HILLS

Effective Date:
Last Revision:

January 11, 2000
June 28, 2016May 8, 2018

PURPOSE:
To establish a policy regulating the use of the Laguna Hills Community Center
and Sports Complex gymnasium facility.
POLICY:
It shall be the policy of the City of Laguna Hills to follow a prescribed process
and consistent procedure regarding the authorization of gymnasium rental and
use.
PROCEDURE:
I.

PRIORITY USE
Scheduling preference for gymnasium dates shall be considered in
accordance with the following criteria:
A. Community Services Department programs and tournaments or
tournaments cosponsored by the City of Laguna Hills.
B. Not for profit Laguna Hills sports organizations directly sponsoring
youth programs open to all applicants and predominately serving
Laguna Hills youth.
C. Charitable, nonprofit organizations servicing the Laguna Hills area and
areas outside the Laguna Hills community.
D. All other groups.

II.

APPLICATION PROCESS
A. Applicants must complete a Facility Permit application for gymnasium
use. The application must be received at least fourteen (14) days in
advance. Requests received less than fourteen (14) days in advance will
be granted if conditions allow.

1
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POLICIES AND PROCEDURES
A. Game and practice schedules must allow for a forty-five (45) minute
pause between the start and finish of each individually scheduled
practice and/or game to allow for adequate parking. Game schedules
must be attached to the Facility Permit application.
B. Special approval must be obtained for the use of amplified music or a
public address system.
A letter requesting approval should be
addressed to the Director of Community Services and should be
submitted with the application.
C. Due to the special flooring, hard-soled shoes, food, or beverages are not
allowed in the gymnasium.
D. All fees must be paid at the time of application.
E. Dependent upon the nature of the proposed activity or gymnasium
use, the City may, at its discretion, require the applicant to obtain, at
his/her own expense, a comprehensive general liability insurance
policy covering bodily injury and property damage in an amount not
less than $1,000,000 combined single limit from an insurer admitted
in the State of California. This liability insurance policy must name, as
additional insureds, the City of Laguna Hills, its officers and
employees. The City, depending on the nature of activity may also
require that this insurance cover the applicant’s participants as well as
spectators or others attending the activity. These insurance provisions
shall be submitted to the City Clerk via the Community Services
Department for approval at least seven (7) days prior to reservation
date. The reservation will not be permitted if these insurance
requirements are not met.
F. Applicant is responsible for cleanup following the reservation period.
Groups failing to perform cleanup after their activity will be billed
based on current cost of repair, cleanup, or replacement as established
by the City.
G. ALCOHOL IS PROHIBITED. No person shall consume, possess, sell,
or transfer any alcoholic beverages within the gymnasium facility.
H. Smoking in the gymnasium is prohibited per City Ordinance.
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I. Gymnasium rentals in excess of 500 attendees may require a
Special Event Permit, additional approvals from other City
departments, and other requirements or documentation as
determined by the Community Services Department based on the
nature of event.
J. The rental rates under Section IV., A. Gymnasium Rates of this
policy shall be adjusted for inflation every two (2) years per City
Council Resolution.
K. The rental rates under Section IV., B. Laguna Hills Youth Sports
Organization Gymnasium Rates of this policy shall be adjusted every
two (2) years per City Council Resolution.
IV.

FEES

The rental fees of this policy shall be determined by City Council Resolution
(attached). The following fees are set by City Council Resolution.
A.

Gymnasium Rates – (Updated 07/01/2013)

A
B
C
RESIDENT
RESIDENT
NON-RESIDENT
NONPROFIT
PRIVATE
NONPROFIT
**ALL FEES ARE PER HOUR UNLESS NOTED OTHERWISE**
One Court
$25.00
$50.00
$65.00

D
NON-RESIDENT
PRIVATE

E
COMMERCIAL

$100.00

$120.00

Full Gymnasium

$45.00

$100.00

$150.00

$175.00

$215.00

Full Gymnasium
Overnight (flat

$70.00

$185.00

$300.00

$350.00

$430.00

fee per night)

B.

Laguna Hills Youth Sports Organization Gymnasium Rates
The following rates will apply to a Laguna Hills not-for-profit youth
sports organization that is comprised predominately of Laguna
Hills resident youths and the sports organization is open to all
youth applicants. In addition, the youth sports organization is
administered by volunteer Laguna Hills residents that serve as
officers, coaches, commissioners, or board of directors.
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Application for Laguna Hills Youth Sports Organization
gymnasium use must include a Federal Tax Exempt I.D. number,
and may require proof of same by showing either a “Statement of
Domestic Nonprofit Organization” filed with the State of California
or nonprofit tax identification number. Appropriate documentation
to verify Resident Nonprofit status may also be requested which
includes, but is not limited to, team rosters, utility bills from team
player’s place of residence, sports organization’s bylaws, mission
statements or equivalent.
Type of Use
Without Lights
One Court

Youth Sport
Organization
No charge

Full Gymnasium
With Lights
One Court

No charge

Full Gymnasium
Full Gymnasium
Overnight
(flat
fee per night)

$30.00/hr.
$70.00

$15.00/hr.

ATTACHMENTS:


NoneCity Council Resolution Establishing Gymnasium Rental Fees
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City Council Policy
Subject: Athletic Field/Roller Hockey /
Skate Park Facility Reservation
policy
Policy No. 314
Effective Date:
Last Revision:

January 11, 2000
July 1, 2013May 8, 2018

PURPOSE:
To establish a policy regulating the utilization of City owned Athletic Fields,
roller hockey rink, and skate park.
POLICY:
It shall be the policy of the City of Laguna Hills to follow a prescribed process
and consistent procedure regarding the authorization of Athletic Fields, roller
hockey facility, and skate park reservations.
PROCEDURE:
I.

RESERVATIONS
Applicants must complete a Facility Permit application for Athletic Field,
roller hockey facility, and/or skate park use. The application must be
received at least fourteen (14) days in advance. Requests received less
than fourteen (14) days in advance will be granted if conditions allow.
A.

Reservation of the roller hockey facility may be made for games or
practices with the following restrictions:




B.

A maximum of one use per week.
Facility
may
only
be
reserved
on
a
one-hour
minimum/maximum basis.
During prime seasons, teams may be restricted to the use of
one-half of the facility depending upon availability. Fees will
be adjusted accordingly.

City programs and activities will take precedence over other roller
hockey facility reservations. Reservations will be taken in order of
priority as follows:
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Athletic Field Hockey/Skate Park Facility Reservation Policy





II.

Recreational youth teams currently enrolled in the Laguna
Hills Hockey League.
Adult teams currently enrolled in a Laguna Hills Hockey
League.
Private parties or practices.
Special events, tournaments, filming, etc.

POLICIES AND PROCEDURES
In the event of cancellation, it is the applicant’s responsibility to notify
the Community Services Department at least fourteen (14) days prior to
the reservation date if they wish a refund. All refundable use fees will be
returned if canceled fourteen (14) days prior to reservations. Those dates
canceled after fourteen (14) days will not be refunded.
A.

Game and practice schedules must allow for a forty-five (45) minute
pause between the start and finish of each individually scheduled
practice and/or game to allow for adequate parking.
Game
schedules must be attached to the Facility Application.

B.

Special approval must be obtained for the use of amplified music or
a public address system. A letter requesting approval should be
addressed to the Director of Community Services and should be
submitted a minimum of 30 days in advance.

C.

The sale of any and all items (i.e., programs, T-shirts, souvenirs,
etc.) are not permitted without the express written permission of
the Community Services Department.

D.

ALCOHOL IS PROHIBITED. No person shall consume, possess,
sell, or transfer any Alcoholic Beverages within the roller hockey
facility, Athletic Fields, skate park, or surrounding Park area.

E.

Smoking is prohibited in a City Park per City Ordinance.

F.

No glass containers are allowed in a Park, per City Ordinance.

G.

Applicant is responsible for facility cleanup of the entire roller
hockey rink, Athletic Field(s), skate park, and surrounding Park
area if applicable.

H.

