ADMINISTRATIVE SERVICES COMMITTEE

A

CORVALLIS Wednesday, January 18, 2012

ENHANCING COMMUNITY LIVABILITY
4:00 pm

Agenda

Madison Avenue Meeting Room
500 SW Madison

Discussion/Possible Action = 1. Council Policy Review and Recommendation: 98-2.10,
"Use of E-Mail by Mayor and City Council”
(Attachment)

Information II. Other Business

Next Scheduled Meeting
Wednesday, February 8, 2012 at 4:00 pm
Madison Avenue Meeting Room, 500 SW Madison Ave

Agenda
Municipal Code Review: Chapter 7.04, "Alarm Control"
Financial Policies Recommendation



***MEMORANDUM***

JANUARY 9, 2012

TO: ADMINISTRATIVE SERVICES COMMITTEE

FROM: KATHY LOUIE, ASSISTANT TO CITY MANAGER/CIFY-RECORDE
ROBEL TADESSE, MIS MANAGER ”/;

SUBJECT: COUNCIL POLICY REVIEW: CP 98-2.10, "USE OF ELECTRONIC MAIL
BY MAYOR AND CITY COUNCIL"

ISSUE

Council Policy CP 98-2.10, "Use of Electronic Mail by Mayor and City Council," is scheduled for
its biannual review.

DISCUSSION

This Policy was last amended in November 2009. The policy has been reviewed by the City
Manager's Office and the MIS Division staff, and we recommend removing outdated language and
Section 2.10.040 (Guidelines for Use). A new Section 2.10.020 (Goal) was added to respond to

recent Council directive.

REQUESTED ACTION

Staff requests the Administrative Services Committee recommend that the Council amend Council
Policy CP 98-2.10, "Use of Electronic Mail by Mayor and City Council."

Review and Concur:

o

J . Ptterson, City Man Néncy Br}cw , Finance Director

j
k

fonscoinasorenar




CITY OF CORVALLIS

COUNCIL POLICY MANUAL

POLICY AREA 2 - COUNCIL PROCEDURES

CP 98-2.10 Use of Electronic Mail by Mayor and City Council

Adopted February 2, 1998
Revised December 7, 1998

Revised October 18, 1999
Revised March 5, 2001
Revised December 1, 2003
Revised November 7, 2005
Revised December 17, 2007
Revised November 2, 2009
Revised , 2012

2.10.010 Purpose

To define the use and retention of electronic mail for the Mayor and City Council
members, the training provided by the City, and the management of computer
equipment.

2.10.020 Goal

To promote and maintain transparency by making available E-mail
communications by, between, or to the Mayor and/or City Councilors online.

2.10.626 030 Definitions

Archive E-Mail - An electronic filing of E-mails which automatically receives a copy
of all communications by, between, or to the Mayor or Councilors.

E Ma|| - Electromc mall (E maul) is aﬁy—memeraﬁdﬂm%eﬁef—mte—fepeﬁ—ef

ﬁsefs—seﬁﬁ—ef—recewe—rﬁfeﬁﬁaﬂen a method of exchangmg dlgltal messages
including various attachments from one author to one or more recipients.
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Council Policy 98-2.10

Laptop Computer - Laptops are portable computers the City purchases for the
Mayor and City Councilers for €ouneit City business.

Mayor and City Council - The Mayor and City Council elected to serve the
community during the current term of office.

2.10.836 040

2.10.63% 041

2.10.632 042

2.10.633 043

2.10.634 044

2.10.635045

2.10.636 046

2.10.63% 047

Policy

All E-mail use by the Mayor and Councilors will comply with the
requirements of the Oregon Public Records Law, and Oregon Revised
Statutes 192.410 through 192.505.

All persons have the right to inspect E-mails correspondence created
by or sent to local elected officials on the public E-mail system.

irecto o staff: E-mail from
the Mayor andlor Councnlors to Clty staff will be to the City
Manager, the Assistant to City Manager/City Recorder, or
Department Directors.

E-mail may not be used to discuss policy issues with a majority of the
Council and the Mayor, or two or more members of a standing
committee, on an item coming before it for discussion, or to make
decisions, or carry on deliberations.

E-mail by, between, or to Councilors or Mayor # and Councilors will be
automatically copied to the City’s archive website and accessible to
citizens.

