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I. PURPOSE AND SCOPE

CtTY COUNCIL POLICY NO. ‘11

A. To create a procedure governing the sale of City-owned land and to assign
the responsibility for the review and administration of the process.

B. To ensure that City—owned land is sold to the highest responsible bidder and
that all persons interested in participating in the competitive bid process for
the sale of City-owned land have an opportunity to do so.

II. GENERAL

A. This procedure shall be applicable to all City departments assigned the
responsibility of administering City-owned lands or which may be given the
assignment of selling City—owned land.

B. The City Council shall authorize the sale of City—owned land and shall have
the right to accept or reject any offer made to purchase City—owned land.

C. The City Council shall consider offers to buy City-owned land on the basis
of price. The City Council may reject any offer whenever it is determined
by the City Council that the proposed use of the land would be incompatible
with the adjacent area, pose a significant threat to the publics health or safety,
or otherwise not be in the best interest of the City of Carson.

D. All offers to buy City—owned land will be received by the City Clerk and shall
be opened in the Office of the City Clerk at a date and time prescribed by
the bid documents.

Ill, PROCEDURE

A. flprtrnen

1. Identify City-owned land subject to sale and obtain legal description of
parcel as well as parcel map.

2. Advise all other City departments of availability of property and determine
that no department has need for such property for Department/City
purposes.
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(
3. Submit report to City Administrator summarizing staff responses and

findings and request approval to present matter to City Council for
authorization to declare surplus and prepare bid documents,

4. Submit aqenda item to City Council requesting that property be declared
surplus and that staff be authorized to develop bid documents.

5. Obtain appraisal, title report, and review, title report for any restrictions
on property which may affect the sale of the property.

6. Prepare bid package for review and approval by the City Council and
approval by the City Council and include the following elements as a
minimum.

a. Notice of solicitation.
b. Generalize description, address and location of property.
c. Size, zoning, and other general information,
U. Mailing list.
e. Board of Realtors.
1. Schedule of advertisers.
g. Display advertisement announcing sale by sealed bid.

( 7. Submit bid package to Council for final review and approval.

8. Review bids received and prepare agenda item recommending acceptance
or rejection of bids.

B. City Clerk

1. Create folder for bids, post notices as required, submit to newspapers
for publication.

2. Open bids on date and time prescribed by bid document. Send bid results
to initiating department for review.

3. Upon award of sale by City Council, return checks submitted by unsuccessful
bidders back to bidders by certified mail — return receipt requested.

C. jty Council

Receive staff report summarizing bid results and accept or reject bids received.
Instruct the City Attorney to approve as to form escrow instructions.

D. City TLirer

Deposit 1096 deposit of successful bidder upon award of Council. Deposit check
for balance upon close of escrow.
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IV EXCEPTIONS

Exceptions to this procedure shaH be authorized by the City Administrator.

V. AUTHORITY - Agenda tern No. 1 Dated: November 15, 1988

By order of the City Adminsitrator

Interim City Administrator

1 /48
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LJBJECT

NUMNER: 1.16 CAPITAL IMPROVEMENT

ORGNL
CONSTRUCTION CONTRACTS

6/11173 6/11/73
CHANGE ORDER AUTHORIZATION

CURRENT ISSUE EFFECTI’JE CATEUORY

1/05/88 1/05/88

SUPERSEDES
CITY COUNCIL POLICY STATEMENT

3/20/74

PURPOSE

To establish guidelines for the approval of change orders for Capital Improvement
construction contracts.

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL THAT:

1. The City Administrator is authorized to approve, at will, change orders
for Capital Improvement construction contracts up to ten percent (10%)
of the total contract price, or $30,000, whichever is lesser, for any one
contract.

2. The City Administrator shall provide a written line item account of each
such change order for Council information.

3. The City Council must approve change orders whenever they are greater
than $30,000. Similarly, the total amount of change orders approved by
staff for any one project shall not exceed $30,000. All change orders which
would cause the total amount of change orders approved by staff to exceed
$30,000 for any one project must be presented to the City Council for approval
prior to the commencement of the extra work.

II. EXCEPTIONS

There shall be no exceptions to this policy except through direct instruction by
the City Council.

Ill. EMERGENCIES

City Council Members shall be advised by the City Administrator of any emergency
expenditures.

V. AUTHORITY

City Council motion, Council Agenda Item No. 47, 02 October 1972.
City Council motion, Council Agenda Item No. 41, 11 June 1973.
City Council motion, Council Agenda Item No. 24, 05 January 1988.

RICHARD K. GUNNARSON
CITY ADMINISTRATOR
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IIUMBER; 1.39

ISSUED: 10/21/85 GOVERNMENTAL AGENCY USE
OF COMMUNITY CENTER

EFFECTIVE: 10/21/85

CNCELLATk I U ,TE:

_______________

j SECTION:

I. CITY COUNCIL POLICY
5UP2iEDES: New

To establish guidelines for the rental of the Community Center by governmental
agencies located both within or outside of the City of Carson.

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL
THAT:

1. Rental of the Community Center by governmental agencies from locations
outside of the City of Carson shall be assessed the full value of space
used as rental fee (Category — Full Rate).

2. Rental of the Community Center by governmental agencies from locations
within the City of Carson shall be assessed two—thirds (2/3) the cost
of the full value of space used as rental fee (Category — Non—Profit).

3. Any requests for fee waivers or reductions will be processed in accordance
with the adopted Community Center Rules and Regulations.

EXCEPTIONS

There shall be no exceptions to this policy except through direct instructions
of the City CounciL

LL1IHDRTY

City Council motion, October 21, 1985.

.DANGLEIS
City Administrator
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SUf]LC I

NUMBER 1.37

SMOKING REGULATIONS

NTs_JFt__ CPJEGORY

SUER5EDLS I. CITY COUNCIL POLICY

NEW

PURPOSE AND SCOPE

To establish, formulate and enforce policy regarding smoking in the City
of Carson owned, operated or licensed facilities and vehicles.

II. GENERAL

To implement smoking rules of conduct to provide a comfortable work
environment and to balance the rights and desires of all employees, the
following is set forth:

A. “Smoke’ or “smoking” shall include the carrying or holding of a lighted
pipe, cigar, or cigarette of any kind, or any other lighted smoking
equipment or the lighting or emitting or exhaling the smoke of a pipe,
cigar or cigarette of any kind.

B. The following shall be designated as “no-smoking” areas:

1. During such use, any such room being utilized for a conference,
meeting, interview, training or similar use unless all participants
agree that smoking will be allowed.

2. Elevators.

3. Restrooms which are primarily for use of employees.

4. “Inner” non-public hallways.

5. City vehicles, unless there are no passengers or all occupants
approve of smoking.

C. The employee cafeteria shall have designated smoking and no-smoking
areas. Each area shall be contiguous.

D. A private enclosed office may be designated as a smoking area by the
occupant.

E. Every reasonable effort shall be made to accommodate the wishes of
smokers and non-smokers, however, the right to breathe air unpolluted
by smoke shall be the primary determinant in resolving a conflict.

F. If satisfactory accommodation for the preference of both non-smoking
and smoking employees in any open floor plan area cannot be reached,
smoking shall be prohibited in that area.
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C. Resolution of conflicts may require modification of work area, employee
relocation, or designation of shared work areas as non-smoking, and
shall include the expectation that all employees will demonstrate a
cooperative attitude and a willingness to compromise to maintain
harmonious working relationships.

H. Employees shall not smoke in any area that has been designated and
posted as a no-smoking area.

I. Any employee who violates this policy shall be subject to disciplinary
action.

Ill. PROCEDURE

1. Employees who wish to work in a smoke-free environment shall notify
their Department Director in writing.

2. All pertinent information to the request shall be included by the
employee.

3. The affected Department Director shall, within five (5) working days
of receipt of request, refer request and all pertinent information to
the City Administrator.

( 4. Upon receipt of request for disposition, the City Administrator shall
designate three (3) members of the City’s Safety Committee, known
as the Audit Sub-committee to audit the employee’s work area to
determine viable alternatives.

5. Any member of the Audit Sub-committee, if housed within the affected
department, is automatically excluded as a designee.

6. Audit Sub-committee members shall conduct a work-area audit within
ten (10) working days after designation by the City Administrator.

7. Audit Sub-committee members shall submit a written recommendation
to the City Administrator within five (5) days after audit completion.

8. The City Administrator, as the final authority, shall notify employee
of disposition within thirty (30) working days of receipt of Audit
Sub-committee’s recommendation.

IV. EXCEPTIONS

There shall be no exceptions to this policy.

v. AUTHORITY

By the authority of the City Administrator.

JOHN R. DANGL IS

I 074
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CITY OF CARSON POLICY/PROCEDURE

SUDJEUT

NUrUB[:n 1 36
. CITY COUNCIL PHOTOGRAPHY

(JREUN?L SSUE EFFECJ rUE POLICY
6/3/85 6/3/85

CURRENT SEUF EFFECTUE

6/3/85 6/3/85
SUPERSEDES I, CITY COUNCIL POLiCY

NEW

PURPOSE AND SCOPE

To establish a policy and assign responsibilities for requesting the services
of the City Photographer, ordering and disseminating prints, and selecting
photographs for media release.

