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This manual includes policies and procedures that guide the City Council in carrying out
their duties as the chief legislative body of @ity of Irvine. These policies and procedures
have been adopted through various actions including the Irvine Municipal Charter, City
Council Ordinance, City Council Resolution, City Council minute order, and through
adoption of this manual.

The City of Irvine and its City Council are guided by a number of legislative directives
including, but not limited to the Irvine Municipal Code, the California Government Code,
the ABrown Acto regarding publ i dcesmeeti ngs,
Commission Code of Regulations, Roberts Rules of Order, City of Irvine Rules of Ethical

and Open Governance, Gityide administrative policies and procedures, and state and

federal judicial rulings.

This manual is directed primarily towards openagibareas that regularly impact the City
Council. As such, it is recognized that this manual is not inclusive of all ordinances,
resolutions and other legislative acts that have bearing on City Council operations.

The City Council Policy and Procedures iMial is updated on a regular basis and may be
amended at any time by City Council direction.
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City Council Policy / Procedure

City Council Meetings

Reference: Municipal Code: Div. 2
Minute Order 48-75

Resolution No. 805

Minute Order 214-06

Policiesand procedures for the conduct of City Courtil meetings are delineaed in thelrvine
Municipa Code- Division 2 petainingto the City Courxil. In addition to provisions in the
City Code, thefollowing policies and procedures have been adoptedby the Cty Council.

Oral Communications

The City Manager shall includewithin each Cowncil agendaan item providingfor memigrs
of the public toaddressthe City Courtil on items of irterestto the publicand within the
subjead matter jurisdiction ofthe City Courcil. Thetimealocaed to each speker shall be
three (3) minutes undss extenced by the Mayor or by a mgority of the Cty Courtil. The
timefor public comment shall bereserved for the presentation of tems whih are not onthe
regular City Courcil agenda. Public Comment items on theagendashall betaken at thetime
thematteris dscussedy the Cty Courtil.

The Courtil shall not discuss items wdhi are raised by the public as apart of thepublic
comment peiod and noincluded within the postd agenda, but such iemsmay be referred to
the City Manager for consiceration and inclusion in a subsjuent agenda, if necessary.
Individual Courcil memlers may at any timerequest that the City Manager consider spedfic
itemswhich theCity Manager will agendize for subgguent medings if Courtil adion is
required. (City Courtil Resoluion No. 8-05)

Demrum

Public Safety will assgn one(1) officer to remain present through all City Courcil meetings.
His/her respasibilities will include: security; maintaining the peace at all times;enforcement
of theno smokingegulation; escorting Courtcilmemlers to their ehicles if need be; and
genera enforcement ofany order given by the Chef of Police or City Manager. Theofficer
shall at all times benoticedly visible to the publiand Courtil.



Seding Arrangements

Theseting arrangementfor the Cty Courcil shallbe determined by the Mayor, unless
overturned by a majarity vote ofthe Coumil. (Adoptedby City Council action on4-08-75)

Motions

Whenever possilbe, mations of asubgantive nature shall bedrafted, copiedand digributed
on the @is at kast one(1) hour prior to aCourcil meeting at which the méionis to be
consicered. Courtilmembers must benotified by phane or in person that new material
awaits them. This distribtion andnotificaion notce does not automaticdly indicate that
appopriate time has been givenfor individual Courcilmemler's or staff's cansideration, but
serves to help addesslast minute infamation. (Anended by City Courcil action on2-14-
06)

Voting

By Courtil adion roll call votes shll betaken by the useof eectronic votinglights.
(Adoptedby City Courtil action on1-10-95)

Supplenental Information

Courtilmembers who wish to pesent supplenental information at aCity Courtil meeting,

i.e., overheads, visuals, handout®tc., should providéhat infamationto the Cty Manager
no lessthan 24 hous priorto the scheduled Cty Courtil meetingto insureadequate time to
arrangefor the presentation. (Adoptedby City Council action on2-14-06)



