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City council authorizes the city manager, or designee, to make minor administrative adjustments to these policies, forms, 
or appendices. Any changes or adjustments that substantially change a policy, program, registration, inspection, violation, 
or complaint process shall require the approval of city council unless so noted in a specific policy. 
 

Policies by Department 
Administration 

¶ City Council Rules of Procedure 

¶ Board, Commission and Committee Appointment Policy 

¶ Continuing Disclosure Policy 

¶ COVID-19 Pandemic, Infection Disease Action Plan 

¶ Credit Card Acceptance and Processing Policy 

¶ Disadvantage Business Enterprise Program 

¶ Email Retention Policy 

¶ Fund Balance Policy 

¶ Grant Management 

¶ Investment Policy 

¶ Logo Use Policy 

¶ Non-Profit Funding Request Policy 

¶ Post Issuance Compliance Policy 

¶ Public Records Request 
o Request for Inspection and Copying of Public Records Form 
o Digital Data Licensing Agreement Form 

¶ Purchasing Policy 

¶ Record Retention Policy 

¶ Return to Work Policy  
o Return to Work Agreement Form 
o Temporary/Modified Alternate Duty Agreement Form 

¶ Sanitary Sewer Leak Policy 

¶ Security Information Policy 

¶ Surplus Property Disposal Policy 
o Declaration and Acceptance of Gift Form 

¶ Device Use Policy 
o Table Acceptable Use Guidelines User Agreement Form 

¶ Uniform Policy: Non-Sworn Personnel 

¶ Volunteer Policy  
 

Development Services 

¶ Community Development Block Grant (CDBG) Policies 
o 1. Residential Anti-displacement and Relocation Assistance Plan 
o 2. Affirmative Fair Housing Policy  
o 3. Citizen Participation Plan  
o 4. Procurement Policy  
o 5. Code of Conduct 
o 6. Policy on the Prohibition of the Use of Excessive Force  
o 7. Equal Opportunity Policy Statement 

¶ Complete Streets Policy 

¶ Disposition of City-Owned Properties Real-Estate  
o Invitation to Bidders, Bid Form/Purchase Application Form 

¶ Rental Housing Inspection Administrative Policy 
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Public Works 

¶ Public Drinking Fountains Policy 

¶ Sidewalk Improvement Policy 

¶ Sidewalk Snow Removal Policy 

¶ Snow and Ice Control Policy 

¶ Working Outdoors 
 

Safety Committee 

¶ AED Policy 

¶ Bloodborne Pathogens Policy  
o Bloodborne Pathogen Cleanup Guidance 
o HEP B Consent/Declination Form 
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City Council Rules of Procedure 

 

Adopted by Council: Resolution # 21-09-132 
Date: September 7, 2021 

Department Managing Policy: 
Administration 

 
Unless otherwise provided for in these Rules of Procedures, all other city codes and adopted city policies shall govern. 
 

Quorum 

A majority of all councilmembers constitute a quorum to do business. When there is no quorum, the mayor, mayor pro 
tem, or any other council member shall adjourn the meeting. If no council member is present, the city clerk shall adjourn 
the meeting. 
 

Agenda 

All written petitions, communications, and other matters to be submitted to the city council for inclusion in the agenda 
packet for consideration at a scheduled regular, special, or work session meeting should be delivered to the city manager 
no later than the Monday prior to the next scheduled council meeting. The city manager will establish the agenda and the 
order of the agenda with the exception of items added by council member(s) under the following paragraph. The mayor 
may add to the agenda. 

ω A council member may request the city manager to add an item to a future agenda only when support is 
provided (verbally or in writing to the city manager) by a second member of the city council. Once a 
requested item is added to the agenda, only the requesting council member(s) or city council may remove 
it.  

ω The city council shall have the authority to delete items from the agenda and change the order of items 
on the agenda. 

ω The city manager shall compile the agenda, listing all matters to be considered by the council according 
to the order of business, lettering and/or numbering each item consecutively. A copy of the agenda, 
complete with all accompanying staff reports and other background materials, shall be known as the 
agenda packet. The agenda packet for any regular council meeting shall be delivered electronically to each 
council member, the mayor, city attorney, and city manager in accordance with Iowa law governing open 
meetings. All attempts shall be made to ensure the agenda packet is published and delivered no later than 
the Thursday preceding the meeting. 

ω The agenda packet for any special or work session council meeting shall be distributed to each council 
member, the mayor, city attorney, city manager, and department heads in accordance with Iowa law 
governing open meetings (24 hours in advance of the meeting). 

ω It is strongly recommended that questions concerning the minutes of a meeting, the claims list, an agenda 
ƛǘŜƳ ƻǊ ŀƴȅ ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ŦƻǊ ŀƴ ŀƎŜƴŘŀ ƛǘŜƳ ƻǊ ƛǘŜƳǎ ōŜ ǎǳōƳƛǘǘŜŘ ōȅ ǇƘƻƴŜΣ ŜπƳŀƛƭ ƻǊ ƛƴ 
person to the city manager for research and/or explanation or correction prior to 12:00 PM (noon) on the 
day of the meeting. The agenda with supporting material will be posted to the city web site no later than 
24 hours prior to the scheduled meeting.  

 

Conduct of Business 

City council meetings will be open unless a closed session meeting is allowed by law. The city council may hold a closed 
session in the situations stated below. 
 
Exceptions to the Open Meetings Law 

a. Closed sessions take place as part of an open meeting. The item for discussion in the closed session will be listed 
as part of the agenda on the public notice. The motion for a closed session, stating the purpose for the closed 
session, will be made and seconded during the open meeting. A minimum of two-thirds of the city council, or all 
of the city council members present, must vote in favor of the motion on a roll call vote.  

b. Closed sessions will be recorded and have detailed written minutes maintained by the city clerk. 
c. Any action on matters discussed in the closed session will be taken in an open meeting. 
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d. The minutes and the audio recording include the members present and the time the closed session began and 
ended.  

e. Both minutes and audio recordings are required to be sealed and may not be opened except by order of a court. 
The minutes and audio recording are required to be kept for at least one year, unless an enforcement action is 
initiated. In the case of purchase or sale of real estate, the minutes and audio recording must be available for 
public examination when the purchase is finalized. Legislation approved in 2015 by the state legislature allows the 
State Ombudsman to access the minutes and audio recordings of a closed session without obtaining a court order 
when such examination is relevant to an investigation under Code Chapter 2C and the information sought is not 
available through other reasonable means. 

 
Procedure for city council members to listen/view of closed session: 

1. Submit a request to the city clerk, city attorney, and city manager. 
2. Arrangements will be made to review the minutes and audio recording; and 
3. A log will be maintained of access to minutes and audio recording. 

 
Electronic Meeting 
(Reference Code of Iowa §21.8) 
1. A governmental body may conduct a meeting by electronic means only in circumstances where such a meeting in person 
is impossible or impractical and only if the governmental body complies with all of the following: 

a. The governmental body provides public access to the conversation of the meeting to the extent reasonably 
possible. A meeting by electronic means may be conducted without complying with public access requirements if 
conducted in accordance with all the requirements for a closed session contained in Code of Iowa §21.5. 

b. The governmental body complies with Code of Iowa §21.4. For the purpose of this paragraph, the place of the 
meeting is the place from which the communication originates or where public access is provided to the 
conversation. 

c. Minutes are kept of the meeting. The minutes shall include a statement explaining why a meeting in person was 
impossible or impractical. 

 
Work Session Meeting 
The council may conduct work session meetings or study sessions on matters which are expected to come before the 
council for formal action at a regular meeting or otherwise need study by the council. Items to be considered will be placed 
on an agenda as required by the open meetings statutes. 
ω At work session meetings the council will receive information and presentation of issues from the city manager 

and city staff.  
ω Council may ask questions and may request that certain information be provided or issues be addressed when 

items are considered further at another work session meeting or a regular or special meeting of the council.  
ω Council may direct that matters under consideration be brought forward for formal action at a regular or special 

meeting, that further study be conducted if appropriate, that matters under consideration not be pursued further 
(except for matters requiring a public hearing), or that modifications be made before a matter is considered 
further.  

ω Final action on items is not taken during work session or study sessions. No formal vote of the council in favor or 
against any work session or study session agenda item may be taken. 

ω Work sessions are not public hearings. On public hearing items, public testimony will be taken before council 
action on the item at a regular or special meeting. No member of the public or interested party has the right to 
make a presentation or address the council on an item under consideration in a work session or a study session.  

ω Questions may be directed by the council to a member of the public or another interested party or, in appropriate 
circumstances, a brief presentation may be permitted by a member of the public or another interested party on 
an agenda item or a particular question related to an agenda item. The council may limit or end the time for such 
response to questions or presentation. 
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Decorum During Council Meetings 

While the council is in session, all persons shall preserve order and decorum. Any person that refuses to abide by the rules 
shall be asked to leave the meeting. Every member of the public and every council member desiring to speak shall address 
the presiding officer, and upon recognition by the presiding officer, shall confine comments to the question under debate, 
avoiding all indecorous language and references to personalities and abiding by the following rules of civil debate: 
ω We may disagree, but we will be respectful of one another. 
ω All comments will be directed to the issue at hand. 
ω Personal attacks will not be tolerated. 

 

Duties of Presiding Officer 

The mayor (or in the mayor's absence, the mayor pro tem) shall be the presiding officer of the council meetings.  

¶ In the absence of the mayor and the mayor pro tem, the city clerk shall call the council meeting to order, 
whereupon a temporary presiding officer shall be elected by the members of the council who are present.  

¶ Upon the arrival of the mayor or the mayor pro tem, the temporary presiding officer shall relinquish the chair 
upon the conclusion of the matter of business before the council.  

 
The presiding officer shall preserve strict order and decorum at all meetings of the council, announce the council's 
decisions on all subjects, and decide all questions of order. If there is an appeal to a decision of the presiding officer, the 
council as a whole shall decide the question by majority vote.  
 

Approval of Minutes 

The minutes of the preceding council meeting may be approved without being read aloud, provided that the city clerk has 
provided a copy of the minutes in the agenda packet and that a majority of the Council has not requested such a reading. 
 

Correction of Minutes 

When a council member wishes to correct the minutes, that council member should contact the city clerk in advance of 
ǘƘŜ ƳŜŜǘƛƴƎ ǿƛǘƘ ǘƘŜ ŎƻǊǊŜŎǘƛƻƴΦ ¢ƘŜ Ŏƛǘȅ ŎƭŜǊƪ ǿƛƭƭ ǘƘŜƴ ǾŜǊƛŦȅ ǘƘŜ ŎƻǊǊŜŎǘƛƻƴ ōȅ ƭƛǎǘŜƴƛƴƎ ǘƻ ǘƘŀǘ ƳŜŜǘƛƴƎΩǎ ŀǳŘƛƻ ǊŜŎƻǊŘƛƴg. 
Upon verification of an error in the minutes, the city clerk, in coordination with the city manager, will provide the 
corrections to the council in advance of the meeting, immediately prior to the meeting or during the meeting. If time 
constraints prevent this procedure, the council should continue the approval of the minutes to the next meeting, and 
direct the city clerk to verify the error.   
 

 Rules of Debate 

Presiding Officer 
The mayor as presiding officer may debate, but may not make a motion. The major functions of the mayor during council 
sessions are generally to: 

1. Call the meeting to order 
2. Announce the order of business as provided in the agenda 
оΦ {ǘŀǘŜ Ƴƻǘƛƻƴǎ ƻƴ άǘƘŜ ǘŀōƭŜέ 
4. Put motions to a vote, when appropriate 
5. Generally prevent irrelevant or frivolous debate or discussion 
6. Maintain order and decorum 
тΦ hǘƘŜǊǿƛǎŜ ŜƴŦƻǊŎŜ ǘƘŜ ŎƻǳƴŎƛƭΩǎ ǊǳƭŜǎ ŀƴŘ ŀǇǇǊƻǇǊƛŀǘŜ ǇŀǊƭƛŀƳŜƴǘŀǊȅ ǇǊƻŎŜŘǳǊŜǎ 

 
The mayor pro tem as presiding officer may debate, vote as a regular council member and retains all the powers as a 
council member. The presiding officer is subject to the limitations of debate that are imposed on all council members. 
 
Council Member 
Every council member desiring to speak shall address the presiding officer, and upon recognition by the presiding officer, 
shall confine comments to the question under debate. A council member, once recognized, shall not be interrupted except 
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according to rules of parliamentary procedure (e.g., for a point of order, parliamentary inquiry, question of privilege or 
appeal of presiding officer's procedural ruling). 
 

Addressing Council from the Floor 

Securing Permission to Speak 
Remarks should be directed to the matter being considered and toward the city council, not city staff. 
 
Individuals  
Persons addressing the council will stand at the podium, give their full name in a clear and audible tone of voice for the 
record. Individuals shall be limited to three minutes speaking time per item, unless additional time is granted by the 
presiding officer. Total citizen input on any subject under council consideration can be limited to a fixed period by the 
presiding officer. A majority vote of the council may extend or decrease the time limitations on this rule. All remarks shall 
be addressed to the council as a whole and not to any individual member. Without the permission of the presiding officer 
or council majority only council members and the person addressing the council shall be permitted to enter into any 
discussion. 
 
Spokesperson for Group Presentations 
Organized groups that wish to make a presentation longer than the time allowed will be required to contact the city prior 
to the meeting. 
 
Any individual addressing the council will be asked by the presiding officer to clearly state their name prior to speaking 
before the council or minimally during or after his/her presentation to the council so that his/her name may be accurately 
recorded in the minutes of the meeting. 
 
Generally, matters presented during the presentation which require further investigation or information shall be referred 
to city staff, and if council determines that action is required, the item may be placed on a future agenda. 
 
Public Hearings 
Interested persons or their authorized representatives may address the council in regard to public hearing matters under 
consideration. 
 
After a motion is made and seconded by a council member following a public hearing on the matter so moved, further 
discussion from the public on this matter will be denied, except upon the request of a council member through the 
presiding officer. 
 

Preparation of the Minutes 

Method of Keeping Minutes 
The minutes of the council shall be prepared at the direction of the city clerk and shall be recorded in a book or file kept 
for that purpose, with a record of each particular type of business transacted by the council. The minutes must contain 
only a record of such business as was actually passed upon by a vote of the council and shall not be required to contain a 
verbatim transcript of the proceedings or reflect remarks or statements of a specific council member. A record shall be 
made of the names of persons addressing the council and the title of the subject to which their remarks relate.    
 
Delivery of Minutes 
The city clerk shall cause a copy of the minutes to be forwarded to the mayor and each council member and department 
head, typically delivered with the agenda packet for the next regular meeting. 
 

Processing Council Mail 

The city clerk and the city manager are authorized to receive and review all mail generally addressed to the city council or 
mayor. All correspondence not requiring council action will be acted upon between council meetings and referred to city 
staff if appropriate.  
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Special Committees 

Unless otherwise specified by city code or statute, the city council may create and appoint advisory or ad hoc committees 
consisting of council members, city staff and/or private citizens, as deemed desirable and necessary to assist and advise 
the city council in its work. 
 

Preparation and Review of Ordinances, Resolutions and Contract Documents 

When substantive matters of administration are involved, an ordinance, resolution, or contract shall be examined for 
administration by the city manager, the head of the affected department, or an authorized representative of the city 
manager. Documents may also be reviewed as to form and legality by the city attorney or an authorized representative, 
and in consideration of the city purchasing policy. 
 

Council Action 

(Reference Code of Iowa §380.3, 380.4) 
Procedure for Council Action 
All council members shall vote by a roll call vote. All ordinances, resolutions and other matters or subjects requiring action 
by the council must be introduced and sponsored by a council member, by motion duly made and seconded. Debate shall 
not be permitted on a motion until it is seconded. After the vote has been called, there will be no further discussion or 
debate, except that members of the council may be permitted by the presiding officer to explain their votes. All ordinances 
may be introduced and passed by reading the title only. Ordinances shall be read in full only when requested by a majority 
of the council. 
 
Disqualifications/Abstentions  
All members present at any meeting may disqualify themselves or abstain from voting, in which case the disqualification 
shall be publicly declared and a record made thereof. Per Resolution No. 13-04-пл ŘŀǘŜŘ !ǇǊƛƭ мрΣ нлмоΣ ά! ǊŜǎƻƭǳǘƛƻƴ 
ŀŘƻǇǘƛƴƎ ŀ ǎǘŀƴŘŀǊŘ ǊǳƭŜ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ŜŦŦŜŎǘ ƻŦ ŀ ŎƻǳƴŎƛƭ ƳŜƳōŜǊΩǎ ŀōǎǘŜƴǘƛƻƴ ǿƘŜƴ ƴƻǘ ǊŜǉǳƛǊŜŘ ōȅ ŀ ŎƻƴŦƭƛŎǘ ƻŦ ƛƴǘŜǊŜǎǘΣέ 
abstention for reasons other than a stated conflict of interest shall be deemed to be a vote with the majority, or in case 
of a tie vote, a vote in the affirmative. The city attorney is available to help council members decide if they should declare 
a disqualification/attestation on any issue. 
 
Vote Required 
(Reference Code of Iowa §380.4) 
A city council shall exercise a power only by the passage of a motion, a resolution, an amendment, or an ordinance. (Code 
of Iowa §364.3) 

a. Ordinances, Amendments, and Resolutions 
Passage of an ordinance, amendment, or resolution requires a majority vote of all of the members of the council, 
except as otherwise provided by the laws of the State of Iowa and provision in city code. A proposed ordinance or 
amendment must be considered and voted on for passage at two council meetings prior to the meeting at which 
it is to be finally passed, unless this requirement is suspended by a vote of not less than ǘƘǊŜŜπŦƻǳǊǘƘǎ ƻŦ ŀƭƭ ǘƘŜ 
members of the council. If a proposed ordinance, amendment, or resolution fails to receive sufficient votes for 
passage at any consideration, the proposed ordinance, amendment, or resolution shall be considered defeated 
(Code of Iowa §380.3). If the rule requiring three separate readings is suspended and the proposed ordinance fails 
ǘƻ Ǉŀǎǎ ōȅ ǘƘŜ ǊŜǉǳƛǊŜŘ ǘƘǊŜŜπŦƻǳǊǘƘǎ ǾƻǘŜΣ ǘƘŜ ǇǊƻǇƻǎŜŘ ƻǊŘƛƴŀƴŎŜ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƻƴ ǘƘŜ ŀƎŜƴŘŀ ŦƻǊ ǘƘŜ ƴŜȄǘ 
regular meeting of the council. 

b. Resolutions 
A resolution becomes effective upon being signed by the mayor and is subject to the ƳŀȅƻǊΩǎ ǊƛƎƘǘ ǘƻ ǾŜǘƻ ƻǊ ǘŀƪŜ 
no action. A resolution does not require notice and publication. Resolutions are required by statute for certain 
council actions, including: 

¶ Approval of subdivision plats. 

¶ Approval of the sale of city property. 

¶ Approval of contracts to construct public improvements. 

¶ Expenditures in excess of $100,000 on a public improvement project. 
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¶ Acceptance of a public improvement or facility upon its completion 

¶ Adoption or amendment of the annual budget. 

¶ Approval of the Road Use Tax Annual Report. 

¶ Approval of bank depositories. 
c. Motions 

Passage of a motion requires favorable majority vote by a quorum of the council taken by a recorded, roll call 
vote. Motions are not subject to mayoral vote. Motions are effective upon passage by the council. 

 
Motion to Reconsider 
A motion to reconsider may be made by any council member on the prevailing side and must be made at the same meeting 
as the original action. The motion needs a second. It is debatable, if the original action it reconsiders was debatable. The 
motion requires a majority vote to adopt and cannot be reconsidered. 
 
Motion to Table 
¢ƘŜ ŎƻǳƴŎƛƭ ƳŜŜǘƛƴƎ ŀƎŜƴŘŀ ƛǎ ƎŜƴŜǊŀƭƭȅ ƳƻŘƛŦƛŜŘ ŘǳǊƛƴƎ ŀ ŎƻǳƴŎƛƭ ƳŜŜǘƛƴƎ ǿƘŜƴ ǾƻǘƛƴƎ ƻƴ ǘƘŜ ά!ƎŜƴŘŀ !ǇǇǊƻǾŀƭΦέ ! 
motion to table an agenda item during a council meeting can only be used for a reason of urgency such as a council 
member or public participant arriving late, or needing to leave early and requesting an item be moved forward. A motion 
to table, for a reason of urgency, will only bring forward the next agenda item. If more than one item needs to be tabled 
ōŜŦƻǊŜ ǊŜŀŎƘƛƴƎ ǘƘŜ ƛǘŜƳ ƛƴ ǉǳŜǎǘƛƻƴΣ ŀ Ƴƻǘƛƻƴ ǘƻ ǘŀōƭŜ ǎŜǾŜǊŀƭ ƛǘŜƳǎ ŀǘ ƻƴŎŜ ŎƻǳƭŘ ōŜ ƳŀŘŜ όƛΦŜΦΣ άL ƳƻǾŜ ǘƻ ǘŀōƭŜ LǘŜƳǎ 
у ǘƘǊƻǳƎƘ мр ƛƴ ƻǊŘŜǊ ǘƻ ǇǊƻŎŜŜŘ ǿƛǘƘ LǘŜƳ мсΦέύΦ ! Ƴƻǘƛƻƴ ǘƻ ǘŀōƭŜ ǊŜǉǳires a second, is not debatable (the chair may ask 
the maker of the motion to state their reason for tabling the motion), is not amendable, requires a majority vote for 
passage and, if adopted, cannot be reconsidered. The tabled item(s) may then be taken from the table by motion, second, 
and a majority vote as soon as the interrupting issue is disposed of. A motion to table should not be used to postpone an 
agenda item, to limit public debate, or to suppress a minority of the council. 
 
Items or motions that have been tabled, placed in the care of the city manager or city clerk, are not automatically placed 
on the agenda for the next meeting. If not taken from the table in the meeting at which tabled, there will be a notation 
ƳŀŘŜ ƛƴ ǘƘŜ ƳŜŜǘƛƴƎΩǎ ƳƛƴǳǘŜǎ ǘƘŀt the item(s) or motion(s) have been tabled. Council members interested in taking 
action on a tabled item or motion from the previous meeting must request that the item or motion be placed on the 
agenda a minimum of 48 hours prior to the next council meeting. 
 
If a council member wishes to take action on a tabled item or motion during the meeting at which the item or motion had 
ōŜŜƴ ǘŀōƭŜŘΣ ǘƘŜ ŎƻǳƴŎƛƭ ƳŜƳōŜǊ Ƴǳǎǘ ōǊƛƴƎ ōŀŎƪ ǘƘŜ ƛǘŜƳ ƻǊ Ƴƻǘƛƻƴ ōȅ ƳƻǾƛƴƎ ǘƻ άǘŀƪŜ όǘƘŜ ƛǘŜƳ ƻǊ Ƴƻǘƛƻƴύ ŦǊƻƳ ǘƘŜ 
ǘŀōƭŜΦέ ¢ƘŜ Ƴƻǘƛƻƴ ǘƻ άǘŀƪŜ ŦǊƻƳ ǘƘŜ ǘŀōƭŜέ ƴŜŜŘǎ ŀ ǎŜŎƻƴŘΣ ƛǎ ƴƻǘ ŘŜōŀǘŀōƭŜ ŀƴŘ ǊŜǉǳƛǊŜǎ ŀ ƳŀƧƻǊƛǘȅ ǾƻǘŜΦ LŦ ŀƴ ƛǘŜƳ ƻǊ 
motion is not taken from the table during the meeting at which it was tabled or by the close of the next regularly scheduled 
council meeting, the item or motion dies. 
 
Motion to Continue or Postpone 
Continuing or postponing an item or a motion to a specific date and time ensures that the item or motion will be on the 
agenda at the adopted date and time. Any item or motion which is to be considered at the next meeting should be 
postponed to that meeting rather than tabled. 
 
Tie Vote 
When a tie vote occurs, the motion is lost. 
 

Interpretation of the Rules of Procedure 

INTERPRETATION OF THE RULES OF PROCEDURE 
The city attorney shall be considered the final authority on any questions regarding the application or interpretation of 
the rules and procedures. In the absence of the city attorney, the city manager shall be considered the final authority on 
the rules of procedure for the conduct of city council business. 
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REPORTING 
In accordance with city code, the chain of command and reporting structure for the organization is as 
follows: 
The city council oversees the following: 
ω City Attorney 
ω City Clerk/Finance Director 
ω City Manager 

The city council also approves the recommendation for approval or dismissal of the police chief and fire chief. The city 
manager oversees all other city employees.  
 
With the exception of city attorney, city clerk, and city manager as designated above, elected officials including the mayor, 
exercise no power over city employees. It is not the duty of the elected officials to involve themselves in employee matters. 
Should elected officials be contacted regarding an employee matter, they shall refer the concern to the city manager. 
 
When contacted by a constituent regarding any city concern/complaint, elected officials shall contact the city manager so 
that appropriate staff can be involved in the process. If a personal visit is requested by the constituent, no elected official 
should make this visit without a staff person from the appropriate department. 
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AED Policy                                                               

 

Adopted by Council: Resolution # 18-04-54 
Date: April 2, 2018 

Department Managing Policy: 
Safety Committee 

Amended September 7, 2021, Resolution # 21-09-132  

 

Section 1 ς AED Overview 

¶ An automated external defibrillator (AED) is used to treat victims who experience sudden cardiac arrest (SCA). 
It is only to be applied to victims who are unconscious, not breathing normally and showing no signs of 
circulation, such as normal breathing, coughing and movement. The AED will analyze the heart rhythm and 
advise the operator if a shockable rhythm is detected. If a shockable rhythm is detected, the AED will charge 
to the appropriate energy level and advise the operator to deliver a shock.  