Dependent upon the nature of the proposed activity or facility use,
the City may, at its discretion, require the applicant to obtain, at
2
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his/her own expense, a comprehensive general liability insurance
policy covering bodily injury and property damage in an amount
not less than 1,000,000 combined single limit from an insurer
admitted within the State of California. This liability insurance
policy must name, as additional insured, the City of Laguna Hills,
its officers and employees. The City, depending on the nature of
activity may also require that this insurance cover the applicant’s
participants as well as spectators or others attending the activity.
These insurance provisions shall be submitted to the City Clerk via
the Community Services Department for approval at least fourteen
(14) days prior to reservation date. (See attached “Guidelines for
Obtaining an Insurance Certificate.”)
I.

Cancellations due to inclement weather, etc., shall result in a
complete refund (not to include insurance) or another available
date at the applicant’s option.

J.

Violations of City ordinances, state law, or Facility Permit terms
and conditions by any user will result in the immediate revocation
of the permit and the cancellation of the remainder of the
reservation. The individual will not be issued a permit for twelve
months from the date of the violation.

K.

City may at its option, elect to require the group user to provide a
$250 damage deposit which is refundable if the facility is left in
appropriate condition after use. A portion or all of the deposit may
be retained if facility is not left in appropriate condition. If damage
incurred exceeds the $250 deposit amount, the facility renter will
be billed for the additional costs.

L.

Users must abide by all regulations stated in the Park and
Recreation Facility Use Regulations, Chapter 8-04, Laguna Hills
Municipal Code.

M.

Athletic Field, skate park and roller hockey rink rentals in excess of
500 attendees may require a Special Event Permit, additional
approvals from other City departments, and other requirements or
documentation as determined by the Community Services
Department based on the nature of event.

N.

The rental rates under Section III., Fees of this policy shall be
adjusted for inflation per City Council Resolution No. 2010-06-226.
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III.

FEES
The rental fees of this policy shall be determined by City Council
Resolution (attached). Fees are based on an hourly rate. All fees must be
paid within two (2) weeks of the application approval date.
A.

Type of Use
Daytime Use
Use of Hockey
Facility with Lights

B.

Type of Use
Half-day Rental
Full-day Rental

C.A.

Roller Hockey Facility – (Fees updated 07/01/2013)
A
RESIDENT
NON-PROFIT
$25.00
$30.00

B
RESIDENT
PRIVATE
$30.00
$35.00

C
NON-RESIDENT
NON-PROFIT
$40.00
$50.00

D
NON-RESIDENT
PRIVATE
$50.00
$60.00

B
RESIDENT
PRIVATE
NA
NA

C
NON-RESIDENT
NON-PROFIT
NA
NA

D
NON-RESIDENT
PRIVATE
NA
NA

E
COMMERCIAL
$85.00
$95.00

Skate Park
A
RESIDENT
NON-PROFIT
NA
NA

E
COMMERCIAL
$500.00
$1,000.00

Athletic Fields (hourly rates listed below are per field)
For the purposes of establishing Athletic Field Rates for Laguna
Hills youth sports organizations, the Resident Non-Profit category
in this Policy 314, Section III., C. shall be defined as follows:
A Laguna Hills’ not-for-profit youth sport organization that is
comprised predominately of Laguna Hills resident youths and the
sports organization is open to all youth applicants. In addition,
the youth sports organization is administered by volunteer Laguna
Hills residents that serve as officers, coaches, commissioners, or
board of directors.
Application for Resident Non-Profit athletic field use must include
a Federal Tax Exempt I.D. number, and may require proof of same
by showing either a “Statement of Domestic Non-Profit
Organization” filed with the State of California or non-profit tax
identification number.
Appropriate documentation to verify
Resident Non-Profit status may also be requested which includes,
but is not limited to, team rosters, utility bills from team player’s
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place of residence, sport organization’s bylaws and/or mission
statements or equivalent.
A
RESIDENT
NON-PROFIT
Daytime Use (No Lights)
Cabot Park
$0
Laguna Hills High $0
School
Laguna
Hills $0
Community Center &
Sports Complex
A
RESIDENT
NON-PROFIT
Use of Fields with Lights
Laguna Hills High $15.00/hr.
School
Laguna
Hills $15.00/hr.
Community Center &
Sports Complex
Field Overnight (flat $20.00
fee per night)

B
RESIDENT
PRIVATE

C
NON-RESIDENT
NON-PROFIT

D
NON-RESIDENT
PRIVATE

E
COMMERCIAL

$30.00/hr.
$25.00/hr.

$35.00/hr.
$30.00/hr.

$40.00/hr.
$35.00/hr.

$45.00/hr.
$40.00/hr.

$30.00/hr.

$35.00/hr.

$40.00/hr.

$45.00/hr.

B
RESIDENT
PRIVATE

C
NON-RESIDENT
NON-PROFIT

D
NON-RESIDENT
PRIVATE

E
COMMERCIAL

$35.00/hr.

$40.00/hr.

$45.00/hr.

$55.00/hr.

$40.00/hr.

$45.00/hr.

$50.00/hr.

$60.00/hr.

$40.00

$40.00

$60.00

$80.00

D.B. Non-Primary Use of Athletic Fields
The rates for use of Athletic Fields other than for sport related
activities are provided in the table below.
A
RESIDENT
NON-PROFIT
Non-primary usage
of fields (without
Lights)
Non-primary usage
of fields (with Lights)
Non-primary usage
of fields Overnight
(flat fee)

B
RESIDENT
PRIVATE

C
NON-RESIDENT
NON-PROFIT

D
NON-RESIDENT
PRIVATE

E
COMMERCIAL

$45.00/hr.

$50.00/hr.

$55.00/hr.

$60.00/hr.

$70.00/hr.

$60.00/hr.

$65.00/hr.

$70.00/hr.

$75.00/hr.

$80.00/hr.

$40.00

$60.00

$60.00

$80.00

$100.00

ATTACHMENTS:
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NoneCity Council Resolution Establishing Athletic Field, Roller Hockey,
and Skate Park Fees
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CITY OF LAGUNA HILLS

Effective Date:
Last Revision:

January 1995
April 8, 2003May 8, 2018

PURPOSE:
The City Council, Traffic Commission, and staff of the City of Laguna Hills have
developed this policy to provide guidance and uniform procedures to address
resident concerns regarding traffic safety in our neighborhoods. We desire to
resolve, to the extent feasible, our residents’ concerns for residential street
traffic safety issues. These issues will be documented and addressed through
the use of available traffic engineering and police enforcement tools. The
involvement of the neighborhood in fostering a consensus view of the issues
and their resolution will be encouraged. Solutions to documented traffic safety
issues will be addressed on an incremental basis from least to greatest actions
as necessary to resolve the issue based upon traffic engineering practices.
POLICY:

I.

INITIATING AN EVALUATION

The Traffic Engineering Staff shall initiate an evaluation of a traffic safety
issue on a residential street when any of the following occurs:
a.

A resident has contacted City staff by telephone, letter, or e-mail.
Residents are encouraged to utilize the City’s website at
www.ci.laguna-hills.ca.us www.lagunahillsca.gov to access the
RequestTracker Partner system to bring issues of concern to the
staff’s attention.

b.

A resident has addressed the City Council or Traffic Commission
raising a traffic safety issue on a residential street.

c.

The Traffic Commission requests, or the City Council directs, an
evaluation of a traffic safety issue on a residential street.

d.

The Staff observation of a traffic safety issue.

A single contact by a resident, with concurrence of the City’s Traffic
Engineer, is sufficient to initiate an evaluation of the stated concern. If
the issue had previously been evaluated in the prior 18-month period,
1
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then the resident will be informed of the results of that previous
evaluation. No further evaluation will be performed until additional time
elapses or the Traffic Engineer determines a need has arisen or the City
Council so directs. If the traffic safety issue of concern is of a routine
nature involving the adjustment, removal, or placement of minor traffic
control devices as defined by the Traffic Engineer, then staff will address
the issue directly without further evaluation. All other traffic safety
concerns on residential streets will proceed through The Evaluation
Process.
II.