II, GENERAL

To create a central contact point for the City Photographer and to determine
when it is appropriate to request photographer services, the following is
set forth:

A. The photographer shall be paid by purchase order and budgeted for
in the contract services, Object (808), of the Public Information Office
account.

B. The photographer may be provided for events which are not
City-sponsored, but must be of community interest/benefit, if the
City Council approves such action as an agenda item. In the event
that time or other factors prevent consideration by the City Council,
the City Administrator will make a determination.

C. Proof sheets will be delivered to the City Council. Any Councilmember
wishing to order a print may do so. Proof sheets will then be delivered
to the Public Information Office which will select a representative
picture, if appropriate, to be delivered to the media and to those
represented in the picture.

D. A separate photography account will be established for each City Council
member and any prints ordered will be charged to the appropriate
account.

E. Individuals who wish prints may order them directly from the photog
rapher.

F. The Public Information Director may order prints for promotional
or other Public Information purposes.

G. Departments other than City Administration may utilize the photog
rapher providing:

1. Payment is by separate purchase order.

1093
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( 1.36

2. The event is sponsored by the City and of community
interest/benefit.

3. Any prints sent out are sent in the name of the City of Carson
or the City Council

4. Public Information Office will send prints to the media

5. M.D. applies here also

H. Any community organization which wishes to utilize the City Photog
rapher may be referred by the Public Information Office to the City
Photographer to make appropriate arrangements exclusive of the City.

Ill. EXCEPTIONS

As approved by the City Council.

IV. AUTHORITY - Agenda Item No. 36 Date June 3, 1985

By authority of the City Administrator.

C
MANGLES

CITY ADMINISTRATOR

C

1074
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SURJLC

NuMBt L33.1 COUNITY WATCH SIGNS

CURRENT SSUE EFFECTIVE CUTEGURY

i. CITY COCIL POLICY
SURE RSEDES

NE j -

I. PURPOSE AND SCOPE

A. To establish the procedure and assign responsibilities for
the posting of “Community Watch” signs in the public right-
of-way within the City.

B. To ensure that all such signs are of uniform design and
are supplied and installed as a responsibility of the
Department of Public Works.

C. To ensure implementation of City Council instructions of
Nay 3, 1982, Agenda Item No. 11, “Community Watch Signs”.

II. GENERAL

A. The purpose of Community Watch signs is to notify street
users of the existance of an organized community watch
program in the area.

B. The justification for Community Watch signs shall require
that an official community watch group is recognized by,
and registered with the Los Angeles, County Sheriff,
Carson Station. The Sheriff shall notify the City Public
Works Director in writing when Community Watch signs are
required or when replacement or maintenance is needed.

C. All signs shall be supplied, located, installed and main
tained by the Department of Public Works.

1. No more than one sign for each direction shall be
installed in any City block.

2. Signs in the same direction on a given street shall
not be closer than one quarter (¼) mile to each other.

3. Signs shall be located at least fifty (50) feet from
the intersection at each end of the posted section
facing approaching traffic.

Signs shall be posted on existing posts or poles when
ever possible.

5. Signs shall not interfere with, appear to be, or
detract from any official traffic control device.

1093
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D. The cost of sign purchase, installation and maintenance
shall be borne by the City of Carson and included in the
Department of Public Works budget. Community watch signs
are not for traffic control purposes.

III, PROCEDURE

A. Public Works

1, Upon receipt of a written request for the installation
of Community watch signs from the Sheriff.

1. Inspect the area to identify sign locations and
directions,

2. Procure and install signs.

2. Provide replacement or maintenance as requested by the
Sheriff.

IV. EXCEPTIONS

Thereshall be no exceptions to this procedure.

C

C

C

V. AUTHORITY Agenda Item No. 11

By order of the City Administrator.

Date

CITY

I 074
1075



0 CITY OF CARSON POLICY/PROCEDURE

; U 3] U CT

NUMBER 1 33
. COMMUNITY WATCH PROGRAM

ORR3INAL USUE [UfLCTVE

10/7/81 10/7/81
CURRNT SSUE L:FFECTVE CUTCUOPY

10/7/81 10/7/81
SUERSEDUS

NEW I. CITY COUNCIL POLICY

I. PURPOSE AND SCOPE

A. To establish the policy and assign responsibilities for
authority and lines of communication between the City
government and the Los Angeles County Sheriff, Carson
Station, relating to administration of the Community Watch
Program in the City of Carson.

B. To delineate supervisory authority and lines of communi
cation between the City government and the County Sheriff’s
Community Watch Program Officer.

II. GENERAL

A. The Community Watch Program is a Los Angeles County Sheriff
program implemented throughout Los Angeles County with
similar programs on a national basis. In the City of
Carson, the program is jointly supported by the Sheriff’s
Department and the City government.

B. The purpose of the Community Watch Program is to involve and
facilitate participation of local residents in helping to
promote peace and tranquility within the community by
observing neighborhood activities, and working with each
other and the Sheriff’s Department.

C. The program is directed, coordinated, supervised, and
administered by the Community Relations Sergeant assigned
to the Carson Sheriff’s Station, who also acts as advisor
to the local residents on law enforcement crime prevention
matters, and the conduct of Community Watch meetings.

U. The program receives partial funding from the City govern
ment for clerical personnel and office supplies, outside of
the law enforcement contract with the Sheriff’s Department.
City funded personnel are under the functional supervision
of the Sheriff’s Community Relations Sergeant and are
located at the Carson Sheriff’s Station.

E. The City Administrator shall be the priuary liaison between
the City and the Sheriff’s Community Relations Office on
matters relating to adninistration of the Community Watch
Program which involve interface with the City gDvernment.

1003
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C
F. Community Watch Meetings

1, Meetings shall be held only under the supervision of a
Sheriff’s Community Relations Officer:

a. Meetings shall be conducted directly by a Sheriff’s
Community Relations Officer.

b, Meetings may be held at private, government or pub
lic facilities and shall be limited to discussions
and activities relating directly to the conduct of
the Community Watch Program and related law enforce
ment problems.

c, Attendance at any public meeting is open to any
interested resident of the City. The number of
persons in attendance shall be governed by the size
and capacity of the meeting facility.

d, Attendance at meetings by City Council members shall
be in accordance with the provisions of the Brown
Act, and should be coordinated with the Sheriff’s
Community Relations Sergeant. Attendance at
meetings of any City staff personnel shall be

ç coordinated with Sheriff’s Community Relations
Sergeant.

e. Community Watch matters which may be of interest to,
or require action of the City Council, should be
coordinated with the Sheriff’s Community Relations
Sergeant and shall be presented to the City Council
through official channels as a Council agenda item.

2. The Sheriff’s Community Relations Sergeant shall:

a. Notify the City of Carson City Administrator of
scheduled Community Watch organization meetings.
Such notification shall be by personal contact to
assure the preservation of program security and
membership anonymity.

b. The City Administrator shall, in turn, assure noti
fication of all City Council members.

III. PROCEDURE: Not applicable.

IV. EXCEPTIONS: Exceptions to this policy shall be approved by
the City Council.

V. AUTHORITY: Agenda Item No. 12 Dated:embf98

By order f the Acting City Administrator.

ICHARD GUNNARSON, ACTING CITY ADMINISTRATOR

1074
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CITY OF CARSON POLICY/PROCEDURE

1 Ulfl]LCT

Nur:BER

.
COMMUNITY PROJECTS -

CITY SUPPORT

CURRENT SSUE EFPECTVE CArEGORY

9/21/81 9/21/81
UECEP5

I. CITY COUNCIL POLICY
,

NEW

I. PURPOSE AND SCOPE

A. To establish the policy and assign responsibilities gov
erning financial support by the City government for projects
and activities sponsored by nongovernment agencies and
organizations within the City, to which the City provides
total or partial financial material or staff support.

B. To assure that such financial support is subject to manage
ment review for justification, funding source and project
administration.

II. GENERAL

A. It is deemed in the best interest of the City government and
the residents of the City to utilize government funds and
resources for the support of selected, approved projects and
activities proposed and sponsored by citizen organization
which are compatible with City goals, programs, financial
condition, and legal constraints.

B. Sponsorship of City supported community projects may origi
nate from the following types of City citizen organizations;

1. Cultural
2. Ethnic
3. Service
4. Benevolent
5. Senior Citizen
6. Music and Entertainment
7. Parade Participation
8. Other organizations approved by the City.

C. To be eligible for City support, projects shall:

1. Be sponsored by a City citizen organization.

2. Be open to public participation and attendance with
emphasis on City residents.

3. Be beneficial to the City, its citizens and its
government.

4. Be compatible with City goals, programs and financial
condition.

1093
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(
5. Include the name, address, phone number and position of

the project coordinator or responsible party.

0. Requests for City financial support for activities sponsored
by community organizations shall be submitted to the City
Administrator for initial review and evaluation as to the
justification and impact upon City resources, assignment of
the program responsibility to a department, applicable com
mittee participation, legal review, and referral to City
Council for final approval.

E. Community projects accepted for City support shall be
assigned to and integrated in the programs of a City
department for administration and control. Projects shall
be included in the annual cultural fair when possible.