¶ The purpose of this policy is to establish guidelines for use, training and maintenance of AEDs as provided by 
the city of Oskaloosa. It is the policy of the city of Oskaloosa to provide AEDs that are accessible to employees 
in the event that an employee encounters an individual who is experiencing sudden cardiac arrest. This policy 
applies to all city employees, and city employees are encouraged to be trained on the use of AEDs.  

 

Section 2 ς Equipment 

The AED should be used on any person who displays any of the symptoms of cardiac arrest. The AED will be placed only 
after the following symptoms are confirmed:  

¶ Victim is unconscious  

¶ Victim is not breathing  

¶ Victim has no pulse and/or shows no signs of circulation such as normal breathing, coughing or movement  
 
Location of AEDs  
ω Edmundson Pool, 1405 South F Street, Oskaloosa, IA 52577  
ω Fire Station, 220 South Market Street, Oskaloosa, IA 52577  
ω Police Department, 214 High Avenue East, Oskaloosa, IA 52577  
ω Public Library, 301 South Market Street, Oskaloosa, IA 52577  
ω Public Works, 804 South D Street, Oskaloosa, IA 52577  
ω Wastewater Treatment Plant Northeast, 2295 235th Street, Oskaloosa, IA 52577  
ω Wastewater Treatment Plant Southwest, 2632 Kent Avenue, Oskaloosa, IA 52577  

 
Each AED will have one set of defibrillation electrodes connected to the device and one spare set of electrodes with 
the AED. One resuscitation kit will be included in the AED case. This kit contains a pair of latex free gloves, one razor, 
one set of trauma shears, and one facemask barrier device. 
 

Section 3 ς Volunteer Responder Responsibilities 

¶ Anyone can, at their discretion, provide voluntary assistance to victims of medical emergencies. The extent to 
which these individuals respond shall be appropriate to their training and experience. These responders are 
encouraged to contribute to emergency response only to the extent that they are comfortable. The emergency 
medical response of these individuals may include CPR, AED or medical first aid.  

¶ Volunteer responders will possess various amounts of training in emergency medical response and their 
training may be supplied by sources outside of the company. Volunteer responders can assist in emergencies, 
but must only participate to the extent allowed by their training and experience. Volunteer responders may 
have training adequate to administer first aid, CPR and use the AEDs deployed throughout the campus. The 
company will not maintain training records for the volunteer responders.  
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Section 4 ς Good Samaritan Act 

Iowa Code 613.17 Section 2 states: The following persons or entities, while acting reasonably and in good faith, who 
render emergency care or assistance relating to the preparation for and response to a sudden cardiac arrest 
emergency, shall not be liable for any civil damages for acts or omissions arising out of the use of an automated 
external defibrillator, whether occurring at the place of an emergency or accident or while such persons are in transit 
to or from the emergency or accident or while such persons are at or being moved to or from an emergency shelter:  

a. A person or entity that acquires an automated external defibrillator.  
b. A person or entity that owns, manages, or is otherwise responsible for the premises on which an automated 

external defibrillator is located if the person or entity maintains the automated external defibrillator in a 
condition for immediate and effective use at all times, subject to standards developed by the department of 
public health by rule.  

c. A person who retrieves an automated external defibrillator in response to a perceived sudden cardiac arrest 
emergency.  

d. A person who uses, attempts to use, or fails to use an automated external defibrillator in response to a 
perceived sudden cardiac arrest emergency.  

e. A person or entity that provides instruction in the use of an automated external defibrillator. 
 

Section 5 - Responsibilities 

¶ Supervisors shall ensure that employees are permitted to attend AED training and to advise where AEDs are 
located.  

¶ Employees shall attend AED training if practical and adhere to this policy, and use an AED responsibly.  
 

Section 6 ς Training 

Training will be offered by a certified trainer and will include the following:  

¶ Proper use, maintenance and periodic inspection of the AED.  

¶ Importance of CPR, defibrillation, advance life support, adequate airway care and the internal emergency 
response system (if applicable).  

¶ Overview of the local emergency medical services (EMS) system, including 911 access and interaction with EMS 
personnel.  

¶ Assessment of the unconscious patient is to include evaluation of airway, breathing and circulation to 
determine if a cardiac arrest has occurred and the appropriateness of applying and activating the AED.  

¶ Information relating to defibrillator safety precautions enabling someone to administer a shock without 
jeopardizing the safety of the patient, the authorized individual or other nearby persons.  

¶ Recognition that an electrical shock has been delivered to the patient and that the defibrillator is no longer 
charged.  

¶ wŀǇƛŘΣ ŀŎŎǳǊŀǘŜ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ǘƘŜ ǇŀǘƛŜƴǘΩǎ Ǉƻǎǘ-shock status to determine if further activation of the AED is 
necessary.  

¶ !ǳǘƘƻǊƛȊŜŘ ƛƴŘƛǾƛŘǳŀƭΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ Ŏƻƴǘƛƴǳŀǘƛƻƴ ƻŦ ŎŀǊŜ ǎǳŎƘ ŀǎ ŀǇǇƭȅƛƴƎ ǊŜǇŜŀǘŜŘ ǎƘƻŎƪǎ ƛŦ ƴŜŎŜǎǎŀǊȅΣ 
accompanying the person to the hospital, or waiting until the arrival of more medically qualified personnel.  

 

Section 7 ς Use of Automatic External Defibrillators 

The key to survival following sudden cardiac arrest (SCA) is the speed of response. When responding to a victim who 
may be in SCA and in need of assistance, the primary objective is to ensure that medical personnel are en route to the 
scene as soon as possible. The following steps are recommended guidelines to follow in SCA emergencies:  

¶ Call or ask someone to call 911, preferably from a cell phone so that the phone can be taken to the scene. Ask 
for assistance in keeping the area around the victim clear and keep crowds away  

¶ !ǇǇǊƻŀŎƘ ǘƘŜ ǾƛŎǘƛƳ ŀƴŘ ŀǎǎŜǎǎ ǊŜǎǇƻƴǎƛǾŜƴŜǎǎΥ ¢ŀǇ ǎƘƻǳƭŘŜǊ ŀƴŘ ǎƘƻǳǘΣ ά!ǊŜ ȅƻǳ hYΚέ  

¶ Dispatch will ask a series of questions and will activate emergency medical services  

¶ /ƘŜŎƪ !./Ωǎ 
o Assess airway.  
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o Perform head-tilt ς chin lift to open airway.  
o Assess breathing ς Look, Listen and Feel. If breathing is absent, use the barrier device with the AED 

case to deliver two rescue breaths.  
o Place AED near head of patient on the same side as the rescuer.  
o Turn on AED per instructions.  
o Follow AED verbal and visual prompts.  
o Bare and prepare the chest (cut or tear away clothing if necessary).  
o Follow AED verbal and visual prompts.  
o Apply electrodes (follow drawings with AED unit).  
o Allow AED to analyze.  
o If indicated, deliver shock as directed.  
o Continue care per AED instructions.  
o Await EMS arrival.  

 

Section 8 ς External Post Event Documentation 

Medical emergencies involving the use of an AED require special documentation. Any time an AED is used on an emergency 
medical patient, whether a shock is delivered or not, a written incident report shall be written. Written reports shall 
include:  

¶ PatientΩs name and personal information  

¶ Location of incident  

¶ Date and time  

¶ If shock is delivered, the time it was administered  

¶ Number of times the patient was shocked  

¶ Detailed narrative of the incident  

¶ Defibrillator operator and other personnel on scene  
 

Section 9 ς Post Event Review 

If a volunteer responder uses an AED, a review shall be conducted to learn from the experience. The department shall 
conduct and document the post event review. All key participants in the event shall participate in the review. Included 
in the review shall be the identification of actions that went well, the collection of opportunities for improvement, as 
well as critical incident stress debriefing. The department, according to the record retention policy, shall maintain a 
copy of the post event review summary. 
 

Section 10 ς Equipment Maintenance 

All equipment and accessories necessary for support of medical emergency response shall be maintained in a state of 
readiness. Specific maintenance requirements include:  

¶ All maintenance tasks shall be performed according to equipment maintenance procedures as outlined in the 
operating instructions.  

¶ Following use of emergency response equipment, all equipment shall be cleaned and/or decontaminated as 
required. If contamination includes body fluids, the equipment shall be disinfected according to procedure in 
the AED unit instructions.  

 

Section 11 ς Quarterly System Check 

Once each calendar quarter, Fire Department personnel or their designee shall conduct and document a system check. 
This check shall include review of the following elements:  

¶ Emergency kit supplies  

¶ AED battery life  

¶ AED operation and status  
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Bloodborne Pathogens Exposure Control Plan and Procedures 

 

Adopted by Council: Resolution # 20-07-121  
Date: July 20, 2020 

Department Managing Policy: 
Safety Committee 

Amended September 7, 2021, Resolution # # 21-09-132  

 

Overview 

The intent of this policy is to protect our employees from bloodborne pathogens while they are at work. 
 

Purpose 

This policy covers what occupational exposures employees may have to bloodborne pathogens and how employees 
will be protected from the exposures while at work. This program also serves to help the city of Oskaloosa and its 
employees comply with Occupational Safety and Health Administration (OSHA) respiratory protection requirements as 
found in 29 CFR 1910.1030. 
 
Copies of this policy will be accessible to employees in printed Safety Manuals housed within departments and on the 
Employee Intranet.  
 

Policy 

The Safety Committee will annually evaluate this policy. Employees are accountable for the proper care, maintenance, 
and proper use of the personal protective equipment (PPE) within their departments. Employees should refer questions 
or comments about this policy to department head/supervisor or Safety Committee representative. 
 
Key Definitions 

¶ Contaminated means the presence or the reasonably anticipated presence of blood or other potentially 
infectious materials on an item or surface.  

¶ Exposure Incident means a specific eye, mouth, other mucous membrane, non-intact skin, or parenteral 
contact (injection/IV) the with blood or other potentially infectious materials that result from the performance 
of an employee's duties.  

¶ Occupational Exposure means reasonably anticipated skin, eye, mucous membrane, or parenteral contact with 
blood or other potentially infectious materials that may result from the performance of an employee's duties. 

¶ Universal Precautions is an approach to infection control. According to the concept of Universal Precautions, 
all human blood and certain human body fluids are treated as if known to be infectious for HIV, HBV, and other 
bloodborne pathogens.  

¶ Work Practice Controls means controls that reduce the likelihood of exposure by altering the manner in which 
a task is performed (e.g., prohibiting recapping of needles by a two-handed technique). 

 
Employees covered 
Employees that perform tasks that meet one of the following descriptions shall be covered under this policy: 

¶ Tasks that involve actual or potential for mucous membrane or skin contact with blood, body fluids or tissues. 

¶ Tasks that involve no exposure to blood, bodily fluid or tissues, but employment may require exposure in an 
emergency. 

 
Employees under the following classifications have been identified as having potential occupational exposure risks:  

Police Department: all patrol officers and trainees 

¶ Tasks: restraint of suspects, first aid/CPR, accident/crime scene investigations, housekeeping duties 

¶ PPE: gloves, resuscitation masks 
Fire Department: all firefighters and fire officers 

¶ Tasks: first aid/CPR, recovery 

¶ PPE: gloves, resuscitation masks, resuscitation pads, Hazmat Suit, Bio Suit if needed 
Parks, Pools, Streets: Life guards, pool manager, parks and streets staff 
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¶ Tasks: first aid/CPR, garbage collection, housekeeping duties 

¶ PPE: gloves, resuscitation masks 
Wastewater and Water Treatment Plant: all employees  

¶ Tasks: first aid/CPR, sewer line repair, sample collection, pump maintenance, housekeeping duties 

¶ PPE: gloves, resuscitation masks, protective eyewear, Bio Suit and face shield depending on job duties.  
Library, City Hall: Housekeeping, maintenance 

¶ Task: housekeeping, building maintenance 

¶ PPE: gloves, protective eyewear  
 
Personal protective equipment (PPE) 
Contaminated equipment and clothing shall be cleaned, laundered or disposed of by each department. General work 
clothes (e.g., uniforms, pants, shirts or blouses) not intended to function as protection against a hazard are not 
considered to be personal protective equipment. 
 
Universal precautions 
Employees will obey with the following precautions if exposed to blood or blood products: 

A. Wash hands after any potential exposures as soon as practical. Disinfecting wipes may be issued to all 
employees working at locations without water sources.  

B. Use necessary PPE with limited exception. 
C. 5ƛǎƛƴŦŜŎǘ ǊŜǎǇƛǊŀǘƻǊǎ ŀŦǘŜǊ ŜŀŎƘ ǳǎŜΦ Cƻƭƭƻǿ ƳŀƴǳŦŀŎǘǳǊŜǊǎΩ ŘƛǊŜŎǘƛƻƴǎ ƻƴ ŘƛǎƛƴŦŜŎǘƛƴƎ ǇǊƻŎŜŘǳǊŜǎ ƻƴ ǊŜǎǇƛǊŀǘƻrs. 

 
Employee Information and Training 
Training will be provided to all employees so they acquire the understanding, knowledge, and skills necessary for the 
safe performance of their duties. Training will be documented and the records stored at Human Resources. 

¶ Iowa Municipalities WƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ !ǎǎƻŎƛŀǘƛƻƴ όLa²/!ύ/Neogov Bloodborne Pathogens Course(s) 
 
Housekeeping 
All work-sites and vehicles will be maintained in a clean and sanitary condition. A written schedule of guidelines for 
cleaning and method of decontamination of blood or other bodily fluids based upon the location, type of surface to be 
ŎƭŜŀƴŜŘΣ ǘȅǇŜ ƻŦ ǎƻƛƭ ǇǊŜǎŜƴǘ ŀƴŘ ǘŀǎƪǎ ƻǊ ǇǊƻŎŜŘǳǊŜǎ ōŜƛƴƎ ǇŜǊŦƻǊƳŜŘ ƛƴ ǘƘŜ ŀǊŜŀΦ {ŜŜ άCleaning and Decontamination 
of Blood or Other Bodily Fluidsέ document included with this policy. 
 
Hepatitis B vaccination and post-exposure evaluation and follow-up 
Hepatitis B vaccine and vaccination series will be provided free of charge to all employees, including post-exposure 
evaluations and follow-ups for all employees who have had an exposure incident. Medical evaluations and procedures, 
including the Hepatitis B vaccine and vaccination series, and post-exposure evaluation and follow-up, including 
prophylaxis, will be performed by or under supervision of the designated healthcare provider. 
 
Employees seeking Hepatitis B vaccinations, post-exposure review or other medical procedures under this policy shall 
use Mahaska Health. A Hepatitis B Consent/Declination Form (included with this policy) and other medical records 
ǎƘŀƭƭ ōŜ ƳŀƛƴǘŀƛƴŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜǎΩ ŎƻƴŦƛŘŜƴǘƛŀƭ ƳŜŘƛŎŀƭ ŦƛƭŜΦ 
 
Post-exposure procedures 
Employees subjected to an exposure incident must: 

1. Immediately report exposure incident to supervisor and cŀƭƭ ǘƘŜ ά/ƻƳǇŀƴȅ bǳǊǎŜ LƴƧǳǊȅ IƻǘƭƛƴŜέ ŀǘ м-888-770-
0928  

2. Report to a Mahaska Health provider for post exposure evaluation, care and counseling as appropriate 
3. /ƻƳǇƭŜǘŜ ά9ƳǇƭƻȅŜǊΩǎ CƛǊǎǘ wŜǇƻǊǘ ƻŦ LƴƧǳǊȅ CƻǊƳ ŀƴŘ ǎǳōƳƛǘ ǘƻ IǳƳŀƴ wŜǎƻǳǊŎŜǎ ǿƛǘƘƛƴ м-2 business days of 

exposure 
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Bloodborne Pathogen Cleanup Supplies Checklist 
Most cleaning may be completed using the following equipment: 

¶ Disposable gloves 

¶ Absorbent materials (e.g., kitty litter, sand, etc.) 

¶ Disinfecting towelettes 

¶ Biohazard bag with zip tie 

¶ Scoop 

¶ Protective cap 

¶ Eye protection 

¶ Protective gown 

¶ Mask 
  
Spills on Non-Carpeted Floors 
These surfaces include tile, ceramic, vinyl, linoleum, metal, wood, cement, and any other non-absorbent flooring such as 
a pool deck.  

1. Contain the spill quickly.  
2. Block off the area until cleanup and disinfection are complete. No visitors or unprotected staff members should 

be able to access the area. 
3. Put on disposable gloves. 
4. Wipe up the spill as much as possible with paper towel or other absorbent material. 
5. Gently pour bleach solution (1-part bleach to 9 parts water) onto all contaminated areas. 
6. Let bleach solution remain on contaminated area for 20 minutes and then wipe up remaining bleach solution. 
7. All non-disposable cleaning materials such as mops, brushes and rags need to be disinfected by saturating with a 

bleach solution and then allowed to air dry. 
8. Remove gloves and place in a garbage bag with all other soiled cleaning materials. 
9. Double bag and securely tie up garbage bags and discard. 
10. Thoroughly wash hands with soap and water. 

  
Spills on Carpeted Floors 
There is no way to disinfect carpet completely so the best option is to sanitize as thoroughly as possible. 

1. Contain the spill quickly.  
2. Block off the area until cleanup and disinfection are complete. No visitors or unprotected staff members should 

be able to access the area. 
3. Put on disposable gloves. 
4. Create a barrier around the spill with an absorbent material. 
5. Spray the affected area with an appropriate carpet detergent to help kill some of the surviving pathogens. After 

spraying the area, allow it to sit for 10 minutes so the disinfectant has time to work. 
6. Use disposable towels or rags to blot as much excess fluid as you can and then carefully dispose of the soiled rags 

in a sealable bag. 
7. Use a wet-vacuum to thoroughly wet and remove any fluids. Repeat the process of wetting and suctioning several 

times. While wetting the affected area be sure to prevent any water from spreading beyond the initial boundary. 
8. After wet-vacuuming, thoroughly re-saturate the area with an appropriate disinfectant and allow the disinfectant 

to set and work for up to 20 minutes to make sure it has the full effect. 
9. Repeat the previous two steps of disinfecting and then allowing to sit for 10-20 minutes. 
10. Once the final round of disinfecting is complete, rinse the area one last time to remove any remaining detergent 

or disinfecting solution. After rinsing, wet-vacuum the area. 

Cleaning and Decontamination  
of Blood or Other Bodily Fluids 
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11. Next, dry the area thoroughly with rags to draw out any remaining moisture and then place fans near the area to 
completely dry it, 

12. After the area is clean, properly dispose of all rags and PPE contaminated by the spill. In addition, thoroughly clean 
all other equipment used during the spill cleanup. 

 
Spills in Vehicles 

1. Contain the spill as quickly as possible. 
2. Put on disposable gloves. 
3. Treat the spot as you would a spill on carpet and disinfect, let sit, and repeat several times. 
4. Metal, wood and any other non-porous surfaces should be cleaned just like a spill on a non-carpeted surface. 

 
Spills in Pools 
For blood in the pool, there is no action required other than attending to the injured individual and making sure the blood 
does not contaminate anywhere else. A properly maintained pool contains enough chlorine to kill any bloodborne 
pathogens. 
 
From the CDC: Germs found in blood (for example, Hepatitis B virus or HIV) are spread when infected blood or certain 
body fluids get into the body and bloodstream (for example, by sharing needles or by sexual contact). Chlorine kills germs 
found in blood and CDC is not aware of any instances in which a person has become infected with these germs after being 
exposed to a blood spill in a pool. 
 

¶ Does chlorine kill the germs in blood? Yes. These germs do not survive long when diluted into properly chlorinated 
pool water.  

¶ Swimmers want something to be done after a blood spill. Should the pool be closed for a short period of 
time? There is no public health reason to recommend closing the pool after a blood spill. However, some pools 
choose to do so temporarily to satisfy patrons. 

 
Spills Outdoors 

1. Re-locate whatever outdoor activity caused the exposure and to block off the affected area. 
2. Disinfect as completely as possible with some form of disinfectant (like bleach) and then thoroughly rinse with 

water.  
3. Take care to keep the exposed area contained.  
4. Wear appropriate PPE and to dispose of it properly after cleanup. 
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I understand that due to my occupational exposure to blood or other potentially infectious materials that I may be at risk 
of acquiring Hepatitis B virus (HBV) infection. I have been given the opportunity to be vaccinated with the Hepatitis B 
vaccine at no charge. I can consent to having the vaccine or I may decline. Please choose one of the options below: 
 
A. Consent:  I understand that I must have three (3) doses of the vaccine to confer immunity and that the cost of the 

Hepatitis B vaccine will be assumed by my employer. I also understand that there is no guarantee that I 
will become immune or that I will not experience any adverse side effects from the vaccine.  

 
_______ I have read this form and understand its contents; therefore, I request that the  

                    Hepatitis B vaccine be given to me. 
 
 
B. Decline: I decline the Hepatitis B vaccination at this time. I understand that by declining  

vaccination, I continue to be at risk of acquiring Hepatitis B virus infection.  
 

If in the future, if I continue to have occupational exposure to blood or other potentially infectious 
materials and I want the Hepatitis B vaccination, I can receive the series at no charge to me. 

 
_______ I do not wish to be vaccinated, or have already been vaccinated, with the      
                Hepatitis B vaccine. 

 
 
_____________________________ ___________________________________         ____________ 
Print Name                                                    Signature     Date 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
_____  If under 18 years of age, to obtain the Hepatitis B vaccine call Mahaska Health Public Health Services at 

641.673.3257 and inform then that you are a city of Oskaloosa employee and would like to receive this vaccine. 
Public Health Services is located at 1229 C Avenue East. Use Entrance #1, and take Elevator C to Level 3. 
 

_____  If 18 years of age or older, to obtain the Hepatitis B vaccine call Mahaska Health Occupational Health Services at 
641.676.7468 and inform then that you are a city of Oskaloosa employee and would like to receive this vaccine. 
Occupational Health Services is located 1229 C Avenue East. Use Entrance #4 on the north side of Mahaska Health 
campus. From C Avenue take North 11th Street to E Avenue, then North 12th Street to Entrance #4. 

 
_______________________________________            ___________________________________ 
Employee Name                City Approval (641.673.9431, Option 5) 
  

Hepatitis B Consent/Declination Form 
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Board, Commission and Committee Appointment Policy 

 

Adopted by Council: Resolution # 14-03-19 
Date: March 3, 2014 

Department Managing Policy: 

Administration 

Amended September 7, 2021, Resolution # # 21-09-132  

 
The city council may establish boards, commissions and committees in addition to those required by State law and shall 
specify the titles, duties, length of terms, qualifications of members and other appropriate matters. The city council 
may reduce or increase the duties of any board, commission or committee, transfer duties from one to another or 
dissolve any board, commission or committee, except as otherwise provided by State law or this charter.  
 
Per city ordinance, all members of boards, commissions and committees shall be registered voters of the city of 
Oskaloosa except rural members of the Library Board. 
 
The intent of this policy is to provide a process for selecting citizens interested in serving on a city board, commission or 
committee. The city of Oskaloosa desires to have diverse representation on its boards and commissions to reflect the age, 
race/ethnicity and gender (in accordance with Iowa Code 69.16A) of the community. 
 
Boards & Commissions governed by Ordinance 

¶ Airport Commission - Appointed by council (Chapter 2.64) 
o 5 resident voters of the city, staggered terms of 6 years 

¶ Board of Adjustment - Appointed by council (Chapter 17.34, Section 17.34.080) 
o 5 regular members, 5-year term 
o A majority representing the public at large and shall not be involved in the business or purchasing or selling 

real estate (Iowa Code Chapter 414) 

¶ Building Code Board of Appeals - Appointed by the mayor (Chapter 15.60, Section 15.04.150) 
o 5 members qualified by experience and training to pass upon matters pertaining to building construction, 

no term  

¶ Civil Service Commission - Appointed by the mayor with the approval of the council (Chapter 2.60) 
o Citizens of Iowa, eligible electors and residents of the city for more than five years; 4-year term 
o Commissioners shall not buy from, sell to, or in any manner become parties, directly, to any contract to 

furnish supplies, material, or labor to the city. 