City Council Policy / Procedure

City Council Agendas
(Updated December 8, 202D

Reference: Municipal Code Sec.-2-302
Resolution No. 805

Resolution No. 099

Minute Order12-8-2020

The City Manager shell causean agendato be poted in accordance with the Irvine Sunshine
Ordinance, Irvine Municipal Code Section-18.01 et seq. Thagenda shall irclude a brief
description of each item of business to beansaded or discused at the meeting together with
the time and location ofthe meding. The @scription stall besufficient to appise inerested
persons otthe subgct matter of the discussion dhe busiessto becondicted. (Resdution No.
87-05)

Thebusiness of th€ity Courtil shall be éken upfor consiceration and dispositon in the oder
establishedy resoluion of theCity Council (City CodeSec 1-2-302).

Theorder of busiress atCity Courtil meetings isestablishedss follows. (Resoluion No. 0509)
1. TheCity Courtil meeting agendawill beordered to include thetopica areas as follows.

Study SessonsMWorkshop$Scoping Sessons
Closed &sons

Cdl to Order

Items of Pradcol

Consat Cdendar

Business Mattes

Public Comment

Adjounment

S@ o o0oTE

*Additions to theagenda are l[imited by California Government Code Sedion
54954 .2(of the Brown Act).

2. Items ofaroutine naturewill beconsidered urder the Consent 8endar. These tems will
beaded uponas oneitem. Any memter of the Cty Courtil shdl have theright to
removeany item from the Consat Calendar for separate digussion.

3. Public Comment shall bdimited to anaximumperiod of 30 mnutes, thee mnutes jgr
person. Thesetime limits may be extended at the discretion ofthe Mayor or by a
majority vote ofthe Ciy Courril.



4. Reaognizing the occasional need to rearrange the order of busiress,it shallbe doneat the
disaetion ofthe Mayor or by a majarity vote ofthe City Courtil.

Courtilmemters wishingto place items on Ciy Courctil Agendas shalladhere to the following.
(Adopted byCity Council action on 128-2020)

a) All Councilmember initiated items must either be (i) jointly initiated by two
Councilmembers, or (i) initiated by the Mayor.

b) Items NotRequiring aStaff Report:

Requestsshall bepresented in a nemorandumto the City Manager, with acopy
to the Mayor and City Courril, no less than ongeek prior to the rext scheduled
City Council mesting.

c) ItemsRequiring aStaff Report:

Requestsshall bepresented in a nemorandumto the City Manager, with acopy
to the Mayor and City Courtil, no less than twaveeks prior to the mext scheduled
City Council mesting.



City Council Policy / Procedure

City Council Meetings; Invocation

Reference: Minute Order 0122-13
Invocation

The Irvine City Council has intermittentigcluded an invocation on the City Council meeting
agendas. In 2002, the California Court of Appeal ruled that certain invodatibose that

constitute sectarian prayewiolate the Establishment Clause of the United States Constitution;
and the Califorra Supreme Court and the United States Supreme Court denied requests to hear
the case. (Rubin v. City of Burbank (2002) 101 Cal. App. 4th 1194.) The purpose of this Policy
is to ensure that invocations comply with the law so that we retain the righgrigoaplic

meetings with words of inspiration and wisdom.

The City Council believes that the purpose of an invocation is to recognize the role that freedom
of religion has played in the history of our country and the contribution that religious groups
maketo the quality of life in our communidy and to neither promote nor disparage any
denomination pparticular religious beliefThe City Council is confident that anyone who agrees

to give an invocation consistent with this Policy will offer words thateesihe laws and

institutions that protect the freedoms that we enjoy.

The City Council has determined that invocations that comply with the following guidelines are
consistent with the Rubin decision.

1. The tone, tenor and content of the invocation wawit] to a reasonable person, be
considered as advancing or disparaging a specific religion.

