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____________________________________________________________ 

ADMINISTRATIVE CITATIONS 

______________________________________________________________________ 
 

 

3098.10  Applicability. 
 

(a)   A violation of the provisions of any policy that is subject to enforcement as a 
misdemeanor and/or an infraction is subject to an administrative citation and 
fine. 

 
(b)   This policy establishes the administrative procedures for the imposition, 

enforcement, collection, and administrative review of administrative citations 
pursuant to Government Code section 53069.4. 

 
(c)   The issuance of an administrative citation under this policy is solely at the 

District’s discretion and shall not limit the District from using any one or more 
other administrative, criminal and/or civil remedies, in any combination, to 
address a violation of District Policy. 

  
3098.20 Definitions.  The following definitions apply to the use of these terms for the 
purposes of this policy: 
 

(a)   Board means the Board of Directors of the Rossmoor Community Services 
District.  

 
(b)   Citation means an administrative citation issued pursuant to this policy stating 

there has been a violation of a particular District Policy.  
 
(c)   Citee means person given an administrative citation charging him or her as a 

responsible person for a policy violation. 
 
(d)   Days means calendar days. 
 
(e)   District means the Rossmoor Community Services District. 
 
(f) General Manager means the appointed District General Manager or his or her 

designee. 
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(g)   Hearing officer means the person or body designated by the Board, including 
but not limited to the Board itself, to serve as the hearing officer for an 
administrative hearing 

 
(h)   Issue means giving a citation to the citee, and issuance occurs on the date when 

a citation is personally served on the citee, the date it is posted on real property 
where a property related violation exists, or the date it is deposited in the US 
mail, postage paid and addressed to the citee, whichever occurs first. 

 
(i)     Notice of decision means a form prepared by the General Manger used to inform 

a citee of the decision made regarding various provisions of this policy. 
 
(j)   Policy means an approved policy of the District; policies means the several 

approved policies of the District. 
 
(k)  Property related violation means a policy violation that relates to the care, 

maintenance and/or operation of the real property in question and 
improvements or attachments thereto, including but not limited to trees located 
thereon, whether through active or passive negligence or intentional conduct of 
the owner, property occupants, and/or their respective agents.  

 
 (l)    Responsible person means any of the following: 
 

(1)   A person who causes a policy violation to occur. 
 
(2)   A person who maintains or allows a policy violation to continue, by his or 

her action or failure to act. 
 
(3)   A person whose agent, employee, or independent contractor causes a 

policy violation by his or her action or failure to act. 
 
(4)   A person who is either the owner or the occupant of the real property where 

a property-related policy violation occurs. 
 

(m)  For purposes of this policy, “person” includes both a natural person and a legal 
entity, and includes the owners of the entity, the directors and officers of a 
corporation, the managers of a limited liability company, the trustees of a trust, 
and the general partners of a partnership. There shall be a legal rebuttable 
presumption that the record owner of a parcel according to the County of 
Orange’s latest equalized property tax assessment rolls and the occupants of 
that parcel have notice of any property-related policy violation existing with 
respect to that parcel. For the purposes of this policy, there may be more than 
one responsible person with respect to a violation, and a minor at least fourteen 
(14) years of age may be a responsible person subject to the provisions of this 
policy for a violation personally committed by the minor.  

  



3098.30  Administrative citation—General. 
 

(a) Any employee(s) of the District so designated by the General Manager may 
issue a citation to any responsible person or persons. A responsible person to 
whom a citation is issued shall be liable for and shall pay to the District the fine 
or fines described in the citation when due pursuant to the provisions of this 
policy. 
 

(b)   For continuing violations, each day a violation of a policy exists shall be a 
separate violation and be subject to a separate fine. A citation may charge a 
violation for one (1) or more days on which a violation exists, and for violation of 
one (1) or more policy sections. 

 
(c)   The District may take into consideration the fact that a person has been issued 

citations when the District is determining whether to grant, modify, suspend, 
revoke, or deny any permit, license, agreement or any type of discretionary use 
approval for that person, and such citations are evidence that the person has 
committed actions that are not compatible with the health, safety and general 
welfare of other persons and businesses in the vicinity.  