¶ Historic Preservation Commission ς Appointed by council (Chapter 2.84) 
o 7 residents of the city or owners of real property within the city and two alternates who are voting 

members only when 1 of the 7 appointed members is absent; 3-year term 

¶ Library Board of Trustees - Appointed by the mayor with the approval of the council (Chapter 2.72) 
o 9 resident members, 6-year term, 2 term limits (Library Board By-Laws) 
o At the discretion of the mayor, the board may consist of 2 members from rural Mahaska County 

¶ Municipal Housing Agency ς Appointed by the mayor (Serves the duties of the Fair Housing Board under 28E 
Agreement, Chapter 2.68)) 

o 5 members, 2-year term 

¶ Planning and Zoning Commission- Appointed by council (Chapter 2.56) 
o 7 citizens of the city and qualified by knowledge or experience to act in matters pertaining to the 

development of a city plan and who shall not hold any elective office in the city government, 5-year 
term 

¶ Water Utility Board of Trustees ς Appointed by the mayor (Chapter 2.80) 
o 5 persons, no public officer or salaried employee may serve, 6-year terms 

 
Other boards, commissions, and committees with city representatives 

¶ Early Childhood Education and Recreation Center (two city appointed members + one at-large neutral agreed 
upon with the Oskaloosa Community School District) 
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¶ Forest Cemetery Board (council member) 

¶ Joint County Mahaska Disaster Services (council member) 

¶ Law Enforcement Center Board (council member) 

¶ Mahaska Area Chamber and Development Group (council member) 

¶ Mahaska Community Recreation Foundation (council member) 

¶ Mahaska County Emergency Management Commission (council member) 

¶ Mahaska County Solid Waste Management Commission & Recycling Committee (mayor + residents) 

¶ Stephen Memorial Animal Shelter (resident) 

¶ South Central Regional Airport Agency (SCRAA) (city manager) 

¶ Water Board of Trustees (council member, city manager) 
 
The following are procedures for appointing/reappointing a citizen: 

1. Interested parties should complete an application form by the posted deadline.  
2. The names of those who express interest in serving on the boards and commissions will be forwarded to the mayor 

for review. The mayor will consider the information provided on the application and make a recommendation to 
the city council for their consideration.  

3. The name of the citizen recommended for the board or commission will be placed on the council agenda. 
 
Factors that may be considered when recommending appointments include: 

a. What is the current gender balance of the board/commission? 
b. The area of town in which a candidate resides, are all areas represented? 
c. Are there too many members with similar occupations, should other occupations be represented? 
d. Are there potential conflicts of interests if a certain candidate were chosen to serve? 
e. What expertise and/or experience does the candidate bring to the board/commission? 
f. Does the candidate serve on more than one board/commission? 
g. How long has the person served on the board/commission? 
h. If they are currently serving on a board/commission how effective have they been in serving on the 

board/commission? 
i. If they are currently serving on a board/commission, has their attendance been acceptable? 
j. Only one member of an immediate family i.e., husband, wife, father, mother, son, daughter, brother, sister, may 

be on the same board or commission at a time. 
 
City employees may serve as members on city boards and commissions that are established by ordinance although no 
public officer or salaried employee of the city may serve on a utility board. However, city employees shall not serve on 
boards/commissions that govern their respective departments. City employees will be subject to the normal selection 
procedure which provides mayoral appointment and council approval. The council reserves the right to approve all 
appointments and shall not approve city employees when potential conflicts of interest may be present. 
 
Attendance: Attendance is critical to the successful functioning of a board/commission. Staff shall monitor attendance to 
assure members are participating to an acceptable level. If attendance problems occur, staff shall inform the 
board/commission chair and/or the mayor and city council to consider action to assure the board/commission has 
active/participating members. 
 

Definitions 

Board: Inclusive of all boards, commissions and committees whereby appointments are made by the mayor and/or city 
council. 
Majority gender: If a board has an odd number of members, it is half plus one or more.  
Minority gender: If a board has an odd number of members, it is half minus one or more. 
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Process 

1. No less than 120 days prior to the expiration of any term, the city shall send written correspondence to all individuals 
whose terms will expire. This correspondence shall advise board members of their term's expiration date as well the 
process to officially indicate interest in continuing to serve 

2. The city shall advertise vacancies no later 90 days prior to the expiration of any term. The deadline for receipt of 
applications is the date of the first council meeting of the month of term expiration to ensure that the mayor and/or 
city council will have sufficient time to consider the applicants and take formal action at the second council meeting 
of the month of term expiration or a future city council meeting. 

3. The city may advertise the vacancy in any recognized publication in Mahaska County, on the city's website, social 
media page, public access cable channel, radio station, posting a notice in a public place, any combination of these, or 
as specifically required by the Oskaloosa Municipal Code or the Iowa Code. 

4. Applications for board appointments shall be completed and returned to the city. 
 
Selection: 
1. If a board member wishes to serve another term and is of the minority gender on the board, the person shall be 

considered for reappointment by the mayor and/or city council without the required aforementioned advertising 
period. 

2. If a board member wishes to serve another term and is of the majority gender as defined by Iowa Code, the city shall 
begin advertising the vacancy no later than 90 days prior to the term's expiration date. If a qualified person of the 
minority gender on a board applies, the mayor and/or city council shall appoint the person of the minority gender. 

3. If a vacancy occurs due to the expiration of a term and more than one qualified member of the minority gender 
applies, the mayor and/or city council shall appoint the most qualified applicant for the vacancy. 

4. The mayor and/or city council may establish an interview process if more than one qualified person applies for a 
vacancy. 

5. Appointments to various boards shall be made by the mayor and/or city council as outlined within the Oskaloosa 
Municipal Code, or as required by the Iowa Code. 

6. The city shall notify applicants of their appointment status in writing and after action by the mayor and/or city council. 
Resignation: 
1. If a board member resigns prior to the expiration of their term, the board member shall notify the city in writing. 
2. The city shall report resignations received to the city council as soon as practical. 
3. Upon receipt of a resignation the city shall advertise the vacancy for a minimum of 30 days. 
4. If a qualified member of the minority gender applies for the vacancy, the mayor and/or city council shall appoint the 

minority gender applicant at the next meeting of the city council, or as soon as practical. 
5. If more than one qualified member of the minority gender applies for the vacancy, the mayor and/or city council shall 

consider appointment of the most qualified minority gender applicant. 
6. If no qualified members of the minority gender apply for the vacancy, the mayor and/or /city council shall select the 

most qualified applicant. 
7. The mayor and/or city council may establish an interview process if more than one qualified person applies for the 

vacancy. 
Death: 
1. In the event a board member passes away prior to the expiration of their term, the city - shall advertise the vacancy 

for a minimum of 30 days. 
2. Steps 4 through 7 under the section "Resignation" of this policy shall be followed. 
 
Code of Ordinances:  
The Charter: Article V ς Boards, Commissions and Committees 
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Community Development Block Grant (CDBG) Policies 

 

Adopted by Council: Resolution # 07-06-42 
Date: June 4, 2007 

Department Managing Policy: 

Development Services 
Amended December 3, 2007, Resolution #07-12-82 Amended November 2, 2020, Resolution #20-11-154 

Amended August 15, 2016, Resolution #16-08-118 Amended January 19, 2021, Resolution #21-01-02 

 
The following policies are adopted as required policies and plans for the implementation and administration of Community 
Development Block Grant (CDBG) funds for the Downtown Façade Improvement Projects. 

1. Residential Anti-displacement and Relocation Assistance Plan 
2. Affirmative Fair Housing Policy  
3. Citizen Participation Plan  
4. Procurement Policy  
5. Code of Conduct 
6. Policy on the Prohibition of the Use of Excessive Force  
7. Equal Opportunity Policy Statement 
 

1: RESIDENTIAL ANTI-DISPLACEMENT AND RELOCATION ASSISTANCE PLAN 

This Residential Anti-displacement and Relocation Assistance (RARA) Plan is prepared by the city of Oskaloosa in 
accordance with the Housing and Community Development Act of 1974, as amended; and HUD regulations at 24 CFR 
42.325 and is applicable to our CDBG1, UDAG, and/or HOME-assisted projects. 
 
Minimize Displacement 
Consistent with the goals and objectives of activities assisted under the Act, the city of Oskaloosa will take one or more of 
the following steps to minimize the direct and indirect displacement of persons from their homes:  
1. Coordinate code enforcement with rehabilitation and housing assistance programs. 
2. Evaluate housing codes and rehabilitation standards in reinvestment areas to prevent undue financial burden on 

established owners and tenants. 
3. Stage rehabilitation of apartment units to allow tenants to remain in the building/complex during and after the 

rehabilitation, working with empty units first. 
4. Arrange for facilities to house persons who must be relocated temporarily during rehabilitation. 
5. Adopt policies to identify and mitigate displacement resulting from intensive public investment in neighborhoods. 
6. Adopt policies which provide reasonable protections for tenants faced with conversion to a condominium or 

cooperative. 
7. Adopt tax assessment policies, such as deferred tax payment plans, to reduce impact of increasing property tax 

assessments on lower income owner-occupants or tenants in revitalizing areas. 
8. Establish counseling centers to provide homeowners and tenants with information on assistance available to help 

them remain in their neighborhood in the face of revitalization pressures. 
9. Where feasible, give priority to rehabilitation of housing, as opposed to demolition, to avoid displacement. 
10. If feasible, demolish or convert only dwelling units that are not occupied or vacant occupiable dwelling units 

όŜǎǇŜŎƛŀƭƭȅ ǘƘƻǎŜ ǳƴƛǘǎ ǿƘƛŎƘ ŀǊŜ άƭƻǿŜǊ-ƛƴŎƻƳŜ ŘǿŜƭƭƛƴƎ ǳƴƛǘǎέ όŀǎ ŘŜŦƛƴŜŘ ƛƴ нп /Cw 42.305). 
11. Target only those properties deemed essential to the need or success of the project. 
 
Relocation Assistance to Displaced Persons 
The city of Oskaloosa will provide relocation assistance for lower-income tenants who, in connection with an activity 
assisted under the CDBG Program, move permanently or move personal property from real property as a direct result of 
the demolition of any dwelling unit or the conversion of a lower-income dwelling unit in accordance with the requirements 
of 24 CFR 42.350. A displaced person who is not a lower-income tenant, will be provided relocation assistance in 
accordance with the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970, as amended, and 
implementing regulations at 49 CFR Part 24. 
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One-for-One Replacement of Lower-Income Dwelling Units 
The city of Oskaloosa will replace all occupied and vacant occupiable lower-income dwelling units demolished or converted 
to a use other than lower-income housing in connection with a project assisted with funds provided under the CDBG 
Program in accordance with 24 CFR 42.375. 
 
Before entering into a contract committing to provide funds for a project that will directly result in demolition or 
conversion of lower-income dwelling units, the city of Oskaloosa will make public by publication in the Oskaloosa Herald 
and submit to HUD [via IEDA] the following information in writing: 
 
1. A description of the proposed assisted project; 
2. The address, number of bedrooms, and location on a map of lower-income dwelling units that will be demolished or 

converted to a use other than as lower-income dwelling units as a result of an assisted project; 
3. A time schedule for the commencement and completion of the demolition or conversion; 
4. To the extent known, the address, number of lower-income dwelling units by size (number of bedrooms) and location 

on a map of the replacement lower-income housing that has been or will be provided. NOTE: See also 24 CFR 
42.375(d). 

5. The source of funding and a time schedule for the provision of the replacement dwelling units; 
6. The basis for concluding that each replacement dwelling unit will remain a lower-income dwelling unit for at least 10 

years from the date of initial occupancy; and 
7. Information demonstrating that any proposed replacement of lower-income dwelling units with smaller dwelling units 

(e.g., a 2-bedroom unit with two 1-bedroom units), or any proposed replacement of efficiency or single-room 
occupancy (SRO) units with units of a different size, is appropriate and consistent with the housing needs and priorities 
identified in the HUD-approved Consolidated Plan and 24 CFR 42.375(b). 

 
To the extent that the specific location of the replacement dwelling units and other data in items 4 through 7 are not 
available at the time of the general submission, the city of Oskaloosa will identify the general location of such dwelling 
units on a map and complete the disclosure and submission requirements as soon as the specific data is available. 
 
Replacement not Required Based on Unit Availability 
Under 24 CFR 42.375(d), the city of Oskaloosa may submit a request to IEDA for a determination that the one-for-one 
replacement requirement does not apply based on objective data that there is an adequate supply of vacant lower-income 
dwelling units in standard condition available on a non-discriminatory basis within the area. 
 
Contacts 
The mayor of the city of Oskaloosa is responsible for tracking the replacement of lower income dwelling units and ensuring 
that they are provided within the required period. The mayor of the city of Oskaloosa is responsible for providing 
relocation payments and other relocation assistance to any lower-income person displaced by the demolition of any 
dwelling unit or the conversion of lower-income dwelling units to another use. 
 

2: AFFIRMATIVE FAIR HOUSING POLICY 

PURPOSE 
In order to ensure that grantees are fulfilling their requirement to affirmatively further fair housing, all units of local 
government applying for and receiving Community Development Block Grant (CDBG) funds from the State must document 
how they are meeting their fair housing obligations. A unit of local government can participate in the {ǘŀǘŜΩǎ /5.D 
Program by agreeing to implement at least two mandatory actions and at least one elective activity appropriate to the 
ŎƻƴŘƛǘƛƻƴǎ ŀƴŘ ƴŜŜŘǎ ƛƴ ƛǘǎ ŀǊŜŀΦ ¢ƘŜ ǎŜƭŜŎǘŜŘ ŜƭŜŎǘƛǾŜ ŀŎǘƛǾƛǘƛŜǎ ŀǊŜ ƻŦ ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘΩǎ choice chosen from the list 
below. 
 
APPLICATION 
All grantees receiving CDBG funds through the State must complete the two mandatory strategies and at least one elective 
strategy regardless of whether they are using CDBG funds for housing activities. 
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MANDATORY ACTIVITIES TO PROMOTE FAIR HOUSING 
Communities receiving CDBG funds must complete and implement the following during the CDBG contract period: 
1. Advertise, publicize, and pass an affirmative fair housing policy that will certify that the local government adheres to 

the requirements of the federal Fair Housing Act and the Iowa Civil Rights Act of 1965, and  
2. Identify and publish the name and contact information of a Discrimination Complaint Officer within the agency or 

jurisdiction for any housing-related bias or discrimination complaint, and  
3. Refer housing discrimination complaints and assist in filing complaints with the Iowa Civil Rights Commission, the U.S. 

Department of Housing & Urban Development, or a local civil rights commission. 
 
ELECTIVE ACTIVITIES TO PROMOTE FAIR HOUSING 
Communities receiving CDBG funds must also complete and implement one of the following activities during the contract 
period: 
1. Advertise the availability of housing and related assistance to population groups that are least likely to apply through 

various forms of media (i.e., radio stations, posters, flyers, newspapers) in English and other languages spoken by 
eligible families within the project service area.  

2. Include a flyer about fair housing in a local utility or tax bill and send it to every household in the municipality.  
3. Have the Responsible Entity staff attend a fair housing training or conference.  
4. Organize a local letter writing campaign to local legislators and/or local government about the need to fund and 

support fair housing programs.  
5. Sponsor trainings for realtors, bankers, landlords, homebuyers, tenants, public housing authority and other city/town 

employees to educate them on their fair housing rights and responsibilities. This activity MUST be done in 
collaboration with the Iowa Civil Rights Commission or a local civil rights commission.  

6. Provide training/educational programs about fair housing for financial, real estate, and property management 
professionals at local firms, including their obligations to comply with the federal Fair Housing Act and the Iowa Civil 
Rights Act of 1965 (this can be done by partnering with a bank, board of ǊŜŀƭǘƻǊǎΩ association, or other local group and 
helping to sponsor a program taught by a qualified entity such as ICRC).  

7. Conduct meetings with advocacy groups for members of the protected classes (i.e., persons with disabilities, 
immigrants, refugees, etc.) on the availability of affordable and accessible housing and determine housing needs to 
plan future projects.  

8. Establish and/or fund fair housing organizations in areas where there are no such organizations.  
9. Conduct fair housing testing to ensure that local housing providers and/or lenders do not discriminate (fair housing 

testing must be conducted by a HUD-certified fair housing agency).  
10. Assist Housing Choice Voucher program participants to help locate and secure housing outside of racially concentrated 

areas of poverty (RCAPs) or near-RCAPs. Assist Housing Choice Voucher program participants to help locate and secure 
housing outside of racially concentrated areas of poverty (RCAPs) or near-RCAPs.  

11. Conduct outreach to housing providers and housing developers to discuss affordable and accessible housing needs in 
RCAPs and near-RCAPs.  

12. Evaluate the local zoning ordinance against the fair housing benchmarks identified in this AI, using the Zoning Risk 
Assessment Tool. Evaluate the need for amendments to the zoning ordinance and make them.  

13. Organize a tester recruitment event in collaboration with the Iowa Civil Rights Commission to help document instances 
of housing discrimination. 

 
PUBLIC NOTICE 

AFFIRMATIVE FAIR HOUSING POLICY 
 
This notice is published pursuant to the requirements of Executive Order 11063 on equal opportunity in housing and 
nondiscrimination in the sale or rental of housing built with federal assistance, and with Title VIII of the Civil Rights Act of 
1968, as amended, which prohibits discrimination in the provision of housing because of race, color, creed, religion, sex, 
national origin, disability or familial status. 
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The city of Oskaloosa, Iowa, advises the public that it will administer its assisted programs and activities relating to housing 
and community development in a manner to affirmatively further fair housing in the sale or rental of housing, the financing 
of housing and the provision of brokerage services. 
The city of Oskaloosa shall assist individuals who believe they have been subject to discrimination in housing through the 
resources of the Iowa Civil Rights Commission or the U.S. Department of Housing and Urban Development.  
 
The city of Oskaloosa has designated the following office as the contact to coordinate efforts to comply with this policy. 
Inquiries should be directed to: 
 

OFFICE: Area 15 Regional Planning Commission 
ADDRESS: 224 E. 2nd St. 
CITY/STATE/ZIP: Ottumwa, IA 52501 
PHONE NUMBER: (641) 684-6551 
HOURS: Monday-Friday from 8:00 AM ς 4:30 PM 

 

3: CITIZEN PARTICIPATION REQUIREMENTS 

To comply with the participation requirements of Section 508 of the Housing and Community Development Act of 1987, 
the city of Oskaloosa, Iowa, must do the following:  
 
1) Conduct at least one public hearing on the activities proposed in each application and at least one public hearing on 

the status of funded activities for each funded project.  
a) The application hearing must include a review of: 

i) how the need for the proposed activities was identified,  
ii) How the proposed activities will be funded and sources of funds,  
iii) The date application will be submitted,  
iv) Requested amount of federal funds,  
v) Estimated portion of federal funds that will benefit persons of low and moderate income,  
vi) Where the proposed activities will be conducted,  
vii) Plans to minimize displacement of persons and businesses as a result of funded activities,  
viii) Plans to assist persons actually displaced, and  
ix) The nature of the proposed activities. 

 
b) The hearing on the status of funded activities must include a review of:  

i.   A general description of accomplishments to date,  
ii.  A summary of expenditures to date, 
iii. A general description of remaining work and  
iv. A general description of changes made to the project budget, performance targets, activity schedules, project 
scope, location, objectives or beneficiaries.  

 
2) Publish hearing notices in a manner consistent with requirements of Iowa Code, Section 362.3.  
 
3) Ensure the public reasonable access to all local meetings, project records and information relating to the proposed and 
actual use of federal funds. 
 
 4) Conduct all related public meetings or hearings in public buildings or facilities that are accessible to persons with 
disabilities.  
 
5) Provide citizens names and addresses of:  

a) the person(s) authorized to receive and respond to citizen proposals, questions and complaints concerning 
proposed or funded activities, and  
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b) the person(s) available and able to provide technical assistance to groups representative low- and moderate-income 
persons in preparing and presenting their proposals for the request and use of federal funds. Persons authorized to 
receive and respond to citizen proposals, questions, and/or complaints or provide technical assistance concerning 
proposed activities are:  

 
David Krutzfeldt, Mayor 
220 S. Market St. 
Oskaloosa, IA 52554 
(641) 673-9431 
 
6) Provide translators during or written translations after public hearings attended by non-English speaking residents upon 
their request whenever they represent a significant proportion of the persons benefited by the proposed or actual 
activities. Federally assisted recipients are required to make reasonable efforts to provide language assistance to ensure 
meaningful access for άLimited English Proficiencyέ (LEP) persons to the recipientΩs programs and activities. Language 
assistance that a recipient might provide to LEP persons include, but are not limited to: oral interpretation services, 
bilingual staff, telephone service lines interpreter, written translation service, and translating information materials in 
identified language(s). 
 

4: PROCUREMENT POLICY 

PURPOSE 
The purpose of this Procurement Policy is to ensure that sound business judgment is utilized in all procurement 
transactions and that supplies, equipment, construction, and services are obtained efficiently and economically and in 
compliance with applicable federal law and executive orders and to ensure that all procurement transactions will be 
conducted in a manner that provides full and open competition. 
 
APPLICATION 
This policy applies to the procurement of all supplies, equipment, construction, and services of and for the city of 
Oskaloosa related to the implementation and administration of CDBG awards. All procurement will be done in accordance 
with 2 CFR Part 200 and Appendix II to Part 200. 
 
POLICY 
GENERAL PROCUREMENT PRACTICES 
The city of Oskaloosa will adhere to the following general procurement practices: document procurement standards; 
maintain oversight of contractors to ensure performance in accord with standards; avoid acquisition of unnecessary of 
duplicative items; encourage procurement or use of shared goods and services; use Federal excess and surplus property 
when feasible; encourage value-engineering clauses in construction contracts; award contracts only to responsible 
contractors; limit use of time and materials contracting; and use good administrative judgment to settle all contractual 
and administrative issues. 
 
COMPETITION 
The city of Oskaloosa will provide full and open competition; publishing (in newspaper); prohibit use of state or local 
geographical preferences; develop written procedures for procurement transactions to ensure competition is not 
restricted; and ensure that pre-qualified lists are current. 
 
METHODS OF PROCUREMENT 
Procurement under grants shall be made by one of the following methods, as described herein: (A) small; (B) simple; (C) 
professional; and (D) sealed bids. 
 

A. Small: Estimated annual value does not exceed $5,000 and does not exceed $15,000 for multiyear contracts: 
For supplies and services only. The subrecipient does not need to solicit competitive quotations if the 

Amy Miller, City Clerk 
220 S. Market St. 
Oskaloosa, IA 52554 
(641) 673-9431 
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subrecipient considers the price to be reasonable. To the extent practicable, the subrecipient must distribute 
such procurement equitably among qualified suppliers.  
 

B. Simple: Estimated annual value exceeds $5,000 but less than $50,000 per year and does not exceed $150,000 
for multiyear contracts: For non-engineering and architectural services and supplies only. The subrecipient 
may use an informal competitive selection process to engage a service provider. Informal selection means 
price or rate quotations must be obtained from an adequate number of qualified sources. The subrecipient 
may contact the prospective service providers in person, by telephone, fax, email or letter. The subrecipient 
should solicit at least three proǎǇŜŎǘƛǾŜ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊǎΦ ¢ƘŜ ǎǳō ǊŜŎƛǇƛŜƴǘ Ƴǳǎǘ ƧǳǎǘƛŦȅΣ ǘƻ L95!Ωǎ ǎŀǘƛǎŦŀŎǘƛƻƴΣ 
contacting fewer than three service providers. The justification shall be included in the contract file. 

 
C. Professional: Estimated annual value exceeds $50,000 per year and exceeds $150,000 for multiyear contracts: 

For supplies and services and ALL engineering and architectural services, a subrecipient shall use a formal 
competitive selection process to procure the goods or services.  

 
D. Sealed Bids: (formal advertising): The sealed bid method is the preferred method for procuring construction. 

Bids are publicly solicited and a firm fixed price contract (lump sum or unit price) is awarded to the responsible 
bidder whose bid, conforming with all the material terms and conditions of the invitation for bids, is the lowest 
in price. The procurement lends itself to a firm fixed price contract and the selection of the successful bidder 
can be made principally on the basis of price. A complete, adequate, and realistic specification or purchase 
description will be developed before bidding.  

 
The following requirements apply: 

(1) Bids must be solicited from an adequate number of known suppliers, providing them sufficient response 
time prior to the date set for opening the bids, and the invitation for bids must be publicly advertised (not 
required for nonprofit entities); 

(2) The invitation for bids, which will include any specifications and pertinent attachments, must define the 
items or services in order for the bidder to properly respond;  

(3) All bids will be opened at the time and place prescribed in the invitation for bids, and the bids must be 
opened publicly;  

(4) The subrecipient shall enter into a firm fixed price contract award with the lowest responsive and 
responsible bidder. Where specified in bidding documents, factors such as discounts, transportation cost, 
and life cycle costs must be considered in determining which bid is lowest. Payment discounts will only be 
used to determine the low bid when prior experience indicates that such discounts are usually taken 
advantage of; and  

(5) Any or all bids may be rejected if there is a sound documented reason.  
 
Competitive Selection Process 
The technique of competitive proposals is normally conducted with more than one source submitting an offer, and either 
a fixed price or cost-reimbursement type contract is awarded. It is generally used when a sealed bidding process is not 
appropriate. If this method is used, the following requirements apply:  
1. Requests for proposals must be publicized and identify all evaluation factors and their relative importance. Any 

response to publicized requests for proposals must be considered to the maximum extent practical;  
2. Proposals must be solicited from an adequate number of qualified sources; 
3. The subrecipient must have a written method for conducting technical evaluations of the proposals received and for 

selecting recipients;  
4. Contracts must be awarded to the responsible firm whose proposal is most advantageous to the program, with price 

and other factors considered; and  
5. The subrecipient may use competitive proposal procedures for qualifications-based procurement of 

architectural/engineering (A/E) professional services whereby competitorsΩ qualifications are evaluated and the most 
qualified competitor is selected, subject to negotiation of fair and reasonable compensation. The method, where price 
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is not used as a selection factor, can only be used in procurement of A/E professional services. It cannot be used to 
purchase other types of services though A/E firms are a potential source to perform the proposed effort. 

