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SPECIAL REGULATION 

(As adopted by City Council) 

 

CITY COUNCIL ADMINISTRATIVE AIDES 

 

I. PURPOSE 

The purpose of this Special Regulation is to establish a framework concerning the 

relationships, activities, compensation, expenditures, and accountability of administrative 

aides appointed as assistants to members of the City Council, including the Mayor. 

Hereafter in this Regulation, the term member of City Council will include the Mayor. 

II. RELATIONSHIPS TO CITY COUNCIL AND CITY CLERK 

A. The Mayor and each council member may appoint one administrative assistant.1 

B. No member of the immediate family of any member of City Council shall be 

eligible for appointment as an administrative aide. For the purpose of this section, 

the spouse, parent, child, brother, sister, father -in-law, mother-in-law, brother-in-

law, sister-in-law, son-in-law or daughter-in-law shall be considered a member of 

the immediate family. 

C. The power to direct and remove each administrative aide resides only in his or her 

member of City Council. 

D. The administrative aide shall perform such secretarial, administrative and other 

tasks as may be required by his or her member of City Council.  The City Clerk 

shall provide clerical services for the members of City Council in circumstances 

where such clerical services cannot be provided by the administrative aides. 

a.  

E. Notwithstanding any contrary provision of law, general or special, an 

administrative aide to a Council member is permitted to participate in political 

activities while off duty, out of uniform and not on the premises of their 

employment with the locality.2 

1.  For purposes of this section, the term "political activities" includes, but is 

not limited to, voting; registering to vote; soliciting votes or endorsements 

on behalf of a political candidate or political campaign; expressing 

                                                 
1 See City Charter Section 3.06.1 
2 See Virginia Code Section 15.2-1512 

https://library.municode.com/va/alexandria/codes/code_of_ordinances?nodeId=PTITHCH_CH3CO_S3.06.1ADAS
https://law.lis.virginia.gov/vacode/title15.2/chapter15/section15.2-1512.2/
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opinions, privately or publicly, on political subjects and candidates; 

displaying a political picture, sign, sticker, badge, or button; participating 

in the activities of, or contributing financially to, a political party, candidate, 

or campaign or an organization that supports a political candidate or 

campaign; attending or participating in a political convention, caucus, rally, 

or other political gathering; initiating, circulating, or signing a political 

petition; engaging in fund-raising activities for any political party, 

candidate, or campaign; acting as a recorder, watcher, challenger, or similar 

officer at the polls on behalf of a political party, candidate, or campaign; or 

becoming a political candidate. 

2.  An aide is prohibited from using their official authority to coerce or attempt 

to coerce a subordinate employee to pay, lend, or contribute anything of 

value to a political party, candidate, or campaign, or to discriminate against 

any employee or applicant for employment because of that person's political 

affiliations or political activities, except as such affiliation or activity may 

be established by law as disqualification for employment. 

3.  An aide is prohibited from discriminating in the provision of public 

services or responding to requests for such services, on the basis of the 

political affiliations or political activities of the person or organization for 

which such services are provided or requested. 

4. An aide is prohibited from suggesting or implying that a locality has 

officially endorsed a political party, candidate, or campaign. 

F. No administrative aide shall serve as a member of any City advisory board, 

commission or committee that is charged with making recommendations upon 

which his or her member of City Council will or may be voting. An administrative 

aide may serve as the designee of his or her member of City Council on a City 

advisory board, commission, or committee when the resolution creating said board, 

commission, or committee indicates that such a designee is permitted. 

III. RELATIONSHIP TO CITY STAFF RESPONSIBLE TO CITY MANAGER 

A. The administrative aides will have a similar relationship to the City staff 

responsible to the City Manager as that defined in Section 4.04 of the City Charter 

for members of City Council: 

"Neither the Council nor any of its members shall direct the appointment of 

any person to or his removal from any office or employment by the City 

Manager or by any of his subordinates, except as specifically provided in 
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this Charter. Except for the purpose of inquiry, the Council and its members 

shall deal with the administrative services solely through the City Manager, 

and neither the Council nor any member thereof shall give orders either 

publicly or privately to any subordinate of the City Manager. Any 

Councilman violating the provisions of this section or voting for a motion, 

resolution or ordinance in violation of this section shall be guilty of a 

misdemeanor and upon conviction thereof shall cease to be a Councilman. 

Provided, however, that nothing herein contained shall be construed as 

prohibiting any Councilman from discussing with the City Manager any 

appointment or removal." 

B. The primary points of contact in the City Manager's office for the administrative 

aides will be the City Manager on matters of major importance and the City's 

Legislative Director or Deputy City Manager's within their assignments. However, 

all members of the City Manager's Office function as a unit and are available to 

assist the administrative aides. 

C. The City Manager's office shall provide or arrange for such clerical services for the 

members of City Council and administrative aides as cannot be provided by either 

the City Clerk or the administrative aides themselves. 

IV. SALARY AND BENEFITS 

A. The administrative aides shall receive as compensation such salary as the City 

Council may from time to time establish in adopting the City's annual budget. The 

salary for all aides shall be uniform; provided, however, that the City Council may 

separately determine the salary of the Mayor's aide. 

B. Hours of work, vacation, leave and sick leave arrangements will be worked out 

between each administrative aide and his or her member of City Council, except 

that no compensation for accrued vacation leave or sick leave will be provided for 

any administrative aide when he or she leaves office. 

C. In the event that an administrative aide is unable to perform the essential functions 

of the position during any period of 60 days, all pay and benefits shall be 

terminated. 

