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Orientation Policy for Newly Elected Officials

Overview

The City of Laredo's orientation policy for newly elected officials is designed to provide a
comprehensive introduction to the city's operations, governance, and key strategic initiatives
over a 60-day period. The policy ensures a smooth transition into office, fosters productive
relationships with city staff, and equips officials with the necessary knowledge to make informed
decisions in a condensed timeframe.

Applicability

The policy applies to all elected officials of the City of Laredo.

Distribution

This policy is available in hard copy and in electronic media on the City of Laredo’s website under the
City Manager’s Department category and in the Human Resources Department category.

Timing and Implementation: The Newly Elected Orientation Policy is implemented based on the
elected official swearing in of the oath of office,

Key Events for Newly Elected Officials

Swearing-in Ceremony

e Date: January 1

o Details: The swearing-in ceremony, conducted by the City Secretary’s office, will take
place on January 1. This formal event marks the official beginning of the term for newly
elected officials.



Texas Municipal League {TML) Training

e Date: January (specific date to be confirmed)
» Details: Newly elected officials are encouraged to attend the in-person training hosted
by TML in January. This event provides guidance on municipal governance, legal

obligations, and key responsibilities, supplementing the City of Laredo's orientation
program. The TML training also offers opportunities to network with officials from other
municipalities in Texas, enriching the learning experience.

Mandatory Trainings
¢ Texas Public Information Act Training: Required by the State of Texas and is provided
during the TML Training
e Texas Open Meetings Act Required Training: Required by the State of Texas and is
provided during the TML Training

30-Day Process: Initial Introduction and Familiarization

Week 1: Welcome and Initial Training

¢ Welcome Meeting with City Manager: Overview of city governance, priorities, and
structure.
o Responsible: City Manager’s Office
¢ Meet and Greet with Department Heads: Introduction to key departments and
personnel.
o Responsible: City Manager’s Office
¢ Human Resources Orientation: Review and begin processing documentation needed
through Human Resources.
o Responsible: Human Resources
* New Employee Orientation (NEO) Elected Official Processing
e HUB Enrollment
o Texas Driver License
o Social Security Card
o Secondary ID (examples: Passport; Permanent Resident
Card; Birth Certificate; U.S. Military Card)
Marriage License
E-Mail Address
Bank Direct Deposit Slip



o Mobil Telephone Number
o Spouse / Dependents
= Texas Driver License
= Social Security Card
= Birth Certificates

Woeek 2: Governance, Council Procedures, and Agenda Submission

» (City Governance Training: Overview of council roles, city charter, priority and
procedures, ordinances, and ethics.
o Responsible: City Manager’s Office and City Attorney’s Office
* Council Agenda Submission Process: Detailed explanation of how to submit voting
items for the council agenda, including the three-item limit for “Council
Communications” and “Communications and Recognitions,” as well as the rules for
handling tabled or pending items.
o Responsible: City Manager’s Office
¢ Council Procedures: Provide training on parliamentary procedures, council meeting
structure, and how Council Members can effectively participate in meetings. Introduce
Council Members to the use of formal procedures for adding items to the agenda and
how those items are discussed and resolved during meetings.
o Responsible: City Secretary’s Office and City Manager’s Office

Week 3: Departmental Presentations, Facility Tours, and Funding Allocations

e Departmental Briefings: In-depth briefings from key departments-Police, Fire,
Engineering
o Responsible: Participating Departments
* Tour of Key City Facilities: Visit essential facilities like the Emergency Operations Center,
Water Plants and Police Headquarters
o Responsible: Participating Departments
¢ Funding Allocations for District Priority and Citywide Projects: Introduce newly elected
officials to the policy governing the allocation of funds between district priority projects
and citywide initiatives.
¢ Responsible: Finance and Budget

Week 4: Budget Overview and Constituent Services
e Budget Overview Session: Introduction to the city's budgeting process, the current
fiscal year budget, and financial policies.
o Responsible: Budget, City Manager’s Office and Finance




s Constituent Services Training: Overview of tools and resources for handling constituent
inquiries.
o Responsible: City Manager’s Office, City Attorney’s Office
¢ Boards & Committees: Provide lists of Boards and Committees to appoint members
through a Council Meeting
o Responsible: City Secretary’s Office
¢ Mid-Point Feedback Session: One-on-one meeting with the City Manager to provide
feedback on the orientation process and discuss areas requiring additional support.
o Responsible: City Manager’s Office

60-Day Process: Deeper Engagement and Strategic Development

Week 5: Policy Workshops and Requests for Information

* Policy Workshops: In-depth sessions on key policy areas such as urban development,
public safety, and environmental initiatives.
o Responsible: Planning Department, Environmental, Health
* Review of Current Projects: Presentations on major city projects, including timelines,
budgets, and stakeholders.
o Responsible: Engineering
* Requests for Information and Legislative Amendments: Introduce guidelines for how
Council Members can request information from city departments or propose legislative
amendments. Emphasize the distinction between routine requests and formal requests
that require substantial staff time or resources, and the importance of proper
documentation for all formal requests. Explain how Council Members should work
through the City Manager’s office to ensure transparency and compliance with city
policies.
o Responsible: City Manager’s Office

Woeek 6: Strategic Planning and Full Integration

e Finance and Budget Training: Detailed sessions on financial statements, fund balances,
and fiscal policy.
o Responsible: Finance
¢ Capital Improvement Program Review: Overview of the city's capital improvement
priorities and funding mechanisms.
o Responsible: Engineering

Week 7: Project and Policy Follow-Up




e Follow-Up on Key Projects: Continued engagement with department heads on priority

projects and initiatives.

* One-on-One Strategy Sessions: Meetings with the City Manager and department heads
to discuss strategic priorities, goals, and potential initiatives.

Week 8: Advanced Engagement and Integration

* Active Engagement in Decision-Making: Full participation in city council activities,

strategic planning sessions, and community engagement.

¢ Ongoing Mentorship Program: Access to mentorship opportunities with experienced

officials and city leadership.
Regular Election Schedule

Week 1: Week of November 18, 2024
Week 2: Week of November 25, 2024
Week 3: Week of December 2, 2024
Week 4: Week of December 9, 2024
Week 5: Week of December 16, 2024

Week 6: Week of December 23/ Week of December 30,
2024

Skip first week of the Year due to Holidays and
Swearing-In Ceremony

Week 7: Week of January 6, 2025

Week 8; Week of January 13, 2025

Run Off Election Schedule

Week 1: Week of December 16, 2024

Week 2: Week of December 23/ Week of December 30,
2024

Skip first week of the Year due to Holidays and
Swearing-In Ceremony

Week 3; Week of January 6, 2025
Week 4: Week of January 13, 2025

Week 5: Week of January 20, 2025 (First City Council
Meeting)

Week 6: Week of January 27, 2025

Skip first week of February 2025 due to State Legislative
Trip

Week 7: Week of February 10, 2025

Week 8: Week of February 17, 2025