 
3098.40  Citation contents. 
 

(a)    Each citation shall contain the following information: 
 

(1)    Name of the responsible person for the violation of the policy or policies. 
 
(2)    Date or dates on which the violation occurred, and the date the citation is 

issued, if different. 
 
(3)    The policy section(s) violated. 
 
(4)    Address where the policy violation occurred. 
 
(5)    Description of the policy violation. 
 
(6)    Amount of the fine for the violation and procedure to pay the fine and avoid 

a late payment penalty. 
 
(7)   Brief description of the procedures for requesting an administrative review 

to contest a citation and a hardship waiver of the advance fine deposit. 
 

(9)   Signature of the person issuing the citation. 
 

(b) In addition, the citation may include such other information that the General 
Manager deems appropriate for enforcement or collection purposes, including, 
but not limited to: 
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(1)   A self-addressed envelope in which the citee can send to the District the 

fine, a request for an administrative review and/or a hardship waiver of the 
fine deposit;  

 
(2) A designation of prior policy violations, if known; and/or 
 
(3) A statement regarding any additional liability that may result from the policy 

violation, if applicable. 
 

  
3098.50  Service of administrative citations.  An administrative citation may be served as 
follows: 
 

(a)    A designated employee may personally serve the citation on the citee. The 
citee may sign a copy of the citation showing his or her receipt of the citation.  

 
(b)    A designated employee may mail the citation by first class mail, return receipt 

requested, if the citee is not present for personal service when the employee 
determines there has been a violation. The citation shall be mailed to the citee’s 
address shown on the county’s last equalized property tax assessment rolls for 
a property related violation, or to any address known for the citee for all other 
violations. 

 
(c)    A designated employee may post a copy of the citation on the property in a 

conspicuous place for a property related violation when the citee does not 
reside at the property and the citee’s address is not actually known to the 
designated employee, in which case the designated employee shall also mail 
a copy of the citation to the citee at the property address by first class mail, 
return receipt requested.  

  
3098.60  Amount of administrative fines. 
 

(a)    The amount of the fines for violating specific policies shall be set in a schedule 
of fines adopted by resolution or policy of the District from time to time. The 
schedule may include escalating fine amounts for repeat policy violations 
occurring within specified periods of time. 

 
(b)    The schedule of fines may also specify the amount of interest and late payment 

penalty owed for any fine not paid when due. A late payment penalty and 
interest may be imposed for fines not paid within thirty (30) days of their due 
date. 

 
(c)    Fines are due on the day the citation is issued, except that when a hardship 

waiver has been granted, the fine amount shall be due when the decision on 
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the administrative review is given or mailed to the citee pursuant to section 
3098.100. 

  
3098.70  Payment of administrative fines. 
 

(a) An administrative fine shall be paid to the District within thirty (30) days of its 
issuance date except as provided in section 3098.85. 

 
(b)    The issuance of a citation and/or payment of a fine does not bar the District 

from taking any other enforcement actions, including issuing additional 
administrative citations, bringing a civil action and/or filing a criminal complaint.  

  
3098.80  Request for administrative review of citation; requirement for advance deposit 
of fine amount. 
 

(a)    Any person receiving an administrative citation may contest it by filing a request 
for an administrative review.  To obtain an administrative review, the citee shall 
file a signed written request form contained on the reverse side of the citation 
and indicate the grounds for contesting the citation and fine. A citee may 
contest the citation by denying that a violation occurred or by denying that the 
citee is a responsible person for the violation. 

 
(b)    To be effective and complete, the request must be received by the District 

within thirty (30) days after the date the citation was issued, and be 
accompanied by a deposit of the full amount of the fine. The request will not be 
accepted for filing if not accompanied by the fine deposit, unless a hardship 
waiver has been requested pursuant to section 3098.85(e), below.  All requests 
shall be date stamped upon receipt by the District.  

 
(c)   Upon timely receipt of a complete request for an administrative review, the 

District shall notify the citee, in a manner set forth in section 3098.50 for service 
of citations, of the date, time and place of the administrative review, pursuant 
to section 3098.90. 