E-mail from, to, or between Mayor and Councilors shalt will be
retained on the City's archive website for eight-weeks one year to
altow-convenientaccessby-citizens meet general records retention

requirements.
E-mail sent by the Mayor f and Councilors must ensure that it can

be automatically copied to be-donethroughthe-City's E-mailsystem
torecord-the-message-accuratety-on the City's archive website.
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Council Policy 98-2.10

2.10.638 048

2.10.639 049

Any E-mail sent to, by, or between the Mayor or Councilors that is
- subject to public records requirements will be forwarded electronically

by the Mayor or Councilor to the Assistant to City Manager/City

Recorder to be included in the appropriate public record file.

Mayor and City Council E-mail may be viewed on the MayorfCity
Councite-Maitogatwww-ch.corvatlis-orus City’s website.

2.10.050

2.10.051

2.10.052

2.10.053

Procedures

Fhe-archive-E-mait-shall-be-avaiteble-on-the-City's-website: A request for

archive E-mail records is subject to Oregon Public Records law and must
comply with Administrative Policy AP 06-1.14 (public records request).

E-mail communications will be available for eightweeks one year and will be
deleted from the archive City’s website at the end of that period. Any E-mail
sent to, by, or between the Mayor f and Councilors that is subject to public
records requirements must be forwarded electronically by the Mayor or
Councilor to the Assistant to City Manager/City Recorder. An example would
be comments from a constituent on a land use issue before the Council. The
Assistant to City Manager/City Recorder, or responsible Departmental staff,
may also make copies of messages containing community feedback on City
issues, but the responsibility for forwarding public record related
correspondence rests with the Mayor and City Council.

As required by State law and except as may specifically be exempted by

ORS 192.501 and 192.502, the City Manager shall, upon request, make
available E-mails eerrespondence created or received by elected officials.
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Council Policy 98-2.10

2.10.054

2.10.055

2.10.060

2.10.070

2.10.071

2.10.072

2.10.073

2.10.074

2.10.075

2.10.080

E-mails communications by or between the Mayor and Councilors will not
address or debate policy issues, decisions, or deliberations.

The Mayor and Councilors who receive E-mail from constituents regarding
land use or other quasi-judicial issues should inform the sender that a copy
of the E-mail will be entered into the public record, and, if necessary, that
they are unable to discuss such matters outside of the public hearing.

Training

The City’'s MIS Division will provide training on electronic mail and internet
access forthe Mayor and Councilors. Atthe beginning of each Council term,
staff will schedule aelass training on both E-mail and internet for the Mayor
and Council as a group.

Equipment

The Mayor and Councilors may use their own personal computers for access
to the internet and E-mail, use a City provided laptop for their use while on
the Council, or may choose not to use E-mail as a form of communication.

If the Mayor f or Councilor chooses to use her/his own personal computer,
the personal computer may be subject to public records law requirements.

If the Mayor # or Councilor chooses to use a City-owned laptop computer,
MIS Division staff will ensure the laptop is installed appropriately for use.

The laptop will remain the property of the City and must be returned at the
end of the Mayor f and Councilor’s tenure.

It is the responsibility of the Mayor and Councilors to return the laptop to the
City Manager’s Office for service or repairs.

The MIS Division will provide technical support for the Mayor f and
Councilors’ laptops between 8 am and 5 pm Monday through Friday. Service
can be coordinated through the Assistant to City Manager/City Recorder.

Review and Update

This €otneitProcedures Policy shall be reviewed biennialty every two years
by the MIS Manager and the Assistant to City Manager/City Recorder, and
updated as appropriate.
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CITY OF CORVALLIS |

COUNCIL POLICY MANUAL

POLICY AREA 2 - COUNCIL PROCEDURES

CP 98-2.10 | Use of Electronic Mail by Mayor and City Council

Adopted February 2, 1998
Revised December 7, 1998
Revised October 18, 1999
Revised March 5, 2001
Revised December 1, 2003
Revised November 7, 2005
Revised December 17, 2007
Revised November 2, 2009
Revised February 6, 2012

2.10.010 Purpose

To define the use and retention of electronic mail for the Mayor and City Council
members, the training provided by the City, and the management of computer
equipment.

2.10.020 Goal

To promote and maintain transparency by making available E-mail
communications by, between, or to the Mayor and/or City Councilors online.

To provide guidance to Mayor and City Council on the proper use of E-mail.

2.10.626 030 Definitions

Archive E-Mail - An electronic filing of E-mails which automatically receives a copy
of all communications by, between, or to the Mayor or Councilors.
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Council Policy 98-2.10

users-"sendor-"receiveinformation a method of exchanging digital messages
including various attachments from one author to one or more recipients.

Laptop Computer - Laptops are portable computers the City purchases for the
Mayor and City Councilers for €euncit City business.