THE EVALUATION PROCESS

When a resident raises a traffic safety concern on a residential street
involving the speed of traffic, the total volume of traffic, the amount of
pass- thoughthrough traffic, traffic collision events, or pedestrian access
issues, the following will occur:
a. The Police Services Department will be advised of the issue for
potential enforcement, as resources permit. Police enforcement of
traffic laws is recognized as a first line of defense in resolving certain
traffic safety issues. If, in the opinion of the Traffic Engineer, police
enforcement is the primary solution to the issue, then further
evaluation will be suspended until the results of the enforcement
activity can be reviewed. The Traffic Engineer will make a review of
the impact of enforcement within 90 days of the initiation of
enforcement.
b. An evaluation of the traffic safety issue will be undertaken following
the determination of the need for, or results of, enforcement as
described above. An evaluation may involve the collection of traffic
speed data, volume data, pass through volume data, traffic collision
history reviews, and field reviews that will typically be performed
within 60 days of the request.
c. An evaluation report by the Traffic Engineer will be scheduled before
the next available meeting of the Traffic Commission. If the issue of
concern can be documented by data collection, traffic collision history
and/or field reviews as being a traffic safety issue, then an
incremental approach to a resolution of the issue will be
recommended to the Traffic Commission.
d. The resident raising the issue will be presented a copy of the staff
report prior to the Traffic Commission meeting and invited to attend
the meeting to address the issue before the Traffic Commission.
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e. Following any action of the Traffic Commission that results in
implementation of a change on a residential street and requires a
legislative action by the City Council, a staff report will be prepared
and presented to the next available City Council meeting for approval
or modification of the recommendation. Otherwise, staff will proceed
to implement non-legislative changes on a residential street in
accordance with the budget. The Traffic Commission meeting, and
subsequent City Council meeting process, is typically completed
within a 30-day time frame. Should changes to traffic control devices
be approved by the City Council, the subsequent work is typically
completed in the following 30-day time frame.
III.

DATA COLLECTION

The evaluation and data collection effort of a traffic safety issue on a
residential street will follow established traffic engineering practices and
procedures as outlined within the State Traffic Manual, California
Vehicle Code, and other professional literature. The evaluation and
traffic data collection effort will typically include the following:
a.

A field review of the location to confirm that the street meets the
California Vehicle Code definition (CVC Section 515) for a
residential street and that the speed limit is 25 mph.

b.

An evaluation of the roadway geometrics to determine if
appropriate visibility exists (site distance) on the approach to
intersections and to document any unusual conditions that may
raise traffic safety concerns.

c.

A review of the most recent three-year history of available traffic
collision records to determine if there are any significant trends in
collisions.

d.

Collection of traffic volumes.

e.

Collection of peak hour pass through traffic volume counts by
manual methods. The peak hour pass through traffic volume
count will be assumed to be typical of daily conditions.

f.

Performance of spot speed studies by radar to determine the
prevailing speed of traffic.
The spot speed studies will be
performed during times of the day when the traffic safety issue of
concern is believed to be occurring. The spot speed radar studies
will be performed for periods of time sufficient to collect the
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number of vehicles necessary for a valid statistical sampling of the
traffic speed on the street. Alternative traffic speed data collection
methods may be used as deemed appropriate by the City’s Traffic
Engineer. The prevailing speed of traffic, the 85th percentile, will
be considered to be the normal traffic speed on the street.
IV.

APPROACH TO SPEEDING ISSUES

The speed limit on residential streets in the State of California is,
whether posted or not, 25 mph. For a street to have this speed limit, it
must meet the definition of a residential street that is found in the
California Vehicle Code (CVC) in Section 515. That Code Section
requires a certain number of fronting residential homes on the street
within a specified distance.
Some streets that are “residential in
character” are actually not residential streets within the meaning of the
CVC. However, if the street does meet the definition of a residential
street, then the 25 mph speed limit will be presumed for all analysis.
Through numerous studies of traffic speeds on residential streets in the
City, it has been found that the typical prevailing traffic speed range is
between 32 and 34 mph. The prevailing speed is the speed at which 85%
of the motorists drive at or below. If motorists are driving on a
residential street in the 32 to 34 mph range, and they are doing so safely
as evidenced by a lack of documented traffic collisions, and a field review
of the location did not reveal any unusual conditions raising other
concerns for traffic safety, then that speed range will not automatically
trigger implementation of this Policy. Accordingly, actions to address
speeding issues on residential streets will only be recommended when
the prevailing speed of traffic on the street has been found to be greater
than 32 to 34 mph or other unusual conditions exist on the roadway that
raise traffic safety concerns as determined by the Traffic Engineer.
For residential streets that have been found to have a speeding issue
meeting the above criteria, an incremental approach to controlling the
speed will be undertaken.
The first action will be traffic speed
enforcement. The enforcement of traffic laws will be the primary tool to
gain compliance of the speed limit and will also be supplemented by the
placement of the radar speed trailer. The radar speed trailer is an
electronic display device utilized to advise motorists of their vehicle speed
as an education effort. To the extent that a motorist is not paying
attention to their speed, the use of the radar speed trailer will remind
them of that condition and, the reasonable driver is expected to adjust
their speed downward into the prevailing speed range.
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Upon the implementation of a recommendation to address a speeding
issue on a residential street, a period of time will lapse to allow the
implemented action to take effect on the traffic speed. Typically, a sixmonth period of time will be allocated and then a follow-up review of the
traffic speed will be performed, if determined necessary by the Traffic
Engineer. Should the speeding issue remain; the next incremental action
will be recommended.
Following the use of traffic speed enforcement and the radar speed trailer
for speed control, the use of traffic control devices, regulatory signs and
markings, warning signs, and striping, will be used in an effort to reduce
vehicular speed. On a case-by-case basis, the City Traffic Engineer will
recommend signing and striping which is appropriate for the particular
residential street and the issue to be addressed. Signing, for example,
supplemented with striping, will be used to guide vehicles around curves
or through an area which otherwise requires delineation. All signing and
striping shall be consistent with established traffic engineering practices.
The traffic control devices to be considered for use in addressing the
speed of traffic will include, but not be limited to, the following:
a.

25 mph speed limit signs.

b.

White “25” pavement legends. Oversized legends may also be
used.

c.

Curve warning signs with speed advisory plates.

d.

“Watch Downhill Speed” signs.

e.

“Strict Enforcement Area” graphic and letter sign.

f.

Ceramic raised pavement markers as rumble strips.

g.

Perpendicular painted white bars with increasing frequency to
represent a speed condition.

h.

Centerline striping.

i.

Supplementary reflective raised pavement markers.

j.

Other traffic control devices as approved in the manual for Uniform
Traffic Control Devices and/or the California Traffic Control Device
Committee.
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Stop signs are not included in the above list. Stop signs are not intended
for use as a speed control device. The primary purpose for a stop sign
control is the assignment of right of way. The State Traffic Manual and
professional literature repeatedly identify that stop sign controls are not
appropriate for speed control.
Several studies have shown no
appreciable change in the prevailing speed of traffic on a street by the
use of stop signs. The analysis for the need for stop sign controls takes
into account the volume of traffic at the intersection, the accident history
at the location, and any extenuating circumstances that, in the opinion
of the Traffic Engineer, add to the need for the control. The evaluation of
speed on a street is not a part of this analysis. If used improperly, a stop
sign may contribute to increased occurrences of collisions and a general
disregard for the traffic control device. The prudent placement of stop
sign controls can improve traffic safety in an area when there is a
determination that the control will be perceived by the reasonable driver
as an appropriate device where placed.
Only after the installation of the above described traditional and
incremental techniques, and the evaluation period, will the City consider
the utilization of physical controls to address the identified traffic safety
issues.
V.

APPROACH TO VOLUME ISSUES

Traffic volume issues typically are either concerns for the total volume of
traffic or the volume of pass through traffic. While not distinctly defined,
experience suggests that low volume residential streets typically carry
1,500 or fewer vehicles per day, medium volume residential streets carry
typically 1,500 to 3,000 vehicles per day, and higher volume residential
street typically carry greater than 3,000 vehicles per day.
Many
moderate to high volume residential streets have been designed as, and
are expected to act as, collector streets and carry higher traffic volumes.
An evaluation of traffic volume issues will attempt to determine the
causes of the volume and whether or not the traffic can be distributed to
other non-residential streets.
Pass through traffic volumes vary greatly and must be considered on a
case-by-case basis. The primary method to address the traffic volume on
a residential street will be to keep it on the arterial streets with traffic
flow improvements. Measures, which shift traffic volume from one
residential street to another one, are undesirable and will be avoided.
The use of physical devices are to cause a shift in traffic volumes and
patterns and will only be considered after careful evaluation and an
6
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VI.