 
Noncompetitive Proposals 
Procurement by noncompetitive proposals is procurement through solicitation of a proposal from only one source and 
may be used only when one or more of the following circumstances apply:  
1. The item is available only from a single source. This type of procurement is referred to as sole source procurement;  
2. The public exigency or emergency for the requirement will not permit a delay resulting from competitive solicitation; 
3. The Federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in response to a 
written request from the non-Federal entity; or  
4. After solicitation of a number of sources, competition is determined inadequate. This type of procurement is referred 
to as single-source procurement.  
 
RECYCLED MATERIALS 
The city of Oskaloosa will procure items with recycled content following the requirements of Code of Iowa chapter 8A.315-
317 and Iowa Administrative Code chapter 11-117.6(5) ς Recycled Product and Content. 
 
BID LANGUAGE ς PROCUREMENT OF RECOVERED MATERIALS 
Recipients shall include in all request for proposals and bid documents the following language.  

ά¢ƘŜ ŎƻƴǘǊŀŎǘƻǊ ŀƎǊŜŜǎ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ ŀƭƭ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ /ƻŘŜ ƻf Iowa chapter 8A.315-317 and  
Iowa Administrative Code chapter 11-117.6(5) ς wŜŎȅŎƭŜŘ tǊƻŘǳŎǘ ŀƴŘ /ƻƴǘŜƴǘΦέ 

 
CONTRACT PRICING 

A. The cost plus a percentage of cost and percentage of construction cost method of contracting shall not be used. 
B. The city of Oskaloosa shall perform some form of cost/price analysis for every procurement action, including 

modifications, amendments or change orders. 
 
PROCUREMENT RECORDS 
The city of Oskaloosa shall maintain records sufficient to detail the significant history of a procurement, including the 
rationale for the method of procurement, selection of contract type, contractor selection or rejection, and the basis for 
the contract price. The city of Oskaloosa shall make technical specifications and procurement documents available for 
review upon request. 
 
BONDING REQUIREMENTS Bonding requirements for construction or facility improvement contracts must meet the 
federal minimum requirements or receive a determination that the federal interest is adequately protected. 
 

5: CODE OF CONDUCT 

PURPOSE 
The purpose of this Code of Conduct is to ensure the efficient, fair, and professional administration of federal grant funds 
in compliance with 2 CFR Part 200.318 and other applicable federal and state standards, regulations, and laws. 
 
APPLICATION 
This Code of Conduct applies to all officers, employees, or agents of the city of Oskaloosa, Iowa, engaged in the award or 
administration of contracts supported by federal grant funds. 
 
REQUIREMENTS 
No officer, employee, or agent of the city of Oskaloosa shall participate in the selection, award, or administration of a 
contract supported by federal grant funds, if a conflict of interest, real or apparent, would be involved. Such a conflict 
would arise when: 

a. The employee, officer, or agent; 
b. Any member of his/her immediate family; 
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c. His/her partner; or 
d. An organization which employs, or is about to employ any of the above; or, has a financial or other interest in the 

firm selected for award. 
 
The city of Oskaloosa officers, employees, or agents shall neither solicit nor accept gratuities, favors, or anything of 
monetary value from contractors, potential contractors, or subcontractors. 
 
FRAUD, WASTE AND ABUSE 
The city of Oskaloosa has zero tolerance for the commission or concealment of acts of fraud, waste, or abuse. All officers, 
employees, or agents shall notify the city of Oskaloosa of suspected actions. Allegations of such acts will be investigated 
and pursued to their logical conclusion, including legal action where warranted. Concerns may be reported to the city clerk 
at 220 S. Market St., Oskaloosa, IA 52577 or by phone at (641) 673-9431. 
 
REMEDIES 
To the extent permitted by federal, state, or local laws or regulations, violation of these standards may cause penalties, 
sanctions, or other disciplinary actions to be taken against the cƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀΩǎ officers, employees, or agents, or the 
contractors, potential contractors, subcontractors, or their agents. 
 

6: PROHIBITION OF THE USE OF EXCESSIVE FORCE 

WHEREAS, the city of Oskaloosa, Iowa, has received federal funding through the Community Development Block Grant 
(CDBG) program; and  
 
WHEREAS, Section 519 of the Department of Veteran Affairs and U.S. Department of Housing and Urban Development, 
and Independent Agencies Appropriations Act of 1990 requires that all CDBG recipients adopt and enforce a policy to 
prohibit the use of excessive force by law ŜƴŦƻǊŎŜƳŜƴǘ ŀƎŜƴŎƛŜǎ ǿƛǘƘƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƧǳǊƛǎŘƛŎǘƛƻƴ ŀƎŀƛƴǎǘ ŀƴȅ ƛƴŘƛǾƛŘǳŀƭǎ 
engaged in nonviolent civil rights demonstrations; and  
 
WHEREAS, all recipients of CDBG funds are further required to follow a policy of enforcing applicable state and local laws 
against physically barring entrances or exits to a facility that is the subject of a nonviolent protest demonstration; and  
 
WHEREAS, the city of Oskaloosa endorses a policy prohibiting the use of excessive force and will inform all law 
enforcement agencies within its jurisdiction of this policy,  
 
NOW, THEREFORE, BE IT RESOLVED, the city of Oskaloosa hereby prohibits any law enforcement agency operating within 
its jurisdiction from using excessive force against any individuals engaged in nonviolent civil rights demonstrations. In 
addition, the city of Oskaloosa agrees to enforce any applicable state or local laws against physically barring entrances or 
Oskaloosa from a facility or location that is the subject of a non-violent protest demonstration. The city of Oskaloosa 
further pledges enforcement of this policy within its jurisdiction and encourages any individual or group who feels that 
the city of Oskaloosa has not complied with this policy to file a complaint.  
 
Information and assistance relative to excessive force complaints shall be provided by the city clerk, (641) 673-9431. 
 

7: EQUAL OPPORTUNITY POLICY STATEMENT 

It is the policy of the city of Oskaloosa to provide equal opportunity to all employees, applicants and program beneficiaries; 
to provide equal opportunity for advancement of employees; to provide program and employment facilities which are 
accessible to the handicapped and to administer its programs in a manner that does not discriminate against any person 
because of race, creed, color, religion, sex, national origin, disability, age, familial status, political affiliation, citizenship or 
sexual orientation.  
 
The city manager has ultimate responsibility for the overall administration of the affirmative action/equal opportunity 
program. The total integration of equal opportunity into all parts of personnel and program management is the city 
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mŀƴŀƎŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ ¢ƘŜ city manager will review all policies and procedures as they affect equal opportunity and 
affirmative action and ensure compliance with relevant federal and state statutes.  
 
The right of appeal and recourse is guaranteed by the city of Oskaloosa. Any person who feels that he or she has been 
denied employment, participation, representation, or services in any program administer by the city of Oskaloosa because 
of race, creed, color, religion, sex, national origin, age, disability, political affiliation, sexual orientation, or citizenship has 
the right to file an equal opportunity complaint. Information and assistance relative to equal opportunity complaints shall 
be provided by the city manager, who can be contacted at (641) 673-9431.  
 
This Equal Opportunity Policy of the city of Oskaloosa shall be posted in conspicuous places within the facility, distributed 
to all employees, contractors and to the persons of all advisory and policy-making groups. 
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Complete Streets Policy 

 

Adopted by Council: Resolution # 15-01-04 
Date: January 20, 2015 

Department Managing Policy: 
Development Services 

 

Overview 

This policy will set forth guiding principles and practices for use in all transportation projects, where practicable, 
economically feasible, and otherwise in accordance with applicable laws. This policy is intended to enable safe and 
efficient walking, bicycling, and other non-motorized forms of transportation, in addition to motorized transportation, 
including personal, freight, and public transit vehicles. All uses must be designed to allow safe operation for all users 
regardless of age or ability. 
 

Purpose 

The purpose of this policy is to provide staff, its consultants, and contractors with direction to consider the application of 
Complete Streets concepts in street and road improvements. 
 

Scope 

This policy formalizes the existing street design and improvement process for the city of Oskaloosa and all road, street, 
and improvement projects that fall within the influence and control of the city of Oskaloosa. 
 

Policy 

Section 1: The city of Oskaloosa commits to a Complete Streets Policy which has the following guiding principle and 
practices: 
 
Vision 
The Complete Streets Policy is written to use as an interdisciplinary approach into the design and construction of roadway 
projects. In using this policy, the city of Oskaloosa will seek to enhance the safety, access, convenience and comfort of all 
users of all ages and abilities, including pedestrians (including people requiring mobility aids}, bicyclists, transit users, 
motorists and freight drivers, through the design, operation and maintenance of a transportation network. This will enable 
the further development of a connected network accommodating each mode of travel that is consistent with and 
supportive of the local community. This policy provides a basis for recognizing that all streets are different and that the 
needs of various users will need to be balanced in a flexible manner.  
 
Background  
The city of Oskaloosa has a historic grid like system that encompasses its current transportation network. The current grid 
like system is generally recognized as optimal for all modes of transportation. 
 
The city currently has several components of complete streets including curb extensions, roundabouts, street trees, road 
diet, and a trail system.  
 
The benefits of Complete Streets are many and varied: 

¶ Complete Streets improve safety for pedestrians, bicyclists, children, senior citizens, non-drivers, and the mobility 
challenged. 

¶ Provide bicycling and walking connections to trip generators such as employment, education, residential 
recreation, retail centers, and public facilities. 

¶ Promote healthy lifestyles. 

¶ Create more livable communities.  
 
Specifies all Users  
Transportation improvements will include facilities and amenities that are recognized as contributing to Complete Streets, 
which may include street and sidewalk lighting; sidewalks and pedestrian safety improvements such as crosswalk 
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improvements; improvements that provide ADA (Americans with Disabilities Act) compliant accessibility; transit 
accommodations including improved pedestrian access to transit stops; bicycle accommodations including bicycle storage, 
bicycle parking, bicycle routes, share-use lanes, narrowing of travel lanes as appropriate; and street trees, medians 
reduced, reconfigure  parking, permanent re-striping to include bike lanes, curb extensions, countdown pedestrian signals, 
and adequate drainage facilities. 
 
Projects Included  
When the planning the design of street projects, the city of Oskaloosa shall consider bicycle, pedestrian, and transit 
facilities from the very start of planning, maintenance and operations, and design work. This Policy will apply to all roadway 
projects, including those involving new construction, privately constructed roads intended for public use, reconstruction, 
resurfacing, or changes in the allocation of pavement space on an existing roadway (such as the reduction in the number 
of travel lanes or removal of on-street parking). 
 
Exceptions  
This policy will be followed unless written documentation determines that the current street project falls within the listed 
exceptions. Exceptions to the Complete Streets policy must be documented in writing by the public works director with 
supporting data that indicates the reason for the decision. The documented decision(s) shall be reviewed by the city 
manager and public works director and any other designated appointee as named by the city manager and public works 
director. Exceptions are limited to the following: 
 

A. Ordinary maintenance activities designed to keep assets in serviceable condition, such as mowing, cleaning, 
sweeping, spot repair, concrete joint repair, or pothole filling, or when interim measures are implemented on 
temporary detour or haul road. 

B. There are significant topographic or natural resource constraints 
C. There is insufficient right of way to safely accommodate new facilities. 
D. There are relatively high safety risks. 
E. Cost of accommodations is excessively disproportionate to the cost of the project; more than 20 percent of 

total cost. 
F. Detrimental environmental or social impacts outweigh the needs for these accommodations. 
G. The project involves a roadway on which non-motorized use is prohibited by law. In this case, 

an effort shall be made to accommodate pedestrians and bicyclists elsewhere. 
H. There is documentation that there is an absence of use by all except motorized users now and would be in 

the future even if the street were a complete street.  
 
Creates a Network through Connectivity  
A connected, integrated network that provides transportation options to many destinations is critical. The project 
development process shall include early consideration of the land use, the identification of gaps or deficiencies in the 
network for various user groups that could be addressed by the project, and an assessment of the tradeoffs to balance 
the needs of all users. The factors that shall be given high priority include the following: 
 

A. Whether the corridor provides a primary access to significant destinations such as parks, recreational areas, 
schools, shopping/commercial zones, activity centers, employment or community services centers; B. 
Whether the corridor provides access across a natural or man-made barrier such as a river or major roadway, 

B. Whether the corridor is in an area where a relatively high number of non-motorized transportation users can 
be anticipated;  

C. Whether a road corridor provides important continuity or connectivity links for an existing trail or path 
network; or 

D. Whether nearby routes provide a similar level of convenience and connectivity already exist.  

E. Whether nearby routes provide a similar level of convenience and connectivity already exist. 
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Jurisdictional and Agency Coordination  
The city of Oskaloosa will work with other jurisdictions and transportation agencies to incorporate Complete Streets 
principles through existing planning efforts. 
 
Design Criteria  
The city of Oskaloosa will generally follow the latest and best design standards, policies, guidelines based upon resources 
identifying best practices in urban design and street design, construction, operations and maintenance when 
implementing improvements intended to fulfill this Complete Streets policy. 
 
Public improvement projects and the associated facilities and amenities that are recognized as contributing to Complete 
Streets shall be reviewed with the city council or their designee(s) at the preliminary or conceptual design phase. During 
this conceptual project review, staff shall share and receive feedback on the estimated budget impact for the 
recommended Complete Street facilities and amenities that are expected to be included in the final design of the public 
improvement project.  
 
Context Sensitivity 
Application of design standards will be flexible to permit context-sensitive design, fitting the roadway design within the 
context of the neighborhood, land use, traffic volume, speed and current and projected demand. Each project must be 
considered both separately and as part of a connected network, recognizing that all streets are different and user needs 
will be balanced. 
 
Performance Measures  
The city shall measure the success of Complete Streets policy by using, but not limited to, the following measures:  

¶ Motorized Transportation  
o Number of lane miles considered and reviewed for Complete Streets design concepts  
o 100 percent of street improvement projects are considered candidates for improvements in 

alignment with Complete Streets design concept  

¶ Bicycle Transportation  
o Miles of bike lanes and bike routes  
o Number of locations offering bicycle racks and associated amenities  

¶ Pedestrian Transportation  
o Number of marked pedestrian crossings  
o Lineal feet of sidewalks 

 
Implementation  
The city will develop implementation strategies that may include:  
ω Evaluate and revise the Comprehensive Plan, Zoning and Subdivision Ordinances and Oskaloosa Standard 

Specifications and the Oskaloosa Municipal Code  
ω Identify all current and future sources of funding for street improvements  
ω Promote project coordination among city departments and agencies with an interest in the activities that occur 

within the public right-of-way in order to better use fiscal resources  
 
Section 2: This Complete Streets Policy will apply to the scope development, design, and construction of all projects 
undertaken or affiliated with the city of Oskaloosa.  
 
Section 3: The Public Works department will review current design standards, including the design standards embodied 
in the most recent version of the subdivision regulations which apply to new roadway construction, to assure that they 
reflect the best available design standards and guidelines, and effectively implement this policy. 
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Section 4: This policy will also serve as guidance for all existing roadway rehabilitation, reconstruction, or resurfacing, to 
the extent that the work required is reasonably proportional to the scale of the proposed rehabilitation, reconstruction, 
or resurfacing.  
 
Section 5: The city council affirms its commitment to continue the consideration of Complete Streets design concepts in 
all future city projects. 
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Continuing Disclosure Policy 

 

Adopted by Council: Resolution # 15-03-15 
Date: March 2, 2015 

Department Managing Policy: 
Administration 

 
Exhibit A 
Article I  
General Overview  
 
Section 1.01 Purpose. This Continuing Disclosure Policy ("Policy") of the city of Oskaloosa, Iowa ("Issuer") is intended to 
ensure that the Issuer efficiently carries out its continuing disclosure obligations with respect to securities it issues or 
guarantees pursuant to Rule 15c2-12, as amended (the "Rule"), promulgated under the Securities Exchange Act of 1934, 
as amended.  
 
Section 1.02. Background. The Rule prohibits underwriters from offering bonds to the public unless the issuer provides an 
official statement and contractually promises to provide specified disclosures as required in the Rule. To facilitate 
compliance with the Rule, each issuer must enter into a continuing disclosure agreement with the purchaser or 
underwriter in connection with each new issuance of obligations which fall within the Rule, thereby creating a contractual 
promise on behalf of the issuer to provide the market with these disclosures. The Issuer is responsible for ensuring that 
all disclosure documents contain accurate information. The SEC has asserted that, under Rule 10b-5, "disclosure 
documents used by municipal issuers, such as official statements, are subject to the prohibition against false or misleading 
statements of material facts, including the omission of material facts necessary to make the statements made, in light of 
the circumstances in which they were made, not misleading."  
 
Section 1.03. Obligations Subject to the Rule. Various offerings are fully or partially exempt from the continuing disclosure 
provisions under the Rule. Offerings with an aggregate original principal amount of less than $1 million ("Small Offerings"), 
offerings sold prior to July 3, 1995 ("Old Offerings") and offerings sold by an issuer directly to investors without using a 
broker, dealer, or municipal securities dealer as an underwriter or placement agent ("Direct Offerings") are fully exempt 
from all continuing disclosure provisions under the Rule, unless the Issuer voluntarily agrees to provide continuing 
disclosures for an otherwise exempt Obligation.  
 
Section 1.04 Definitions. In addition to the terms defined above, the following capitalized terms shall have the following 
meanings:  
 
(A) "CAFR" means the Comprehensive Annual Financial Report of the Issuer.  
(B) "Disclosure Counsel" means legal counsel (which may be bond counsel under separate engagement for a series of 
Obligations) engaged for the purpose of assisting the Issuer in meeting its primary and secondary market disclosure 
obligations 
(C) "EMMA" means the Electronic Municipal Market Access system of the MSRB. Information regarding submissions to 
EMMA is available at http://emma.msrb.org/.  
(D) "Employee" means any person who, as part of his or her employment with the Issuer, has regular responsibility for the 
administration of matters related to Obligations.  
(E) "Financial Advisor" means a municipal advisor engaged for the purpose of assisting with the Issuer's structuring and 
sale of Obligations.  
(F) "Fiscal Year" means the fiscal year of the Issuer, beginning on July 1 and ending on the following June 30.  
(G) "Governing Body" means the city council (the "council") of the Issuer.  
(H) "Issuer" means the city of Oskaloosa, Iowa.  
(I) "Listed Event" means any of the events listed in Exhibit A of this Policy.  
(J) "MSRB" means the Municipal Securities Rulemaking Council or any other council or entity which succeeds to the 
functions currently delegated to the Municipal Securities Rulemaking Board by the Rule.  
(K) "Obligations" means any securities issued by, or whose payment is guaranteed by the Issuer.  
(L) "SEC'' means the United States Securities and Exchange Commission. 
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Article II  
Key Participants and Responsibilities  
 
Section 2.01. Disclosure Coordinator. By adoption of this Policy, the city clerk is hereby appointed to act as the disclosure 
coordinator ("Disclosure Coordinator") of the Issuer.  
 
Section 2.02 Responsibilities. The Disclosure Coordinator is responsible for the following tasks:  
A. reviewing and approving all preliminary and final official statements (or other offering documents or communications) 

relating to the Issuer, together with any supplements, for which a continuing disclosure undertaking is required (each, 
an "Official Statement"), before such documents are released, in accordance with Article III below;  

B. reviewing annually the Issuer's status and compliance with its continuing disclosure undertakings, including filings of 
disclosure documents and compliance with this Policy, in accordance with Articles IV and V below; 

C. serving as a "point person" for personnel to communicate issues or information that should be or may need to be 
included in any disclosure document;  

D. recommending changes to this Policy to the Governing Body as necessary or appropriate;  
E. communicating with third parties, including coordination with outside consultants assisting the Issuer, in the 

preparation and dissemination of disclosure documents to make sure that assigned tasks have been completed on a 
timely basis and making sure that the filings are made on a timely basis and are accurate;  

F. in anticipation of preparing disclosure documents, soliciting "material" information (as defined for purposes of federal 
securities law) from identified Employees;  

G. maintaining records documenting the Issuer's compliance with this Policy; and  
H. ensuring compliance with training procedures as described below. 
 
The responsibilities of the Disclosure Coordinator to make certain filings with the MSRB under Articles IV (Annual Report 
Filings) and V (Listed Event Filings) may be delegated by contract to a dissemination agent, under terms approved by the 
Governing Body. 
 
Article III  
Official Statements 
 
3.01. Review and Approval of Official Statements. Whenever the Issuer issues Obligations, a preliminary official statement 
and a final official statement (or other offering documents in some circumstances) may be prepared ("Official 
Statements"). Each of these Official Statements contains information relating to the issue being sold, the terms of sale, 
and information about the Issuer, including the Issuer's finances. The Disclosure Coordinator shall have primary 
responsibility for ensuring that all such information is accurate and not misleading in any material aspect. (If Disclosure 
Counsel and/or a Municipal Advisor have been retained, they will assist the Issuer with respect to certain portions of the 
Official Statement. Responsibility for review and approval remains the responsibility of the Issuer.) The Official Statement 
shall also include a certification that the information contained in the Official Statement regarding the Issuer, as of the 
date of each official statement, does not contain any untrue statement of material fact or omit to state any material fact 
necessary to make the information contained in the Official Statement, in light of the circumstances under which it was 
provided, not misleading. When undertaking review of a final or preliminary Official Statement, the Disclosure Coordinator 
shall: 
 
A. review the Official Statement and work with other Issuer officials to confirm that there are no misstatements or 

omissions of material information in any sections and that the Official Statement accurately states all material 
information relating to the Issuer and that all information relating to the Issuer has been critically reviewed by the 
appropriate person(s) who are responsible for the information referenced therein; 78 4  

B. draft, or cause to be drafted, for the Official Statement descriptions of (i) any material current, pending or threatened 
investigations, orders or litigation, (ii) any material settlements or court orders and (iii) any other financial problems, 
liabilities, or legal issues that are material information for purposes of the Official Statement; and  

C.  report any significant disclosure issues and concerns 
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Section 3.02. Submission of Official Statements to the Governing Body for Approval. The Disclosure Coordinator shall 
submit all Official Statements to the Governing Body for review and approval. The approval of an Official Statement by 
the Governing Body shall be docketed as a new business matter and shall not be approved as a consent item. The 
Governing Body shall undertake such review as deemed necessary by the Governing Body, following consultation with the 
Disclosure Coordinator, to fulfill the Issuer's responsibilities under applicable federal and state securities laws. 
 
Article IV  
Annual Report Filings 
 
Section 4.01. Overview. Under the continuing disclosure undertakings, the Issuer has entered into in connection with its 
debt offerings, the Issuer is required each year to file annual reports with the MSRB's EMMA system in accordance with 
such undertakings. Most undertakings require that annual reports will include: (1) certain updated financial and operating 
information, and (2) the Issuer's audited financial statements. (In rare circumstances, small issuers may be subject to 
different requirements. Review each continuing disclosure undertaking carefully.) The documents, reports and notices 
required to be submitted to the MSRB pursuant to this Policy shall be submitted through EMMA in an electronic format, 
and shall be accompanied by identifying information, in the manner prescribed by the MSRB, or in such other manner as 
is consistent with the Rule. A description of the format and information presently prescribed to be filed with EMMA is 
included in Exhibits A - C. To facilitate the Issuer's continuing disclosure undertakings the Disclosure Coordinator shall: 
A. maintain a record of all continuing disclosure obligations of the Issuer using a chart substantially in the form attached 

as Exhibit C, which shall identify and docket all continuing disclosure deadlines;  
B. schedule email reminders on the EMMA website for each Obligation to help ensure timely filing of financial 

disclosures;  
C. ensure that preparation of the Issuer's annual reports commence as required under each specific continuing disclosure 

undertaking;  
D. comply with the Issuer's obligation to file annual reports by submitting or causing the required (i) annual financial 

information and operating data and (ii) audited financial statements (all of which may be included in the Issuer's 
annual audit) to be submitted to the MSRB through EMMA. If within a Continuing Disclosure Agreement, the Issuer 
has agreed to furnish information that is outside the scope of the annual audit, the Issuer shall file a supplement to 
the annual audit when 79 5 filing with the MSRB through EMMA; 

a. If the event the Issuer does not have audited financial statements available by the filing deadline imposed by 
the continuing disclosure agreement, the Disclosure Coordinator shall instead file the updated annual and 
financial information and operating information, and submit the Issuer's unaudited financial statements along 
with a notice that the unaudited financial statements are being provided because audited financial statements 
are not yet available and that audited financial statements will be filed on EMMA when available. Audited 
financial statements shall must then be filed on EMMA as soon as available.  

b. All documents submitted to the MSRB through EMMA that are identified by specific reference to documents 
already available to the public on the MSRB's Internet website or filed with the SEC shall be clearly identified 
by cross reference;  

c. Not more than five (5) days after the submission deadline, the Disclosure Coordinator shall confirm and 
document in accordance with Section 6.01 hereof that Annual Reports have been submitted and filed properly 
with the MSRB through EMMA; and  

E. File a "failure to file notice" if any filing required under a continuing disclosure undertaking is not filed on time. (Note: 
a "failure to file" notice is not required when an audited financial statement is not available on the filing deadline IF the 
requirements of Section 4.01(D)(a) above are met.) The failure to file notice shall include information describing the nature 
and/or cause of the failure to meet the contractual deadline and, if available, an approximate timeframe for when the 
complete information is expected to be submitted. 
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Article V  
Listed Event Filings 
 
Section 5.01. Disclosure of Listed Events. Pursuant to Rule 15c2-12(b)(5)(i)(C), the Issuer is obligated to disclose to the 
MSRB notice of certain specified events with respect to the Issuer's Obligations (a "Listed Event"). All officers and 
management level employees of the Issuer shall be instructed to notify the Disclosure Coordinator if they become aware 
of any of the Listed Events listed in the Issuer's continuing disclosure undertakings. The Disclosure Coordinator may consult 
with Bond Counsel, to discuss the event and to determine whether a filing is required or is otherwise desirable. If such a 
filing is deemed necessary, the Disclosure Coordinator shall cause a notice of the Listed Event (a "Listed Event Notice") 
that complies with Rule 15c2-12 to be prepared, and the Disclosure Coordinator shall file, or cause to be filed, the Listed 
Event Notice as required by Rule 15c2-12 as follows: 
 
A. The Disclosure Coordinator shall monitor and periodically review the Listed Events identified on Exhibit A, in 

connection with the Obligations identified on the Chart in Exhibit C to determine whether any event has occurred that 
may require a filing with 80 6 EMMA.  