2. The invocation does not refer to terms associated with a specific religion, sect or deity
such as fAiJesus Christ, o AAllaho or AOur Fa

3. Theinvocation does not refer to a particular religious holiday, significant dates, holy day
or religious event.

4. The person giving the invocation does not read or quote from any sectarian book,
doctrine or material.

The City Clerk shall send a letter to eggrson who has agreed to give an invocation expressing
the City Council dés appreciation for volunteer
invocation that is fully consistent with this Policy.






City Council Policy / Procedure

City Council Compensation and Expense Policy
(Updated January 1, 2009)

Reference: Municipal Code Sec.-2-108
Resolution No. 0&2
Ordinance No. 0®4

Compenstion

Compenation for City Courtil memlers shall beset, andfrom time to ime stall be changed,
in accordance with thecompenstion shedulefor the Mayor and City Courcil members
establishedn Government Code8 3616. Comperation for Courcilmemters is $880 per
morth as of January 1, 2009.

Expense Poly

1. Ead Gty Courtilmenber shall be paid montHy, duringhis orher term of office, a lump
sumautomobile allowance in the amountof $715 pr month.

2. All other job-related expenses iurred by a City Courcilmemter or City legislative baly
memter may berembursed subgd to thefollowing policy.

3. Authorized Expenses. City funds,equipment, sipplies (including letterhead), titles and
staff time must beused for authorized City business. Théollowingtypes of expenses
generally consttute authorized expenses, povided theotherrequirements of tins policy are
met:

a. Communicating with representatives ofregional, state, and retional
government onCity adopted polcy posiions;

b. Attendingeducaional seminars designed toimproveofficial s 6 aslk i | |
informationlevels;

c. Participatingin regional, stete,and raetional organizations whosedivities
affect the Cityd s erésts t

d. Reamgnizing serviceto the City (for example, thanking along time dficial or
employee with aretirementgift or cdebration ofnominal valueand cost);

e. AttendingCity events;



f. Implementing a City-approved stiategy for attrading or retaining busiresses to
the City of Irvine, this willtypically involve at least one st memler.

Expenseswhich exceal the budgtedannual limits estblishedfor each Courtilmemler
and memberof aCity legislative body requirethe approval of the Cty Courxil.

Examples of persoral expenses tht the City will not reimburseinclude, but are not
limited to:

a  Thepersord portion of any trip;
b. Politicd or charitable contributions orevents;

c. Family expenses, igluding partnerés expenses when accompanying the
Courcilmemter or member of a City legislative body on Ciy-related
busiress, asvell as children orpe related expenses;

d. Entertainment expensesjncludingtheater, movies(either in-room orat a
theater), sporting events (including gym, massage and /or golfrelated
expenses, orothercultural events;

e. Non-mileage persoral automobile expenses, icluding repair, traffic
citations, insuance and gasoline;

f. Persoral losses inarred while on Cty bushess.

Any questions egarding the propriety of aparticular expense should beesolvedby the
City Council before theexpense is incured.

4. General Standards/CostControl. Theintent of this polcy is to emphaste econamy and
pradicality with reasonable subsistere and accommodationswhile on City busiress. The
policy is notintended to addess &very issue, exception orcontingency that rmay arisein the
courseof City travel or attendance at medings. Accordingly, the lasic standrd that shoud
prevail is to usegoodjudgment intheuseand sewardship ofCity funds. Awy deviations
fromthepolicy should beapproved by the City Courtil. Toconseve City resaurces and
keep expenseswithin commuiity stanards forpublic officials, Councilmembers and
memters of Cty legislative bodiesshould adhere to the guidelines providedwithin this

policy.

5. Allowable Types of Expenses.

a. Transporgtion. Themost economcd modeand class oftransporgtion
reasondly consistent with deeduling needs and cargo space requirements must
beusal, usingthe mostdired and tme-efficientroute. In theevent that amore
expensive tansporation form orrouteis used, thecost borndyy the Cty will be
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limited to thecost of the moseoononicd, direct, efficient and reasondle
transportétion form unlesotherwise approved by

the City Council. Governmentand gouprates must be ugd when
available.