PHYSICAL DEVICES

Physical devices will only be considered as a last use effort to resolve an
identified traffic safety issue that has been documented as not being
resolved by other means described in this Policy. Physical devices are
roadway features and may include barricades, chokers, cul-de-sacs,
medians, one-way streets, semi-diverters, speed humps and related
improvements.
One of the physical devices most often requested for speed or volume
control is a speed hump. Speed humps have been documented in
certain but not all cases, to reduce the prevailing speed of traffic. While
not specifically designed as a traffic volume control device, speed humps
can cause some reduction in traffic volumes as motorists seek other
routes due to the inconvenience factor caused by speed humps.
A speed hump, in contrast to a speed bump, is an elongated, gentle
roadway feature typically 12 feet across with a height of approximately 3
inches, which gives the traversing vehicle a gentle rise and fall as a
reminder that the 25 mph speed for the street should be followed. A
speed bump, typically two feet across with a height of approximately 4
inches, can jolt vehicles and their passenger, motorcycles, and bicycles,
is to be avoided.
Speed humps are typically placed in not less than groups of three at
approximately 400-foot spacings in order to achieve the desired result of
addressing the speed of vehicles. Speed humps are always coupled with
extensive signing and striping.
Physical devices, including speed humps, will only be considered for use
where other appropriate traffic controls have failed to address the
documented traffic safety issue, where an environmental assessment has
been considered and where the following minimum criteria are met.
a.

At least 67% of the affected residents of the street and adjacent
area streets support the implementation of the physical device.
The streets to be used to evaluate the support for the physical
device will be those that reasonably can be inferred to draw traffic
to the street of concern.
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b.

The prevailing speed of traffic has been documented to be greater
than 34 mph for at least two radar speed surveys taken one month
apart as part of the follow-up evaluation of all other traffic controls
used to address the issue.

c.

At least 1,500 vehicles traverse the street in a 24-hour period.

d.

The location meets the approval of the Police and Fire Department
related to adequate response time of safety vehicles.

e.

The grade of the street shall not exceed 6%.

f.

The street must have a length of at least 1,300 feet and be able to
accommodate a minimum of three speed humps unless otherwise
directed by the City Council.

g.

Other issues related to traffic engineering will be considered as
deemed appropriate by the City Traffic Engineer.

ATTACHMENTS:


None
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City Council Policy
Subject: Digital Device, Email Accounts,
Electronic Communications
Management, and Records
Retention
Policy No. 130
Effective Date:
Last Revision:

May 8, 2018
May 8, 2018

PURPOSE:
The City recognizes that communication tools available through digital devices
allow City officials, City employees, and consultants to conduct City business
in a convenient and efficient manner. The purpose of this Policy is to establish
the requirements for the use of electronic communications, City-issued digital
devices, personal digital devices, and personal accounts to conduct City
business in accordance with the California Public Records Act (CPRA). The use
of any City-issued digital device or personal digital device for purposes of
conducting City business must comply with all provisions of this Policy. This
Policy is intended to fulfill the City’s obligations under the CPRA while
preserving the privacy rights of City officials, City employees, and consultants.
DEFINITIONS:
a) App: An application downloaded by a user to a digital device.
b) Authorized employee: A City employee who is authorized by the City
Manager, or the City Manager’s designee, to either receive a technology
stipend to use a personal digital device or to receive a City-issued digital
device for purposes of conducting City business.
c) California Public Records Act: A state law codified in Government Code
sections 6250 et seq., which provides members of the public with access
to public records and thereby enables them to monitor the functioning of
their government.
d) City business: Information which substantively relates to the conduct
and business affairs for direct municipal governance, such as that which
is necessary or convenient to discharge a City duty, but does not include
campaign or other speech made for political purposes.
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e) City email account: An email account originating from City systems that
is issued by the City, which is assigned to a City official, City employee,
or specified consultant.
f) City employee: An individual who is employed by the City, directly
receives a salary and/or wages for such employment, and whose
employment is governed by any and all policies adopted by the City.
g) City-issued digital device: A digital device connected to City systems that
is issued by the City to a City official or authorized employee to conduct
City business.
h) City official: An elected or appointed individual who holds a City office on
the City Council, Planning Commission, or other City board or
commission for the purpose of effectuating City business.
i) City systems: Voice and data transport networks and connected systems,
such as computer networks and servers, which are owned, operated,
maintained, leased, managed, and/or supported by the City.
j) Digital device: Electronic devices such as mobile phones, smart phones,
tablets, PDAs or other electronic devices that operate a computer
operating system such as Windows Mobile, Android, or Apple iOS,
including, but not limited to, iPhones, Androids, iPads, Surface or Galaxy
style tablets, etc. Such devices communicate primarily through the
cellular communication network, Wi-Fi, and/or Bluetooth but do not
communicate via Ethernet or other wired network protocols.
k) Multimedia message: A standard means to communicate electronic
messages containing multimedia content (images, audio, video and text)
to and from a digital device by using a cellular network or Wi-Fi,
including text messaging or other similar forms of electronic messaging,
instant messaging, chat software, app messaging, and other
communication tools.
l) Personal account: An email, multimedia messaging, text messaging, or
social media account independent from City systems that is not issued
by the City, which is created by a City official, City employee, or
consultant in his or her individual capacity primarily for personal use.
m) Personal digital device: A digital device that is not issued by the City, is
independent from City systems, and which is used by a City official, City
employee, or consultant in his or her individual capacity primarily for
personal use.
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n) Public record: Any writing containing information relating to the conduct
of the public’s business prepared, owned, used, or retained by the City
regardless of physical form or characteristics.
o) Screenshot: An image that captures the contents of a digital device
display.
p) Social media: Any form of electronic communication (such as websites for
social networking and microblogging) through which users create online
profiles and participate in online communities to share information,
ideas, personal messages, photos, videos and other content.
q) Writing:
Any
handwriting,
typewriting,
printing,
photostating,
photographing, photocopying, transmitting by electronic mail or
facsimile, and every other means of recording upon any tangible thing
any form of communication or representation, including letters, words,
pictures, sounds, symbols, or combinations thereof, and any record
thereby created, regardless of the manner in which the record has been
stored. For purposes of this Policy, writings expressly include emails,
multimedia and text messaging, social media postings, and voicemails.
POLICY:
The City requires all City officials, City employees, and specified consultants to
utilize City email accounts when conducting City business. Only City officials
and authorized employees are permitted to use City-issued digital devices to
conduct City business pursuant to prior authorization from the City Manager,
or the City Manager’s designee. The use of personal digital devices to conduct
City business by email is only permitted for City officials, specified consultants,
and authorized employees pursuant to prior authorization from the City
Manager, or the City Manager’s designee, and only by means of a City email
account. City business should not be conducted by text message, multimedia
message, or social media posts on any digital device.
All other City employees who are not authorized to use personal digital devices
for the purpose of conducting City business are prohibited from using such
devices in the performance of their duties. This Policy does not address
whether a specific City official, City employee, or consultant requires a digital
device to perform his or her duties or to conduct City business, but instead
assumes such determinations have been, or will be, made by the City Manager,
or the City Manager’s designee.
Privacy:
The City recognizes that City officials, City employees, and
consultants have a privacy interest in their personal digital devices and
personal accounts. Writings, including email, containing purely personal
information unrelated to City business are considered private, are not subject
to disclosure in response to a CPRA request, and may be immediately deleted.
However, City officials, City employees, and consultants shall have no right to
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or expectation of privacy or confidentiality in any email messages created, sent,
received, deleted, or stored using the City systems.
Management and
supervisors shall have the right at any time and for any reason to review any
email message created, sent, received, deleted, or stored on City systems by
any City official, City employee, or consultant.
Email, text messaging, multimedia messaging, and social media postings
should always be used with the assumption that a message will be read by
someone other than its intended recipient. When transmitting any writing
which relates to City business, City officials, City employees, and consultants
should consider that the writing might be disclosed to outside parties, the
media, the courts, or members of the public in connection with a CPRA request
or litigation. All City officials, City employees, and consultants are required to
maintain the highest standards of courtesy and professionalism.
City Consultants: For purposes of this Policy only, an individual or member of
a firm or company designated as a consultant pursuant to a Professional
Services Agreement or Consulting Services Agreement with the City may be
required to comply with the terms provided herein, as determined by the City
Manager, or the City Manager’s designee. Specified consultants, as determined
by the City Manager or the City Manager’s designee, must use a City email
account at all times while using email to conduct City business.
Policy for Digital Devices and Accounts:
The following applies to all conduct and communications on electronic
accounts and digital devices which relate to City business:
a) Email Accounts
City officials, City employees, and specified consultants are provided with
a City email account for purposes of conducting City business, which is
maintained by the City and utilizes City systems to ensure all records are
properly maintained and accessible.
All emails for purposes of
conducting City business shall utilize City email accounts. No City
business shall be conducted on a personal email account by a City
official, City employee, or specified consultant. In the event a City
official, City employee, or specified consultant inadvertently uses a
personal email account to conduct City business, the City official, City
employee, or specified consultant shall send a copy or forward the email
to his or her City email account, or shall print a saved copy of the email
and store it at the City.
b) Multimedia and Text Messaging
City officials, City employees, and consultants shall not use a personal
digital device, personal account, City-issued digital device, or app to send
or receive multimedia or text messages for purposes of conducting City
4
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In the event a City official, City employee, or consultant inadvertently
uses a personal digital device, personal account, City-issued digital
device, or app to send or receive multimedia or text messages to conduct
City business, the City official, City employee, or consultant shall save a
copy of each message by taking a screenshot, or otherwise capturing the
image, of the entire message thread. The City official, City employee, or
consultant shall either send the saved copy of the messages to his or her
City email account or print the saved copy and store it at the City.
c) Personal Digital Devices and City-Issued Digital Devices
1.
Unauthorized City employees shall not use personal digital devices
to carry out their duties or to conduct City business.
2.
City officials, authorized employees, and specified consultants may
use personal digital devices and City-issued digital devices to conduct
City business, so long as the City official, authorized employee, or
specified consultant uses his or her City email account to conduct City
business.
i.
In the event a City official, authorized employee, or specified
consultant inadvertently uses a personal account on a personal
digital device or City-issued digital device to conduct City business,
the City official, authorized employee, or specified consultant shall
send a copy or forward the email to his or her City email account,
or shall print a saved copy of the email and store it at the City.
d) Voicemail
1. City officials, City employees, and specified consultants may be
provided with a City telephone number and voicemail account. This
account is maintained by the City and utilizes City systems to ensure
all voicemails are properly maintained and accessible.
2. City officials, City employees, and specified consultants shall not
delete any voicemail recorded on a City voicemail account which
contains substantive information relating to City business for a period
of at least two (2) years and in accordance with the City’s Records
Retention Policy. This does not apply to messages that are purely
personal, non-substantive, unrelated to City business, robotic
messages, blank or static-filled messages, etc.
3. Should a City official, City employee, or specified consultant receive a
voicemail which contains substantive information relating to City
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i.