B. The Disclosure Coordinator shall file, in a timely manner, a notice of the occurrence of any Listed Event or Events with 
the MSRB via EMMA with respect to any Obligations to which the Listed Event or Events are applicable, in a timely 
manner not in excess of ten (10) business days after the occurrence of the Listed Event.  

C. The Disclosure Coordinator shall subscribe to any available ratings agency alert service regarding the ratings of any 
Obligations. 

 
Article VI  
Miscellaneous 
 
Section 6.01. Documents to be Retained. The Disclosure Coordinator shall be responsible for retaining records 
demonstrating compliance with this Policy. The Disclosure Coordinator shall retain an electronic or paper file 
("Transcript") for each continuing disclosure Annual Report that the Issuer completes. Each Transcript shall include final 
versions of documents submitted to the MSRB through EMMA. The Transcript shall be maintained for a period of eleven 
(11) years from the final retirement of the Obligations.  
 
Section 6.02. Education and Training. The Issuer shall conduct periodic training to assist the Disclosure Coordinator, all 
Employees and the Governing Body in understanding and performing their responsibilities under this Policy. Such training 
sessions shall include a review of this Policy, the Issuer's disclosure obligations under applicable federal and state securities 
laws, including the Listed Events in Exhibit A, and the disclosure responsibilities and potential liabilities of members of 
Issuer staff and members of the Governing Body. Such training sessions may include meetings with Disclosure Counsel, 
teleconferences, attendance at seminars or conferences where disclosure responsibilities are discussed, and/or recorded 
presentations.  
 
Section 6.03. Public Statements Regarding Financial Information. Whenever the Issuer makes statements or releases 
information relating to its finances to the public that are reasonably expected to reach investors and the trading markets 
(including, without limitation, all Listed Event notices, statements in the annual audit, and other financial reports and 
statements of the Issuer), the Issuer is obligated to ensure that such statements and information are complete, true, and 
accurate in all material aspects. The Disclosure Coordinator shall assist the Governing Body in ensuring that such 
statements and information are accurate and not misleading in any material aspect. Investment information published on 
the Issuer's website may include a cautionary statement at the request of the Disclosure Coordinator, substantially as 
follows: 
 

"The only information on this website that is posted with the intention of reaching the investing public, including 
bondholders, rating analysts, investment advisors, or any other members of the investment community, if any, 
will be located on the "Investor Information" web page. Other than the specific information presented in the 
investor information web pages, no other information on the Issuer's website is intended to be the basis of or 
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should be relied upon in making an investment decision. Because each obligation of the Issuer or its related 
entities may involve different sources of payment and security, you should rely only upon information in the 
official statement and continuing disclosure filings for each particular security. Any information posted in the 
Investor Information web page speaks only as of its date." 

 
EXHIBIT A  
LISTED EVENTS  
 
The Disclosure Coordinator should periodically review this list to determine whether any event has occurred that may 
require a filing with EMMA.  
 
For securities (subject to Rule 15c2-12) issued on or after December 1, 2010, or for variable rate demand bonds that are 
converted from a mode currently exempted from rule 15c2-12 to a mode not so exempted on or after December 1, 2010, 
the following events automatically trigger a requirement to file on EMMA within ten (10) business days of their occurrence, 
without regards to the materiality of the event:  
1. principal and interest payment delinquencies  
2. unscheduled draws on debt service reserves reflecting financial difficulty  
3. unscheduled draws on credit enhancements reflecting financial difficulty  
4. substitution of credit or liquidity providers, or their failure to perform  
5. adverse tax opinions or events affecting the tax-exempt status of the security  
6. tender offers  
7. defeasances  
8. rating changes  
9. bankruptcy, insolvency, receivership or similar event of the obligated person  
10. failure to provide in a timely manner notice to provide required annual financial information by the date specified in 

any continuing disclosure undertaking  
 
The following events trigger a requirement to file notice of their occurrence on EMMA within a reasonable period of time 
after their occurrence, once they are determined to be material by the Disclosure Coordinator:  
1. non-payment related defaults  
2. modifications to the rights of security holders  
3. bond calls  
4. release, substitution or sale of property securing repayments of the securities 
5. the consummation of a merger, consolidation, or acquisition involving an obligated person or the sale of all or 

substantially all of the assets of the obligated person, other than in the ordinary course of business, the entry into a 
definitive agreement to undertake such an action or the termination of a definitive agreement relating to any such 
actions, other than pursuant to its terms  

6. appointment of a successor or additional trustee or the change of name of a trustee 
 
EXHIBIT B  
Suggested Practices in Submitting Annual Financial Information to EMMA*  
 
Annual Financial Information is to be submitted to EMMA as follows:  

¶ through the EMMA Dataport;  

¶ in one or more electronic word-searchable portable document format files configured to permit documents to be 
saved, viewed, printed and retransmitted by electronic means ("properly formatted pdf file"); and  

¶ indexed by the submitter as "Annual Financial Information and Operating Data" ς this EMMA indexing category 
should be used for all submissions consisting of one or both parts of an annual financial information submission. A 
submission should be indexed in EMMA by the submitter as "Annual Financial Information and Operating Data" if it 
consists of complete annual financial information (including audited financial statements and/or the CAFR).  

If the audited financial statements have not been prepared in time to meet the deadline:  
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¶ file unaudited financial statements with a notice to the effect that the unaudited financial statements are being 
provided pending completion of audited financial statements and that the audited financial statements will be 
submitted to EMMA when they have been prepared.  

 
If annual financial information is provided by reference to other submitted documents file:  

¶ a notice that includes specific reference to a document available on the EMMA website or the SEC (such as, but 
not limited to, an official statement), to the extent that such document in fact includes the information required to be 
include in the annual financial information; and  

¶ the submitter should confirm that such document in fact is available from the EMMA website or the SEC and 
should include in such notice (A) a textual description of the document that includes the required information, with 
sufficient detail for a reasonable person to determine the precise document being referenced, and (B) an active 
hyperlink to the pdf file of such document as then posted on the EMMA website or to the SEC's EDGAR system; further, 
if such document includes audited financial statements, the submitter should also index such submission as "Audited 
Financial Statements or CAFR" in addition to (but not instead of) "Annual Financial Information and Operating Data" 
unless the submitter submits such audited financial statements separately to EMMA. 

 
Failure to file notices are to be submitted to EMMA as follows:  

¶ through the EMMA Dataport;  

¶ as an electronic word-searchable and properly formatted pdf file; and  

¶ indexed by the submitter as "Failure to Provide Annual Financial Information."  
* Procedures subject to change. 
 
Exhibit C 
Debt Inventory & Continuing Disclosure Summary 
Update and complete with each new issue of Obligations, and upon any disclosure filing 
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Device Use Policy 

20220906 (Formerly Tablet Use Policy, approved by resolution).docxCOVID-19 Pandemic; Infectious Disease Action Plan 
 Adopted by Council: Resolution # 20-04-06  

Date: April 6, 2020 
Department Managing Policy: 
Administration 

Amended July 6, 2020, Resolution # 20-07-115 Amended July 22, 2020 (City Manager) 

Amended October 26, 2020 (City Manager) Amended November 14, 2020 (City Manager) 

Amended January 5, 2021 (City Manager) Amended March 2, 2021 (City Manager) 

Amended April 1, 2021 (City Manager) Amended May 14, 2021 (City Manager) 

Amended January 13, 2022 (City Manager) Amended March 22, 2022 (City Manager) 

Amended January 17, 2023 (City Manager)  

 
The goal of this policy is to protect employees and citizens; to establish a consistent approach to an infectious disease 
which is potentially impactful to the quality and timeliness of services; and to provide a way to disseminate information 
to employees and answer questions or concerns. 
 
The city manager shall have the right to amend or revise this policy as guidance and the law evolves per Occupational 
Safety and Health Administration (OSHA), Centers for Disease Control (CDC), Iowa Department of Public Health (IDPH), 
and the County Department of Public Health. 
 

Policy 

COVID-19, or coronavirus, is a respiratory illness spread through infected aerated respiratory droplets. Vaccines have been 
deemed effective at protecting individuals from getting sick. 
 
Cleaning and Disinfecting: 
Per the CDC, the most reliable way to prevent infection from surfaces is to regularly wash hands with soap and water or 
use alcohol-based hand sanitizer. Common areas and high touch surfaces should continue to be regularly cleaned and 
wiped down with products containing soap or detergent and products with disinfectant will kill any remaining germs.  
 
Masking: 
Employees may wear a mask at any time if they feel safer with it. Anyone with symptoms, a positive test, or COVID-19 
exposure is to mask as outlined in this policy. 
 
Symptoms:  
Possible symptoms include fever or chills, shortness of breath/difficulty breathing, sore throat, new loss of taste or smell; 
atypical coughing, muscle or body aches, headache, fatigue, congestion or runny nose, nausea or vomiting, diarrhea. 

¶ Notify supervisor and stay (or go) home 

¶ Upon notification, supervisor to complete Employee Screening Form 
 
Testing: 
A. Positive test, including without symptoms. 
 1. Notify supervisor; supervisor to complete Employee Screening Form.  

2. Documentation of test results required, provide to HR (image of home test will suffice).   
3. Stay home for at least 5 days; day 0 is the first day of symptoms or a positive test. If continue to have fever or 

other symptoms have not improved after 5 days of isolation, wait to end isolation until fever-free for 24 hours 
without the use of fever-reducing medication and other symptoms have improved. 

4. Complete Employee Self-Certification for Return to Work the first day back to work, provide to HR.  
5. Wear a well-fitted mask for 10 full days anytime around others. 
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B. Negative testΥ ¢ƘŜ ǘŜǎǘ ŘƛŘ ƴƻǘ ŘŜǘŜŎǘ ǘƘŜ ǾƛǊǳǎΣ ōǳǘ ŘƻŜǎƴΩǘ ǊǳƭŜ ƻǳǘ ŀƴ infection. 
 1. Notify supervisor; supervisor to complete Employee Screening Form.  

2. Documentation of test results required, provide to HR (image of home test will suffice). May have tested before 
the virus was detectable, or may have another illness such as the flu. Contact healthcare provider with questions 
about test result, recommendations for quarantine, isolation, or symptoms, especially if they worsen. 

3. Return to work upon symptom improvement plus no fever without medication for 24 hours. 
4. Complete Employee Self-Certification for Return to Work first day back to work, provide to HR. 

 
Potential Exposure: Employee has been within 6 feet of an infected person for a cumulative total of 15 minutes over a 24-
hour period starting from 2 days before illness onset or, for asymptomatic employees, 2 days prior to positive. An infected 
person can spread COVID-19 starting 2 days before they have any symptoms. 
 
If exposed but remain symptom-free employee may continue to work, unless symptoms develop, with the following 
restrictions:  

o Wear a well-fitted mask for 10 full days anytime around others, self-monitor for symptoms, social 
distance, clean and disinfect workspace.  

o Work duty modification may be necessary; coordinate with city manager/designee.  
o Get tested at least 5 days after last close contact with someone with COVID-19.  

 
If symptoms develop: Notify supervisor and stay (or go) home. Supervisor to notify city manager/designee of employees 
experiencing symptoms or potential exposure.  
 
NOTE:  9ƳǇƭƻȅŜŜ IŀƴŘōƻƻƪ ά{ƛŎƪ [ŜŀǾŜέ ǇƻƭƛŎȅ ŀǇǇƭƛŜǎ ǘƻ ǘƛƳŜ ŀǿŀȅ ŦƻǊ ǎȅƳǇǘƻƳǎκƛƭƭƴŜǎǎΦ  

Complete an Employee Self-Certification for Return to Work the first day back to work and submit to HR. Sick leave 
for healthcare provider visits or family illness/injury do not require this form. 

 
Related forms available on the Employee Intranet. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Credit Card Acceptance and Processing Policy to Allow Remote Payments 

 

Adopted by Council: Resolution # 19-02-18  
Date: February 19, 2019 

Department Managing Policy: 
Administration 

Amended May 20, 2019, Resolution # 19-05-70 Amended April 6, 2020, Resolution # 20-04-63 

Amended September 7, 2021, Resolution # # 21-09-132  

 

Section 1: Credit Card Handling and Acceptance Policy 

The purpose of this policy is to establish business processes and procedures for accepting payment cards, which will 



44 
 
 
 
 

minimize risk and provide the greatest value, security of data, and availability of services within the rules and regulations 
established by the Payment Card Industry (PCI) and defined in the PCI DATA Security Standards (DSS). 
 

Section 2: Scope of Policy 

It is the policy of the city of Oskaloosa to establish standards for the acceptance and processing of payment card payments 
in various city departments and maintaining the security of confidential payment card data. 
 

Section 3: General Guidelines 

1. Only transaction amounts over $5.00 will be completed by the city of Oskaloosa, except at Edmundson Pool where 
all transaction amounts will be accepted including transaction amounts below $5.00. 

2. The city accepts Visa, MasterCard, Discover and American Express credit cards, and debit cards with the Visa or 
MasterCard logo. 

3. In-person payments and electronic online payments are the standard transactions accepted by departments.  Over 
the phone and email transactions will not be accepted. 

4. Only cardholders can complete transactions. The city will not accept payment on behalf of a representative 
presenting the card for paymenǘΦ CƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜ Ŏƛǘȅ ǿƛƭƭ ƴƻǘ ŀŎŎŜǇǘ ǇŀȅƳŜƴǘ ŦǊƻƳ ŀ ŎƘƛƭŘ ǇǊŜǎŜƴǘƛƴƎ ŀ ǇŀǊŜƴǘΩǎ 
ŎŀǊŘΣ ŀ ǇŜǊǎƻƴ ǇǊŜǎŜƴǘƛƴƎ ǘƘŜƛǊ ǎǇƻǳǎŜΩǎ ŎŀǊŘΣ etc. 

5. Staff may request to see a form of identification before accepting a payment card. 
6. All customers will be informed of the total sale amount plus convenience fee amount that will be charged to their 

payment card.  The amount charged must match the transaction amount. 
7. Prior to processing ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ǇŀȅƳŜƴǘ ŎŀǊŘΣ ǎǘŀŦŦ Ƴǳǎǘ ŜƴǎǳǊŜ ǘƘŜ ǇŀȅƳŜƴǘ ŎŀǊŘ ŜȄǇƛǊŀǘƛƻƴ date has not 

passed.  If the payment card has expired, it may not be accepted for payment. 
8. Each transaction must have a reference code. For example, a permit number, library card number, parking ticket 

number, etc. 
9. For in person transactions two copies of each payment card transaction are printed. A signature must be obtained 

on the payment card receipt and compared to the signed payment card. A supervisor must be immediately notified 
to determine what course of action to take in the event the signatures do not match. The unsigned copy of the 
transaction is given to the customer, and the signed copy is retained in the department for reconciliation.  Online 
customers will receive their receipt via email.  In lieu of a signature on the office copy, a notation will be made 
stating άhƴƭƛƴŜ ¢ǊŀƴǎŀŎǘƛƻƴέΦ   

10. If the payment card magnetic strip cannot be read by the terminal, the card number will be manually keyed into the 
credit card terminal. 

11. In all circumstances of declined or unaccepted transactions, the payment card will be returned to the customer and 
the customer informed that the presented card was not accepted. The employee will offer to accept another 
payment card or other authorized form of payment. 

12. Only authorized and properly trained city staff may accept, process and access payment card data. 

13. All city staff who has access to payment card information is responsible for properly safeguarding the payment card 
information in accord with this policy and all other applicable city policies. 
 

Section 4: Prohibited Payment Card Activities 

The city of Oskaloosa prohibits certain payment card activities that include, but are not limited to the following: 
1. Accepting payment cards for cash advances. 
2. Processing e-check transactions. 
3. Establishing recurring payments in the credit card on-line software for any customer. 
4. Discounting any good or service based on the method of payment. 
5. Adding an additional surcharge or fee to payment card transactions. 
6. Using a paper imprinting system. 
7. Accepting payment card information and/or processing transactions over the phone or via email. 

 

Section 5: Transaction Control and Compliance Requirements 
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1. Staff is prohibited from storing sensitive cardholder data electronically on any city or personal computer, server or 
device, including spreadsheets, local databases and removable media. 

2. The transmission of cardholder data or sensitive authentication data via email or using unsealed envelopes through 
inter-office mail is prohibited. 

3. The city ǊŜǎǘǊƛŎǘǎ ŀŎŎŜǎǎ ǘƻ ŎŀǊŘƘƻƭŘŜǊ Řŀǘŀ ǘƻ ǘƘƻǎŜ ǿƛǘƘ ŀ ōǳǎƛƴŜǎǎ άƴŜŜŘ ǘƻ ƪƴƻǿέΦ 
4. Payment card transactions must be processed immediately. Any physical documents that contain payment card data 

information must be shredded immediately after it is no longer needed, in a manner that makes reconstruction 
impossible. 

5. ¢ƘŜ ŎǳǎǘƻƳŜǊΩǎ ǇŀȅƳŜƴǘ ŎŀǊŘ ǎƘŀƭƭ ōŜ ǾƛǎƛōƭŜ ǘƻ ǘƘŜ ŎǳǎǘƻƳŜǊ ŀǘ ŀƭƭ times. 
6. Payment card machines are to be secured and inaccessible to the public at all times. 
7. Customer receipts and other printed materials shall never display the full payment card number (Personal Account 

Number). Only the last four digits of the account number should be visible after the transaction has been processed. 
8. Payment card records, including receipts, payment card numbers, expiration dates, card type, and banking 

information are exempt from public disclosure and will not be disclosed unless required via court subpoena or in 
writing by the city attorney. 

9. The city will notify payment card customers of any breach of security, which has placed their confidential payment 
card information at risk of being compromised. 

10. All staff with access to sensitive cardholder data must review this security policy prior to processing or accessing 
any payment card data. 

 

Section 6: Department Payment Card Processing Reconciliation 

Each department will designate at least one employee to balance receipts. It is recommended that two employees per 
department are trained and familiar with the reconciliation process in order to cover vacations, illnesses, etc. Each 
department will reconcile transactions on a daily basis, using the deposit report from the card processing website, which 
includes all transactions. Each department will provide the City Clerk/Finance Department with detailed procedures for 
all payment card transactions and reconciliations. 

 

Section 7: Record Retention 

All credit card receipts and transaction details are retained for five years. At the end of the retention period, the materials 
must be shredded. 
 
 
 
 
 
 
 
 
 
 

Disadvantage Business Enterprise Program 

 

Adopted by Council: Resolution # 19-03-36 
Date: March 18, 2019 

Department Managing Policy: 
Administration 

Amended September 7, 2021, Resolution # # 21-09-132 Amended January 4, 2022 

Federal Aviation Administration (FAA) recipients receiving grants for airport planning or development who will award 
prime contracts exceeding $250,000 in FAA funds in a Federal fiscal year are required to have a Disadvantaged Business 
Enterprise (DBE) program.  
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The city of Oskaloosa, owner of Oskaloosa Municipal Airport, has established a Disadvantaged Business Enterprise (DBE) 
Program in accordance with regulations of the U.S. Department of Transportation (DOT), 49 CFR Part 26. The city has 
received Federal financial assistance from the Department Of Transportation, and as a condition of receiving this 
assistance, the city of Oskaloosa has signed an assurance that it will comply with 49 CFR Part 26 (hereafter referred to as 
άtŀǊǘ нсέύΦ  

Policy  

 
It is the policy of the city of Oskaloosa to ensure that DBEs as defined in Part 26, have an equal opportunity to receive and 
participate in DOT-assisted contracts. It is also the city ƻŦ hǎƪŀƭƻƻǎŀΩǎ policy to engage in the following actions on a 
continuing basis:  
 

1. Ensure nondiscrimination in the award and administration of DOT-assisted contracts 
2. Create a level playing field on which DBEs can compete fairly for DOT-assisted contracts 
3. Ensure that the DBE program is narrowly tailored in accordance with applicable law  
4. Ensure that only firms that fully meet 49 CFR Part 26 eligibility standards are permitted to participate as DBEs 
5. Help remove barriers to the participation of DBEs in DOT assisted contracts 
6. Promote the use of DBEs in all types of federally-assisted contracts and procurement activities 
7. Assist the development of firms that can compete successfully in the marketplace outside the DBE program 
8. Make appropriate use of the flexibility afforded to recipients of Federal financial assistance in establishing and 

providing opportunities for DBEs 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Disposition of City-Owned Property (Real-Estate) 

 

Adopted by Council: Resolution # 17-02-19 
Date: February 21, 2017 

Department Managing Policy: 
Development Services 

 
General Information  
The city of Oskaloosa may from time to time acquire dilapidated, condemned or abandoned properties or vacant lots. The 
ŀŎǉǳƛǎƛǘƛƻƴ ƻŦ ǎǳŎƘ ǇǊƻǇŜǊǘƛŜǎ ƛǎ ǘƻ ŜƴƘŀƴŎŜ ǘƘŜ ŎƻƳƳǳƴƛǘȅΩǎ ǉǳŀƭƛǘȅ ƻŦ ƭƛŦŜΣ ǇǊƻǘŜŎǘ ƘŜŀƭǘƘ ŀƴŘ ǎŀŦŜǘȅ ŀƴŘ ǇǊƻǘŜŎǘ property 
values. The city intends to sell these properties to responsible community members so that they can be renovated, 
redeveloped, or repurposed to enhance the city. The following are potential future uses for these properties, listed in 
priority ranking:  
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1. Renovation of the existing structure.  
2. Demolition of the existing structure and construction of a new primary structure.  
3. Demolition of the existing structure and converting the lot into a yard/open/green space.  
 
Properties acquired by the city in these circumstances will typically be offered for sale through a sealed bid process. 
However, there are two separate processes by which the city may dispose of these properties: by sealed bid or by 
application. Generally speaking, the city will dispose of properties with existing structures on them through the sealed bid 
process. The acquisition through application process is intended for vacant and unused city properties not being sold 
through the bidding process.  
 
!ƭƭ ǇǊƻǇŜǊǘƛŜǎ ǿƛƭƭ ōŜ ǎƻƭŘ άŀǎ ƛǎΦέ ¢ƘŜ ōǳȅŜǊ ǎƘŀƭƭ Ǉŀȅ ŀƭƭ Ŏƻǎǘǎ ƻŦ ŎƻƴǾŜȅŀƴŎŜΣ ŀƴȅ ǇǊƻǇŜǊǘȅ ǘŀȄŜǎ ƻǊ ŀǎǎŜǎǎƳŜƴǘǎ ƻǿŜŘΣ 
and the cost of publishing the public hearing notice in the Oskaloosa Herald. Any property to be sold by the city which is 
subject to or made contingent upon the buyer performing any action relative to the property, shall be sold by written real 
estate contract with title to be conveyed once the steps or actions have been taken or performed, subject to forfeiture of 
the said contract as provided by Iowa Code Chapter 656 in the event the required steps or actions are not taken or 
performed. In the event a buyer fails to perform as outlined in the submitted plan of action or as otherwise required in 
this document, the city reserves the right to forfeit the property transfer, at the expense of the buyer. No bid securities, 
purchase payments, or other costs incurred by the buyer will be repaid by the city, if the buyer fails to perform.  
 
The use of any property purchased shall be consistent with the zoning classification. In instances where legal use of the 
property pursuant to the zoning classification may be in conflict with existing adjacent and neighboring residential 
property, then certain other requirement may be imposed by the city, for the use of the property. These requirements 
could include, but are not limited to, providing privacy fencing to screen neighboring properties, require lighting to be 
restricted and goods and merchandise stored outside to be on paved or asphalt surfaces.  
 
City properties may not be mined for soil, nor stripped of vegetative cover, trees, shrubs and other living material except 
where necessary for construction and redevelopment or to comply with city code. Properties sold or used as green space 
will be maintained in a manner appropriate to the neighborhood and consistent with city code. 
 
Sealed Bids 
The purpose of accepting sealed bids is to ensure the best price for the taxpayers, but to also encourage interested parties 
to outline a plan for repairing the property for eventual occupancy, demolition and/or reconstruction of a structure with 
a higher assessed value. In some circumstances the city will approve plans that provide additional green space which 
enhances the lot size of an adjoining property.  
 