F. During evaluation, each project shall be submitted to the
Director of Finance and Administration for confirmation of
funding sources, accounts and programs.

C. Written requests for project support shall include the
folowing:

1. Mission or purpose of the project.

( 2. A total estimated cost of the project with an indica
tion of all sources and amounts of funds including City
participation.

3. The distribution and purpose of revenues derived from
the project.

4. A statement as to the expected benefits to City resi
dents or City government.

5. The location of the event or project. Within the City
when possible.

6. Expected citizen or resident attendance and participa
tion in the project.

7. The method of advertising or giving the public notice
of the event or project.

H. The City is not obligated to provide any support to com
munity organizations, nor for projects delineated above.
Such support, if given, may be withdrawn or cancelled at
any time at the discretion of the City.

III. PROCEDURE - Not applicable.

074
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LV. EXCEPTIONS - Not applicable.

AUTHORITY - Agenda Item No. 27 Dated September 8, 1981

ICKIEN
CITY ADMINISTRATOR
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CiTY OF C;RS0N O1JCY/PROCEDUflE

NU1BER 1.30 APPOINTING AUTHORITY -

URGN/SL 5SUE tCCIIVC DELEGATION
6/1/81 6/1/81

CURRENT SSUE CFFECTVE CATEGORY

8/6/81 8 6 81
SUPERSEDES I. CIT COUNCIL POLICY

NEW

I. PURPOSE AND SCOPE

A. To establish the policy for delegation, by the City
Administrator, of appointing authority.

B. To assure that such delegation conforms to the applicable
provisions of the Municipal Code.

II. GENERAL

A. The City Administrator shall have full appointing authority
in accordance with the following:

Level 1. Appointing Authority and Final Approval of Per
sonnel Action Notices - Retained by the City Administrator
and Not Delegated.

a. All Personnel Action Notices relating to employees
having a class salary range of 24A or above except:

1) General salary increases.

2) Correction of administrative errors.

Level 2. Appointing Authority and Final Approval of
Personnel Action Notices - Delegated to the Director of
Finance and Administration.

a. All new hire Personnel Action Notices having a
salary class range of 24 or below.

b. All change of status Personnel Action Notices
relating to employees having a class salary range
of 24 or below, except those resulting from
disciplinary action.

Level 3. Appointing Authority and Final Approval of
Personnel Action Notices - Delegated to the Director of
Finance and Administration or His Designee.

a. General salary increases.

093
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1.30

(S

b. Part—Time Employees — New hires and change of
status Personnel Action Notices except those
resulting from disciplinary actions.

c, Correction of administrative errors.

B, The City Administrator, at his discretion, shall have the
authority to suspend any delegation set forth hereinabove.

III, PROCEDURE Not applicable.

IV. EXCEPTIONS - Not applicable.

V. AUTHORITY - Agenda Item No.14__DatedjfllthJ

By order of the City Administrator.

(}YADMINISTTOR



CITY OF CARSON POLICY/PROCEDURE

,t;Ui 1

1.29
PROGRAM BUIGEiiNG AND EXPENSE

2tsU
El

2/17/81
PORTiNG

I. CITY COUNCIL POLICY
UEtEDES

NEW

I. PURPOSE AND SCOPE

A. To restate and confirm that it is a policy of the City to
utilize the program/line account method of budget prepara
tion and labor and expense reporting.

B. To assure that program budget and expense reporting conform
to published procedures and instructions.

C. To assure that program budget and expense reporting are
true and accurate reflections of actual utilization of
labor, materials and services for the performance of City
authorized programs.

II. GENERAL

A. It is a policy of the City of Carson to utilize the pub
lished City program/line account budgeting and expense
reporting system to provide the City with:

1. Effective, accurate visibility as to the planned use of
City resources.

2. Accurate and timely visibility and accountability
records of actual expenditures for labor, materials,
equipment and services.

3. Comparative financial information to accurately display
the performance of actual operational expenditures
against the program and line account budgets.

B. The City Administrator, Department Directors, Division
Managers and all supervision shall assure that actual
labor and expenses are recorded and reported accurately
in accordance with published financial management and
program budgeting procedures, schedules and instructions,
and that such reporting is a true representation of actual
labor and expenses utilized in the performance of author
ized programs.

1093
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( 1.29

III. PROCEDURE - N/A

IV. EXCEPTIONS

Exceptions to this policy shall be authorized by the City
Council.

V. AUTHORITY - Agenda Item No, 24 Dated__February 17, 1981

By authority of the City Administrator.

E. FREDRICK BIEN
CITY ADMINISTRATOR

(
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CITY OF CARSON POLICY/PROCEDURE

UL3JEC

NUMBER 1 . 5

opIGN.gL i5JE FFECT’JE CHURCH SIGNS

l/9/8ll/l9/8l
CURPENT ISSUE EFFECTIVE CTEGOR’

2 17 81 2 17 81
I. CITY COURCIL POLICYUPERSEDE

1/19/81 ISS

I. PURPOSE AND SCOPE

A. To establish the policy and assign responsibilities for
placement of church direction signs in city right-of-way.

IL GENERAL

A. The City will place a maximum of three church direction
signs for each church which requests permission to place
direction signs on city right-of-way.

B. The church shall place a deposit with the City to cover
the cost of signs, installation and administration.

C. The Department of Public Works is assigned the responsi
bility to administer the church sign procedure including:

1. Sign specifications and procurement.
2. Placement locations determination.
3. Actual installation of the sign.
4, Determination of costs.
5. Processing of deposits and permits.

D. Church direction signs shall be placed along major streets
near intersections in the vicinity of the church.

E. The City shall not be responsible for replacement or
maintenance of damaged or deteriorated signs. If a sign
needs to be replaced for any reason, the church shall
submit a request to the Dept. of Public Works and submit
the required deposit to cover costs.

F. Request for placement of church signs shall be submitted in
writing by the church to the Director of Public Works.

*G. Any sign or sign post observed to be damaged, or any sign
observed to be unreadable due to wear will be removed from
the right of way by the City, and the church will be
notified.

IV. PROCEDURE - Not applicable.

*Indicates added item. 3
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C 1,5

V. EXCEPTIONS

Exceptions to this policy shall be authorized by City Council.

VI. AUTHORITY

Agenda Item Jf 25 Datedar17,198j

CITY ADMINISTRATOR

C

C
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CITY OF CARSON POLICY/PROCEDURE

NUMBER: 1 0
SERVICE CLUB SIGNS

ORGNAL ESUE EFFECTVE

8/18/go 8/1L8/80
CURRENT ISSUE ERFECTUE CTEGORY

8/18/80 8/18/80
SUPERSEDES

11/16/70 ISSUE I. CITY COUNCIL POLICY

CITY COUNCIL POLICY NO, 1.9

I. PURPOSE AND SCOPE

A. To establish the policy governing the installation of
service club signs in the City right of way.

II. GENERAL

A. The placement of service organization signs in the City
right of way is hereby authorized within the following
limitations:

1. There shall be a total of four (4) signs permitted for
each approved organization, one at each of the
following locations:

a. Avalon Blvd. near Sepulveda Blvd.
b. Avalon Blvd. near Abertoni St.
c. Carson St. west of Wilmington Ave.
d, Carson St. east of Pigueroa St.

B. The specific post or pole to be used shall be designated by
the Director of Public Works.

C. Each service organization desiring to place signs in the
City public right of way shall apply in writing to the
City Administrator. Final approval of the sign shall be
by City Council.

D. Upon approval by the City Council, the service organization
shall apply to the Department of Public Works for a permit
to have the signs placed on the designated pole in the
public right of way. Such placement shall be done by the
Department of Public Works.

E. Signs shall be placed on the pole beginning at the lowest
designated point, seven (7) feet above grade in order
determined by date and time that the application for a
permit is received by Public Works. The first sign will
be at the lowest point on the post with each succeeding
sign placed above in order of date and time of the permit.

1093
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F, Service organizations should use the standard service club
signs which shall not exceed l$ x l8 in dimensions.
Signs may be of metal, wood or plastic material.

G, Any sign which is damaged, becomes detached or becomes
unreadable will be removed by the City, and the service
club organization will be notified.

tII. PROCEDURE - Not applicable.

IV. EXCEPTIONS - There shall be no exceptions to this policy.

V. AUTHORITY - Agenda Item No, 18 Dated: August 18,1980

By authority of the City Administrator,

CITY ADMINISTRATOR

(



CITY OF CARSON POLICY/PROCEDURE

SUBJLCT
NUMHER —

. -f-----— RECORDS 1’1ANAGEMENT,
ORICNALHSSUE

DESTRUCTION AND MICROFILMING

CURRENT SSUE LCttCTVE CRTEGORY

4/21/80 4/21/80
SUPERSEDES I. CITY COUNCIL POLICY

NEW

CITY COUNCIL POLICY NO. 1.27

I. PURPOSE AND SCOPE

A. To establish the policy governing management, destruction
and microfilming of City records.

B. To assure that destruction of records is properly reviewed,
authorized and accomplished; and, is in compliance with
State law.

C. To establish a length of time after which original records
may be destroyed,

II, GENERAL

A. The City Administrator is responsible to establish records
management storage, destruction and microfilming procedures,
and may assign Citywide records management responsibility
to a Department Director.