Forward the voicemail to his or her City voicemail account or
City email account;

ii.

Transcribe the voicemail and email the document as an
attachment to his or her City email account; or

iii.

Transcribe the voicemail, print a copy of the complete message,
and store it at the City.

e) Social Media
City employees and consultants are prohibited from conducting City
business on social media sites.
The City has official social media accounts for the purpose of
communicating with residents and others about City programs, events,
services and activities. Only designated City employees may monitor,
administer and post City-related content through the City’s official social
media accounts in accordance with the City’s Social Media Administrative
Regulation. City employees and consultants are not otherwise provided
with City-authorized, monitored, or endorsed social media accounts.
Records Management and Retention: Any writing or other content that is
transmitted or received through a digital device or account, including email,
multimedia and text messaging, apps, or social media and which pertain to
City business may be a public record subject to disclosure under the CPRA. All
City officials, City employees, and specified consultants are urged to protect
their privacy and to carefully consider whether to commingle City business and
personal information on City email accounts, City-issued digital devices, and
personal digital devices.
Except as may otherwise be specified in the City’s Records Retention Policy, all
emails sent or received regarding City business shall be retained on City
systems for a minimum of two (2) years. Any records unrelated to City
business are not subject to the City’s Records Retention Policy and may be
deleted at any time. Writings, including emails, containing purely personal
information unrelated to City business are considered private, are not
considered public records subject to disclosure in response to a CPRA request,
and may be immediately deleted.
Procedure to Respond to California Public Records Act Requests for
Documents on Personal Digital Devices or Personal Accounts:
The City processes all requests to inspect and/or copy public records in
accordance with the requirements of state law.
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business on a personal digital device or personal account, the City
official, City employee, or consultant shall either:

When a member of the public requests to inspect a public record or obtain a
copy of a public record, the City, in order to assist the member of the public
make a focused and effective request that reasonably describes an identifiable
record or records, will do all of the following, to the extent reasonable under the
circumstances:
1.
Assist the member of the public to identify records and information that
are responsive to the request or to the purpose of the request, if stated.
2.
Describe the information technology and physical location in which the
records exist.
3.
Provide suggestions for overcoming any practical basis for denying access
to the records or information sought.
These requirements shall be deemed to have been satisfied if the City is unable
to identify the requested information after making a reasonable effort to elicit
additional clarifying information from the requester that will help identify the
record or records.
The City requires all CPRA requests to state with specificity the nature of the
records sought, such as correspondence, memorandum, reports, emails, text
messages, etc. For purposes of this Policy, a CPRA request must state that
records from personal digital devices or personal accounts are sought in order
to initiate a reasonable search of personal digital devices and/or personal
accounts of City officials, City employees, or consultants.
In the event the City receives a CPRA request for records maintained on a
personal digital device or in a personal account, the City Clerk will contact the
City official(s), City employee(s), and/or consultant(s) who are reasonably
believed to possess potentially responsive records. All City officials, City
employees, and consultants required to respond shall conduct a reasonable
search of their personal digital devices, apps, personal accounts, and/or
storage systems for any and all non-exempt, non-privileged, disclosable public
records that are responsive, or may be potentially responsive, to the stated
request. Upon completion of their search, the City officials, City employees, or
consultants will submit the responsive documents, if any, to the City Clerk or a
written statement that no such documents exist.
The City Clerk, City IT Department, or City Manager may assist City officials,
City employees, and consultants by providing specific, consistent search terms
should a CPRA request require multiple City officials, City employees, and/or
consultants to search their personal digital devices or personal accounts. City
officials, City employees, and consultants should direct any questions to the
City Attorney regarding whether a document is a writing, a public record, a
record exempt from disclosure, or related to City business.
Technology Compliance: The City Manager shall have the authority to
interpret the requirements of this Policy and determine which technological
7
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Acknowledgement: All City employees, including authorized employees, must
sign the City’s Acknowledgement and Acceptance form to indicate they have
read and agree to comply with this Policy. City officials and specified
consultants who utilize a City-issued digital device or personal digital device in
the performance of their duties must sign the City’s Acknowledgement and
Acceptance form prior to utilizing such devices to conduct City business.
Employee Personal Time:
City employee pay or reimbursement for
conducting City business on personal time is not authorized unless previously
approved by the City Manager, or the City Manager’s designee. Nothing in this
Policy prohibits or is intended to prohibit City employees from exercising their
rights under state and federal law to engage in concerted activity or otherwise
discuss the terms and conditions of their employment.
Penalties, Revocation, or Termination of Digital Device Privileges/Access:
It is the responsibility of each City official, City employee, and consultant to
ensure that his or her conduct conforms to the requirements set forth in this
Policy. City officials, City employees, and consultants who are unsure as to
whether a contemplated activity or course of conduct constitutes a violation of
this Policy should request clarification from the City Manager or the City
Attorney. Any City employee who fails to comply with any requirement of this
Policy may have existing digital device privileges revoked and/or future
privileges denied. Violations of this Policy may result in disciplinary action up
to, and including, termination.
ATTACHMENTS:
None
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City of Laguna Hills
City Council/Planning Agency
Staff Report

DATE:

April 28, 2018

TO:

Mayor and Council Members

FROM:

Melissa Au-Yeung
Deputy City Manager

ISSUE:

Discussion of a Proposed New City Council Policy Regarding Digital
Devices, Electronic Accounts, Electronic Communications Management,
and Records Retention

RECOMMENDATION: That the City Council discuss and provide direction to staff
regarding a new Proposed City Council Policy regarding Digital Devices, Email
Accounts, Electronic Communications Management, and Records Retention in
response to the recent California Supreme Court decision in City of San Jose, et al. v.
Superior Court, 2 Cal.5th 608 (2017).