I. For members of City legislativebodies automobile mileage is
reimbursable at Internal RevenueService rates presently in effect (see
www.irs.gov). These ratesare designed to mmpenste the diver for
gasoline, insuance maintanance, and otherexpensesassocatedwith
operating the \ehicle. This amout does not includeridgeand td|
roads, whichare also reimbursable with recapts.

ii. Airfares that ae reasoreble and economical shall beeligible for
purposes ofreimburement. Airport parking may be usedduring
travel on official City businessand is eimbursable with receipts.

iii. If car rental is required, rental rates ttat are reasonable and economicd
shall beeligible for pumposesof reimbursement. When determiningthe
type of rental car to be used, consideration should bejiven tothe
eoononic standrds &t forth in this policy and theapprapriate use and
stewardship ofCity funds.

iv. Taxis or shutte fares may bereimbursed, including a 15 percent
gratuity per fare, when the cost of sih fares isequal or lessthan the
cost ofcar rentals, gasolineand parking comhined, orwhen such
transporttion is recessay for time-efficiency.

b. Lodging. Lodging expenses will bereimbursed orpaid when travel on dficial

C.

City busiressreasondly requires an overnight gay. If such lodgingisin
conredion with aconference, lodging expenses must naxceeal thegrouprate
publishedby the conference sponsoffor the meding in question if sth ratesare
available at thetime of booking. Travelers mustrequest government rates,when
available. If thegroup rate is notavailable, reembursementat the IRSrate in
effect at thetime oftravel shallapply (IRSPublicaion 463).

Meals. Mea expensesjncluding beverages, andassocated gratuities will be
reimbursed subgct to the naximum perdiemfor the ned as &t by thelRSrate
in effed at the tme oftravel. (seeCa. Go v 6 t . C @(d) end PulBlicaBo2 .
1542at www.irs.gov or www.policyworks.gov. perdiem)

Telephore/Fax/Cellular. City Courcilmembers and memiars of City legislative
bodies will bereimbursd for actual tdephoneand fax expenses incured on Cty
busness. Teephonebills shouldidentify which cdls were made on City
bushess. For cdlularcalls, when the Counilmember/memtler of City
legislative body has a m@rticular numker
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of minutes includd in his/herplan, theCourcilmember/memker of City
legislative body can identify the percentage of cdls madeon pubilc basis.

e. Other expenses notlready discussd in this polcy, but reasondly
incurred in the courseof official City busiress,may be reimbursed with
theapproval of the City Manager or his/herdesignee and/or theCity
Courtil. Appropriate documenttion should bgrovidedwith the
reimburseementrequest. Expensesfor which Courtilmemtlers and
memlers of City legislative bodiesreceive reimbursementfrom another
agency are notreimbursable.

6. Methods ofPayment. The City will pay all legitimate expensesfor City-related
busiress,including transportation, lodjing, registration fees, meals, andany other
expenses igurred for official City bushess and iracerdance with these
guidelines. There are three methods of pyment that may be usedfor busiress
related expenses, indivdually or in comhination:

a. Direct payments to endors by chedk may beused to my for specific cogs
related to the tip, uswlly for registration fees, lodging, and airfare.

b. TheCity does not isueindividua credit cards to Counilmemlers or
memlers of City legislative bodies, havever paymentsby a City credit
cad may be usedto prepay travel expenses, icluding registration fees,
lodging and airfare, or may be usedto cover bushess &pensesas they
ariseon the tip. City creditcards stall not be usd for personal expenses,
even if the Courcilmenber or member of the Ciy legislative body
subseqgantly reimburses thecity.

c. Reimburement tothe Courcilmemler/City legislative body memberwith
apprapriate receipts forincurred expenses.