Process  
City-acquired dilapidated, condemned or abandoned properties will be advertised for sealed bids. The Development 
Services Department will furnish bid forms for the dilapidated, condemned or abandoned properties. When a property is 
advertised for bid, the city shall state the date by which all bids will need to be received, which will typically be ten (10) 
working days following the advertisement. Bids and security payment can be submitted during regular office hours at city 
cƭŜǊƪΩǎ office, City Hall, 220 South Market Street, Oskaloosa, IA 52577.  
In some situations, the city may set a minimum bid price of one-thousand dollars ($1,000) or more. Interested parties will 
be given an opportunity at a time determined by city staff to inspect the dilapidated, condemned or abandoned properties 
prior to submitting a bid. A ten percent (10%) or $50 (whichever is greater) bid security, in the form of a certified check or 
money order is required from every bidder. Bid securities for unsuccessful bidders will be returned. The bid security of the 
success bidder will be applied to the total bid due to the city.  
 
Purchase of city-owned property is subject to approval by the city council and requires a public hearing that will be held 
prior to council approval. Buyers will be notified of the public hearing date. City staff will recommend the highest 
responsible bid be approved by city council, who shall retain the right to accept or reject bid(s) in the best interest of the 
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city. The priorities listed in the General Information of this document may be used to determine the best interests of the 
city.  
 
Properties ǇƭŀŎŜŘ ƻǳǘ ŦƻǊ ōƛŘ ŀǊŜ ǘƻ ōŜ ǎƻƭŘ ŦƻǊ ǘƘŜ ŜȄǇǊŜǎǎ ǇǳǊǇƻǎŜ ŘŜǎŎǊƛōŜŘ ƻƴ ǘƘŜ ǇǳǊŎƘŀǎŜ ƻŦŦŜǊ ŀǎ ǘƘŜ ōƛŘŘŜǊΩǎ Ǉƭŀƴ 
and land speculation is discouraged. A development agreement with a successful bidder may be required as determined 
by the city of Oskaloosa.  
 
Buyer Responsibilities  
The successful bidder (the buyer) shall submit the payment for the property prior to receiving the Quit Claim Deed. The 
buyer shall also submit a repair, demolition and/or reconstruction plan to the Development Services Department within 
ǘƘƛǊǘȅ όолύ Řŀȅǎ ƻŦ ǘƘŜ ŎƛǘȅΩǎ ǘǊŀƴǎŦŜǊ ƻŦ ǇǊƻǇŜǊǘȅ ǘƻ ǘƘŜ ǎǳŎŎŜǎǎŦǳƭ ōƛŘŘŜǊΦ !Ŏǘƛƻƴ ǘƻ ŦǳƭŦƛƭ ǘƘŜ ǎǳōƳƛǘǘŜŘ Ǉƭŀƴ ōȅ ǘƘŜ ōǳȅŜr 
shall meet the following deadlines unless specifically extended in writing by the Development Services Department:  
 
ω wŜǇŀƛrs concluded within one-hundred eighty (180) days of the transfer date; or  
ω 5ŜƳƻƭƛǘƛƻƴ ŎƻƴŎƭǳŘŜŘ ǿƛǘƘƛƴ ƴƛƴŜǘȅ όфлύ Řŀȅǎ ƻŦ ǘƘŜ ǘǊŀƴǎŦŜǊ ŘŀǘŜΤ ƻǊ  
ω wŜŎƻƴǎǘǊǳŎǘƛƻƴ ƛƴƛǘƛŀǘŜŘ όǇŜǊƳƛǘ ǇǳƭƭŜŘύ ǿƛǘƘƛƴ ƻƴŜ-hundred eighty (180) days and concluded within one (1) year 
from transfer date. 

 
The buyer shall notify the Development Services Department when the project is complete and all obligations are met. At 
which time, city staff shall inspect the property for compliance with the stated plan and notify the buyer when all 
obligations have been met.  
 
Vacant Lot Application  
The purpose of the vacant lot sale by application process is to provide a consistent manner by which individuals and 
entities can petition to purchase unused, city-owned land. The city does not intend to hold unused properties indefinitely, 
but may not always put properties up for bid in the time necessitated by some market opportunities. This process allows 
entities to acquire property that may not immediately have been put out for bid by the city. This process, however, is not 
intended to allow entities to circumvent the bidding process by applying for acquisition before the city has the opportunity 
to solicit for bids. The city reserves the right to solicit for bids after an acquisition application has been submitted.  
 
Process  
The Development Services Department will have property acquisition application forms available at City Hall and online. 
As part of the application, the applicant shall submit a plan for future use of the property. The use shall be consistent with 
the priorities of this program and stipulation stated in the General Information section of this document. City staff shall 
review the application and provide a recommendation to city council. Purchase of city-owned property is subject to 
approval by the city council and requires a public hearing that will be held prior to council approval.  
 
Bids and Security Deposits  
The minimum price for each lot shall be one-thousand dollars ($1,000) per lot, except that the minimum per lot price shall 
be five-hundred dollars ($500) to neighboring property owners. Neighboring properties are considered those properties 
that abut the property being sold or that lie directly across a city-owned alley from the property. Non-profit organizations 
(registered 501[c][3]) such as Habitat for Humanity, or other organizations that build quality housing projects as 
determined by the city, may offer to purchase city owned properties for five-hundred dollars ($500). The city council may 
consider modifying the minimum lot price if the buyer can demonstrate a reasonable expectation that a substantial cost 
will be incurred in preparing the lot for use.  
 
If it comes to the attention of the city that more than one entity is interested in purchasing the lot, sealed bids will be 
accepted with the minimum bid set at five-hundred dollars ($500) from the interested entities.  
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At the time the application is submitted, the applicant shall also submit a security deposit of two hundred dollars ($200). 
This cash deposit shall be sent to the City CƭŜǊƪΩǎ Office, City Hall, 220 South Market Street, Oskaloosa, IA 52577. Deposit 
may be in the form of cash or a certified check or money order made payable to the city of Oskaloosa. 
 
Deposits on vacant lots are nonrefundable and will be forfeited in the event the buyer withdraws an offer or does not 
complete the property purchase upon approval by the city council. If the buyer proceeds with the property purchase, the 
deposit shall be deducted from the total cost of the property and expenses incurred for conveyance.  
 
tǊƻǇŜǊǘƛŜǎ ŀǊŜ ǎƻƭŘ ǳƴŘŜǊ ǘƘƛǎ ǇǊƻŎŜǎǎ ŦƻǊ ǘƘŜ ŜȄǇǊŜǎǎ ǇǳǊǇƻǎŜ ŘŜǎŎǊƛōŜŘ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ Ǉƭŀƴ ƻƴ ǘƘŜ ǇǳǊŎƘŀǎŜ ƻŦŦŜǊΤ 
land speculation is discouraged. A development agreement with an applicant/buyer may be required as determined by 
the city of Oskaloosa. After 180 days, the city shall inspect the property for compliance with the stated plan for the 
property. 
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The city of Oskaloosa, Iowa will accept sealed bids until ______ local time on the ____ day of _________, 
_____ in the office of the city clerk, City Hall, 220 South Market Street, Oskaloosa IA 52577 for the real 
property legally described as: _________________________________________________________________ 
 

Insert property photo(s) here 
 
 
 
 
 
 
 
This property consists of________________________________________________. The city is selling this 
property to be repaired to at least the minimum standard of the city's adopted building codes (e.g., Housing, 
Building, Electrical, HVAC, Plumbing, etc.), as applicable or the building may be demolished. The building cannot 
be occupied until the city building official issues a Certificate of Occupancy. The property will need to be in full 
compliance with city codes before a Certificate of Occupancy is issued. Some of the significant 
deficiencies/needed repairs include:  
 

1. ________________________________________________________________________________________  

2. ________________________________________________________________________________________  

3. ________________________________________________________________________________________ 

4. ________________________________________________________________________________________ 

The above listed items should not be construed to be an exhaustive list of deficiencies or needed repairs. It is 
ǘƘŜ ōǳȅŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ŀƭƭ ŘŜŦƛŎƛŜƴŎƛŜǎ ŀǊŜ ƛŘŜƴǘƛŦƛŜŘ ŀƴŘ ŎƻǊǊŜŎǘŜŘΦ 
 
This property is offered for sale subject to the following conditions:  

1. All city, state, and federal codes and regulations, specifically including the cƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀΩǎ 
Disposition of City Owned Properties policy, are followed.  

 

2. ________________________________________________________________________  

 

3. ________________________________________________________________________  

 

4. ________________________________________________________________________  

Invitation to Bidders 
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A bid security in the form of a certified check or money order in the amount of ten percent (10%) of the bid 
price or $50 (whichever is greater) is required to be submitted with the bid. The successful bidder is required to 
submit a repair or reconstruction plan to the Development Services Department with a one-hundred eighty 
(180) day timeline to repair or initiate reconstruction of the building or submit a statement that the building will 
be demolished within ninety (90) days. The property will be transferred by Quit Claim deed, with no abstract 
and the buyer will pay the costs of conveyance as well as any property taxes or assessments owed. All bid 
securities will be held until the property has been paid for in full by the winning bidder.  
 
 
Bids shall be mailed or delivered to the city cƭŜǊƪΩǎ ƻŦŦƛŎŜ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ŦƛǊǎǘ ŦƭƻƻǊ ƻŦ /ƛǘȅ IŀƭƭΣ ннл {ƻǳǘƘ aŀǊƪŜǘ 
Street, Oskaloosa, IA 52577 in a sealed envelope and plainly marked Bid for _____________ prior to ____ on 
__________, 20XX. Bids will be opened at that time. A bid report, with a recommendation, will be presented to 
the city council at the regular meeting on _________________.  
 
 
.ƛŘ ǇŀŎƪŜǘǎ Ŏŀƴ ōŜ ƻōǘŀƛƴŜŘ ōȅ ƎƻƛƴƎ ƻƴƭƛƴŜ ǘƻ ǿǿǿΦƻǎƪŀƭƻƻǎŀƛƻǿŀΦƻǊƎ ǳǎƛƴƎ ǘƘŜ άōƛŘ ǇƻǎǘƛƴƎǎέ ƭƛƴƪΦ ¢ƘŜ 
property will be open for persons interested in inspecting the interior of the building   
_____________________________ from ____ until ____.  
 
 
Questions regarding this invitation to bidders should be directed to: 
___________________________________, ___________________________________ Oskaloosa, IA 52577. 
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Check which type of city-owned property you want to purchase:   
 

Vacant Lot        Are you the owner of a neighboring property owner? Yes / No  
     Are you a non-profit organization? Yes / No  

           
          

 Building/Lot for Bids       Minimum bid set by the city is $______________  
 
 
Address or legal description of property:  
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 

Buyers name: __________________________________________________________________________ 

Address: ______________________________________________________________________________ 

Phone number: _____________________________________ 

 
Dollar amount of the offer: $__________________  
The minimum price for each vacant lot is one-thousand dollars ($1,000) per lot, except that the minimum per 
vacant lot price shall be five-hundred dollars ($500) to neighboring property owners and non-profit 
organizations.  
 
Briefly describe your plan for the property:  
 
 
 
 
 
 
I, the undersigned, have been provided with and understand the cƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀΩǎ 5ƛǎǇƻǎƛǘƛƻƴ ƻŦ /ƛǘȅ hǿƴŜŘ 
Properties policy, herby agree to abide by the regulations therein, and submit this offer to buy the property 
identified above.  
 
Signed: ______________________________________ Date: _______________ 

City-Owned Property Bid Form / 
Purchase Application 
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Email Retention Policy 

 

Adopted by Council: Resolution # 15-08-88 
Date: August 17, 2015 

Department Managing Policy: 
Administration 

Amended September 7, 2021, Resolution # # 21-09-132  

 

Overview 

Email is a convenient communication vehicle to send messages to residents and business partners. Emails generated by 
the city of Oskaloosa are an official message. Because of the versatility of email technology, the city of Oskaloosa 
recognizes and has established the use of email as an official means of communication. This policy defines the appropriate 
retention of email messages. 
 

Purpose 

The purpose of this policy is to ensure that all email is being properly recorded and retained to abide by the laws set forth 
by the State of Iowa. 
 

Scope 

Electronic records are public records if they are created or received as part of performing official duties and fall under 
Code of Iowa Chapter 22. Electronic records cannot be destroyed if they have been requested under Code of Iowa Chapter 
22, or if they are part of ongoing litigation, even if their retention period has expired.  A Retention Policy plays an important 
part in an organization in that it:  

¶ Reduces infrastructure costs as a result of lower storage requirements  

¶ Improves email management efficiency and server performance  

¶ Alleviates timely Open Records Request  

¶ Educates employees on the importance of storing electronic files 
 

Policy 

All emails sent with or received with an official city of Oskaloosa email account will be subject to the Code of Iowa Chapter 
22 and must be retained following the guidelines set out in the council adopted Record Retention Manual for Iowa Cities.  
 
The retention or disposition of email messages must be related to the information they contain or the purpose they serve. 
Email messages, like paper records, must be retained and/or destroyed according to their purpose. Employees should not 
retain non-official messages. These include personal correspondence. Any email not received or created in the course of 
city business should be deleted immediately since they do not meet the definition of an official record.  
 
Non-city publications, which are promotional material from vendors and similar material that is publicly available to 
anyone, are not official records and should be deleted.  
 
9Ƴŀƛƭ ƳŜǎǎŀƎŜǎ ŎŀǘŜƎƻǊƛȊŜŘ ŀǎ ά¢ǊŀƴǎƛǘƻǊȅέ ƘŀǾŜ ǾŜǊȅ ƭƛƳƛǘŜŘ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǾŀƭǳŜΦ 9ȄŀƳǇƭŜǎ ǿƻǳƭŘ ōŜ ŜƳŀƛƭ ƳŜǎǎŀƎŜǎ 
that notify employees of an upcoming meeting. Those would only have value until the meeting has been marked on the 
ŀǘǘŜƴŘŜŜǎΩ ŎŀƭŜƴŘŀǊǎΦ ¢ǊŀƴǎƛǘƻǊȅ ƳŜǎǎŀƎŜǎ Řƻ ƴƻǘ ǎŜǘ ǇƻƭƛŎȅΣ ŜǎǘŀōƭƛǎƘ ƎǳƛŘŜƭƛƴŜǎ ƻǊ ǇǊƻŎŜŘǳǊŜǎΣ ŎŜǊǘƛŦȅ ŀ ǘǊŀƴǎŀŎǘƛƻƴΣ ƻǊ 
become a receipt. They serve to convey information of temporary importance and should be destroyed after their value 
has passed.  
 
Email messages that have significant administrative, legal and/or fiscal value should be maintained in the same manner 
and for the same period as equivalent paper records.  
 

Enforcement 

Violations may result in disciplinary action, which may include suspension, restriction of access, or more severe penalties 
up to and including termination of employment. 
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Fund Balance Policy for the General Fund Operating Account 

 

Adopted by Council: Resolution # 11-06-46 
Date: June 20, 2011 

Department Managing Policy: 
Administration 

 
BACKGROUND  
The city of Oskaloosa maintains its financial operations in a manner consistent with sound financial management 
principles, which require that sufficient funds be retained by the city to provide a stable financial base at all times. An 
adequate fund balance level is an essential element in both short-term and long-term financial planning. It serves to 
mitigate current and future risks, sustain operations during economic downturns, provides cash flow liquidity for the city's 
general operations, and enhances creditworthiness. Maintenance of sufficient levels of fund balance enables the city to 
stabilize funding for operations, stabilize taxes and fees, and realize cost savings in issuing debt. While adequate levels of 
fund balance are important, the city strives to maintain an appropriate amount that is neither too high nor low.  
 
PURPOSE  
This policy establishes guidelines for preserving an adequate general fund unreserved fund balance in order to sustain 
financial stability and to provide prudent management of the city's financial reserves. Fund balance is a surplus of funds 
accrued from unexpended operating budgets and unanticipated revenues.  
 

Policy 

The general fund unreserved fund balance provides the city with a "rainy day" fund for use in unforeseen, unbudgeted 
emergency situations, such as rapidly declining real estate value and/or tax collection rates; the loss of a major taxpayer; 
sudden changes in revenues or spending requirements imposed by the state or federal government; natural disasters or 
emergency infrastructure failures; or unforeseen litigation. A minimum of three months of general fund budgeted 
expenditures and transfers is prudent based upon an evaluation of the city's operating characteristics, diversity of tax 
base, reliability of property tax sources paid twice annually, working capital needs, impact on bond rating, state and local 
economic outlooks, emergency and disaster risk, and other contingencies.  
 
The city manager will report to the city council an estimated, unaudited balance of the general fund unreserved fund 
balance during the annual budget submission process. Recommendations of the use of these funds would be included as 
an element of the annual operating budget. Any funds in addition to the minimum requirement of three months may be 
authorized by city council in the budget adoption process.  
 
After the city has allocated resources to the general fund unreserved fund balance, any excess funds may be utilized for 
other municipal purposes, including, without limitations, additional capital improvement needs identified in the five-year 
capital improvement plan. The five-year capital improvement plan would include resource allocation of these funds. 
 
UTILIZATION  
Reducing the general fund unreserved fund balance reserves below minimum standards should only be used to provide a 
short-term solution to maintaining services until projected revenue growth or necessary expenditure reductions are 
achieved to balance the budget. The city will evaluate the current economic conditions and impact on future revenue 
projections to determine the extent of expenditure reductions or revenue increases that are required to achieve day-to-
day financial balance. A super majority vote of the city council shall be required to reduce the general fund unreserved 
fund balance below minimum standards.  
 
RESTORATION  
When it becomes necessary for the city to draw funds from the general fund unreserved fund balance, wherein the 
balance drops below the minimum level of three months, the city will develop a plan to replenish the account to the 
minimum level from net revenue surpluses in the current or subsequent fiscal year(s) until the balance is restored to the 
minimum level. 
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Grant Management 

 

Adopted by Council: Resolution # # 21-09-132 
Date: September 7, 2021 

Department Managing Policy: 
Administration 

 

It is the policy of the city of Oskaloosa, Iowa, to seek grant funds from various agencies to support city operations. This 
policy establishes the responsibilities to ensure that the city follows applicable procurement rules and regulations.  
 

Policy and Procedure 

Pre-Application  
Review grant opportunities to validate the feasibility of undertaking the responsibility of grant deliverables.  

1. Review must be completed with the city manager before applying or committing to any grant.  
2. Assess the grant for a variety of criteria including the potential for meeting City Council goals and policies, 

department needs, requirements for matching funds, and the ability of the department to properly implement 
the project or program. Also consider any requirements regarding continuing a project or program after grant 
funding has ended and any associated fiscal impact. 

3. If a funding match is required, the funding source must be discussed with the city manager and city 
clerk/finance director prior to submission of the grant application.  

 
Grant Preparation and Submission 
After city manager approval to proceed, follow the grant application process. The operating department/department 
director seeking and monitoring the grant is responsible for compiling the grant application; the city clerk/finance director 
can provide supporting financial information for the proposal.  

1. Council authorization is required and must be obtained prior to grant submission.  
2. Prepare a Council agenda item for a motion or, if required by the grantor, a resolution asking Council to 

consider/authorize the submission of a grant. This motion or resolution may include verbiage to allow for 
acceptance and appropriation of funds upon grant award. 

3. tǊƻǾƛŘŜ ǘƘŜ ƎǊŀƴǘ ŀǇǇƭƛŎŀǘƛƻƴ ŀƴŘ ƻƴŜ ŎƻǇȅ ǘƻ ǘƘŜ /ƛǘȅ /ƭŜǊƪΩǎ hŦŦƛŎŜ, prior to the Council meeting, to obtain 
the designated signature(s) on the application after Council approval.  

4. hƴŎŜ ŀƭƭ ŀǇǇƭƛŎŀōƭŜ ǎƛƎƴŀǘǳǊŜǎ ŀǊŜ ƻōǘŀƛƴŜŘΣ ǘƘŜ /ƛǘȅ /ƭŜǊƪΩǎ ƻŦŦƛŎŜ ǿƛƭƭ ǊŜǘǳǊƴ ǘƘŜ ƻǊƛƎƛƴŀƭ ǎƛƎƴŜŘ ŀǇǇƭƛŎŀǘƛƻƴ ǘƻ 
the originating department for submission while retaining one copy. 

 
Grant Award 
Upon formal notification of award, if acceptance has not previously been granted by Council, the grant must be formally 
accepted by the City Council before moving to the execution phase.  

1. The city attorney may be utilized for review of grant agreements prior to acceptance. 
2. If needed, prepare a Council agenda item for a motion or, if required by the grantor, a resolution asking the 

Council to consider/authorize the acceptance of a grant agreement. 
3. tǊƻǾƛŘŜ ǘƘŜ ƎǊŀƴǘ ŀƎǊŜŜƳŜƴǘ ŀƴŘ ƻƴŜ ŎƻǇȅ ǘƻ ǘƘŜ /ƛǘȅ /ƭŜǊƪΩǎ Office, prior to the Council meeting, to obtain 

the designated signature(s) on the agreement after Council approval.  
4. hƴŎŜ ŀƭƭ ŀǇǇƭƛŎŀōƭŜ ǎƛƎƴŀǘǳǊŜǎ ŀǊŜ ƻōǘŀƛƴŜŘΣ ǘƘŜ /ƛǘȅ /ƭŜǊƪΩǎ ƻŦŦƛŎŜ ǿƛƭƭ ǊŜǘǳǊƴ ǘƘŜ ƻǊƛƎƛƴŀƭ ǎƛƎƴŜŘ ŀƎǊŜŜƳŜƴǘ ǘƻ 

the originating department for submission while retaining one copy. 
 
Grant Execution 
Grant execution is the responsibility of the operating department/department director applying for the grant to ensure 
deliverables are met, required reports are generated, expenses are managed, grant reimbursements are submitted within 
the required timeframes, and that the grant is closed out upon fulfilment of all deliverables. Comprehensive project 
ǊŜŎƻǊŘǎ ŀǊŜ ǘƻ ōŜ ƳŀƛƴǘŀƛƴŜŘ ǿƛǘƘ ŀǎǎƻŎƛŀǘŜŘ ǊŜŎƻǊŘǎ ǇǊƻǾƛŘŜŘ ǘƻ ǘƘŜ /ƛǘȅ /ƭŜǊƪΩǎ hŦŦƛŎŜ ŀǎ ƴŜŜŘŜd throughout the grant 
cycle. 
 
 



56 
 
 
 
 

Investment Policy 

 

Adopted by Council: Resolution # 90-10-79 
Date:  October 15, 1990 

Department Managing Policy: 
Administration 

Amended: February 3, 1992, Resolution # 92-2-8 Amended: May 6, 2013, Resolution # 13-05-43 

Amended: August 11, 1992, Resolution # 92-8-91 Amended: May 4, 2015, Resolution # 15-05-40 

Amended: October 17, 1994, Resolution # 94-10-106 Amended: May 15, 2017, Resolution # 17-05-69 

Amended: May 5, 2002, Resolution # 02-5-44 Amended: May 20, 2019, Resolution # 19-05-68 

Amended: October 16, 2006, Resolution # 06-10-94 Amended: May 17, 2021, Resolution # 21-05-71 

Amended: May 16, 2011, Resolution # 11-05-38  

 

Section 1: Scope of Investment Policy 

The Investment Policy of Oskaloosa shall apply to all operating funds, bond proceeds and other funds and all investment 
transactions involving operating funds, bond proceeds and other funds accounted for in the financial statements of the 
city of Oskaloosa. Each investment made pursuant to this Investment Policy must be authorized by applicable law and this 
written Investment Policy. 
 
The investment of bond funds or sinking funds shall comply not only with this investment policy, but also be consistent 
with any applicable bond resolution. 
 
The Investment Policy is intended to comply with Iowa Code Chapter 12B. 
 
Upon passage and upon future amendment, if any, copies of this Investment Policy shall be delivered to all of the following: 

1. The governing body or officer of the city of Oskaloosa to which the Investment Policy applies. 
2. All depository institutions or fiduciaries for the public funds of the city of Oskaloosa. 
3. The auditor engaged to audit any fund of the city of Oskaloosa. 
4. The State Auditor. 

 
In addition, a copy of this Investment Policy shall be delivered to every fiduciary or third party assisting with or facilitating 
investment of the funds of the city of Oskaloosa. 
 

Section 2: Delegation of Authority 

In accordance with Section 12B.10(1) of the Iowa Code, the responsibility for conducting investment transactions resides 
with the treasurer of the city of Oskaloosa, with approval of the city manager of the city of Oskaloosa. Only the treasurer, 
and those authorized by the Oskaloosa Code of Ordinances to act in his/her absence, may invest public funds, and a copy 
of the empowering resolution/ordinance shall be attached to this Investment Policy. 
 
All contracts or agreement with outside persons investing public funds, advising on the investment of public funds, 
directing the deposit or investment of public funds or acting in a fiduciary capacity for the city of Oskaloosa shall require 
the outside person to notify  the city of Oskaloosa in writing within thirty (30) days of receipt of all communications from 
the auditor of the outside person or any regulatory authority of the  existence of a material weakness in internal control 
structure of the person or regulatory orders or sanctions regarding the type of services being provided to the city of 
Oskaloosa by the outside person. 
 
The records of investment transactions made by or on behalf of the city of Oskaloosa are public records and are the 
property of the city of Oskaloosa whether in the custody of the city of Oskaloosa or in the custody of a fiduciary or other 
third party. 
 