B. The following original records shall not be destroyed:

1. Records relating to title to real estate.

2. Minutes, Ordinances and Resolutions of City Council
and City boards and commissions.

3. Records under five (5) years old from, but not
including the year of origination.

C. Original records five (5) years old or more may be des
troyed after review and authorization, in conformance with
this policy and City records management procedures.

D, Written approval by the City Attorney and City Council
shall be required prior to the destruction of any City
records that have not been microfilmed.

E. Written approval by the City Administrator shall be
required prior to the destruction or microfilming of any
City record.

1993
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f. Records Management Committee

1. The City Administrator shall establish a Records
Management Committee to review and recommend the
retention, destruction and microfilming of City
records.

III. PROCEDURE - Not applicable.

IV. EXCEPTIONS

There shall be no exceptions to this City Council Policy unless
authorized by the City Council, and no exceptions to paragraph
II, D, hereinabove may be granted under any circumstances.

V. AUTHORITY

Agenda Item No. 29 Date: April 21, 1980

By authority of the City Administrator.

E. FREICK%
th

CITY ADMINISTRATOR
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SU[3.i CT

NUMBER 1.15.1
COUNCIL PARTICIPATION IN

OFUCUNAL SSUE LFFECTC!E EVENTS OR ACTIVITIES
4/21/80 4/21/80 APPROVAL

CURRENT SSUE EEFECTCrE

4/21/80 4/21/80
L CITY COUNCIL POLICY

UJPER5E DES

NEW

CITY COUNCIL POLICY NO. 1.15.1

I. PURPOSE AND SCOPE

A. To establish the policy and assign responsibilities gov
erning the committing of City Council, the Mayor, or any
Council member to be present or participate in any event
or activity.

B. To assure that such commitments are authorized and approved
by City Council, the Mayor and affected Council members,
before being made or disseminated.

II. GENERAL

A. No communication, written or oral, committing the City
Council or any member thereof to be present or participate
in any event or activity, shall be issued or disseminated
unless specifically authorized by the City Council, or by
the Mayor, or by affected Council members.

B. All such communications shall be submitted to the City
Administrator for approval prior to publication or dis
semination.

C. Communications relating to official events and activities
shall be coordinated with the Public Information Director.

D, The affected Department Director shall be responsible to
assure that all aspects of such Council participation are
properly coordinated with affected Council members, organ
izations and citizens, including facilities to be used.

E, Also refer to City Council Policy 1,15, !Communications
Affecting City Policies and Programs - City Council
Approval.”

1093
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III. PROCEDURE

A. meorOriina

1. When an official City event or activity requires par
ticipation of City Council, the Mayor and/or Council
members, prior to any notice or publication of any
information on the matter, the Department Director
or originator shall:

a. Notify the City Administrator in writing of the
need for Council participation, detailing the
nature of the event, date and time, location,
Council members to participate, and the type of
notice to attendees or citizens.

b, Upon receipt of approval by the City Administrator,
the department will prepare final documents for
dissemination to recipients, or those invited or
expected to attend the event.

c, Submit final drafts of communications and notices
to the Public Information Director who shall assure

( proper distribution.

B. dministrator

1. Receive and review all notices involving Council par
ticipation in City events and activities.

2. Submit notices and communications to City Council, and
affected Council members for approval, and signature,
if necessary.

3. Upon receipt of final Council approval of the notice or
communication, transmit it to the responsible department
and to the Public Information Director for distribution.

C. Public Information Director

1. Assure that communications and notices involving Council
participation in City events are properly prepared and
distributed.

2. Maintain close coordination with Departments, the City
Administrator and affected Council members in all
communications involving City Council participation in
events and activities.
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IV, EXCEPTIONS

There shall be no exceptions to this policy.

V. AUTHORITY - Agenda Item No. 28 Dated April 21, 1980

By authority of the City Administrator.

E. FREDRICK BIEN
CITY ADMINISTRATOR
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SUE3JECT

NUMBER 1.15 COMIvIUNICATION AFFECTING CITY
o(;IN\L SSUL POLICIES AND PROGRAMS- -

7/18/72 7/18/72 CITY COUNCIL APPROVAL
CATtGQr/

SESEDES I CITY COUNCIL POLICY
1.15 (7/12/72)

CITY COUNCIL POLICY NO. 15

I. PURPOSE AND SCOPE

A. To establish the policy and assign responsibilities gov
erning written and oral communications from Conmiissions,
Committees, Boards and City departments which:

1. Establish a City position or policy before approval
of such position or policy by the City Council.

2. Request an official action of another government
agency, or commit the City of Carson to provide any
services not previously authorized by City Council
under an approved, existing project or program.

3. Express an opinion or comment on any City policy or
program which would tend to alter or create confusion
as to such policies or programs.

4. Are distributed to citizens or agencies in the form
of questionnaires pertaining to City policies, programs
or business.

S. Confer or recommend official City recognition or
commendation upon any person or organization.

B. To assure that all such communication are submitted to
City Council for approval prior to being issued, and that
oral communications are approved by the Mayor, and written
communications are signed by the Mayor.

C. It is not the intent ot this policy to restrict in any
manner, routine day-to-day instructions and communications
between City organizations and other agencies or citizens
required in the conduct of established functions, relation
ships, programs or business of the City.

U. Since it is not practical to specifically define Hroutinefl
or HdaytodayN for all possible situations, any questions
as to whether a particuiar item is or is not routine shall
be submitted to the City Administrator for resolution.

I OI3
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AND PROGRAMS--CITY COUNCIL APPROVAL

N 11/21/72

C- 1.15

II. GENERAL

A. No communication delineated hereinabove shall be initiated
or issued without prior approval of the City Council.

B. All such communications shall be submitted to the City
Administrator who shall submit them to City Council for
final disposition or action.

C. Commissions, Committees and Boards shall advise and
coordinate such communications with the affected Depart
ment Director who shall confirm the need and validity,
and transmit it to the City Administrator.

D. No mailing lists or labels shall be produced from City
records or procured from outside sources without prior
approval as required by this policy.

III. PROCEDURE

( A. Originator of Communications

1. When any officially assigned project requires communi
cations as delineated hereinabove, the originator
shall:

a. Coordinate the matter with the affected Department
Director.

b. Notify the City Administrator orally or in writing
of the need for such communications detailing the
purpose, recipients, content and results expected.

c. Upon approval by the City Administrator to proceed
with preparation, the originator shall prepare the
communication and submit it to the City Administra
tor for review and transmittal to the City Council.

d. Upon receipt of final Council approval, prepare
final documents for distribution or mailing to
designated recipients.

e. When documents are ready for mailing or distri
bution, advise the City Administrator, who will
provide final instructions before distribution
or mailing.
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B. City Administrator

1. Receive and review each communication submitted for
approval by the originating person, department,
commission or organization.

2. Submit communications to the City Council for final
approval and signature of the Mayor.

3. Upon Council approval and signature, transmit the
communication to the originator for distribution.

IV. EXCEPTIONS

Exceptions to this policy are strictly prohibited.

V. AUTHORITY - Agenda Item No, 28 Dated: 21 November 1977.

By authority of the City Administator.

City Administrator
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NUDRER. 9 )
-

NEWS MEDIA RELATIONS POLICY
OFUGtNAL SPUR

‘1 / 8/1/79
DURING EMERGENCIES

CURRENT5SUECiiFCT’ CATERUPY

/779/6/7 I, COUNCIL POLICY STATEMENTS
SUPERSEDES

75 ISSUE

COUNCIL POLICY STATEMENT NO. 25

I. PURPOSE AND SCOPE

A. To establish the policy and assign responsibilities for the
gathering, preparation and dissemination of information to
the news media concerning events or activities affecting the
City of Carson during a period of an emergency situation.

B. It can be expected that news media will be well represented
at any large scale operation. Their purpose will be to
report the news and inform the public. If the premise is
accepted that people have a right to know what is occuring,
and if we recognize that we play a major role in informing
them, we will be better able to understand our responsibilit}
toward the news media.

II. POLICY: IT IS HEREBY DECLARED TO BE TI-IE POLICY Of THE CITY
COUNCIL THAT:

A. It will be our purpose to cooperate with the press to the
fullest possible extent consistent with the position that
in so doing, we in no way jeopardize personnel engaged in
the operation, the public, the City or the operation.

B. The Public Information Officer of the City of Carson is here
by assigned the responsibility of providing representatives
of the news media with necessary information concerning

normal City operations or emergency situations within or
affecting the City of Carson.

C. During such periods of emergency, except as provided in
Para D herein, requests for information from representatives
of the news media shall be directed to the office of the
Public Information Officer who shall verify the validity of
the request. Whenever, in the opinion of the Public Infor
mation Officer, additional information can be provided by
other City employees, the Public Information Officer shall
arrange for interviews with other knowledgeable City
employees.