7. Expense Rport Cortent and Sulnission Dealline. All credit card expenses and
expenseremburementrequestsmustbe submtted on an expensereport form
providedby the Cty. Expensereports must documnt that the expense in
guestion met withtherequirements of this paty. Officials mustsubmit their
expensereports withn sixty (60) cdendar days of an expensebeng incurred,
acompaned by receipts documentingead expense. Inability to providesuch
documenttion in a tmely fashion nay resultin the expensebeng bome by the
official.

In theevent the official does notattend the tip and nan-refundable expenses have
been incured for registration, lodging and/or tiavel, the non-attending official
shall sulmit writtenexplanation ofthereasons fomon-attendance to the City
Manager. The City Manager shall determineif the public fundsadvanced mustbe
reimbursed tothe City. Any dedsion by the Cty Manager may be appeded tothe
City Courril.

12



All expensesare subgd to verification that tley compy with this polcy.

. Report toCity Courril, Board, or Conmission. In ac®rdance with pre-existing City
Courtil policy, Councilmemlers stall provide a brief report in either written orverbal
form, on nedings atended at City expense,at the next meding of the Cty Courxil.
Members of Boards orConmissionsshall provide abrief report ineither written or
verba form, on Brown Act medings atended at City expense.

. Comgiance With Laws; Violations. City officials should leep in mind that sane
expenditures may be subpd to reporting under thePolitica Reform Act and other lavs.
All agency expenditures ae public records subjed to disclosuraunder the Public
Reoords Act andotherapplicable laws. Use of public resaurces or fasifying expense
reports in vidation ofthis polcy may resultin any or al of the following:

a. Loss ofreimbursementprivileges;
b. A demandfor restitution fromtheCity;

c. Theagencyd seportingtheexpensesas income tahe electedofficial to stateand
federd authorities;

d. Civl perelties ofup to $1,000 peday and theetimes the dlue ofthe
resources used;

e. Proseaution for themisuse opulic resaurces.

13
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City Council Policy / Procedure

City Council Travel

Reference: Resolution No. 04139
Minute Order 214-06
Resolution No. 1774

TheCity shall pay al dlowableexpen s es of the Cityos eforected and
domestic and internationtbvel on City busiress,including transportation, lodjing,

registration fees, meals, and otheimcidental expenses, ifthey are for official City busiress,fit

within the Ciyd s icp guitlelines, and comply with applicable regulations of the California

Fair Political Practices Commission (FPPCity busiressis defined as canferences, trraining

sessons, nedings, economic development, aather official City busiress,including Sister

and Friendship City programs, which isligect result of employmentwith, orrepresentation

of, theCity of Irvine. Please efer to Gty Courtil Policy/ProcedurefiCompersation and

Expense Poltyo for further clarifi cation onallowable travel expenses.

The following criteria are utilized to determine whether City Council and/or appointed official travel
related to official Citypusiress:(a) the conference or meding is being held by an organization

or agency of whichthe City is a memler; (b) the pupose of the tavel is City representationin
support ofa City Courtil approved program, orat thediredion ofthe Cty Courxil; and (c)

adequate fundsare available within the approved individual Gty Courcil Business Expense

budget or approved by the City Council separately.

In circumstances where travel expenses are paid by a source other than a state, local, or federal
government agency, the requirements and restrictions of FPPC Regulation 18950.1 shall also
apply. That regulationrphibits payment for food, lodging or travel to a member of the City

Counci l (and appointed officials) fAunless the
the officialds public duties, istheragepuoypss:
funds, is authorized in the same manner as tr;

own funds, and otherwise meets the requirements of subdivision (a) of [FPPC Regulation
18950.1] .0 Subdi vi si on alloas)paymént fdrRteagelifforadourcesn 1 8 9 !
other than a state, local, or federal government agency only if all of the following requirements are
satisfied:

1. The payment is made directly to or coordidatgh the City, and not made to the
City official usingthe travel.

2. The payment is used for fAofficial agency
18950.1(c).
3. The City determines the City official who will make use of the payment.

15



4, The payment provides no personal benefit to the City official who makes thse
payment.