The treasurer shall establish a written system of internal controls and investment practices.  The controls shall be designed 
to prevent losses of public funds, to document those officers and employees of the city of Oskaloosa responsible for 
elements of the investment process and to address the capability of investment management.  The controls shall provide 
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for receipt and review of the audited financial statement and related reports on internal control structure of all outside 
persons performing any of the following for the city of Oskaloosa: 
 

1. Investing public funds of the city. 
2. Advising on the investment of public funds of the city. 
3. Directing the deposit or investment of public funds of the city. 
4. Acting in a fiduciary capacity for the city. 

 
A bank, savings and loan association, or credit union providing only depository services shall not be required to provide 
an audited financial statement and related report on internal control structure. 
 
The treasurer of the city of Oskaloosa and all employees authorized to place investments shall be bonded in the amount 
of $100,000. 
 

Section 3: Objectives of Investment Policy 

The primary objectives, in order of priority, of all investment activities involving the financial assets of the city of Oskaloosa 
shall be the following: 

1. Safety: Safety and preservation of principal in the overall portfolio is the foremost investment objective. 
2. Liquidity: Maintaining the necessary liquidity to match expected liabilities is the second investment objective. 
3. Return: Obtaining a reasonable return is the third investment objective. 
 

Section 4: Prudence 

The treasurer of the city of Oskaloosa, when investing or depositing public funds, shall exercise the care, prudence and 
diligence under the circumstances then prevailing that a person acting in a like capacity and familiar with such matters 
would use to attain the Section 3 investment objectives. This standard requires that when making investment decisions, 
the treasurer shall consider the role that the investment or deposit plays within the portfolio of assets of the city of 
Oskaloosa and the investment objectives stated in Section 3. 
 
When investing assets of the city of Oskaloosa for a period longer than two (2) years, the treasurer shall request 
competitive investment proposals for comparable credit and term investments from a minimum of three (3) investment 
providers. 
 

Section 5: Instruments Eligible for Investment 

Assets of the city of Oskaloosa may be invested in the following: 
 

1. Interest bearing savings accounts, interest bearing money market accounts, and interest-bearing checking 
accounts at any bank, savings and loan association or credit union in the State of Iowa.  Each bank must be on the 
most recent Approved Bank List as distributed by the Treasurer of the State of Iowa or as amended as necessary 
by notice inserted in the monthly mailing by the Rate Setting Committee.  Each financial institution shall be 
properly declared as a depository by the governing body of the city of Oskaloosa.  Deposits in any financial 
institution shall not exceed the amount approved by the governing body of the city of Oskaloosa. 

2. Obligations of the United States government, its agencies and instrumentalities. 
3. Certificates of deposit and other evidences of deposit at federally insured Iowa depository institutions approved 

and secured pursuant to Chapter 12C, Code of Iowa. 
4. Lƻǿŀ tǳōƭƛŎ !ƎŜƴŎȅ LƴǾŜǎǘƳŜƴǘ ¢Ǌǳǎǘ όάLt!L¢έύΦ 
5. tǊƛƳŜ ōŀƴƪŜǊǎΩ ŀŎŎŜǇǘŀƴŎŜǎ ǘƘŀǘ ƳŀǘǳǊŜ ǿƛǘƘƛƴ ǘǿƻ ƘǳƴŘǊŜŘ ŀƴŘ ǎŜǾŜƴǘȅ όнтлύ Řŀȅǎ ƻŦ ǇǳǊŎƘŀǎŜ ŀƴŘ ǘƘŀǘ ŀǊŜ 

eligible for purchase by a federal reserve bank. 
6. Commercial paper or other short-term commercial debt that matures within two hundred and seventy (270) days 

of purchase and is rated within the two highest classifications, as established by at least one of the standard rating 
services approved by the Superintendent of Banking. 
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7. Repurchase agreements, provided that the underlying collateral consists of obligations of the United States 
government, its agencies and instrumentalities and the city of Oskaloosa takes delivery of the collateral either 
directly or through an authorized custodian.  

8. An open-end management investment company registered with the Securities and Exchange Commission under 
the federal Investment Company Act of 1940, 15 U.S.C. § 80(a), and operated in accordance with 17 C.F.R. § 
270.2a-7, whose portfolio investments are limited to those instruments individually authorized in this Section 5 
of this Investment Policy. 

9. Warrants or improvement certificate of a levee or drainage district. 
 

All instruments eligible for investment are further governed by all other provisions of this Investment Policy, including 
Section 7, Investment Maturity Limitations, and Section 8, Diversification Requirements. 
 

Section 6: Prohibited Investments and Investment Practices 

Assets of the city of Oskaloosa shall not be invested in the following: 
1. Reverse re-purchase agreements. 
2. Futures and options contracts. 

 
Assets of the city of Oskaloosa shall not be invested pursuant to the following investment practices: 

1. Trading of securities for speculation or the realization of short-term trading gains. 
2. Pursuant to a contract providing for the compensation of an agent or fiduciary based on upon the performance 

of the invested assets. 
 
If a fiduciary or other third party with custody of public investment transaction records of the city of Oskaloosa fails to 
produce requested records when requested by the city of Oskaloosa within a reasonable time, the city of Oskaloosa shall 
make no new investment with or through the fiduciary or third party and shall not renew maturing investments with or 
through the fiduciary or third party. 
 

Section 7: Investment Maturity Limitations 

Operating funds must be identified and distinguished from all other funds available for investment. Operating funds are 
defined as those which are reasonably expected to be expended during a current budget year or within fifteen (15) months 
of receipt. 
 
All investments authorized by Section 5 are further subject to the following investment maturity limitations: 

1. Operating funds may only be invested in instruments authorized in Section 5 of this Investment Policy that mature 
within three hundred and ninety-seven (397) days. 

2. The treasurer may invest funds of the city of Oskaloosa that are not identified as Operating Funds in investments 
with maturities longer than three hundred and ninety-seven (397) days. However, all investments for the city of 
Oskaloosa shall have maturities that are consistent with the needs and use of the city of Oskaloosa. 

 

Section 8: Diversification 

Investments of the city of Oskaloosa are subject to the following diversification requirements: 
 
tǊƛƳŜ ōŀƴƪŜǊΩǎ ŀŎŎŜǇǘŀƴŎŜǎΥ 

1. At the time of purchase, no more than ten percent (10%) of the investment portfolio of the city of 
Oskaloosa shall be ƛƴǾŜǎǘŜŘ ƛƴ ǇǊƛƳŜ ōŀƴƪŜǊǎΩ ŀŎŎŜǇǘŀƴŎŜǎΤ ŀƴŘ 

2. At the time of purchase, no more than five percent (5%) of the investment portfolio of the city of 
Oskaloosa shall be invested in the securities of a single issuer. 

 
Commercial paper or other short-term corporate debt: 

1. At the time of purchase, no more than ten percent (10%) of the investment portfolio of the city of 
Oskaloosa shall be in commercial paper or other short-term corporate debt; 
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2. At the time of purchase, no more than five percent (5%) of the investment portfolio of the city of 
Oskaloosa shall be invested in the securities of a single issuer; and 

3. At the time of purchase, no more than five percent (5%) of all amounts invested in commercial paper and 
other short-term corporate debt shall be invested in paper and debt rated in the second highest 
classification. 

 
Where possible, it is the policy of the city of Oskaloosa to diversify its investment portfolio. Assets shall be diversified to 
eliminate the risk of loss resulting from over-concentration of assets in a specific maturity, a specific issuer, or a specific 
class of securities. In establishing specific diversification strategies, the following general policies and constraints shall 
apply: 

2. Portfolio maturities shall be staggered in a way that avoids undue concentration of assets in a specific maturity 
sector. Maturities shall be selected which provide stability of income and reasonable liquidity. 

3. Liquidity practices to ensure that the next disbursement date and payroll date are covered through maturing 
investments, marketable U.S. Treasury bills or cash on hand shall be used at all times. 

4. Risks of market price volatility shall be controlled through maturity diversification so that aggregate price losses 
on instruments with maturities approaching one year shall not be greater than coupon interest and investment 
income received from the balance of the portfolio. 

 

Section 9: Safekeeping and Custody 

All invested assets of the city of Oskaloosa involving the use of a public funds custodial agreement, as defined in Iowa 
Code Section 12B.10C, shall comply with all rules adopted pursuant to Iowa Code Section 12B.10C. All custodial 
agreements shall be in writing and shall contain a provision that all custodial services be provided in accordance with the 
laws of the State of Iowa. 
 
All invested assets of the city of Oskaloosa eligible for physical delivery shall be secured by having them held at a third-
party custodian.  All purchased investments shall be held pursuant to a written third-party custodial agreement requiring 
delivery versus payment and compliance with all the rules set out in this Section 9. 
 

Section 10: Ethics and Conflicts of Interest 

The treasurer and all officers and employees of the city of Oskaloosa involved in the investment process shall refrain from 
personal business activity that could conflict with proper execution of the investment program, or which could impair 
their ability to make impartial investment decisions. Any personal investments or loans in excess of $200,000 in or with 
any entity that the city of Oskaloosa has declared as a depository or with which the city of Oskaloosa regularly conducts 
business shall be disclosed in writing within thirty (30) business days to the Oskaloosa City Council. 
 

Section 11:  Reporting 

The treasurer shall submit to the city of Oskaloosa an investment report that summarizes recent market conditions and 
investment strategies employed since the last investment report.  The investment report shall set out the current portfolio 
in terms of maturity, rates of return and other features and summarizes all investment transactions that have occurred 
during the reporting period and compare the investment results with the budgetary expectations. 
 

Section 12:  Investment Policy Review and Amendment 

This investment policy shall be reviewed every three (3) years or more frequently as appropriate. Notice of amendments 
to the investment policy shall be promptly given to all parties as noted in Section 1. 
 

Section 13:  Adoption 

The city of Oskaloosa Investment policy shall be adopted by resolution of the city council. Any modification must be 
approved by the city council. 
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Logo Usage Policy 

 

Adopted 2013 
Updated April 2016 

Department Managing Policy: 
Administration 

 

Overview 

¢ƘŜ ƛƴǘŜƴǘ ƻŦ ǘƘƛǎ ǇƻƭƛŎȅ ƛǎ ǘƻ ƎǳƛŘŜ ŜƳǇƭƻȅŜŜǎ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƻŦ ǘƘŜ ŎƛǘȅΩǎ ƭƻƎƻ ƛƴ ǘƘŜ ŎƻƳǇƭŜǘƛƻƴ ƻŦ Řŀȅ-to-day work 
activities. 
 

Purpose 

There are numerous occasions where city departments or city organizations will have varying needs in designing materials 
for print, web and other media. This policy and the referenced guide address various visual elements and styles used in 
different media and the guidelines for their use. It creates a framework whereby anyone wishing to use the logos can do 
so with a unified look. 
 

Scope 

This policy applies to all employees, print materials, uniforms, equipment and media. The logos must be used as presented. 
The logos should not be used with additional outlines or a drop shadow. Framing is not allowed without permission from 
ǘƘŜ Ŏƛǘȅ ƳŀƴŀƎŜǊΩǎ ƻŦŦƛŎŜ ŀƴŘ ƛƳŀƎŜ ǊŜǾƛŜǿΦ !ƴƎƭƛƴƎΣ ŀŘŘƛǘƛƻƴŀƭ ƻǊ ŎƘŀƴƎŜŘ ŎƻƭƻǊǎΣ ƻǊ ŀŘŘƛǘƛƻƴŀƭ ƎǊŀǇƘƛŎ ŜƭŜƳŜƴǘǎ ŎƻǾŜǊƛƴƎ 
or touching the logos are not permitted outside of what is listed in this guideline. Translation or localization of the logos 
is not allowed and may be used in English only. Use of the logos by noncity entities must receive approval from the 
Mahaska Chamber and Development Group. 
 

See the following Logo Usages Guidelines for Departments document. 
 

Enforcement 

Failure to adhere to this policy may result in progressive disciplinary action up to and including dismissal. 
 

Introduction 
There are numerous occasions where city departments or city organizations will have varying needs in designing materials 
for print, web and other media. This guide addresses various visual elements and styles used in different media and the 
guidelines for their use. It creates a framework whereby anyone wishing to use the logos can do so with a unified look. If 
you have any questions or comments, contact the city mŀƴŀƎŜǊΩǎ office. 
 
General Policy 
The logos must be used as presented. The logos should not be used with additional outlines or a drop shadow. Framing is 
not allowed without permission from the city mŀƴŀƎŜǊΩǎ office and image review. Angling, additional or changed colors, 
or additional graphic elements covering or touching the logos are not permitted outside of what is listed in this guideline. 
Translation or localization of the logos is not allowed and may be used in English only. Use of the logos by noncity entities 
must receive approval from the Mahaska Chamber and Development Group. 
 
Colors  
Changing colors outside what is specified in this document is not permitted by departments of the city. In addition to full 
color images, grayscale or all-black versions of the logos are acceptable. 
 

Policy 

Logo Use Guidelines for Departments 
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Logo Size & File Format  
The logos should not be used in a size so small or large that they become illegible or begin to distort, deteriorate or 
disappear. The logos are available in the JPEG (also JPG) format. Other file formats (EPS, PNG, AI, GIF and TIFF) may be 
requested. There should be no additional graphical elements added to the logos and it cannot be altered in by resizing 
separate elements, changing the colors in any way other than what is defined in this document.  
 
Fonts  
The city of Oskaloosa and the cƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀΣ Lƻǿŀ ƭƻƎƻǎ ƛƴŎƭǳŘŜ ǘƘǊŜŜ ŦƻƴǘǎΦ ¢ƘŜ ά/ƛǘȅ ƻŦέ ǇƻǊǘƛƻƴ ƛǎ aǳǎŜƻ тллΦ ¢ƘŜ 
άhǎƪŀƭƻƻǎŀέ ƛǎ ¢ƘŜƻǊŜƳ ŀƴŘ ǘƘŜ Ŧƻƴǘ ŦƻǊ άLh²!έ ƛǎ !ǾŜƴƛǊ [¢ {ǘŘ ср aŜŘƛǳƳΦ 
 
Logo Variations  
The city will utilize three variations of a logo as depicted below: 
 

 
 
мΦ ά/ƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀέ [ƻƎƻ  
¢ƘŜ ά/ƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀέ ƭƻƎƻ ƛǎ ǘƻ ōŜ ǳǎŜŘ ǇǊƛƳŀǊƛƭȅ ǿƘŜƴ ǘƘŜ ǘŀǊƎŜǘ ŀǳŘƛŜƴŎŜǎ ŦƻǊ ƳŀǘŜǊƛŀƭǎ ƻǊ ŘƻŎǳƳŜƴǘǎ ŀǊŜ ƛƴǎƛŘŜ ǘƘŜ 
Oskaloosa and Mahaska Community area. If in doubt regarding the use of this version of the logo, please contact the city 
mŀƴŀƎŜǊΩǎ hŦŦƛŎŜ ŦƻǊ ǊŜǾƛŜǿΦ  
 
нΦ ά/ƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀΣ Lƻǿŀέ [ƻƎƻ  
¢ƘŜ ά/ƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀΣ Lƻǿŀέ ƭƻƎƻ ƛǎ ǘƻ ōŜ ǳǎŜŘ ǇǊƛƳŀǊƛƭȅ ƛƴ ǘƻǳǊƛǎƳ ǊŜƭŀǘŜŘ ƳŀǊƪŜǘƛƴƎ ƳŀǘŜǊƛŀƭǎ ƻǊ ǿƘŜƴ ǘƘŜ ǘŀǊƎŜǘ 
audiences for the materials are outside the Oskaloosa and Mahaska Community area. If in doubt regarding the use of this 
version of the logo, please contact the city mŀƴŀƎŜǊΩǎ office for review.  
 
оΦ άhǎƪŀƭƻƻǎŀ .ǳǊǎǘέ [ƻƎƻ  
If a document clearly shows that it is from the city of Oskaloosa, then the Oskaloosa Burst Logo can be used. If placing the 
logo on something that would not allow for a person to recognize that it is from the city, then the city of Oskaloosa, or city 
of Oskaloosa, Iowa logo should be used. 
 
Logo on Colors or Photos  
When the logos are used on colors or photographs, judgment should be used to ensure the logos are prominent. It is 
highly recommended a white field (knock out) not be used to make the logos visible but the color background be adjusted. 
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The logos nor any part of the logos are not to be used as a watermark behind text or images. 
 
Approved Usage  

¶ All departments within the city of Oskaloosa are to utilize the logos on letterhead, business cards, envelopes, 
forms, and other pre-printed and internally printed paper products, documents, equipment and uniforms. The 
ŀǇǇǊƻǾŜŘ Ŏƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀ [ŜǘǘŜǊƘŜŀŘ Ƴǳǎǘ ƛƴŎƭǳŘŜ ŘŜǇŀǊǘƳŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴΦ /ƻƴǘŀŎǘ ǘƘŜ Ŏƛǘȅ ƳŀƴŀƎŜǊΩǎ ƻŦŦƛŎŜ 
for the letterhead and envelope template file.  

¶ The gray-scale or black & white version of the logos must be used in all newspaper display advertisements but use 
is not required in classified advertisements except when advertising city of Oskaloosa employment opportunities. 

¶ Authorization must be obtained when considering logo use combined with photograph or other graphic elements. 
/ƻƴǘŀŎǘ ǘƘŜ Ŏƛǘȅ ƳŀƴŀƎŜǊΩǎ ƻŦŦƛŎŜ ŦƻǊ ŦǳǊǘƘŜǊ ƛƴŦƻǊƳŀǘƛƻƴΦ 

 
Logos on Vehicles  
The city of Oskaloosa logo should be displayed clearly on (1) the driver and passenger door of the vehicle with the 
Oskaloosa Burst logo on the tailgate of a truck or SUV. The use of the Oskaloosa, Iowa logo should not be used on city 
department vehicles. No department names will be affixed to the vehicle when using the city of Oskaloosa logo. Public 
safety vehicles and field equipment will be reviewed on a case-by-case basis for logo placement, with the Oskaloosa Burst 
being affixed at the minimum. 
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Logo on Business Cards  
An approved template has been established for those employees in need of city business cards as pictured below. Front 
of business card: 
 
Front of business card:                                                            Back of business card: 

 
Email Signature (pictured below)  
When using the lƻƎƻ ŦƻǊ ŀƴ ŜƳŀƛƭ ǎƛƎƴŀǘǳǊŜΣ ǘƘŜ /ƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀΣ Lƻǿŀ ǎƘƻǳƭŘ ōŜ ǳǎŜŘ ǳƴŘŜǊƴŜŀǘƘ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŎƻƴǘŀŎǘ 
information. Employee contact information shall include name (bold), position, City of Oskaloosa, street address, city, 
state and zip code, and phone number including area code, fax number include area code. Font type shall be Calibri (body), 
size 12. No background colors shall be used with email messages transmitted by staff. 
 

 
Standards for City Documents and Forms: Example documents are located on the Employee Intranet>Forms 

¶ Memos  
A standard city memo will feature the city of Oskaloosa, Iowa logo at the top right and the Oskaloosa Burst in the 
center of the footer.  

¶ City Council Packet Cover Sheets  
The city council packet cover sheet document will be completed in font type Calibri (body) and size 12. The 
document will use the Oskaloosa Burst logo.  

¶ Resolutions and Ordinances  
Resolution and Ordinance documents will be completed in Calibri (body) and size 12 font.  

¶ Permits and Other Forms  
Permits and other forms will be in Calibri (body) and size 12 font. Smaller font can be used if necessary. The 
documents should contain the Oskaloosa Burst and contain fillable fields.   

¶ City Maps All city maps shall contain a name, date created or updated, map creator, a north arrow and an 
appropriate logo image. 
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Non-Profit Funding Request Policy 

 

Adopted by Council: Resolution # 11-10-70 

Date: October 17, 2011 
Department Managing Policy: 
Administration 

Amended September 7, 2021, Resolution # # 21-09-132  

 

Purpose 

The city of Oskaloosa annually considers the distribution of funding to non-profit organizations and agencies for the 
purpose of improving the quality of life in the community. 
 

Scope 

This policy formally establishes a funding request program and policy with a minimum set of rules and requirements 
dictating how staff and the city council will process such requests. As a general rule, the city shall not fund non-profit 
organizations except as specifically noted in this policy. 
 

Process 

1. October 1 (or first weekday of October): City council will determine the quality-of-life priorities that enrich the health 
and well-being of the residents of Oskaloosa (e.g., human and/or cultural services, volunteerism, social services, 
education and healthcare).  

2. November 1 (or first weekday of November): Communicate that the city is taking requests for funds for the next fiscal 
year starting July 1.  

3. November 30: Deadline for requests for funds 
a. Request for funds will include: 
b. A letter of request also noting the IRS status of the organization or agency.  
c. The purpose or intent of the organization, including mission statement.  
d. Explanation of how funds will be utilized.  
e. Itemized budget for the year of the request plus itemized actuals for the past two (2) years. Include revenues and 

expenditures in all reports.  
f. List of Board of Directors for the organization, including home addresses and phone numbers.  
g. List of names and wages of paid staff.  
h. A presentation may be requested during city council budget work session or other meeting.  

4. Preliminary Budget Work Session (approximately November 30): The mayor and council will determine the amount of 
funds available for distribution in the upcoming fiscal year. By rule, the amount established shall automatically be set 
at zero dollars unless determined otherwise through formal action by the city council.  

5. Prior to the Budget Work Session: The city manager shall make a recommendation to the mayor and city council for 
the distribution of funds.  

6. Budget Work Session (approximately the fourth week of January): The mayor and city council will determine the 
distribution of funds.  

7. No Later Than March 15: The city council approves funding under this category. 
 

Rules 

1. The requesting organization or agency must offer services to residents of Oskaloosa and report the percentage of 
persons they serve that reside in the city of Oskaloosa.  

2. The organization or agency must provide their IRS status and the organization or agency must not be affiliated with a 
religious organization.  

3. Funding shall be for one-time special projects, services, or capital expenditures.  
4. A request does not guarantee funding.  
5. Past funding does not mean that future funding will occur.  
6. All applicants must meet the application deadlines to qualify for funding.  
7. The mayor or city council members may be on boards, committees or be participants in organizations that apply for 

and receive funding.  
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8. The following organizations are exempt from this process. However, these organizations will be required to submit all 
items listed as part of item 3 from Process section above:  
a. Local, County or State government organizations including the Oskaloosa Community School District  
b. Mahaska Community Recreation Foundation (MCRF)  
c. Mahaska Chamber & Development Group  
d. Oskaloosa Main Street  
e. Organizations or agencies with a city council approved 28E Agreement with the city 
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Post-Issuance Compliance Policy 

 

Adopted by Council: Resolution # 11-05-39 
Date: May 16, 2011 

Department Managing Policy: 
Administration 

 
1. Financing Transcripts 
The city clerk/finance director shall confirm that Bond Counsel has filed an 8038 Series return, and maintain a transcript 
of proceedings for all tax-exempt obligations issued by the city, including but not limited to all tax-exempt bonds, notes 
and lease-purchase contracts. Each transcript shall be maintained until eleven (11) years after the tax-exempt obligation 
documents have been retired. 
 
2. Proper Use of Proceeds 
The city clerk/finance director shall review the resolution authorizing issuance for each tax-exempt obligation issued by 
the city, and shall:  

a. obtain a computation of the yield on such issue from the city's financial advisor;  
b. create a separate Project Fund (with as many sub-funds as shall be necessary to allocate proceeds among the 

projects being funded by the issue) into which the proceeds of issue shall be deposited;  
c. review all requisitions, draw schedules, draw requests, invoices and bills requesting payment from the Project 

Fund; 
d. determine whether payment from the Project Fund is appropriate, and if so, make payment from the Project Fund 

(and appropriate sub-fund if applicable);  
e. maintain records of the payment requests and corresponding cancelled checks showing payment;  
f. maintain records showing the earnings on, and investment of, the Project Fund;  
g. ensure that investments acquired with proceeds are purchased at fair market value;  
h. identify bond proceeds or applicable debt service allocations that must be invested with a yield-restriction and 

monitor the investments of any yield restricted funds to ensure that the yield on such investments does not 
exceed the yield to which such investments are restricted; and  

i. in the case of any issue of refunding obligations, coordinate with the city's financial advisor and any escrow agent 
to arrange for the purchase of the refunding escrow securities, obtain a computation of the yield on such escrow 
securities from Treasury's external source and monitor compliance with applicable yield restrictions. 

 
3. Timely Expenditure and Arbitrage/Rebate Compliance 
The city clerk/finance director shall review the Tax-Exemption Certificate (or equivalent) for each tax-exempt obligation 
issue by the city and the expenditure records provided in Section 2 of this policy, and shall:  

a. monitor and ensure that proceeds of each such issue are spent within the temporary period set forth in such 
certificate;  

b. if the city does not meet the "smaller issuer" exception for said obligation, monitor and ensure that the proceeds 
are spent in accordance with one or more of the applicable exceptions to rebate as set forth in such certificate;  

c. not less than sixty (60) days prior to a default, notify the city council and Bond Counsel if the city will fail to meet 
the applicable temporary period or rebate exception requirements of the Tax-Exemption Certificate; and  

d. in the event Bond Counsel advises the city that default under Section 3, Subsection c) of this document is material;  
i. procure a timely computation of any rebate liability and, if rebate is due, file a form 8038-T and arrange 

for payment of such rebate liability;  
ii. arrange for timely computation and payment of "yield reduction payments" (as such term is defined in 

the Code and Treasury Regulations), if applicable. 
 