1093
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Posed pictures shall be avoided as well as all forms of
manufactured sensationalism

Members of the Public Information Office staff will be
available at both the field Command Post and the Command
Center to coordinate press releases so as to allow the
Commander and his staff to work without undue interference
Publjc Information personnel will also be available to
assist Tactical Unit Commanders and the news media to the
extent Possible

The officer in charge of the emergency Operation
may exclude or limit entry of media personnel if in
such officer’s judgment such exclusion or limitation
is necessary for the conduct of the emergency
Operation

When feasible, media personnel entering closed areas
should be advised of the existing dangers, but must
assume the risk that the City officers may either
not know the extent of danger or may not be in a
Position to communicate it in the emergency situa
tion Prevailing.

NEWS MEDIA RELATIONSpOLICy DURING EMERGENCIES PAQf 2 Of 3
10/17/77
#125

.

D. Statements by City field Personnel

1. In response to news media inquiries factual statements
by field personnel regarding isolated incidents in
which they are directly involved are permitted Suchinquiries

should be responded to by a supervisor or the
senior employee at the location.

2. Field personnel shall not make statements as to the
overall or general status of the operation since rapid
change of circumstances may make their observations
obsolete Operating personnel shall refer inquiries
of this nature to the Public Information Officer.

3. If in doubt about facts, City Policies and procedures
the matter should be referred to the City Public Infor
mation Officer.

F. I
I

F.

C.

I
Access to Restricted Areas

1. The City has the authority to close a disaster area
and to bar the public. Properly identified news media
personnel are exempt from this restriction subject to
the following conditio5.
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10/17/77
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*c. Media personnel entering a closed area do so at
their own risk, for which they assume the entire
responsibility and the City or its officers or
employees shall not be responsible for the safety
of, or any injury to media personnel who elect to
enter any area closed to the public for emergency,
or for reasons of health or safety.

d. Escort into afflicted areas will not be provided.
This latter point should be made clear to media
representatives, when possible.

*e Access to restricted areas shall be limited to
authorized representatives of the media in pos
session of a Sheriff’s Press Pass. Press passes
issued by the LAPD, the CHP, or the Los Angeles
fire Department shall also be honored.

III. EXCEPTIONS

There shall be no exceptions to this policy except through
direct instructions of the City Council.

IV. AUTHORITY

City Council Agenda Item No. 26, Council Agenda of 6 Sept. 1977.

(

City Administrator
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NUM8ER 1 . 11
ORIGINAL ssut cr HOLIDAYS

4/8/71 6/27/70
CURRENT ISSUE EiEECT:IE TCGCRY

8/15/77 8/17j
SUPERSEDES A.O. #6.22 (6-176) I. CIT’ COUNCIL POLICY

_

CITY COUNCIL POLICY NO. 11

I. PURPOSE AND SCOPE

A. To set forth the policy for granting of holiday leave for
City employees, and to ensure conformance with current
Memoranda of Understanding with city employee organizations,
and City personnel rules.

II. GENERAL

A. When any day recognized as a legal holiday falls on a
Sunday. the following Monday shall be considered the
holiday.

B. When any day recognized as a legal holiday falls on a
Saturday, the preceding Friday shall be considered the
holiday.

C. for an employee to be eligible for holiday pay, the
employee must work the full scheduled work day immediately
before and after the holiday, except that,,

D. If the employee’s absence on the day before or after the
holiday is the result of sick leave, emergency leave, or
other leave which has been properly authorized in writing
in accordance with established procedures, the employee
shall receive holiday pay.

B. The Personnel Director shall assure that city wide holiday
schedules are published and distributed to all departments.

F. Election Day Holiday

1. City offices shall be open and function normally on
City, State and National election days.

2. A one day holiday shall be authorized to compensate
employees for working on all City, State and National
election days.

3. In lieu of holidays on City, State and National elec
tion days, the Friday following Thanksgiving is
designated as an annual holiday, which:

10 3 -
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a, Shall be taken in eight (8) hour increments the
Friday following Thanksgiving Day.

b. Shall not be accumulated from year to year if
not taken.

c, The one day holiday is in lieu of all election
day holidays.

d. The annual holiday shall apply regardless of
whether or not an election is held in a given
year.

e. Holidays in lieu of time off on election days
shall accrue to all regular employees present
on election day, and employees absent under
authorized leave. Part-time employees are not
eligible for holidays.

C. Only regular full-time employees are eligible for
holiday pay.

C ) III. PROCEDURE

Not applicable.

IV. EXCEPTIONS

Exceptions to this policy shall be authorized by the City
Council.

V. AUTHORITY - Agenda Item No. 44 — Dated: 15 August 1977,

By order of the City Administrator.

iBien
City Administrator

C
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U RJ P CT

NUMBER 1 . 1 2
ORGINALSSUE BUS OPERATIONS - RECREATION

9/20/71 5/1/72
CURRENT SSUE EFFECflVE CATEGORY

8/15/77 8/15/77
SUPERSEDES

Issue 9/20/71 I. CITY COUNCIL POLICY

CITY COUNCIL POLICY STATEMENT NO. 12

I. PURPOSE AND SCOPE

A. To establish the policy and assign responsibilities governing
operations and maintenance, and charges for use of City
recreation buses.

II. GENERAL

A. Operational responsibility for City-owned buses is assigned
to the Recreation Division of the Parks and Recreation
Department.

B. Maintenance responsibility rests with the Maintenance
Division of the Public Works Department. All bus main
tainance shall he processed and coordinated through the
Maintenance Division.

C. Operational Range and Capacity

1. Crown Bus: Restricted to use within 100 mile straight
line radius of City Hall, within the State of California.
Capacity

- fifty-three (53) passengers.

2. Greyhound Bus: Restricted to use within the State of
California. Capacity - thirty-eight (38) passengers.

D. Purpose and Area Restrictions

1. City-owned buses are restricted to use as follows:

a. City-sponsored activities.

b. Community group activities for City of Carson
community crganizations.

2. Areas of Operation

a. City-owned buses may operate within the City
boundaries or for City-sponsored activities
without restriction as to areas of operation.

1093
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b, When rental to a group located in an area outside
of the City, a determination as to possible
infrigement of charter rights should be made
before contracting to such group.

B. Reservations and Cancellations

1. Reservations: All reservations are to be made through
the Parks and Recreation Department. Reservations
will be on a first come, first served basis. Reser
vations cannot be made more than 90 days in advance.

2. Cancellations: Cancellations must be made no later
than two (2) days (48 hours) prior to scheduled
pick-up time. Failure to meet deadline will result
in forfeiture of deposit.

F. fee Schedule

1. fee schedules will be determined on the basis of
residency and organizational affiliations. All
Carson based non-profit organizations will be given
the pferr rate, which is as follows:

( a. Crown Bus - Thirty-six dollars for the first
four (4) hours and ten dollars for each addi
tional hour.

b. Greyhound Bus - Fifty-five dollars for the first
four (4) hours and fifteen dollars for each
additional hour.

2. All other agencies which are located outside the City
of Carson will be charged the commercial rate, which
is as follows

a. Crown Bus - Sixty dollars for the first four (4)
hours and twelve dollars for each additional hour.

b. Greyhound Bus - Seventy-five dollars for the first
four (4) hours and fifteen dollars for each addi
tional hour.

G. Billing

1. Billing will occur approximately fourteen (14) days
after the return date.

C
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2. failure to make payment of outstanding balance within
60 days of return date will result in cancellation of
all future permit requests, and City action to collect
unpaid fees.

H. Passenger Conduct

1. It will be the responsibility of all organizations to
maintain a safe standard of conduct while on board
City buses. Specific requirements will be as follows:

a. One (1) adult per 15 children.

b. Passengers will remain seated at all times.

c. No smoking at any time.

d. Hands and arms must be kept inside the bus at
all times.

e. Eating will be permitted with the responsibility
of clean-up resting with each grotip.

f. Excessive noise and loudness will be prohibited.

2. failure to adhere to any of the above-mentioned rules
will result in termination of the trip in progress or
the loss of future permit service.

3. If at any time the conduct of the passengers is such
that the driver feels it is unsafe to continue, the
bus is to be pulled over immediately. The group leader
is to be confronted and he alone is to correct the
situation. If the group leader is unable to correct
the problem, the driver will return the group to the
pick-up point immediately.

J. Conduct of the Driver

1. Illness: In case of illness, the supervisor is to be
notified immediately. As soon as a replacement is
found, the schedule will be altered.

2. Conversation with passengers while the bus is in
motion is to be minimal. The trip chief is to be
seated directly behind the driver at all times to
handle disruptive problems. Communication between
the trip chief and the driver may occur whenever the
driver feels the safety of the group is in jeopardy.
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K. Breakdowns - In the event of a breakdown, the following
procedure will be followed:

1. The driver will determine the extent of the problem.

2. If it is a minor maintenance problem and can be re
paired under the supervision of the driver, the group
will be delayed while the repairs are completed.

3. If it is a major maintenance problem, the nearest
operating charter agency is to be called and all
passengers returned to their original pick-up point.

4. If a breakdown occurs on the way to a destination
point, it shall be the decision of the group leader,
depending upon availability of an immediate charter
replacement, to determine a timetable for the contin
uance of the trip or cancellation and return.

5. After the passengers’ departurehave been arranged,
Maintenance personnel shall be called using the
priority list. The driver shall remain with the bus
until a mechanic arrives. It will be the decision of
the mechanic as to tow or repair procedure.