5. The duration of the travel is limited to that necessary to accomplish the purpose for
which the travel was provided as determined by the City using the same standards
imposed for travel paid with City funds.

6. The City reports the paymerg provided in FPPC Regulation 18950.1(f).

City Courtil members and appointed officials alh provide abrief report, in either written or
verbal farm, on metings atended at City expenseat the next regularly scheduledmeding of the
City Courtil or City commission (as the case may.be)

All travel requests that do not otherwise adhere to this Travel Policy shall be requested through a
memorandum addressed to the City Manager for City Council consideration. The following
information, at a minimum, shalle included in the request:

1. The purpose or specific benefit of the trip that would be achieved by sending a City
official and/or supporting City staff.

2. The anticipated dates of the travel and destination(s).
3. Detailed financing information, including angst that may be incurred by the City.
4, An explanation of Council Executive Assistant support, if requested.

16



City Council Policy / Procedure

Council Services Office

Reference: Municipal Code Sec.-5-102
Resolution No. 0569

The Courtil Services Office provides supprt to theMayor, memters ofthe City
Courril, and Couril Exeautive Assistants. Théollowingsummaizes piocedures
followed as part of this support.

Meetings

Medings are scheduledfor Courcilmemtlers based upon theipreferred schedules. Rquests
for City stdf attendhance at medings should be nadethrough theCourtil Services office
City Council cdendars are not pubic records; havever, they are made available to the Qiy
Manager and Couwncil Services gaff to faalitate scheduling.

PhoneCalls

Phonemessges ae forwarded to Courcilmemlers as sooms possike after thecal is
recaved. Arrangementswill bemadewith each Courtilmemler to establish thebest
procedure to expeditioudy forward phonemessges.

Each Courtilmember has private voicemail on his/herCity telephoneline. Voicemail will
not beaccessed by Courtil Services gaff; retrieval of voicemail messages isthe
responsbility of each individual Courcilmemter.

Files

The Courtil Services Office maintainschronologicd (chron) files ofall corresponance
generated by individual Courtilmemters. Chrorfiles ae maintaned for four (4) years as
required by public records law. Itis therespasibility of ead indvidual Courcilmemter to
maintain his/herownworking files as they deem necessary.

Mail (Poga Service

All mail relatingto City busiressthat is adiressed tothe Mayor, City Council or to indvidual
Courcilmenbers, will be copied and distribued tothe Mayor, to all Councilmemters, and to
the City Manager and appropriate departmental daff. Copies ofll City busiress-related mail
are maintaired in the City Clerkds Office for four (4) years as required by public records law.
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Mail not related to City business is ogned and distributed orly to the addresseend no
copiesare mace. Mail marked fipersoralo 0 r confidential O giviens unogened, tothe
addressee only.

Electronic Mail (Email)

Citizens may contad the City Courril through three different email addresses.

1. Ead Courtilmemler has a pivateemail addresson his/heiCity compuer. Couril
Services gaff does notaacessthesepersonal email boxes; it isthe responshility of each
individual Courcilmemtler to retrievetheir own emal from theirpersoral email boxes.

2. A generic City Courtil email boxexists onthe Gty0o web site,
irvinecitycouncil@cityofirvine.org Cauncil Services gaff accesses ths enalil
box and digributes in corformarce with procedures listed unér general mail
(posHl).

3. A generic City Courtil email boxexistsin the Council Services office,
irvinecc@ecityofirvine.org Typicaly, this enail boxis used for citizenswho wish
to send invitations tthe City Courtil eledronically, but alsaat times recaves
general corresponance. Courtil Services daff accesses this emil box and
distributes in corformarce with procedures listedunder general mail (postl).

Email commurgation consttutesiipreliminary drafts, notes, ointeragency or intra-
agency memaandathatare notretained by the public agency in the ordinary courseof
busires swithin the meaning of Government Code § 6254a), uressthe email
communication is ginted and retained in officia City files. Itis the Gtyd policy to
automaticdly deleteemail after 30days (City Courtil Resoluion No. ®2-69). Email thet
is saved in anotler computerfile or is ginted andfiled as a hardcopy becomes subjet to
al applicable publicrecordsrequirements.