 
(d)    The person requesting the administrative review shall appear at the hearing on 

the date, time and place specified by the District pursuant to section (c), above. 
Failure to personally attend the hearing will be considered a nonappearance. 
Non-appearance by the citee shall constitute an abandonment of the request 
unless the hearing was continued pursuant to section 3098.90(f). 

 
3098.85  Request for hardship waiver of advance deposit of fine amount; separate 
hearing prior to administrative review of citation. 

 
(a) A person filing a request for an administrative review may also request at the 

same time a hardship waiver of the fine deposit. The request for hardship 
waiver must be made concurrently with the request for administrative review.  
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(1) To seek a hardship waiver and obtain a separate hearing limited to the 

hardship request, the citee shall check the box indicating this request and 
file with the District a sworn declaration or affidavit, together with any 
supporting documentation or other evidence demonstrating the citee’s 
actual financial inability to deposit the full amount of the citation in advance 
of the hearing.  The procedure governing the filing of such requests shall be 
the same as provided in section 3098.80(b), above. 

 
(b)   The person requesting the hardship waiver bears the burden of establishing by 

substantial evidence that he or she does not have the financial ability to make 
the deposit of the fine. The person shall personally appear at the hearing on 
the hardship waiver request and non-appearance shall constitute an 
abandonment of the hardship waiver request unless excused pursuant to 
section 3080.90(h).  

 

Where the hardship waiver request has been abandoned because of non-
appearance at the hearing on the request, the full amount of the advance fine 
deposit shall be submitted to the District within three (3) business days 
following the date set for the hearing on the hardship waiver request.  Failure 
to make the full amount of the advance fine deposit by the time required in this 
sub-section (1) shall be deemed an abandonment of the contest of the citation 
and shall forfeit the citee’s right to an administrative review of the citation. 

 

(c) The request for a hardship waiver of the fine deposit will be heard by the 
hearing officer at the date, time and place specified by the District on the notice 
of hardship waiver hearing. At the conclusion of the hearing on the waiver 
request, or within five (5) business days after the waiver request hearing, at the 
hearing officer’s discretion, the hearing officer shall issue a decision that the 
fine deposit is or is not waived. The hearing officer shall then insert on the notice 
of decision form relating to the waiver request the new date set for the 
administrative review hearing, which shall be within forty-five (45) days of the 
date on the notice of decision of the hardship waiver request. A copy of the 
notice of decision shall be delivered to the citee at the end of the hearing on 
the waiver request, or shall be sent by U.S. Mail within five (5) business days 
following the conclusion of the hearing on the waiver request.  

 
(d)     If the hardship waiver is denied, the hearing officer shall provide the citee a self-

addressed envelope to use in making the fine deposit. The citee shall mail the 
deposit in the envelope provided so that it is postmarked at least three (3) 
business days before the date designated on the notice of decision for the 
administrative review. Failure to make the deposit by the time required shall be 
deemed an abandonment of the contest of the citation and shall forfeit the 
citee’s right to an administrative review of the citation. 

 



(e)    The filing of a request for hardship waiver of the fine deposit does not extend 
the time within which to request an administrative review or any other time set 
forth in this policy, except as provided in subsection (d), above. A hearing officer 
decision on the hardship waiver is final and not subject to judicial review 
pursuant to section 3098.110. 

 

3098.90  Hearing procedures for requests for both administrative review and hardship 
waiver of advance deposit of fine amount. 
 

(a)    Hearings shall be conducted by a hearing officer at a date, time and place 
designated by the General Manager that is at least ten (10) but not more than 
thirty (30) days after the citee requests a hearing pursuant to section 3098.80 
or 3098.85.  At least ten (10) days written notice of the hearing shall be given 
to the citee, either personally or by mail.  

 
(b)    The General Manager shall ensure that the pertinent citation records are 

delivered to the hearing officer for a citation set for hearing. The General 
Manager shall also make available to the citee at District offices at least three 
(3) business days before the hearing a copy of any additional reports 
concerning the citation that are provided to the hearing officer. 