III. PROCEDURE

A. Applicant for Use of a City Bus

1. Complete Form 1 53118, “Bus Use Application and
Agreement.”

2. Submit the completed application form to the Recreation
Division.

B. Recreation Division

1. Application Processing

a. Assure that the application is properly and
completely filled out and signed by the organi
zation representative.

b. Review the application considering the date and
time schedule requested in relation to existing
bus utilization and availability.

c. Advise the applicant as to costs and conditions

C of bus use.

d. Approve or deny approval of the application.
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using the bus.

f. Prepare invoices for bus rental and forward them
to Accounting Division in conformance with estab
lished invoicing procedures.

g. Assure that all deposits received are receipted
and transmitted to the City Treasurer.

2. Operations

a. Provide rules and procedures for bus drivers as
to bus operation, scheduling maintenance and
safety, assure that drivers are qualified and
conform to all City and State Charter Bus Regu
lations applicable.

b. Assure that City buses are equipped to provide
safe operation and that all applicable City and
State Charter Bus Regulations as to bus safety
and equipment are complied with.

c. Assure that all bus maintenance is processed
through and coordinated with the Public Works
Maintenance Division.

d. Assure that each City bus is equipped with a
Speed-O-Graph to record highway speeds driving
trips.

IV. EXCEPTIONS

Exceptions to this policy shall be authorized by the City
Council.

V. AUTHORITY - Agenda Item No. 30 Dated: 15 August 1977.

By authority of the City Administrator.

IL fredrick Bien
City Administrator
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NUMBER: 1.28

ISSUED: March 7, 1977 EMPLOYEE INCENTIVE PROGRAM

EFFECTIVE: March 7, 1977

CANCELLA1ICN DATE: SECTION;

SUPERSEDES: NEW I COUNCIL POLICY

CITY COUNCIL POLICY NO. 28

I. PURPOSE AND SCOPE

A. To establish an Employee Incentive Program to improve
efficiency and productivity, and to reward employees for
outstanding performance arid beneficial contribution to
City government.

B. To assign management responsibilities for implementation
and administration of the Employee Incentive Program.

II, GENERAL

A. The City Administrator shall be responsible to organize,
implement, and administer the Employee Incentive Program.

B. The City Administrator shall establish an Incentive Awards
Committee to administer the Employee Incentive Program.

C. Employee Eligibility

1. All employees of the City are eligible to participate
in the Employee Incentive Program except:

a. The City Administrator.

b. Department Directors and Assistant Directors.

c. Assistant to the City Administrator.

d, Elected Officials.

B. Categories of Award Programs

1. The Incentive Awards Program shall have the following
categories of awards:

a. Employee suggestions
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b, Heroic acts of employees

c. Employee service or longevity

2. Separate administrative orders shall be published
covering procedures and responsibilities for each of
the above categories.

B. Types of Awards One or more of the following:

L Cash Award

a. Minimum award of $2500,

b. Maximum award of $1,000; or

c, A fixed percent of the gross savings not to
exceed $1,000.

d. Payments shall be by check and subject to state
and federal income tax.

2. Award Certificate

( 3. Presentation of a Plaque

4. Written Commendation

F. All Employee Incentive Awards shall be by City Councilaction.

G. City Obligation

1. Adoption of the Employee Incentive Award Program shall
not obligate the City to continue the program on an
annual or otherwise compulsory basis.

2, The Incentive Program may be modified, amended or
terminated by direction of the City Council.

H, Appropriate accounting for administrative and award costs
shall be provided and maintained.

J, All Directors, Superintendents and Supervisors are directed
to cooperate with the Incentive Awards Committee and to
support the Incentive Awards Program,

III. PROCEDURE

Not applicable.
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IV. EXCEPTIONS

Exceptions to this administrative order shall he authorized
by the City Administrator,

V. AUTHORITY Agenda Item No, 20 Date: 7 Ivfarch 1977

By authority of the City Administrator.

City Administrator
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NUMBER: 1.26 SUBJECT: HCD ACT GRANT - CONDITIONS
Of PERSONNEL EMPLOYMENT

ISSUED: September 10, 1975

EFFECTIVE: September 10, 1975

CANCELLATION DATE: SECTION:

I City Council Policy
SUPERSEDES: New

City Council Policy Statement #26

I. PURPOSE: To establish the rules governing the conditions of
employment for personnel employed by the City under programs
funded by the federal Housing and Community Development Act
Grant.

II. POLICY:
A. All employment of personnel for positions under the HCD
Act Grant shall be subject to the existance of funding under
the grant.

B. Cancellation or discontinuance of such HCD grant funding
shall result in cancellation of the program and all personnel
requirements thereunder.

C. Personnel employed under cancelled or discontinued HCD
grant funding shall be terminated immediately.

D. During the period of the existing funded grant, personnel
employed under grant funding shall receive all rights and ben
efits of employment as a regular City employee.

IIL EXCEPTIONS: There shall be no exceptions to this policy.

IV. AUTHORITY: By order of the City Council.

Agenda Item No. 26 Agenda Date 2 Sept 75

T%
City Administrator

:174
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NUMBER: /L3 SUBJECT:

ISSUED:

• EMPLOYEE SERVICE AWARD PROGRAM
EFFECTIVE:

11 15 73
CANCELLATION DATE: SECTION:

SUPERSEDES: L CITY COUNCIL POLICY STATEMENT

CITY COUNCIL POLICY STATEMENT NO.

PURPOSE

To establish a Service Award Program recognizing employees for their
years of employment with the City.

POLICY

The Carson City Council approved and adopted, in accordance with the
1973-74 Memorandum of Understanding, a Service Recognition Program
for full-time City employees. Upon the completion ofthe fifth, tenth,
fifteenth and twentieth year of employment, each eligible full-time employee
will be officially recognized for his service by the City Council at a regular
scheduled Council Meeting.

PROCEDURE

Each eligible full-time employee will receive:

a. “6” Service Wall Plaque. Inscribed on the plaque would be
their name and the completed years of service.

b. Female employees will receive service pendants inscribed
with the completed number of years of service.

c. Male employees will receive service pins inscribed with the
completed number of years of service.

d, Both the pendant and the pin will have a small stone located
in the center. The stone on each different service award
shall be as follows:

1) 5 years of service - Sapphire

2) 10 years of service - Ruby
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3) 15 years of service - Amethyst

4) 20 year-s of service - Diamond

EXCEPTIONS

fhere are no exceptions to this policy except by direct instructions of
lie City Council.

UPHORITY

iry Council motion, City Council Agenda November 5, 1973, Item No, 46.

. Fredrick Bien
ity Administrator

F B/mit

(



CITY OF CARSON POLICY gn PROCEDURES

NUMBER; SUBJECT: COR R LSPONI)iNC E
1 October 1973

ISSUED:

EFFEC11VE:

I. CiTY COUNCIL POLICYCANCELLATION DATE: SECTION: STATS ME NTS
SUPERSEDES:

CITY COUNCIL POLICY STATEMENT NO. 22

PURPOSE

To establish a policy for Council/Staff correspondence.

IT IS hEREBY DECLARED TO BE THE POLICY OF TIlE CITY COUNCIL
TI IAT:

A carbon copy of all correspondence from Council to Staff shaH be addressed
to the City Administrator.

EXCEPTIONS:

There will be no exceptions to this policy except through direct instructions
of the City Council.

AUTI IOR[TY

City Council motion, C neil Agenda Item No, 45, 1 October 1973

E. 1’redrick BEen I
City Administrator



CEFY O cARSoN OUCY nd PROCEDURES

NUMBER: 1 .20 SUBJECT:

ISSUED: 17 SEPT. 1973 EMERGENCY PLANNING AND PREVENTION

EFFECTIVE: 17 SEPT. 1973

CANCELLATION DATE: SECTION:

SUPERSEDES: I. CITY COUNCIL POLICY STATEMENTS

COUNCIL POLICY STATEMENT NO. 20

PURPOSE

To establish EMERGENCY PLANNING AND PREVENTION.

PROCEDURE

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL THAT:

The City Government plans for and adequately prepares to cope with possible
emergency situations. It takes all economically practical measures to
reduce vulnerability to possible emergency related accidents and losses of
life or property.

Prevention measures, and preparatory plans and actions are given a higher
priority than routine City Government activities. Prevention and preparatory
measures include:

identification of areas of particular vulnerability to disaster,

development of ordinances designed to afford reasonable pro
tection to the Citys residents and their property,

- physical protection of life and property,

- measures to assure the availability emergency facilities,
supplies, equipment and needed skills during emergency
periods, and

- provisions to assure the capability of the Citys Government
to continue functioning during prolonged emergency periods.

The Director of Community Safety is responsible for coordinating the Citys
emergency planning and prevention activities. Each Department head is re
sponsible for developing internal plans and preparations, for his organi
zation; in conformance with the City Emergency Plan.

)093
271
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(Council Policy Statement No, 2O continued) Paqe- OF 2
9/17/73

The City Administrator provides overall direction to assure timely deveIop
ment and maintenance of the total Emergency Plan,

EXCEPTIONS:

lhere shall be no exceptions to this policy except through direct instructions
of the City Council

AUTHORITY:

kern No, 40, City Council Agenda of 17 September 1973.