Invitations

Courcilmemters are invited to anumberof eventsead week. Courtil Services gaff
sunmarizes thesenvitationsand, along with the original invitations, the lists farwarded
to each Courtilmemler at theend of each work week. Courtilmemters are asked to
return theirinvitationlist as soon as possible, notingpich eventsthey would like to
attend, so &aff can RSVP. Last minute invitations willbeimmedately forwarded to
Courtilmembersfor aresponse.

City payment for taldes, ckets andadmisson charges to eentsthat Councilmemtlers

attend iscovered under the City Courxil policy on fiEligibility for Puichase of Tablesand
Admission Ticketsto Community Event s . 0
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Responsd_etters

City staff will prepare responseletters for correspondence received by the City Courtil
relatingto City busiress. Letters recaved by the City Courxil or by individua
Courtilmemters will berouted to thepprapriate operating department for a draft response.
Responseditters are prepared for signature within appraximately two weeks.

If all Courcilmemlersrecdve thesame letter, orif theletteris addessedo theiCity
Courtilo generically, theresponsewill be pepared forthe Mayoré s gnauie only.
Individual responseéetters keyond he Mayord sesponseetterare theresponsihlity of ead
individual Courtilmemter, should tley desire to pesonaly respond.

Requestsfor Information

Requestsfor informationand asgstarce from City departments and siff should bemade
through the Council Maagerds Office. TheCouncil Services Office will coordinete with the
City Manager and will process andriadck theserequeststo insurethat themostappragpriate and
timdy response is provédl.

Weekly Padkets

Courtil agendas and md packets will be put onthedesk of theMayor and eaty menber of
the Cty Courtil on the &st day of thework week. Thesepadketsinclude, but ae not limited
to, weekly calendars, invitation lists, aweekly update from the City Manager, correspordence,
and miscdlaneous nail.
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City CouncilPolicy / Procedure

Council Executive AssistantProgram
(Updated May 25, 202)

Reference: Resolution No. 1%7
ResolutionNo. 21-30

In 1984 the Council Aide program, now called the Council Executive Assistant (2&gxam,

was established to assist the Mayor and members of the City Council with their duties of office.
Council Executive Assistants perform a wide variety of highly responsible administrative,
community relations, and field support duties under thetdigpervision and administrative
oversight of his or her respective appointing member of the City Council.

The policies and procedures were updated #128 approved in Resoluti@i-30. Resolutior21-
30approved updated job specificats@and classification®r a Council Executive Assistant.

The Resolution and job description are attached, reflecting the Policies and Procedures of the
Council Executive Assistant Program.
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CITY COUNCIL RESOLUTION NO. 21-30

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
IRVINE, CALIFORNIA, PROVIDING ADMINISTRATIVE
POLICIES AND PROCEDURES FOR COUNCIL EXECUTIVE
ASSISTANTS

WHEREAS, the City Council of the City of Irvine established a Council Aide
program, now called the Council Executive Assistant program, in September 1984;
and

WHEREAS, the Council Executive Assistant program was created to assist the
Mayor and members of the City Council with their official duties of office; and

WHEREAS, it is timely to update the policies and procedures to reflect the more
contemporary and streamlined City Council operations and the growing and changing
duties, obligations, and expectations of public office.

NOW, THEREFORE, the City Council of the City of Irvine DOES HEREBY
RESOLVE as follows:

Section 1. The City Council of the City of Irvine hereby rescinds Resolution No.
19-57 and all previous actions relating to Council Executive Assistant policies and
procedures, and adopts the following consolidated administrative policies and
procedures for Council Executive Assistants.

Section 2. The job description for Council Executive Assistant is attached as Exhibit
A and is hereby approved.