Mayor and City Council - The Mayor and City Council elected to serve the
community during the current term of office.

2.10.630 040

2.10.63% 041

2.10.632 042

2.10.633 043

2.10.634 044

2.10.635045

2.10.636 046

Policy

All E-mail use by the Mayor and Councilors will comply with the
requirements of the Oregon Public Records Law, and Oregon Revised
Statutes 192.410 through 192.505.

All persons have the right to inspect E-mails correspondence created
by or sent to local elected officials on the public E-mail system.

v det S .Emallfrom
the Mayor andlor Counc:lors to Clty staff will be to the City
Manager, the Assistant to City Manager/City Recorder, or
Department Directors, unless otherwise authorized.

E-mail may not be used to discuss policy issues with a majority of the
Council and the Mayor, or two or more members of a standing
committee, on an item coming before it for discussion, or to make
policy decisions, or carry on deliberations.

E-mail by, between, or to Councilors or Mayor # and Councilors will be
automatically copied to the City’s archive website and accessible to
citizens.

E-mail from, to, or between Mayor and Councilors shalt will be
retained on the City's archive website for eight-weeks one year to

altowconvenientaccessbycitizens meet general records retention

requirements.
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Council Policy 98-2.10

2.10.637 047

2.10.636 048

2.10.639 049

E-mail sent by the Mayor # and Councilors must ensure that it can

be automatically copied to be-donethroughthe City’s E=maitsystem
torecord-the-message-accurately-on the City's archive website.

Any E-mail sent to, by, or between the Mayor or Councilors that is
subject to public records requirements and will be forwarded
electronically by the Mayor or Councilor to the Assistant to City
Manager/City Recorder to be included in the appropriate public record
file.

Mayor and City Council E-mail may be viewed on the Mayor/City
Councitt=Mait-togat-www-ci-corvallis-orus City’s website.

2.10.050

Procedures

2.10.051

2.10.052

the-archive-E=mait-shal-be-available-on-the-City's-website: A request for

archive E-mail records is subject to Oregon Public Records law and must
comply with Administrative Policy AP 06-1.14 (public records request).

E-mail communications will be available for eightweeks one year and will be
deleted from the archive City’s website at the end of that period. Any E-mail
sent to, by, or between the Mayor # and Councilors that is subject to public
records requirements and must be forwarded electronically by the Mayor or
Councilor to the Assistant to City Manager/City Recorder. An example would
be comments from a constituent on a land use issue before the Council. The
Assistant to City Manager/City Recorder, or responsible Departmental staff,
may also make copies of messages containing community feedback on City
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Council Policy 98-2.10

2.10.053

issues, but the responsibility for forwarding public record related
correspondence rests with the Mayor and City Council.

As required by State law and except as may specifically be exempted by
ORS 192.501 and 192.502, the City Manager shall, upon request, make
available E-mails correspondence created or received by elected officials.

2.10.0554

2.10.060

The Mayor and Councilors who receive E-mail from constituents regarding
land use or other quasi-judicial issues should inform the sender that a copy
of the E-mail will be entered into the public record, and, if necessary, that
they are unable to discuss such matters outside of the public hearing.

Traininq

2.10.070

The City’'s MIS Division will provide training on electronic mail and internet
access for the Mayor and Councilors. Atthe beginning of each Council term,
staff will schedule a-ctass training on both E-mail and internet for the Mayor
and Council as a group.

Equipment

2.10.071

2.10.072

2.10.073

2.10.074

2.10.075

The Mayor and Councilors may use their own personal computers for access
to the internet and E-mail, use a City provided laptop for their use while on
the Council, or may choose not to use E-mail as a form of communication.

If the Mayor # or Councilor chooses to use her/his own personal computer,
the personal computer may be subject to public records law requirements.

If the Mayor # or Councilor chooses to use a City-owned laptop computer,
MIS Division staff will ensure the laptop is installed appropriately for use.
The laptop will remain the property of the City and must be returned at the
end of the Mayor f and Councilor’s tenure.

It is the responsibility of the Mayor and Councilors to return the laptop to the
City Manager's Office for service or repairs.

The MIS Division will provide technical support for the Mayor / and
Councilors’ laptops and training between 8 am and 5 pm Monday through
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Council Policy 98-2.10

Friday. Service can be coordinated through the Assistant to City
Manager/City Recorder.

2.10.080 Review and Update

This CeuncitProcedtres Policy shall be reviewed biennially every two years
by the MIS Manager and the Assistant to City Manager/City Recorder, and
updated as appropriate.
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