 
(c)    The citee shall be given the opportunity to testify and to present evidence 

relevant to financial hardship, the policy violation specified in the citation, or the 
fact that all fines have been paid, as applicable.  A parent or legal guardian of 
a citee who is a juvenile shall accompany the citee at the hearing, or any 
request or contest shall be deemed abandoned. 

 
(d)   The citation, and any other reports prepared by the District concerning the policy 

violation shall be accepted by the hearing officer as prima facie evidence of the 
policy violation and the facts stated in such documents. 

 
(e)    Neither the issuing person nor any other representative of the District shall be 

required to attend the hearing, nor shall the hearing officer require that there 
be submitted any evidence, other than the citation, that may exist among the 
public records of the District on the violation. However, any such appearance 
and/or submission may be made at the discretion of the District. 

 
(f)     The hearing officer, General Manager, or District General Counsel may 

continue a hearing if a request is made by the citee, or the citee’s 
representative, or a representative of the District, upon a showing of good 
cause. All continuance requests shall either (i) be made in person at the hearing 
by the citee or a representative if the citee is physically unable to attend, or 
(ii) be made by a written request received by the District at least twenty-four 
(24) hours before the hearing date. If the continuance is granted, a new hearing 
date shall be set within forty-five (45) days and noted on the notice of decision. 
If the continuance is denied, the hearing shall proceed as scheduled, and if the 



citee is not present the request shall be deemed abandoned in accordance with 
subdivision (h) below. The decision on the continuance request is final and the 
notice shall either be delivered personally to the citee or the representative if 
present or be mailed by the District. If the request for continuance is not made 
in person, the citee is responsible for determining whether the request is denied 
and the hearing is to proceed as scheduled. 

 
(g)    The hearing shall be conducted informally and the legal rules of evidence need 

not be followed. The hearing officer does not have the authority to issue a 
subpoena and there shall be no right to cross-examine witnesses. 

 
(h)    The failure of the citee to appear at the hearing, unless the hearing was 

continued per subdivision (f) above, shall constitute an abandonment of the 
request for waiver of the fine deposit and/or administrative review, and a failure 
to exhaust administrative remedies concerning the violation as set forth in the 
citation. The fine deposit shall be credited by the District upon the fine due for 
the violation. The citee’s failure to appear shall be noted on the notice of 
decision by the hearing officer and it shall be mailed to the citee.  

  
3098.100  Administrative review decision. 
 

(a)    After considering all the evidence and testimony submitted at the administrative 
review, the hearing officer shall issue a written decision to uphold the citation 
or cancel it based upon a conclusion of whether or not a violation occurred for 
which the citee was a responsible person.  The decision will be made on a 
notice of decision form and designate the reasons and evidence considered for 
the decision. The decision of the hearing officer shall be made at the conclusion 
of the administrative review, or soon thereafter, and shall be final. The notice 
of decision shall be personally delivered to the citee at the conclusion of the 
administrative review, or it shall be mailed to the citee within thirty (30) days 
following the conclusion of the administrative review. 

 
(b)    If the decision is to uphold the citation, the District shall keep the fine deposited. 

If the decision is to cancel the citation, the District shall refund the fine deposit 
to the citee within thirty (30) days of the filing of the decision. If the citation is 
upheld and the fine deposit had been waived, the fine shall be due on the date 
the decision is given to the citee at the end of the hearing by the hearing officer, 
or the date the notice of decision is mailed to the citee. The hearing officer may 
collect any fine due from the citee at the end of the hearing. 

 
(c)    The hearing officer’s continued employment, performance evaluation, 

compensation, and benefits, if any, shall not directly or indirectly be linked to 
the number of citations upheld or canceled by the hearing officer.  

  
3098.110  Right to judicial review. 
 

http://qcode.us/codes/costamesa/view.php?topic=1-ii-1_46&frames=on
http://qcode.us/codes/costamesa/view.php?topic=1-ii-1_47&frames=on


(a)    The citee may seek judicial review of the administrative review decision by filing 
an appeal with the superior court within twenty (20) calendar days after the 
citee receives a copy of the notice of decision at the conclusion of the hearing 
in accordance with the provisions of Government Code section 53069.4. The 
appeal filed with the court shall also contain a proof of service showing a copy 
of the appeal was served upon the “Rossmoor Community Services District 
(Attention: General Counsel).” The citee must pay to the superior court the 
statutory filing fee when the appeal is filed.  