Section 3. The following guidelines shall apply to the Council Executive
Assistant program.

a. Council Executive Assistants are at-will City employees and subject to the
personnel rules and regulations that apply to at-will City employees.

b. Council Executive Assistants shall be selected by the City Council member
with whom they shall work. Following that selection, the City Manager or
her/his designee shall authorize the employment of the selected Council
Executive Assistant subject to satisfying all City employee onboarding
requirements and background checks.

c. Once hired, each Council Executive Assistant will perform a wide variety of
administrative, community relations, and field support duties under the direct
supervision and administrative oversight of his or her respective
appointing City Council member.

| CC RESOLUTION 21-30
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d. The appointing City Council member for each Council Executive Assistant
shall monitor and verify work schedules within annual budget allocations.

e. Communication, inquiries, and requests from Council Executive
Assistants are to be directed through the City Manager's Office and
through department contacts as designated by the City Manager's Office.

f. Council Executive Assistants have no authority to request, direct, assign,
authorize, interfere with, or in any way compromise the work of any other
City employee.

g. Memos and correspondence authored, prepared, or executed by the
Council Executive Assistants are to carry the initials of the Council
Executive Assistant for reference purposes.

Section 4. Each Council Executive Assistant serves at the will and pleasure
of his or her appointing City Council member. However, as the hiring authority of the
City, the City Manager, or her/his designee, is authorized to engage, inform, or
advise any Council Executive Assistant regarding administrative, employment, and
management matters.

The City Manager is also authorized to correct, reprimand, restrict, or terminate the
employment of any Council Executive Assistant, provided that the City Manager first
confers with the City Council member with whom the Council Executive Assistant
works.

Section 5. Council Executive Assistants are classified at Level 1, 2, 3, 4,
Senior, Principal, Supervising Principal, and Chief of Staff and receive an hourly
rate as established in the City’s part-time and full-time salary resolutions.

Section 6. Funding for the Council Executive Assistant program will be
considered during the biennial budget process and, if approved, included in
individual City Council office operating budgets.

Section 7. Approved funds for the Council Executive Assistant program shall
be used for Council Executive Assistant salaries and benefits, and for associated
expenses, office equipment, and supplies. The transfer and/or expenditure of
Council Executive Assistant funds for other City Council budget operating needs
shall be in accordance with City’s budget adjustment guidelines included in the
adopted biennial budget and in the City Council office operating budgets policy.

Section 8. The City Manager's Office shall oversee administrative
requirements of the Council Executive Assistant program including the hiring
process, program budgeting in consultation with individual City Council members,
and employee orientation as City employees, in coordination with the Human
Resource and Innovation Department.

2 CC RESOLUTION 21-30
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Section 9. The City Manager, or his/her designee, shall provide procedural
guidance to Council Executive Assistants regarding correspondence, invitations,
meeting requests, and other City Council administrative support operations including
records retention requirements, to facilitate their effective and efficient use of City
programs and systems in support of their respective appointing member of the City
Council.

PASSED AND ADOPTED by the City Council of the City of Irvine at a special
meeting held on the 25" day of May 2021.

MAYOR OF THE CITY OF IRVINE

ATTEST:

%//VC:,

CITY CLERK OF THE CITY OF IRVINE

STATE OF CALIFORNIA )
COUNTY OF ORANGE ) SS
CITY OF IRVINE )

I, CARL PETERSEN, City Clerk of the City of Irvine, HEREBY DO CERTIFY that
the foregoing resolution was duly adopted at a special meeting of the City Council of the
City of Irvine, held on the 25" day of May, 2021.

AYES: 5 COUNCILMEMBERS: Agran, Carroll, Kim, Kuo, and Khan

NOES: 0 COUNCILMEMBERS: None

ABSENT: 0 COUNCILMEMBERS: None
ABSTAIN: 0 COUNCILMEMBERS: None

Rl

CITY CLERK OF THE CITY OF IRVINE

3 CC RESOLUTION 21-30
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