E, Fredrick Bien
City Administrator

(

C



CITY OF CARSON POliCY and PROCEDURES

NUMBER; L lb SUBJECT: BUSINLSS I AC hNSN I ASTS

ISSUED: 4/23/73

EFFECTIVE: 4/23/73

CANCELLATION DATE SECTION: City Council Policy Stateints

SUPERSEDES:

C[TY COUNCIL POLICY STATEMENT NO, 1$

PUR_POSh

To establish a policy of distributing business license lists.

IT IS hEREBY D1CLARED TO BE TIlE POLICY OF TIlE CITY COUNCIL ‘11 hAT:

Business license Lists may he purchased from the City at $35, 00 per copy. The
Carson Chwnber of Commerce shall receive a free copy of the list.

EXC B PTIONS

There shall be no exceptions to this policy except through direct instructions
of the City Council.

AUTI IOR irry

City Council motion, City Council Agenda 23 April 1973, Item No, 38.

_

, EruJricl Bicn
ity Adninist;-aior



C!TY OF CARSON POLICY and PROCEDURES

- NUMBER: L I 5Coni. Coini ni ,ind St if

_____ ________ __________

Pat ii e pi non n (t Li I rci cc’s n RI

ISSUED: 237 3 Meet ins s on St at c n Ltd Jt I oiril

____ ________

LCVL 1

EFFECTIVE: .l/23, 73

CANCELTION DATE: SECTNc c itnt1 Pour Statements

SUPERSEDES:

CPFY COUNCIl., POLJCV S’Ti\TEMhNi’N0. 19

Fl ]Rl 0SK

‘l’o c’st ablisI i standard guide] ines for the participation liy [lie City Cotinc’i I,
vat iom; Cit\ Conmissions and members of rltc City Staff in St ate and/or
iatioiia] litOel ings, conterences, or committees.

IT IS Ill Rl BV I )LCI ARIZD TO BE TilE POLICY 01? TIlE C [TV COUNCIl TI L\’l

A n’ elecied oFficial, CommissionCr or staff employee is hereby insti trtc 0 to

notify rite City Council when planning tt) disctiss Ltnd,’OS rcpresc’nt the Cit v itt

any mat tr bc lore a state or national meeting, conference, Or cot ii mit t A
Statement of the purpose of such an endeavor which involves the expendit ti cc’ 01

City funds must be approved by [lie City Council prior to said endeavor.
Should an emergency situation occur, the City Council should be advised ts

soon as possible thereafter.

EXCI PTlONS

rflic,rc, shall be io exceptionS [0 this policy except through dii cot instruct ion
of [he City Council.

AU’l’l IOR [TV

City Council motion, Council Agenda Item No, 9, 23 April 11)73

iiTUTff
City Admninzst rtitoi



CITY OF CARSON
POLICY nU PROCEDURES

NUMBER: I .f SUBJECT:

Responsibility for ResponseISSUED: 7 January 1973 Correspondence addressed to
Carson City CouncilEFFECTIVE; 7 January 1973

CANCELLATION DATE: SECTION:

I. COUNCIL POLICY STATEMENTSSUPERSEDES:

COUNCIL POLICY STATEMENT NO. 2f-

PURPOSE

To assign responsibility for distribution, acknowledgment and response to correspondenceaddressed collectively to the Carson City Council.

IT IS HEREBY DECLARED TO BE THE POLiCY OF THE CITY COUNCIL THAT:
I The Office of the City Clerk of the City of Carson is hereby charged with the receiptand touting of mail and correspondence addressed to the Carson City Council as thelegislative body of the City; in aUdition, the Office of the City Clerk will open anddate—stamp such mail, providing the Office of the City Administrator and members of theCity Council, with a duplicate copy of such mail and correspondence as soon afterreceipt as possible.
2. The City Administrator, upon receipt of duplicate copy of mail or correspondenceaddressed to the Carson City Council, shall make an immediate acknowledgment ofreceipt of such mail, and by Council direction, shall be responsible for follow-upseeing that the action required by such mail or correspondence is taken.
EXCEPTIONS

There shall be no exceptions to this policy except through direct instructions of theCity Cauncil.

AUTHORITY

City Council Agenda Item No. 50, CouncliAgenda of 7 January 1974

ZL
E. Fredrick Bien, City Administrator



CITY OF CARSON POLICY and PROCEDURES

NUMBER: 1 SUBJECT: ALLEY LITTER POLICY

ISSUED: 10/2/72

1 0/2/7 2
EFFECTIVE:

CANCELLATION DATE: SECTION: CITY COUNCIL POLICY STATEMENT

SUPERSEDES:

COUNCIL POLICY STATEMENT NO.17

PURPOSE:

To establish a policy of requiting property owners adjacent to unimproved
alleys to maintain their share of the alley in a litter-free condition.

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL THAT:

In accordance with the provisions of Article V, Chapter 3 Section
E3O3.l of the Carson Municipal Code, property owners adjacent to
unimproved alleys shall be requited to keep bulk material off the
public right of way on such alleys. The Public Works Director is
authorized to see that such regulations are vigorously enforced.

EXCEPTIONS:

There shall be no exceptions to this policy except through direct in
structions of the City Council.

AUTHORITY:

City Council motion, City Council Agenda, Item no 48, 2 October 1972.

E. FREDRICK BIEN
CITY ADMINISTRATOR

LE B / a b



CITY OF CARSON POLICY and PROCEDURES

NUMBER 1 13 SUBJECT:
‘ POLICY FOR THE USE AND RENTAL OF THE

FILM THE PUBLIC WILL’ISSUED: 5—15—72

EFFECTIVE: 5—15—72

CANCELLATION DATE: SECTION:

SUPERSEDES: I. CITY COUNCIL POLICY STATEMENTS

CITY COUNCIL POLICY STATEMENT #13

PURPOSE

To establish a fees policy for the use of the film ‘The Public Will”.

GENERAL POLICY

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL THAT:

1. The use and rental of the film “The Public Will’ shall be made on the
following basis:

A. COMMUNITY GROUPS AND ORGANIZATIONS

There shall be no rental charge to non-profit community groups and
organizations which are located within the boundaries of the City
of Carson or the unincorporated areas which are adjacent to such
boundaries,

B. OUTSIDE COMMUNITY GROUPS AND ORGANIZATIONS

All other groups, organizations and persons not located within the
prescribed area as stated in section “A” may tent the film at an
established tate $50.00 plus any mailing fees. The applicant shall
be refunded $25.00 of this deposit when film is returned in good
condition.

2. REQUESTS FOR FILM

When there are requests for the film for the same date, preference shall
be given to City of Carson organizations. Should requests for the same
date be both from Carson organizations preference shall be given to
the earliest request. The Uffice of Public Information and Community
Promotions shall be responsible for the administration and maintenance
of the film. The City reserves the right not to refund the $25.00
should the film be returned in poor condition,

PRO C ED U P E

File film request form (Exhibit “A”)
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Director of Public
Fiormation Process request form. Notify applicant if their

request is approved and the date the film can be
picked-up or dilivered by mail.

[nearJien If the organization is not in the City of Carson or
unincorporated area adjacent to City boundary a
invoice of $50.00 plus any mailing fees shall be
billed to the applicant prior to the mailing of the
film.

Di rector of Public
Information If requested, the film shall be mailed special

delivery parcel post to the applicant.

Aolicaitant After showing, the film shall be returned personally
by the organization or by mail to the Office of
Public Information,

When the film is returned and is found in good
condition $25.00 of the orginal deposit shall be
returned to the applicant.

Director of Public
Information Responsible for the maintenance and all records

regarding the film.

( EXCEPTIONS

There shall be no exceptions to this policy except through direct instructions
of the City Council.

AUTHORITY

City Council motion, neting of 15 May 1972, agenda item no. 28

E.FREDRICK BIEN
City Administrator

EFB:sdw

C



CITY OF CARSON POLICY n4 PROCEDURES

NUMBER; 1 14 SuBJECT;

ISSUED May 15, 1972 POLICY FOR DISTRIBUTION AND
. SALE OF ‘THE HISTORY OF THE

CITY OF CARSON”
EFFECTIVE: May 15, 1972

CANCELLATION DATE; SECTION:
-— I. CITY COUNCIL POLICY STATEMENTS

SUPERSEDES; 1.14 of May 15, 1972

CITY COUNCIL POLICY STATEMENT NO. 14

PURPOSE

To establish and define a policy for the distribution and sale of the publication
“The History of Carson.’

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL THAT:

(A) Distrfbution of all copies of the publication shall be
under the supervision of the City Administration in
accordance with these provisions:

(B) With the following exceptions, no copies will be released
except upon receipt of a publication charge of $8.00
plus sales tax per copy.

(C) Two complimentary copies will be provided without charge to
(1) each requestin9 public library located in and outside
the City limits (2) all elementary and secondary schools
in the City, including Banning High School (3) Harbor Junior,
College and Cal—State Dorninguez Hills (4) State Legislators
representin9 Carson and United States Congressmen representing
California (5) Governor of California (6) City Officials

EXCEPTIONS

There will be no exceptions to this policy other than by specific direction of
the City Council.

AUTHORITY

City Council Motion Agenda of July 16, 1973, Item No. 58.

