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

5. 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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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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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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No. 110  
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MISCELLANEOUS  RECO GNITIONS  
 
COMMUNITY EVENTS /C OMMUNITY ORGANIZATIONS  
 
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 /A CADEMIC ACCOMPLISHMENTS  
 
Recognition may be provided when an individual or a team reaches a significant 
level of compe tition.  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 o f 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 Ho spital 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 pres ented by the Mayor, either at the 
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CITY OF LAGUNA HILLS   
 

 

 City Council Policy  
  Subject:  Procedures for Council  
                                                Members  to Place Items on a  

       City Council Agenda  
  Policy No.   120  
 
  Effective Date:  April 14, 2015 

           Last Revision:        May 8, 2018April 14, 2015 
 

 

 
PURPOSE : 
 
To establish guidelines for City Council Member s 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 p art 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 mate rials 
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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CITY OF LAGUNA HILLS   
 

 

 City Council Policy  
  Subject:   Appointment of Commissioners    
  Policy No.  201   
 
  Effective Date:  February 11, 1992 
  Last Revision:  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.  The term of office for Commissioners.  
2.  Whether the Commission is advisory or has d ecision making abilities.  
3.  The staff assistance that will be provided.  
4.  The duties of the Commission.  
5.  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 Commiss ion.  
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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CITY OF LAGUNA HILLS   
 

 

 City Council Policy  
       Subject:    Advertising/Temporary Signs in  
                                 City Parks     

  Policy No.   305  
 
  Effective Date:  January 23, 1996 
  Last Revision:  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. S igns 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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CITY OF LAGUNA HILLS   
 

 

 City Council Policy  
  Subject:     Community Center Facility  
       Reservation Policy  
  Policy No.   309  
 
  Effective Date:  January 11, 2000 
  Last Revision:  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 serv ice 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 meet ing 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 non profit organizations.  
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City Council Policy  
No. 309  
Community Center Facility Reservation Policy  
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 A 
RESIDENT 

NONPROFIT 

B 
RESIDENT 
PRIVATE 

C 
NON-RESIDENT 

NONPROFIT 

D 
NON-RESIDENT 

PRIVATE 

E 
COMMERCIAL 

Heritage Room A/B/C (1/3 of Banquet Room Rental) 

Weekday $60.00 $70.00 $100.00 $115.00 $140.00 

Weekend $75.00 $80.00 $110.00 $125.00 $150.00 

Overnight (flat 
fee per night) 

$75.00 $105.00 $135.00 $160.00 $185.00 

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 
fee per night) 

$75.00 $105.00 $135.00 $160.00 $185.00 

Kitchen Use (Heritage Room) 

Full Use w/Rental of 
Room (Per Hour) 

$35.00 $35.00 $40.00 $40.00 $65.00 

Partial Use w/Rental 
of Room - Includes 
use of Refrigerator, 

Ice Machine  
(Flat Fee) 

 
$50.00 

 
$50.00 

 
$60.00 

 
$60.00 

 
$90.00 

Kitchen Rental Only 
(Per Hour) 

$40.00 $40.00 $50.00 $50.00 $70.00 

 

Large 
Classroom 
(A & B 
Combined) 

 
$45.00 

 
$50.00 

 
$60.00 

 
$80.00 

 
$100.00 

Individual 
Classroom 
(A or B) 

 
$30.00 

 
$40.00 

 
$50.00 

 
$70.00 

 
$90.00 

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 

4.e

Packet Pg. 40

A
tt

ac
h

m
en

t:
 P

o
lic

y 
30

9 
C

o
m

m
u

n
it

y 
C

en
te

r 
F

ac
ili

ty
 R

es
er

va
ti

o
n

-R
E

D
L

IN
E

  (
15

48
 :

 C
it

y 
C

o
u

n
ci

l P
o

lic
y 

U
p

d
at

es
)











City Council Policy  
No. 311  
Group Picnic/Park Reservation Policy  
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Picnic Shelter Entire 
Bay Overnight  
(flat fee) 

$90.00 $150.00 $180.00 $300.00 $450.00 

Gazebo $10.00/hr $10.00/hr $15.00/hr $15.00/hr $15.00/hr 
Town Green $25.00/hr $30.00/hr $35.00/hr $40.00/hr $45.00/hr 
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CITY OF LAGUNA HILLS   
 

 

 City Council Policy  
  Subject:   Gymnasium Rental and Use  
     Policy    
  Policy No.   313  
 
  Effective Date:  January 11, 2000 
  Last Revision:  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.  
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City Council Policy  
No. 350  
Residential Streets Traffic Management  
 
 

 

 

2 
 

then the resident will be informed of the results of that previous 
evaluation. No further evaluation will be performed until additio nal 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 traff ic safety concern on a residential street 
involving the speed of traffic, the total volume of traffic, the amount of 
pass - though through  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, po lice 
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 init iation 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, pa ss 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 Com mission.  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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City Council Policy  
No. 350  
Residential Streets Traffic Management  
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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 meetin g 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, i s 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 collecti on 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 
tr affic 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 eva luation 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 o f 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 be lieved to be occurring.  The spot speed radar studies 
will be performed for periods of time sufficient to collect the 
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City Council Policy  
No. 350  
Residential Streets Traffic Management  
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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 sto p 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 f or 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 st op 
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 
incr emental 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 da y, 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 
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environmental ass essment as to the impacts of such a shift in traffic may 
have on other locations.  

 

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 request ed 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 reduc tion 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 
inche s, 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, mot orcycles, 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 conside red 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.  

4.i
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e) City email account : An email account originating from City systems that 
is issued by the City, which is as signed 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 th e 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 co mputer 
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 
socia l 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.  

4.j
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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 t he 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 requi rements 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 C ity 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 d evices 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 cons ultants 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 potential ly 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 persona l 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 busine ss.  
 
Technology Compliance : The City Manager shall have the authority to 
interpret the requirements of this Policy and determine which technological 
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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 long-
awaited opinion in City of San Jose, et al. v. Superior Court, 2 Cal.5th 608, which held 
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e) City email account : An email account originating from City systems that 
is issued by the City, which is as signed 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 th e 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 co mputer 
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 
socia l 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.  

5.a

Packet Pg. 79

A
tt

ac
h

m
en

t:
 P

ro
p

o
se

d
 C

it
y 

C
o

u
n

ci
l P

o
lic

y 
13

0 
D

ig
it

al
 D

ev
ic

es
 E

le
ct

ro
n

ic
 C

o
m

m
u

n
ic

at
io

n
s 

 (
15

49
 :

 P
ro

p
o

se
d

 N
ew

 C
it

y 
C

o
u

n
ci

l P
o

lic
y 

- 
D

ig
it

al


