SUMMARY:
In March of 2017, the California Supreme Court issued its long-awaited opinion in City of
San Jose, et al. v. Superior Court, 2 Cal.5th 608, which held that when a local agency
official or employee uses a personal email, text, or other type of electronic account to
communicate about the conduct of public business, the writings may be subject to
disclosure under the California Public Records Act (CPRA). As a result of this decision,
staff developed the attached proposed City Council Policy No. 130 specifically dealing
with digital device and electronic communications management. Staff recommends
that the City Council direct staff to return with a Resolution at the May 8, 2018, City
Council meeting adopting the proposed policy.
BACKGROUND:
As previously advised, in March of 2017 the California Supreme Court issued its longawaited opinion in City of San Jose, et al. v. Superior Court, 2 Cal.5th 608, which held
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that when a local agency official or employee uses a personal email, text, or other type
of electronic account to communicate about the conduct of public business, the writings
may be subject to disclosure under the CPRA. The Court affirmed that the definition of
"writing" under the CPRA includes electronic communications such as emails and text
messages. Any such "writing" is not; however, immediately subject to disclosure under
the CPRA. In order to qualify as a public record, at a minimum, the writing must relate
in a substantive way to the conduct of the public's business. The Court concluded that a
writing prepared by a public official or employee conducting local agency business is a
writing "prepared by" the local agency within the meaning of the CPRA, even if the
writing is prepared using a personal digital device or personal account.
The Court clarified that communications that are primarily personal, containing no more
than incidental mentions of local agency business, generally will not constitute public
records. According to the Court, local agencies must examine several factors in order to
determine whether writings kept in personal accounts are sufficiently related to public
business: the context in, or purpose for which, they were written; the audience to
whom they were directed; and whether the writings were prepared by an official or
employee acting or purporting to act within the scope of his or her employment.
The Court stated that local agencies can develop their own internal policies for
conducting searches pursuant to the CPRA. The Court explained that once a CPRA
request is received, the local agency should communicate the request to the officials
and employees in question. According to the Court, the local agency may then
reasonably rely on its officials and employees to perform a “good faith” search of their
own personal accounts for responsive records. Additionally, the Court noted that local
agencies could also adopt policies that will reduce the likelihood of records being stored
exclusively in officials' and employees' private accounts. For example, a local agency
could adopt a policy prohibiting its officials and employees from using personal accounts
to conduct public business, or requiring them to copy or forward messages generated or
received on personal accounts to government accounts for retention and future
retrieval in response to a CPRA request.
Following the City of San Jose case, the City Attorney and City staff drafted a proposed
policy to establish guidelines for conducting city business through email, text messaging,
digital devices, and social media in accordance with the Court’s holding. The proposed
policy also provides procedures to respond to CPRA requests for public records in
personal digital devices and personal accounts.
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In summary, the proposed policy establishes the following electronic records
management guidelines:
 Emails: All officials, employees, and specified consultants (i.e., those consultants
who receive a City email account) are required to use City email accounts to
conduct City business. In the event a personal email account is inadvertently
used, the email must be copied or forwarded to a City email account, or a copy of
the personal email must be printed and stored at the City.
 Personal digital devices and City-issued digital devices: Only certain authorized
employees, City officials, and specified consultants, as determined by the City
Manager, are permitted to use their own personal digital devices (cell phone,
etc.) or receive a City-issued digital device to conduct City business. However, all
City business must still be conducted using City email accounts.
o Any City business inadvertently conducted on a personal email account
must be forwarded to a City email account or a copy printed and stored at
the City.
o No unauthorized employees can use personal digital devices to conduct
City business.
 Text messages: The use of text messaging, or other similar multimedia
messaging, on any digital device to conduct City business is prohibited. This
applies to all City officials, employees, and consultants.
o In the event a text message is inadvertently sent/received to conduct City
business, a copy of the message must be saved by taking a screenshot or
otherwise capturing the image of the entire message thread. The copy
must either be sent to a City email account or printed and stored at the
City.
 Voicemail: In the event a City official, City employee, or specified consultant
receives a voicemail substantively relating to the conduct of City business on a
personal digital device or a personal account, the voicemail must either be:
o Forwarded to City voicemail account or City email account;
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o Transcribed into a document and emailed as an attachment to a City email
account; or
o Transcribed into a document, printed, and stored at the City.
 Social Media: City employees and consultants are prohibited from conducting
City business on social media sites.
 Records Retention/Privacy:
o Except as otherwise specified in the City’s Records Retention Policy, all
emails sent or received regarding City business shall be retained on City
systems for a minimum of two (2) years.
o Voicemails which contain substantive information relating to City business
cannot be deleted for a period of at least two (2) years and in accordance
with the City’s Records Retention Policy.
o All content transmitted or received through a digital device or account,
including email, multimedia and text messaging, apps, or social media and
which pertain to City business may be a public record subject to disclosure
under the CPRA.
o Writings, including emails, which contain purely personal information
unrelated to City business are considered private, are not considered
public records subject to disclosure in response to a CPRA request, and
may be immediately deleted.
 Public Records Act Requests:
o In the event the City receives a CPRA request for records maintained
on a personal digital device or in a personal account, the City Clerk will
contact the City official(s), City employee(s), and/or consultant(s) who
are reasonably believed to possess potentially responsive records.
o All City officials, City employees, and consultants required to respond
shall conduct a reasonable search of their personal digital devices,
apps, personal accounts, and/or storage systems for any and all non-
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exempt, non-privileged, disclosable public records that are responsive,
or may be potentially responsive, to the stated request.
Upon completion of their search, the City officials, City employees, or consultants will
submit the responsive documents, if any, to the City Clerk or a written statement that
no such documents exist.
Staff recommends that the City Council direct staff to return with a Resolution adopting
the proposed City Council Policy at the May 8, 2018, City Council meeting.
ATTACHMENTS:
 Proposed City Council Policy 130 Digital Devices Electronic Communications
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City Council Policy
Subject: Digital Device, Email Accounts,
Electronic Communications
Management, and Records
Retention
Policy No. 130
Effective Date:
Last Revision:

