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Purpose
To provide guidelines for use of City resources, by non-civil service employees and employee
organizations, which will further the organization’s hedth, resulting in improving the City’ s ability to
deliver qudity customer service.  This Adminitrative Bulletin does not goply to employeeswho are
covered by the state Civil Service Statute.
Policy
To define gppropriate usage of City of Augtin facilities and communication toolsby City of Audtin
non-civil service employees.
Procedure
A. Useof fadilities

A Department Director, or hisher designee, may designate meeting rooms not usudly available to

the public, for use by non-civil serviceemployees.  Use of City facilitiesis gppropriate under the
following guiddines
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Requests for facility usage should be reviewed and approved by Department Directors or
his’her designee.

Usage should be scheduled in accordance with departmenta procedures.

Usage shdl not displace other City business, have a negetive operationa impact on the City,
or cause additiona unrecovered costs to the City. Other City needs may preempt a
scheduled event.

Mesting uses shall be rdated to organizationa hedlth, City business, or other City interests.
Unacceptable usesinclude political advertising, commercid uses, or any activities that cause
unduerisk to the City. Admission, or other charges, money-raising activities, and/or sdes are
not alowed. Membership solicitation may be alowed, on alimited bass (for example,
handing out membership forms at the end of ameeting or providing brief satements on
membership benefits), but not as a primary meeting purpose.

Facilities generdly available to the public may be made available to non-civil service
employees, employee groups or representatives in accordance with existing guiddines and
procedures for public use of City fadilities,

B. Communication Tools

The City may dlow use of communication tools under the following guiddines

1

Designated employees may make reasonable use of facamile machines for uses rdated to
organizationa hedlth, City business or other interests. Such usage should be reviewed and
approved in advance by the Department Director or hishher designee.

Unacceptable use of facamile machines include solicitation, political positions or agendas,
positions or opinions of employee or employee group not related to City interests, or
commercia uses.

Employee groups shdl not have access to the City’s e-mail sysems. Individud employees
will not be permitted to use e-malil for any purpose other than City business.

Wall space for bulletin boards can be made available to employee groups. The cost of
bulletin boards and ingtdlations will be borne by the employee group. Ingtdlation is subject to
current building code. Acceptable uses for bulletin boards are those related to organizational
hedlth, City business or other City interests. Departments may provide additiona written
guiddines for bulletin boards and may request written agreement to comply with these
guiddines prior to use.

Employee groups may aso use open bulletin boards on City property. These bulletin boards
are normally located in public access such as cafeterias, snack rooms, or halways, where the
public has open access.