D. Federal and State income taxes, Social Security taxes, and any other withholdings 

required by law will be withheld from each administrative aide's paycheck. 

E. The administrative aides will be eligible to participate in the group life insurance 

program and the group medical insurance program (single coverage only) that is 
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available to general City employees, to the extent that insurance contracts permit 

such participation; there shall be no cost to the City for such participation. 

F. The administrative aides will not be eligible to participate in either the Virginia 

Supplemental Retirement System or the City's supplemental pension program. 

V. OPERATING EXPENSES  

A. Office Space 

1. Office space shall be provided for each member of City Council and his or 

her administrative aide. 

2. Office space may be either in a public building or a private home. If office 

space in a public building is desired, the City Manager shall make all 

necessary efforts to provide suitable space. 

B. Non-Personal Operating Expenses 

1. An appropriation of $850 per year will be authorized by the City Council to 

pay non-personal operating expenses incurred by a member of City Council 

or authorized by him or her for his or her administrative aide. Non-personal 

operating expenses include transportation, postage, office supplies, 

copying, printing, telephone, and all other non-personal expenses that are 

necessary in the performance of official duties. 

2. For accounting purposes, all non-personal expenditures by administrative 

aides will be paid or reimbursed on an actual expense basis. No allowances 

that are not subject to specific accounting will be authorized, and no cash 

advances for anticipated expenditures will be made. All documents 

authorizing payments will require the signature of the member of City 

Council involved. 

3. All purchases by administrative aides will be made through the City Clerk’s 

Office, drawing supplies from City stores whenever possible. The City 

Clerk will advise as to what items are available. 

4. Travel in the Washington metropolitan area and the Commonwealth of 

Virginia only will be authorized for administrative aides for attendance at 

meetings, conferences, and seminars and for other assigned work directly 

related to their Council responsibilities. Travel outside this geographical 

area will be undertaken only in accordance with an affirmative vote of City 

Council in a public session. 
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a. All such official travel by administrative aides will be subject to the 

provisions of the City's Administrative Regulations on the subject 

(Chapter 6), except that the use of City-owned vehicles will not be 

authorized. 

b. Travel reimbursement for the use of the privately-owned motor 

vehicles will be authorized at the rate 58.5 cents ($0.585) per mile, 

subject to the submission of a Daily Travel Record. 

c. Only mileage which is incurred as a result of travel on City business 

is to be shown on the travel record; mileage for transportation to and 

from the administrative aide's home to his or her office or City Hall 

is not reimbursable. 

C. Capital Outlay 

1. At the beginning of each new City Council session, a one-time 

appropriation of up to $1,000 will be authorized by the City Council for the 

purchase of such capital outlay items as are necessary for the furnishing of 

an office for each member of City Council and his or her administrative 

aide. These capital outlay items include desks, chairs, tables, typewriters, 

lamps, file cabinets and bookshelves. All expenditures for capital outlay 

items must be approved by the member of City Council involved. 

2. As replacement or additional capital outlay items are required, the necessary 

funds shall be requested by the member of the City Council involved and 

the request shall be incorporated by the City Manager into the normal 

budget review and approval process. 

3. At such time as the member of City Council ceases to be a member of City 

Council, that Council member and his or her Administrative Aide may opt 

to purchase a capital outlay item, including a computer or computer related 

equipment used by that member or aide during the term of the City Council 

member at a fair market value determined by the City's Director of Finance. 

4. All capital outlay items purchased with City funds that are not purchased by 

a member of Council or his or her aide pursuant to Section V (C)(3) will 

remain the property of the City and will revert to the possession of the City 

at such time as the member of City Council ceases to be a member of City 

Council. 

VI. COUNCIL OVERSIGHT 
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A. Any person who believes that an administrative aide has failed to comply with the 

provisions of Section II(E) of this Special Regulation may file an allegation of such 

noncompliance ("Allegation") with the City Clerk. The Allegation shall be in 

writing and shall set forth the alleged noncompliance with reasonable specificity. 

Any such Allegation shall be filed within 30 days of the alleged noncompliance, or 

within 30 days of the day the person filing the Allegation first became aware of the 

alleged noncompliance, whichever is later. 

B. The City Clerk shall transit the Allegation to the members of City Council 

forthwith, as well as to the aide identified in the Allegation. 

C. Within 30 days following transmission, or at the next regular scheduled meeting of 

Council, if longer, Council will convene in executive session to consider the 

Allegation. 

D. In the event Council determines by majority vote that there is probable Cause to 

believe that a violation of section II(E) of this Special Regulation has occurred, the 

City Attorney, or in his discretion a competent attorney appointed by him as special 

counsel, shall investigate the matter and report thereon to City Council. 

E. Following receipt of the report prepared by the City Attorney or special counsel, 

the City Council shall meet in executive session to consider the report. 

F. If the City Council determines by majority vote that the Allegation is founded and 

that a violation of section II(E) of this Special Regulation has occurred, the City 

Council may adopt a resolution of censure, which may include a suggestion 

concerning the continued service of the Council aide. 

G. Nothing in this section VI shall affect Section II(C) of this Special Regulation 

which provides that an administrative aide may be removed only by the member of 

City Council who has appointed the aide. 

 

Adopted by City Council-July 25, 1974 

AMENDED II.E-June 10, 1980 

AMENDED II. E- April 23, 1985 

AMENDED II.E- June 27, 1995 

ADDED VI-June 24, 1997 

AMENDED IV.A-March 10, 1998 

AMENDED IV .A- June 11, 2002 

AMENDED V.C.3 & 4- June 24,2003 
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AMENDED February ___, 2022 