May 8, 2018
May 8, 2018

PURPOSE:
The City recognizes that communication tools available through digital devices
allow City officials, City employees, and consultants to conduct City business
in a convenient and efficient manner. The purpose of this Policy is to establish
the requirements for the use of electronic communications, City-issued digital
devices, personal digital devices, and personal accounts to conduct City
business in accordance with the California Public Records Act (CPRA). The use
of any City-issued digital device or personal digital device for purposes of
conducting City business must comply with all provisions of this Policy. This
Policy is intended to fulfill the City’s obligations under the CPRA while
preserving the privacy rights of City officials, City employees, and consultants.
DEFINITIONS:
a) App: An application downloaded by a user to a digital device.
b) Authorized employee: A City employee who is authorized by the City
Manager, or the City Manager’s designee, to either receive a technology
stipend to use a personal digital device or to receive a City-issued digital
device for purposes of conducting City business.
c) California Public Records Act: A state law codified in Government Code
sections 6250 et seq., which provides members of the public with access
to public records and thereby enables them to monitor the functioning of
their government.
d) City business: Information which substantively relates to the conduct
and business affairs for direct municipal governance, such as that which
is necessary or convenient to discharge a City duty, but does not include
campaign or other speech made for political purposes.
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e) City email account: An email account originating from City systems that
is issued by the City, which is assigned to a City official, City employee,
or specified consultant.
f) City employee: An individual who is employed by the City, directly
receives a salary and/or wages for such employment, and whose
employment is governed by any and all policies adopted by the City.
g) City-issued digital device: A digital device connected to City systems that
is issued by the City to a City official or authorized employee to conduct
City business.
h) City official: An elected or appointed individual who holds a City office on
the City Council, Planning Commission, or other City board or
commission for the purpose of effectuating City business.
i) City systems: Voice and data transport networks and connected systems,
such as computer networks and servers, which are owned, operated,
maintained, leased, managed, and/or supported by the City.
j) Digital device: Electronic devices such as mobile phones, smart phones,
tablets, PDAs or other electronic devices that operate a computer
operating system such as Windows Mobile, Android, or Apple iOS,
including, but not limited to, iPhones, Androids, iPads, Surface or Galaxy
style tablets, etc. Such devices communicate primarily through the
cellular communication network, Wi-Fi, and/or Bluetooth but do not
communicate via Ethernet or other wired network protocols.
k) Multimedia message: A standard means to communicate electronic
messages containing multimedia content (images, audio, video and text)
to and from a digital device by using a cellular network or Wi-Fi,
including text messaging or other similar forms of electronic messaging,
instant messaging, chat software, app messaging, and other
communication tools.
l) Personal account: An email, multimedia messaging, text messaging, or
social media account independent from City systems that is not issued
by the City, which is created by a City official, City employee, or
consultant in his or her individual capacity primarily for personal use.
m) Personal digital device: A digital device that is not issued by the City, is
independent from City systems, and which is used by a City official, City
employee, or consultant in his or her individual capacity primarily for
personal use.
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n) Public record: Any writing containing information relating to the conduct
of the public’s business prepared, owned, used, or retained by the City
regardless of physical form or characteristics.
o) Screenshot: An image that captures the contents of a digital device
display.
p) Social media: Any form of electronic communication (such as websites for
social networking and microblogging) through which users create online
profiles and participate in online communities to share information,
ideas, personal messages, photos, videos and other content.
q) Writing:
Any
handwriting,
typewriting,
printing,
photostating,
photographing, photocopying, transmitting by electronic mail or
facsimile, and every other means of recording upon any tangible thing
any form of communication or representation, including letters, words,
pictures, sounds, symbols, or combinations thereof, and any record
thereby created, regardless of the manner in which the record has been
stored. For purposes of this Policy, writings expressly include emails,
multimedia and text messaging, social media postings, and voicemails.
POLICY:
The City requires all City officials, City employees, and specified consultants to
utilize City email accounts when conducting City business. Only City officials
and authorized employees are permitted to use City-issued digital devices to
conduct City business pursuant to prior authorization from the City Manager,
or the City Manager’s designee. The use of personal digital devices to conduct
City business by email is only permitted for City officials, specified consultants,
and authorized employees pursuant to prior authorization from the City
Manager, or the City Manager’s designee, and only by means of a City email
account. City business should not be conducted by text message, multimedia
message, or social media posts on any digital device.
All other City employees who are not authorized to use personal digital devices
for the purpose of conducting City business are prohibited from using such
devices in the performance of their duties. This Policy does not address
whether a specific City official, City employee, or consultant requires a digital
device to perform his or her duties or to conduct City business, but instead
assumes such determinations have been, or will be, made by the City Manager,
or the City Manager’s designee.
Privacy:
The City recognizes that City officials, City employees, and
consultants have a privacy interest in their personal digital devices and
personal accounts. Writings, including email, containing purely personal
information unrelated to City business are considered private, are not subject
to disclosure in response to a CPRA request, and may be immediately deleted.
However, City officials, City employees, and consultants shall have no right to
3
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or expectation of privacy or confidentiality in any email messages created, sent,
received, deleted, or stored using the City systems.
Management and
supervisors shall have the right at any time and for any reason to review any
email message created, sent, received, deleted, or stored on City systems by
any City official, City employee, or consultant.
Email, text messaging, multimedia messaging, and social media postings
should always be used with the assumption that a message will be read by
someone other than its intended recipient. When transmitting any writing
which relates to City business, City officials, City employees, and consultants
should consider that the writing might be disclosed to outside parties, the
media, the courts, or members of the public in connection with a CPRA request
or litigation. All City officials, City employees, and consultants are required to
maintain the highest standards of courtesy and professionalism.
City Consultants: For purposes of this Policy only, an individual or member of
a firm or company designated as a consultant pursuant to a Professional
Services Agreement or Consulting Services Agreement with the City may be
required to comply with the terms provided herein, as determined by the City
Manager, or the City Manager’s designee. Specified consultants, as determined
by the City Manager or the City Manager’s designee, must use a City email
account at all times while using email to conduct City business.
Policy for Digital Devices and Accounts:
The following applies to all conduct and communications on electronic
accounts and digital devices which relate to City business:
a) Email Accounts
City officials, City employees, and specified consultants are provided with
a City email account for purposes of conducting City business, which is
maintained by the City and utilizes City systems to ensure all records are
properly maintained and accessible.
All emails for purposes of
conducting City business shall utilize City email accounts. No City
business shall be conducted on a personal email account by a City
official, City employee, or specified consultant. In the event a City
official, City employee, or specified consultant inadvertently uses a
personal email account to conduct City business, the City official, City
employee, or specified consultant shall send a copy or forward the email
to his or her City email account, or shall print a saved copy of the email
and store it at the City.
b) Multimedia and Text Messaging
City officials, City employees, and consultants shall not use a personal
digital device, personal account, City-issued digital device, or app to send
or receive multimedia or text messages for purposes of conducting City
4
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business. The use of text messaging, or other similar multimedia
messaging, on any digital device to conduct City business is prohibited.
In the event a City official, City employee, or consultant inadvertently
uses a personal digital device, personal account, City-issued digital
device, or app to send or receive multimedia or text messages to conduct
City business, the City official, City employee, or consultant shall save a
copy of each message by taking a screenshot, or otherwise capturing the
image, of the entire message thread. The City official, City employee, or
consultant shall either send the saved copy of the messages to his or her
City email account or print the saved copy and store it at the City.
c) Personal Digital Devices and City-Issued Digital Devices
1.
Unauthorized City employees shall not use personal digital devices
to carry out their duties or to conduct City business.
2.
City officials, authorized employees, and specified consultants may
use personal digital devices and City-issued digital devices to conduct
City business, so long as the City official, authorized employee, or
specified consultant uses his or her City email account to conduct City
business.
i.
In the event a City official, authorized employee, or specified
consultant inadvertently uses a personal account on a personal
digital device or City-issued digital device to conduct City business,
the City official, authorized employee, or specified consultant shall
send a copy or forward the email to his or her City email account,
or shall print a saved copy of the email and store it at the City.
d) Voicemail
1. City officials, City employees, and specified consultants may be
provided with a City telephone number and voicemail account. This
account is maintained by the City and utilizes City systems to ensure
all voicemails are properly maintained and accessible.
2. City officials, City employees, and specified consultants shall not
delete any voicemail recorded on a City voicemail account which
contains substantive information relating to City business for a period
of at least two (2) years and in accordance with the City’s Records
Retention Policy. This does not apply to messages that are purely
personal, non-substantive, unrelated to City business, robotic
messages, blank or static-filled messages, etc.
3. Should a City official, City employee, or specified consultant receive a
voicemail which contains substantive information relating to City
5
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business on a personal digital device or personal account, the City
official, City employee, or consultant shall either:
i.

Forward the voicemail to his or her City voicemail account or
City email account;

ii.

Transcribe the voicemail and email the document as an
attachment to his or her City email account; or

iii.