Frederick Bien
City Administrator

EFB/nip



iiY OF CUSON ri PWCDtS

NUMBER; 1 1 0 SUBJECT;

RECOGNITION OF COMMUNITY
ISSUD: 2-18-71 ORGANIZATIONS

EFFECTIVE: 2—12—71

CANCELLATION DATE: f SECTION:

SUPERSEDES: I. CITY COUNCIL POLICY STATEMENTS

CITY COUNCIL POLICY STATEMENT NO. 10

PURPOSE:

To establish and define guidelines for City Council recognition of community
organi zations.

BACKGROUND:

Various organizations, civic groups and committees will, from time to time, seek
Council recognition as a means of establishing a status position in the
Community. In addition, the Council, from time to time, will wish to name
committees to perform specific functions in the name of the City and on behalf
of the Council. The City Council has established a set of guidelines or
standards which will be applicable to all and which will enable both Council
and Staff to understand the respective roles which each will be expected to
p1 ay.

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL THAT:

Organizations, civic groups and committees may be recognized by the City Council
and placed in one of three categories for official recognition. The following
standards of recognition shall be in effect.

1. pç4 A sponsored group, organization or person may be underwritten
financially by the City. In effect, their efforts may be guaranteed by the
City. Such groups, organizations or persons are entitled to claim the Citys
sponsorship in advertising, literature, dresswear or other means. A budget
may be required.

2. Official. An official group, organization or person has the approval or
consent of the City Council to represent the City as an arm or extension of
City Government. Such groups may have a budget, also approved by Council.
A committee or group receiving official recognition status will be under
City authority as prescribed by Council. Such committees or groups will be
subject to all City policies and procedures. It may speak as an agency of
the City and will be part of the City family. Whenever possible, a coor
dinating relationship will be established with a City Department. Official
committees or groups may require the use of City personnel, materials,
equipment and facilities.

3. Sanctioned. A sanctioned group, organization or person will be recognized
by the City Council for the worthiness of their purpose or objective. A

74
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group, organization or person receiving Council sanction does not claim re
lationship with the City and can not expect financial assistance. A sanc—

( tioned group, organization or person is not subject to City direction or
control and is not subject to City policies and procedures. A sanctioned
group may not speak for the City or represent the City in any way. Sanction
ed groups, organizations, or persons are generally self sustaining and self
directed.

ROCEDURE:
TThwing procedure is established to handle requests by organizations for

ity Council recognition.

Every person, group, or organization shall formally file a written proposal
with the Council. The proposal should explain the mission, purpose or
objective of the group, etc. The proposal must provide a clear explanation
of the nature of the recognition requested along with an explanation as to
why Council recognition is needed and how it will be used. A copy of any
by—laws, articles of incorporation, or any formal papers setting up the
structure of the group must be submitted with the proposal . The proposal
shall name all officers and their method of selection, It shall also name
the groups existing and proposed financial support.

No Council recognition shall be considered expect upon showing of a City
or Civic purpose or a community benefit.

3. All Council recognition actions shall be by means of a resolution which will

f set forth the degree of Council recognition, including the amount of
financial support, if any, along with the limits of assistance which are
to be provided by a department of the City.

Any recognition by the City, except that of an official committee, shall not
carry with it unrestricted rights to use the name of the City or to make use
of its facilities, personnel or equIpment. All special programs or projects
involving same shall first be submitted in writingand signed by the appro—
priate officers of the group or organization.

EXCEPTIONS: -

[here shall be no exceptions to this policy except through direct instructions of
• the City Council.

AUTHORITY:
TuTcil Motion, Item #39, Council Agenda, December 1, 1969.

E. FREDRICK BIEN
City Administrator

C EFB/pln



NUMBER: 1 7 SUBJECT:

ISSUED: 8-15-70 COMPLAINTS AGAINST SHERIFF’S
DEPARTMENT

EFFECTI’JE: 8l 5—70

CANCELLATION DATE: SECTION:

I. CITY COUNCIL POLICY STATEMENTS
SUPERSEDES:

CITY COUNCIL POLICY STATEMENT NO. 7

HOSE:

To establish a standard policy for filing written complaints against the
City’s law enforcement agency.

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL THAT:

1. Any citizen desiring to make a complaint against a member of
the Sheriff’s Department serving as a law enforcement officer
of the City of Carson, shall state the facts giving rise to
such complaint, in writing, on a form provided by the City
Administrator and verify and file the same with the City
AdministratorS If the complaintant wishes to address the City
Council on such complaint, such written statement shall be on
file with the City Administrator at least (3) days before the
Council meeting which the complaintant wishes to address

2. The City Administrator shall forthwith request a written
report from the Sheriff’s Department upon the receipt of a
verified written statement as provided in Section 1, and
shall furnish copies of such written report to the members
of the City Council, provided that said time may be waived
by the Council on recommendation of the City Administrator
if warranted by an emergency. The Sheriff’s Department
shall be afforded an opportunity to appear before the City 4
Council and respond to such complaint, if appropriate.

3. After receipt of any such written statement and written
report, the City Council may make such further investigation
or take such action as may be appropriate in the circum
stances of the particular case.

EXCEPTIONS:

There shall be no exception to this policy except through direct instructions
of the City Council.

‘74
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C
AUTHORITY:

City Council Rosolutiori No. 69-118, adoptod 15 Settemher 1969.

A,
_c
C. 1-redrick Bien
City Admi ni s Lrator

C

C



CITY OF CARSON POLICY and PROCEDURES

NUMBER: 1
SUBJECT:

ISSUED: 7-20-70

7-20-70 ASSESSMENT DiSTRICT PROCEDURESEFFECUVE:

CANCELLATiON DATE: SECTION: I. CITY COUNCIL POLICY SfATEENT5

SUPERSEDES:

CITY COUNCIL POLICY STATEMENT NO, 6

PURPOSE

To establish certain guidelines for processing assessment district petition;and for notifying property owners of impending improvements.

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL THAT:

1. All petitions submitted for an assessment district shall be held
for a period of thirty days.

- 2. The City Administrator shall mail notices to all property owners
within the proposed district informing them of the impeninq
assessment proceedings.

3. The City Administrator shall further notify the property owners
that they have thirty days in whic[ to complete the improvements,
if they so choose, pursuant to building codes, inspections, etc.
If the imtirovements are to be made by the property owner, they
are to notify the City AdTninistrator.

EXCEPTIOS

There shall be no exceptions to this policy except through direct instruc
tions of the City Council.

-

AUTHORITY:

City Council motion, November 19, 1968 (date of motion).

QL(

E. FREDRICK BILU
City Administrator



CITY OF CARSON POLICY and PROCEDURES

NUMBER: 1 4 SUBJECT:

ISSUED 2-24-70 LETTERHEAD USE AND FUNDS
.

FOR PRIVATE GROUPS

EFFECUVE:
2-24-70

CANCELlATION DATE: SECTION:

I. CITY COUNCIL POLICY
SUPERSEDES: STATEMENT

CITY COUNCIL POLICY STATEMENT NO. 4

PURPOSE

To establish and define guidelines for (1) the use of City letterhead

stationery and (2) the holding of funds for any private organization

by City personnel.

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL THAT:

1. City letterhead stationery is not to be signed by anyone other
than City officials and City personnel. Committees affiliated
with the City (Anniversary Committee, Teen Council, etc.)
shall use their own letterhead, to be supplied by the City.
The City Council will not accept responsibility for the contents

of any correspondence, etc. written on this Unauthorized stationary.

2. No member of the City administrative staff shall be custodian

of funds for any private group or organization.

EXCEPT 10 N S

There shall •be no exceptions to this policy except through direct

instructions of the City Council.

AUTHORITY

City Council motion, October 11, 1969,

E. FREDRICK BIEN
City Administrator

EFB/pn



CITY OF CARSON POLICY and PROCEDURES

NUMBER: 13 SUBJECT:

— PARKING RESTRICTIONS
ISSUED:

1/19/70 FIRE HYDRANTS

EFFECTIVE:
1/19/70 —

CANCELLATION DATE: SECTION:
I. CITY COUNCIL

SUPERSEDES: POLICY STATEMENTS

PURPOSE

To establish guidelines for reducing parking restrictions in these residential
areas where fire hydrants have been placed in such a manner as to prohibit
adequate use of the street for parking.

IT IS HEREBY DECLARED TO BE THE POLICY OF THE CITY COUNCIL THAI:

Under the provisions within 22514 of the State Vehicle Code, the City Council
grants authority to the Public Works Director to reduce parking restriction
zones surrounding fire hydrants in residential areas. Zones may be reduced
to tvienty feet overall (ten feet on either side) when in the opinion of the
Public Works Director parking conditions and safety warrant such a reduction.
Such reduction shall only be made with the approval of the Fire Chief.

When a decision is made to redUce such a zone, and approval by the Fire Chief
has been given, the new zone shall be delineated by red stripes at the outer
limits, and the Sheriffs Department shall be notified of each such action for
enforcement purpose.

EXCEPTIONS

There shall be no exceptions to this policy except through direct instructions
of the City Council.

AUTHORITY

City Council motion, Item #36, Council Agenda, December 15, 1969.

E. FREDRICK BIEN
City Administrator