 
(b)    No appeal is permitted from a decision regarding: 
 

(1)    A request for a hardship waiver of the fine deposit, or 
 
(2)    A decision that the citee is deemed to have abandoned the contest of the 

citation or fine due to her or his failure to appear at the hearing or failure 
to deposit the fine. 

 
(c)    The District General Counsel shall forward to the superior court within fifteen 

(15) days of its request, the pertinent citation documents for any case appealed 
to that court. If the superior court cancels any citation, the District will refund 
any fine deposit made and the appeal filing fee.  

  
3098.120  Collection of unpaid fines. 
 

(a) The amount of any fine, penalty, cost or fee imposed pursuant to this policy 
shall be deemed a debt and a charge owed to the District. 
 

(b) The failure of any person to pay an assessed fine, penalty, cost, charge or fee 
by the deadline specified shall result in the assessment of additional late 
penalties and interest in the amounts established by the District.  
 

(c) The District in its discretion may pursue any and all legal and equitable 
remedies to collect unpaid fines, penalties, costs, charges, interest or fees 
imposed pursuant to this policy, including, where applicable, those set forth in 
Government Code section 61115. These remedies include, but are not limited 
to, each of  the following: 
 

(1) Referring the delinquent account to collection; 
 

(2) For a property related violation, including, but not limited to, a violation 
arising from Policy No. 3080:  

 
i. authorizing a lien to be recorded thereon for any unpaid charges 

and/or penalties imposed; and/or 
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ii. providing that any charge or penalty be collected on the tax role in 
the same manner as property taxes. 
 

(3) Filing a civil action in a court of competent jurisdiction. 
 

(d) Any person who fails to pay any debt hereunder shall be liable in any 
proceeding brought by the District for the costs incurred in securing payment of 
the unpaid amount, including attorneys’ fees. Such costs shall be in addition to 
any penalties, interest, and/or late fees imposed upon the unpaid fine, penalty, 
cost, charge or fee.  Fees and costs for collection of a debt shall be in addition 
to any penalties, interest, and late charges imposed on the delinquent civil debt 
and may be imposed directly by a collection agency under contract with the 
District for collection services.  
 

(e) The District may refuse to issue, extend, or renew any District permit, license, 
agreement or other District approval to any person, who has unpaid delinquent 
fines, interest, penalties, liens or assessments due under this policy, related to 
the permit, license, agreement or approval. 
 

(f) The District may suspend any permit, license, agreement or discretionary 
approval issued to or with a person who has unpaid fines related to the permit, 
license, or approval totaling five hundred dollars ($500.00) or more that have 
been delinquent for over thirty (30) days. The suspension shall become 
effective twenty (20) days after the day notice of the suspension is placed by 
the director in the U.S. mail, postage prepaid, addressed to the person and shall 
continue until the delinquency is paid in full. The person may request an 
administrative hearing pursuant to the procedures in section 3098.80 on the 
issue of fine delinquency only, if the request is filed with the District before the 
twenty (20) day period ends. Continuing to operate under a suspended permit, 
license or approval shall be grounds for revocation of the permit, license or 
approval. Revocation may be made by the District at a public hearing for which 
the same notice shall be given as required for issuance of the permit, license, 
or approval involved, but in no event shall there be less than ten (10) days 
written notice. 
 

(g) It is unlawful for a citee to fail to pay any administrative fine, interest, or penalty 
imposed pursuant to this policy. The District General Counsel, at his or her 
discretion, may initiate a criminal citation or complaint for an infraction to any 
citee who fails to make such a payment. The criminal fine for this violation shall 
be a mandatory minimum of one hundred dollars ($100.00).  
 

(h) The parent or legal guardian of a citee who is a minor shall be liable for any 
fines imposed upon the minor pursuant to the provisions of this policy. Any such 
fines may be collected from the minor, parent or guardian.  

Adopted: January 14, 2020 by Ordinance 19-01 