Transcribe the voicemail, print a copy of the complete message,
and store it at the City.

e) Social Media
City employees and consultants are prohibited from conducting City
business on social media sites.
The City has official social media accounts for the purpose of
communicating with residents and others about City programs, events,
services and activities. Only designated City employees may monitor,
administer and post City-related content through the City’s official social
media accounts in accordance with the City’s Social Media Administrative
Regulation. City employees and consultants are not otherwise provided
with City-authorized, monitored, or endorsed social media accounts.
Records Management and Retention: Any writing or other content that is
transmitted or received through a digital device or account, including email,
multimedia and text messaging, apps, or social media and which pertain to
City business may be a public record subject to disclosure under the CPRA. All
City officials, City employees, and specified consultants are urged to protect
their privacy and to carefully consider whether to commingle City business and
personal information on City email accounts, City-issued digital devices, and
personal digital devices.
Except as may otherwise be specified in the City’s Records Retention Policy, all
emails sent or received regarding City business shall be retained on City
systems for a minimum of two (2) years. Any records unrelated to City
business are not subject to the City’s Records Retention Policy and may be
deleted at any time. Writings, including emails, containing purely personal
information unrelated to City business are considered private, are not
considered public records subject to disclosure in response to a CPRA request,
and may be immediately deleted.
Procedure to Respond to California Public Records Act Requests for
Documents on Personal Digital Devices or Personal Accounts:
The City processes all requests to inspect and/or copy public records in
accordance with the requirements of state law.
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When a member of the public requests to inspect a public record or obtain a
copy of a public record, the City, in order to assist the member of the public
make a focused and effective request that reasonably describes an identifiable
record or records, will do all of the following, to the extent reasonable under the
circumstances:
1.
Assist the member of the public to identify records and information that
are responsive to the request or to the purpose of the request, if stated.
2.
Describe the information technology and physical location in which the
records exist.
3.
Provide suggestions for overcoming any practical basis for denying access
to the records or information sought.
These requirements shall be deemed to have been satisfied if the City is unable
to identify the requested information after making a reasonable effort to elicit
additional clarifying information from the requester that will help identify the
record or records.
The City requires all CPRA requests to state with specificity the nature of the
records sought, such as correspondence, memorandum, reports, emails, text
messages, etc. For purposes of this Policy, a CPRA request must state that
records from personal digital devices or personal accounts are sought in order
to initiate a reasonable search of personal digital devices and/or personal
accounts of City officials, City employees, or consultants.
In the event the City receives a CPRA request for records maintained on a
personal digital device or in a personal account, the City Clerk will contact the
City official(s), City employee(s), and/or consultant(s) who are reasonably
believed to possess potentially responsive records. All City officials, City
employees, and consultants required to respond shall conduct a reasonable
search of their personal digital devices, apps, personal accounts, and/or
storage systems for any and all non-exempt, non-privileged, disclosable public
records that are responsive, or may be potentially responsive, to the stated
request. Upon completion of their search, the City officials, City employees, or
consultants will submit the responsive documents, if any, to the City Clerk or a
written statement that no such documents exist.
The City Clerk, City IT Department, or City Manager may assist City officials,
City employees, and consultants by providing specific, consistent search terms
should a CPRA request require multiple City officials, City employees, and/or
consultants to search their personal digital devices or personal accounts. City
officials, City employees, and consultants should direct any questions to the
City Attorney regarding whether a document is a writing, a public record, a
record exempt from disclosure, or related to City business.
Technology Compliance: The City Manager shall have the authority to
interpret the requirements of this Policy and determine which technological
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platform(s) are most appropriate to ensure compliance with all aspects of the
Policy.
Acknowledgement: All City employees, including authorized employees, must
sign the City’s Acknowledgement and Acceptance form to indicate they have
read and agree to comply with this Policy. City officials and specified
consultants who utilize a City-issued digital device or personal digital device in
the performance of their duties must sign the City’s Acknowledgement and
Acceptance form prior to utilizing such devices to conduct City business.
Employee Personal Time:
City employee pay or reimbursement for
conducting City business on personal time is not authorized unless previously
approved by the City Manager, or the City Manager’s designee. Nothing in this
Policy prohibits or is intended to prohibit City employees from exercising their
rights under state and federal law to engage in concerted activity or otherwise
discuss the terms and conditions of their employment.
Penalties, Revocation, or Termination of Digital Device Privileges/Access:
It is the responsibility of each City official, City employee, and consultant to
ensure that his or her conduct conforms to the requirements set forth in this
Policy. City officials, City employees, and consultants who are unsure as to
whether a contemplated activity or course of conduct constitutes a violation of
this Policy should request clarification from the City Manager or the City
Attorney. Any City employee who fails to comply with any requirement of this
Policy may have existing digital device privileges revoked and/or future
privileges denied. Violations of this Policy may result in disciplinary action up
to, and including, termination.
ATTACHMENTS:
None
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City of Laguna Hills
City Council/Planning Agency
Staff Report

DATE:

April 28, 2018

TO:

Mayor and Council Members

FROM:

David Chantarangsu
Community Development Director

ISSUE:

Discussion of a Proposed New Administrative Citation Program for Code
Enforcement

RECOMMENDATION: That the City Council provide input to staff on its approach for a
proposed new Administrative Citation Program for Code Enforcement.

SUMMARY:
Administrative citations are a tool that many public agencies use as a means of
enforcing their regulations outside a traditional civil or criminal court proceeding. For
example, the Orange County Sheriff’s Department (OCSD) currently uses a parking
citation process as a parking enforcement mechanism when vehicles are parked
contrary to City parking regulations. Staff believes the administrative citation process
should be used in Laguna Hills as a means of creating a more cost effective method of
resolving conditions that violate the Laguna Hills Municipal Code (LHMC), specifically
with respect to the City’s building and zoning codes. The goal behind the issuance of an
administrative citation that carries a fine is to prompt corrective action by a property or
business owner to correct code violations, and to improve the efficiency and reduce
costs of the City’s code enforcement efforts.
As currently envisioned, the program would establish three administrative fine amounts
($100/$300/$500) in the event the responsible party refuses to resolve LHMC violations.
Staff is also investigating the use of an administrative citation that would carry a fine of
$0 as a means of obtaining code compliance with the understanding that an on-going
violation could result in the issuance of a citation that carried a fine. Since staff’s goal is
always voluntary compliance, staff believes a $0 citation would prompt code compliance
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before the imposition of a fine.
Surrounding cities also use administrative citations to assist in resolving code
enforcement cases. Attachment 1 summarizes the extent of how other surrounding
cities are using the administrative citation process. Staff has also created a draft
workflow as Attachment 2 that depicts how the program would be administered.
Staff notes the City’s animal control program would also use the administrative citation
process as a means of obtaining compliance with the City’s animal regulations. Even if
the City Council chose not to direct staff to move forward with administrative citations
for code enforcement, their use would still be required for animal control services and
would continue to be used for parking enforcement.
FISCAL IMPACT:
Depending on their level of use, third party consultant processing of administrative
citations would carry a minimum cost of less than $3,000 annually, even if no citations
were issued. Costs could increase with the issuance of each citation but would be offset
through any fines collected.
ATTACHMENTS:
 Attachment 1 - Summary of Administrative Citation Fines and penalties
(Surrounding Cities)
 Attachment 2 - Administrative Citation Workflow
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City

Violation Type

Fines

Aliso Viejo

Building/ Zoning

1st Violation = $100
2nd Violation = $200
3rd & Subsquent Violations = $500

Dana Point

Building/ Zoning

1st Violation = $100
2nd Violation = $200
3rd & Subsquent Violations = $500

Zoning

1st Violation = $100
2nd Violation = $200
3rd & Subsquent Violations = $500

Building

1st Violation = $100
2nd Violation = $500
3rd & Subsquent Violations = $1000

Building/ Zoning

1st Violation = $100
2nd Violation = $200
3rd & Subsquent Violations = $500

Laguna Niguel

Building/ Zoning

1st Violation = $100
2nd Violation = $200
3rd & Subsquent Violations = $500

Laguna Woods

Building/ Zoning

1st Violation = $100
2nd Violation = $200
3rd & Subsquent Violations = $500

Lake Forest

Building/ Zoning

1st Violation = $100
2nd Violation = $200
3rd & Subsquent Violations = $500

Irvine

Laguna Beach

Water Quality

Building & Zoning

Mission Viejo
Grading

Vehicles

Attachment: Attachment 1 - Summary of Administrative Citation Fines and penalties (Surrounding Cities) [Revision 1] (1542 : Administrative

Summary of Administrative Citation Fines and Penalties From Surrounding Cities

1st Offense = $150
2nd Offense = $300
3rd Offense = $500
1st Offense = $100
2nd Offense = $100
3rd Offense = $100
1st Offense = $250
2nd Offense = $500
3rd Offense = $1000
1st Offense = $100
2nd Offense = $200
3rd Offense = $500
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• 5 - 30 day compliance period
• Multiple extensions allowed
• Period may exceed 30 days
• Only one correction notice issued

Admin Cite

$0

• 5 - 30 day compliance period
• Multiple extensions allowed
• Period may exceed 30 days
• Repeat offenders start with $0 Cite
• Does not go to Data Ticket

Admin Cite
$100, $200, $500

• 5 - 30 day compliance period
• Multiple extensions allowed
• Period may exceed 30 days
• Only if no extensions
requested, or have been
exhausted, with no progress
shown
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