CITY OF DUBLIN
ADMINISTRATIVE ORDERS
OF THE CITY MANAGER

CITY OF DUBLIN

ADMINISTRATIVE ORDER 1.4

TO: All City Employees

FROM: Timothy C. Hansley, City Manager

SUBJECT: Adherence to the Organizational "Chain-of-Command"

DATE: May 1, 2000

Supersedes and Replaces Administrative Order 1.4 dated 11/1/93 Regarding Same
Subject

PURPOSE, SCOPE, & INTENT

The purpose of this Administrative Order is to formalize and communicate the City
policy regarding adherence to the organizational "chain-of-command", to provide
direction and guidance to City employees regarding adherence to this policy, and to
inform City employees regarding the consequences concerning non-adherence to this
policy. This Administrative Order shall be applicable to all employees of the City of
Dublin and shall be strictly enforced by all Department/Division Heads and
supervisory personnel. Questions regarding this Administrative Order should be
directed to your supervisor, Department/Division Head, or the Office of the City
Manager.

It is the City's intent, through this Administrative Order, to enhance the operational
effectiveness from an organizational perspective, and to ensure that appropriate
information is transmitted to the proper administrative officials through the proper
organizational channels. As the City, as an organization, continues to grow and
become more formalized, it is essential that accurate information be directed to the
proper officials in the proper manner in order for the City to effectively address
organizational concerns, solve problems, and provide higher levels of service to meet
the ever increasing demand for such service levels from the community we serve.

POLICY
Out of respect for and adherence to the organizational “chain-of-command”, all

questions, inquiries, problems, reports, communications etc., originating within any
Department shall be directed to the City Manager via the established organizational
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"chain-of-command”. Specifically in the case of written communications, said
communications shall either:

* originate with and be signed by the appropriate Department/Division Head,;
or
* be transmitted to the appropriate Department/Division Head through proper

intra-Departmental/Divisional channels. It should then be reviewed, revised,
etc. and then signed by the Department/Division Head prior to transmittal to
the City Manager.

NOTE: For purpose of clarification, where there is no formal Department
Head, these written communications should either be initiated by the Division
Head and/or be transmitted directly from such Division Head to the City
Manager.

(For further detail and guidance regarding the format of written staff reports
designed to inform City Council or accompany proposed legislation to be
considered by Council, please refer to administrative Order 1.2.)

In_no_instance, or _under _any circumstances, shall any communications,
information, etc. be transmitted either in writing or verbally to the Mayor
and/or any member of Council unless the City Manager is informed regarding
the nature of, receives a copy of, and approves the transmittal of such
information, prior to such transmittal. In order to maintain effective Council-
Manager relations, the Manager needs to, at all times, be informed regarding all
information, prior to its transmittal to Council, in the event Council Members
require an explanation from the Manager on such information.

All employees are hereby formally advised that, except for purposes of inquiries and
investigations, the Council, or its members, is/are required by Section 3.03(b) of the
Dublin Charter to deal with employees who are subject to the overall direction of the
City Manager solely through the City Manager. In addition, Council, nor any of its
members are permitted to give any orders, either publicly or privately, to any such
employee.

NOTE: For purpose of clarification, please be advised that the phrase "inquiries and
investigations" as stated in Section 3.03(b) of the Charter refers to official, formal
inquiries or investigations sanctioned by the whole of Council.

Compliance with this policy shall be strictly enforced. Any employee violating this
policy shall be subject to appropriate disciplinary action, in accordance with
established disciplinary procedures, which may include suspension or dismissal.
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