4. Proper Use of Property 
 The city clerk/finance director shall maintain a list of all facilities and equipment acquired, constructed or improved with 
the proceeds of tax-exempt obligations and with respect to each such facility or piece of equipment, notify the city council 
and Bond Counsel of all:  

a. proposed management contracts,  
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b. service agreements,  
c. research contracts,  
d. naming rights contracts,  
e. leases or sub-leases, or  
f. joint venture, limited liability or partnership arrangements.  

 
A copy of the proposed agreement, contract, lease or arrangement, together with the response by Bond Counsel with 
respect to the proposal shall be maintained until three (3) years after retirement of all tax-exempt obligations issued to 
fund all or any portion of said facility or equipment. 
 
5. General Project Records 
For each project financed with tax-exempt obligations, the city clerk/finance director shall maintain, until three (3) years 
after retirement of said tax-exempt obligations, the following:  

a. appraisals, demand surveys or feasibility studies,  
b. applications, approvals and other documentation of grants,  
c. depreciation schedules,  
d. contracts respecting the project. 
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Public Drinking Fountains 

 

Adopted by Council: Resolution # 15-03-22 
Date: March 2, 2015 

Department Managing Policy: 
Public Works 

 

Overview 

Having clean drinking water access in public places will continue to attract people outdoors and encourage a healthy 
lifestyle. Water fountains are a healthier alternative than soda and help reduce the amount of plastic waste from bottles. 
Expanding the amount of drinking water with accessible drinking fountains will help reduce the amount of bottled water 
use within the city's parks and recreation areas. 
 

Purpose 

The purpose of this policy is to expand public access to drinking water and provide residents a healthy drinking option 
when near parks and municipal buildings. Water is one of the most important beverages for both adults and children. The 
health benefits of water are far-reaching, including cutting down on mild dehydration which can trigger fuzzy short-term 
memory, daytime fatigue and removing wastes from the body. 
 

Scope 

This policy is for all public parks and municipal buildings within the city limits of Oskaloosa. 
 

Policy 

The city of Oskaloosa is striving to Improve the wellbeing of its residents; therefore, the city will incorporate accessible 
public drinking fountains upon new construction or reconstruction of any park or municipal building. The drinking 
fountains must be fully accessible to adults, children, and people with disabilities. Drinking fountains must be maintained 
and on a consistent maintenance schedule. 
 

Enforcement 

Not applicable 
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Public Records Request 

 

Adopted by Council: Resolution # 10-06-34 
Date: June 7, 2010 

Department Managing Policy: 
Administration 

Amended September 7, 2021, Resolution # 21-09-132  

 
Statement of Policy  
It is the policy of the city of Oskaloosa, Iowa to respond in an orderly and expeditious manner in accordance with Iowa 
Code Chapter 22 to requests to inspect or receive copies of public records maintained by the city of Oskaloosa. 
 
Applicability  
This policy applies to all city departments, except the Fire and Police Departments which have their own public records 
policies. The police chief is the lawful custodian of police records, the fire chief is the lawful custodian of fire records and 
the city clerk is the lawful custodian of all other city records. Requests for records should be made to the respective lawful 
custodian. 
 

Policy and Procedures 

In General 
The city of Oskaloosa recognizes the right of the public to access public records maintained by the city in accordance with 
state law. The city also recognizes that certain records maintained by the city are not public records or may be exempt 
from public disclosure and that a request to access public records may require a balance of the right of the public to access 
the records, individual privacy rights, governmental interests, confidentiality issues, and privilege issues. Additionally, 
when the city responds to requests to inspect or copy records, costs are incurred by the city. This policy is adopted to 
balance these competing interests, to establish an orderly and consistent procedure for responding to public records 
requests and to support the adoption of a fee schedule designed to reimburse the city for the actual costs incurred in 
responding to public records requests. 
 
Online Access to Documents and the Municipal Code 
Access to city council minutes and resolutions, as well as advisory committee and board minutes can be viewed via the 
city website www.oskaloosaiowa.org through the "Radix Portal." These documents are current from November 1947 
through the present date. City council agendas are accessible ƻƴ ǘƘŜ ŎƛǘȅΩǎ ǿŜōǎƛǘŜ ŦǊƻƳ !ǇǊƛƭ нлмн ǘƘǊƻǳƎƘ ǇǊŜǎŜƴǘΦ 
 
All city council agendas are posted prior to any meetings, and minutes and resolutions are posted to the "Radix Portal" 
forty-eight (48) hours following city council meetings. The public can access these documents at any time online and the 
pages can be viewed and printed. The city reserves the right to monitor and audit all activity through the "Radix Portal."  
 
The Municipal Code for the city of Oskaloosa is also available online via the city's website. The Municipal Code can be 
accessed at any time, and pages can be viewed and printed. The Municipal Code is updated as needed following the 
adoption of any ordinance. 
 
Responding to Public Records Requests  
The following procedures shall be followed in responding to requests to inspect or receive copies of public records 
maintained by the city of Oskaloosa. 

1. Requests to inspect or copy public records maintained by the city should if possible be made in writing sufficient 
to identify the specific document or documents requested or the category or categories of documents requested. 
A written request may, but is not limited to, be completed by filling out the city's Public Record Request Form 
(Appendix A). Under the following circumstances, documents may be provided without a written request:  
a. Documents made generally available to the public at public meetings;  
b. When, in the judgment of the city, it is more efficient and better serves the public interest to make available 

or provide copies of requested records without requiring the request to be in writing; and  
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c. Subject to approval by the city manager, any department may establish a departmental policy to allow verbal 
requests for public records maintained by the department which are routinely requested by members of the 
public as part of the department's regular work. 

d. This section should not imply that the city will not accept other forms of requests to inspect or copy public 
records. 
 

2. The person or entity making a public records request will not be required to disclose the reason for the request 
unless it is determined by the city that the reason for the request is relevant to determine whether a requested 
record is exempt from disclosure under a conditional exemption as set forth in Iowa Code Section 22.7. 
 

3. Any request for access to public records maintained by the city of Oskaloosa, with the exception of police and fire 
records, must be referred to the city clerk's office for review of the request, collection of the records to be 
reviewed or copied, and completion of request. Any request for public records which could be exempt from 
disclosure under the conditional exemptions in Iowa Code Section 22.7 shall be referred to the city attorney for 
review and response.  

 
4. When a request for public records is received, a review will be conducted to determine what public records, if 

any, exist which are responsive to the request and to determine if any responsive records may be exempt from 
disclosure. The city shall not be required to compile information or create reports related to requested public 
records. The city may impose reasonable rules or restrictions to protect requested records and to prevent 
interference with the regular discharge of duties by city staff. According to Iowa Code Section 22.8(d) the city has 
a maximum of 20 days and ordinarily will not exceed 10 business days to complete a public records request, in 
order to determine whether a confidential record should be available for inspection and copying.  

 
5. If the request is for digital GIS (Geographical Information Systems) data the requestor will be required to sign the 

city's Digital Data Licensing Agreement (Appendix B). The following guidelines apply to any requester for GIS data:  
a. Requests for emergency operations and critical infrastructure should be referred to the city manager who, in 

consultation with the city attorney, will determine whether the request is for information required to be kept 
confidential.  

b. Data may be provided in PDF format printouts if requested. 
c. Data in digital format will be provided in standard ESRI shapefile or personal geo-database format.  
d. Data will be provided in the Iowa South 1983 State Plane Coordinate System with survey feet as the unit of 

measure.  
e. All data transactions require a signed license agreement prior to delivery.  
f. Data does not replace or modify city ordinances or other legal instruments. 
g. The city is under no obligation to inform licensees of data updates.  
h. Requests for GIS digital data should be forwarded to the city clerk's office.  

 
6. The city reserves the right to seek clarification of any public records request before responding to the request. 

The city reserves the right to deny any public records request if the request is sufficiently vague or unclear that 
the city cannot reasonably determine what records have been requested.  
 

7. The fee to be charged for providing records in response to a public records request will be in accordance with the 
most current fee schedule adopted by the city council.  
a. At the requestor's preference the city may make the requested records available in hard copy or in electronic 

format. The requestor may ask the city to supply copied records either by mail, electronic mail, fax or if pickup 
at Oskaloosa City Hall.  

b. The city reserves the right to adjust the above fee structure for extraordinary requests and provide a cost 
estimate to the requestor prior to request completion. 
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i. Any extraordinary request for GIS digital or hard copy data which requires custom 
manipulation/reporting by city staff will be forwarded to the city manager's office for acceptance 
or denial of such request.  

ii. Any appeals to the city manager's office denial may be made to the city council during any regular 
meeting.  
 

8. The person requesting the public records can request the city to prepare an estimate of the charges that will be 
incurred to respond to the public records request. The city may also require prepayment of the estimated charges 
before copying any of the requested records or making the records available for inspection or copying. If the actual 
costs incurred by the city to respond to a records request are less than the amount of any required prepayment, 
the overpayment will be refunded promptly to the person or entity making the prepayment. If the actual costs 
incurred by the city to respond to the request are more than the amount of prepayment, the city shall charge the 
requestor for all additional costs. 
 

9. Unless otherwise prohibited by law, the city may, at the city's discretion, furnish copies of requested records 
without charge or at a reduced fee if the city determines that the waiver or reduction of fees is in the public 
interest.  
 

10. The city shall provide a reasonable opportunity for the inspection, examination or copying of requested public 
records which are not exempt from disclosure. Unless otherwise approved in advance and in writing by the city 
clerk's office, any inspection, examination or copying of requested records shall be done at Oskaloosa City Hall 
during regular city business hours.  
 

11. The city reserves the right to not release copies of requested public records until the requestor pays for the 
corresponding charges to complete said request. 
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Date of Public Record Request: ___________________   

Requester's Name: __________________________________________________________________________ 

Address (City, State and Zip Code): _____________________________________________________________ 

Daytime Phone: ______________________________   Evening Phone: ________________________________ 

Email (optional): ____________________________________________________________________________ 

Title of Requested Record: ____________________________________________________________________ 

Please describe below the record(s) you are requesting. Any additional information will help us locate them as 
quickly as possible:  
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
This request for (check one):             Inspection of public records                Copies of public records  
 
If you are requesting copies of public records, please complete the following:  

Number (#) of copies/scans ___________           Type of copy (check one):           B&W             Color  

Paper size (check one):           Letter           Legal           11 x 17          Other: _______________________________ 

 
How would you like the copies of public records delivered? __________________________________________      
 
Although the records I am requesting may be deemed to be "public records" within the meaning of Chapter 22, 

Code of Iowa, I understand that my use of this information must comply with all local, state and federal laws 

including but not limited to laws relating to privacy, harassment, discrimination, debt collection, libel, slander 

and tort. Misuse of said information by me in violation of the law is exclusively my responsibility. The city of 

Oskaloosa denies any and all responsibility for how this information is used by me. If any third party makes a 

claim against the city of Oskaloosa for misuse of this information attributable to me, the city of Oskaloosa shall 

pursue all available legal remedies against me. I certify that I may be charged for costs related to the 

inspection/copying of public records, and the records will not be released to me without payment. 

 
     Signature of Requestor: ________________________________________ 
 
 

Request for Inspection and Copying  
of Public Records 

(Public Records Request Policy Appendix A) 
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For City Staff Use Only: 
 
Legal deadline to complete request, maximum of 10 business days: ___________________________________ 

City Clerk Signature (indicating request completion): ____________________________ Date: ______________ 

Fee Schedule: ________________________________________________________________________  

Number of Copies: ____________ Number of Pages: ___________ Staff Time: ____________________ 

Per Page Charge: ____________________________ Total Charges: $____________________________ 

 

Notes: 
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THIS AGREEMENT is a license and is made and entered into by and between the city of Oskaloosa (hereafter referred to 
as "City") and ____________________ (hereafter referred to as "User") for the use of digital data products from the city.  
 
WHEREAS, the city is the developer of the products specified in the agreement with the right to license and distribute the 
Product, and  
 
WHEREAS, the User desires a license to use the Product and the city desires to grant such a license to the User for the sole 
purpose of permitting the user to use the Product in its business activity and for no other purpose whatsoever;  
 
NOW, THEREFORE, in consideration of mutual terms, covenants, and conditions set forth herein, the parties hereto agree 
as follows:   
 
I. LICENSE AND USE TERMS  

A. Reproduction or redistribution of Licensed Data Sets or products is forbidden except as expressly provided as 
follows:  
1. The User may make internal copies of the Product solely for the purpose of supporting the User in its 

business activity;  
2. The User may make hard copies of the product solely for the purpose of supporting the User in its business 

activity. This shall not restrict the User from making hard copies for public and noncommercial use.  
3. The User may translate the Product into other digital formats. ' These "conversions" shall be subject to 

the same restrictions as the product under this Agreement,  
B. The User shall not sell, loan, rent, assign, distribute or otherwise transfer the Product in any digital form or 

format to another User.  
C. All licensed datasets are copyrighted original works. They are licensed for use, not sold, and may not be resold 

or distributed in any manner except as specified or set forth herein. The city and its co-producers reserve all 
rights of authorship granted under United States and International copyright laws and agreements. 

II. WARRANTY  
A. No Warranty  

1. The city disclaims any warranties, express or implied, respecting this agreement or Product, including but 
not limited to, the implied warranties of merchantability and fitness for a particular purpose arising out 
of or in connection with this agreement.  

2. The product is provided "as is" without warranty or any representation of accuracy, timeliness or 
completeness. The burden for determining accuracy, completeness, timeliness, merchantability and 
fitness for or the appropriateness for use rests solely on the User.  

3. The User acknowledges and accepts the limitations of the Product, including the fact that the Product is 
dynamic and is in a constant state of maintenance, correction and update.  

4. The city shall not be responsible for delays or inabilities to service or deliver, caused directly or indirectly 
by strikes, accidents, climatic conditions, or other reasons of similar nature beyond its control. 

B. Liability  
1. The city shall not be liable for any activity involving the Product.  

C. Remedy  
1. User's sole and exclusive remedy for defective delivery media will be to return the Product within sixty 

(60) days of receipt.  

Digital Data Licensing Agreement 
(Public Records Request Policy Appendix B) 
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2. The city shall, at its discretion, retain the returned Product and refund the fee for the Product, or replace 
the Product, or repair the Product and return it to the User. 

III. TERM  
A. The term of this agreement shall not be restricted to time except as set forth in paragraph (B) below and shall 

commence the date the agreement is executed.  
B. The term of the license shall expire at such time the User discontinues use of the Product, or the User fails to 

comply with any of the terms and conditions provided herein at which time the license shall be revoked. The 
license shall be revoked by the city by giving written notice of such revocation to the User. 

IV. TERMINATION  
A. Upon termination the User shall return all copies of the Product to the city or destroy all copies. in part and in 

whole. as directed by the city.  
V. PAYMENT  

A. Payment of fees shall be required before the release of digital data products. The fee for this product shall be 
established in Attachment C. The fees listed in Attachment Care subject to change without notice.  

VI. GENERAL  
A. The parties agree and stipulate that in the event of a dispute, jurisdiction shall reside in the State of Iowa, and 

this agreement will be governed and controlled by the laws of the State of Iowa.  
B. If any provision(s) of this agreement shall be held to be invalid, illegal or unenforceable, the validity, legality 

and enforceability of the remaining provisions shall not, in any way, be affected or impaired thereby.  
 
This agreement is subject to the terms and conditions set forth above and supersedes any prior agreement. In addition, 
the User agrees to hold any independent contractor to the same terms. This instrument. and any and all attachments and 
addendum's, contains the entire agreement between the parties, and no statement. promises, or inducement by either 
party or agent of either party that are not contained in this written contract shall be valid or binding. 
 
USER: _______________________________________________________________ 
 
Name/Title: __________________________________________________________ 
 
Signature: ____________________________________________________________     Date: _______________________ 
 
Licensed Data Set(s) requested: 
__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 
Mailing Address (City, State, and Zip Code): ______________________________________________________________ 
 
Phone Number: _____________________________________ Fax Number: ____________________________________ 
 
CITY OF OSKALOOSA 
 
Name/Title (Printed): ________________________________________________   Date: _______________________ 
 
Signature: _________________________________________________________ 
 
 
 

220 South Market Street, Oskaloosa, IA 52577 
641.673.9431 ω www.oskaloosaiowa.org 
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Purchasing Policy 

 

Adopted by Council: Resolution #15-06-68 
Date: June 15, 2015 

Department Managing Policy: 
Administration 

Amended June 20, 2016, Resolution # 16-16-88 Amended December 17, 2018, Resolution # 18-12-192 

Amended June 5, 2017, Resolution # 17-16-84 Amended June 3, 2019, Resolution # 19-06-74 

Amended June 4, 2018, Resolution # 18-06-99 Amended June 1, 2020, Resolution # 20-06-92 

Amended September 7, 2021, Resolution # 21-09-132 Amended January 1, 2022 (City Clerk ς State Bid Limits) 

Amended January 1, 2023 (City Clerk ς State Bid Limits)  

 

Section 1 ς Purchasing Policy 

A. It shall be the responsibility of the department head to ensure that their department follows all policies and 
procedures.  

B. ¢ƘŜ ŎƛǘȅΩǎ ǇǳǊŎƘŀǎƛƴƎ ǎȅǎǘŜƳ ƛǎ ǇǊƛƳŀǊƛƭȅ ŘŜŎŜƴǘǊŀƭƛȊŜŘ όŜŀŎƘ ŘŜǇŀǊǘƳŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅύ ŜȄŎŜǇǘ ŦƻǊ ǘƘƻǎŜ ƎƻƻŘǎΣ 
services and equipment that qualify or are designed for centralized purchasing.  

C. All applicable paperwork should be forwarded to the City Clerk/Finance Department promptly to expedite processing.  
D. No purchase made by an employee shall bind the city to receive and/or pay for services and supplies, vehicles, or 

equipment procured, unless authorized by the methods described herein.  
E. Noncompliance with these policies and procedures may result in the return of improperly authorized or prepared 

documents, nonpayment of vendor invoices, cancellation of purchase orders or purchasing privileges, or other 
sanctions as determined necessary after consultation with the department head and/or city manager.  

F. Transactions should not be split into smaller parts in order to circumvent the dollar limitations and 
requirements of this policy.  

G. The city does not prepay for goods or services or utilize prepaid devices such as gift cards.  
H. Employee reimbursements should be kept to a minimum (i.e., emergencies and travel/training). Sales tax will not be 

reimbursed on purchases for supplies or materials, or on items purchased at vendors with established accounts for 
the city of Oskaloosa. The only exception is for purchases on a personal credit card where there are no other payment 
options. 

I. The city ŎƭŜǊƪΩǎ ƻŦŦƛŎŜ ǿƛƭƭ ǊŜǾƛŜǿ ǇǳǊŎƘŀǎŜǎ ƳƻƴǘƘƭȅ ǘƻ ŜƴǎǳǊŜ ǘƘŜ ǇǳǊŎƘŀǎƛƴƎ ǇƻƭƛŎȅ ƛǎ ŦƻƭƭƻǿŜŘ ōȅ ŀƭƭ ŘŜǇŀǊǘƳŜƴǘǎΦ 

J. All grant applications must have the permission of the city manager prior to beginning the grant application process.  
Grant applications must have the permission of the city council prior to submission to the granting organization. 

 

Section 2 ς Purchasing Methods 

All purchases must use one of the following purchasing methods. These methods of purchasing services and supplies, 
vehicles, or equipment are available for purchases not requiring formal bidding and council approval:  
ω tǳǊŎƘŀǎŜ ƻǊŘŜǊ  
ω .ƭŀƴƪŜǘ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊ  
ω tŜǘǘȅ ŎŀǎƘ  
ω ¢ǊŀǾŜƭΣ ǘǊŀƛƴƛƴƎ ŀƴŘκƻǊ ŎƻƴŦŜǊŜƴŎŜ ǊŜƛƳōǳǊǎŜƳŜƴǘ  

 
A. Purchase order ς This is the preferred method of purchase. It requires a purchase requisition be completed and 

submitted for proper authorization by the department head or their designee. The purchase requisition is done prior 
to placing the order with the vendor. 

 
Purchase order guidelines: 

1. Purchases under $ 2,000 
a. No purchase order required 

2. Purchases $2,000 and over 
a. Purchase order required 
b. Department head approval required 
c. City manager approval required 



77 
 
 
 
 

 
Exceptions to the use of purchase order for services and supplies, vehicles, or equipment:  

ω tǳǊŎƘŀǎŜǎ ǳƴŘŜǊ ϷнΣллл  
ω aƻƴǘƘƭȅ ƻǊ ǉǳŀǊǘŜǊƭȅ ǊŜŎǳǊǊƛƴƎ ŜȄǇŜƴǎŜǎ όŎƻǇƛŜǊ ǎŜǊǾƛŎŜǎΣ ǎŎƘŜŘǳƭŜŘ ƳŀƛƴǘŜƴŀƴŎŜΣ ǳǘƛƭƛǘȅ ōƛƭƭǎύ  
ω 9ƳǇƭƻȅŜŜ ǇƘȅǎƛŎŀƭǎ ŀƴŘ ƳŜŘƛŎŀƭ ŜȄǇŜƴǎes  
ω tǳōƭƛŎŀǘƛƻƴ ŜȄǇŜƴǎŜǎ  
ω 5ǳŜǎ ŀƴŘ ƳŜƳōŜǊǎƘƛǇǎ  
ω DŀǎƻƭƛƴŜ ŀƴŘ ŦǳŜƭ ƻƛƭ  
ω /ƻǳǊǘ Ŏƻǎǘǎ  
ω .ƻƴŘ ŀƴŘ ƛƴǘŜǊŜǎǘ ǇŀȅƳŜƴǘǎ  
ω LƴǎǳǊŀƴŎŜ ŀƴŘ ƛƴǎǳǊŀƴŎŜ ŎƭŀƛƳǎ  
ω ¢ŀȄŜǎ  
ω wŜŎƻǊŘƛƴƎ ŦŜŜǎ  
ω {ŎƘŜŘǳƭŜŘ ŀƎŜƴŎȅ ǇŀȅƳŜƴǘǎ  
ω [ŜƎŀƭ ǎŜǊǾƛŎŜǎ 

 
B. Blanket purchase order ς The blanket purchase order is issued in advance for a predetermined budget amount. 
Examples of a blanket purchase order are bulk items (sand, rock, asphalt) and limited contracted services (engineering, 
tree removal). The blanket purchase order will close once the amount is exhausted, and a new blanket purchase order will 
need to go through the regular requisition process. Blanket purchase orders should not be used for:  

a. Travel and training reimbursements  
b. Initiating on-going service contracts  
c. Purchasing capital items or projects requiring a formal bid process and/or council approval 

 
C. Petty cash ς Petty cash may be used to make purchases under $20.00. An itemized receipt with the numbered petty 
cash form must be completed in full for reimbursement. The department head must approve the petty cash purchase 
when the receipt is completed. The City Clerk/Finance Department has an authorized petty cash fund. Developmental 
Services, the Library, and the Police Department maintain cash funds for customer service needs only. Petty cash should 
not be used for:  

a. Travel and training reimbursements  
b. Purchases from a vendor where the city has a credit/charge account  
c. Employee reimbursements  
d. Cashing personal checks or overwriting a check to receive cash 

 
D. Travel, training and/or conference reimbursement ς Employees are reimbursed for approved travel, training and 
conference expenses as authorized by their department head. Employees are urged to use discretion and seek economical 
lodging, transportation and meals. The city is authorized to provide advance travel money not to exceed $250 (Resolution 
No. 92-6-71). 
 
Reimbursement guidelines:  

1. Registration fees for approved conferences or training seminars will be paid by the city.  
2. Textbooks and other materials provided in registration fees or paid by the city will become property of the city.  
3. The city will reimburse employees for exams required for their position and approved by their department head 

upon submission of proof of successful exam completion.  
4. The city will pay single room occupancy rate unless two city employees share a room; the city will then pay the 

double occupancy room rate.  
5. Use of commercial carriers will be limited to the least expensive class. Employees are urged to purchase tickets in 

advance to obtain the best travel rate. Costs for taxis, buses, rental cars or other local transportation necessary 
for city business will be allowed.  

6. Use of personal vehicles.  
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a. Employees may use their personal vehicle for business travel only if the use of a city vehicle is not 
available.  

b. Reimbursement for mileage on personal vehicles will be at the rate set by the city manager and shall be 
computed using the most direct route.  

c. Employees using personal vehicles for business purposes will be reimbursed based on miles traveled, less 
the emplƻȅŜŜΩǎ ƴƻǊƳŀƭ ǘƻ ŀƴŘ ŦǊƻƳ ǿƻǊƪ ŎƻƳƳǳǘƛƴƎ ƳƛƭŜǎ ŀƴŘ ŀǘ ǘƘŜ ŀƭƭƻǿŀōƭŜ ǊŀǘŜ ŜǎǘŀōƭƛǎƘŜŘ ōȅ ǘƘŜ 
city manager. This rate is regularly reviewed and adjusted by the city manager. IE: An employee normally 
drives 5 miles each morning to work and 5 miles back home. If they instead drive to a conference 20 miles 
away, then they would be eligible for reimbursement of 30 miles for the conference (20 miles to 
conference, 20 miles from conference, less 10 commuting miles).  

d. If the employee elects to use a personal vehicle when a city vehicle is available for use, the employee may 
only be reimbursed for the lesser of actual gas receipts or mileage. 

7. Meals are reimbursed as follows:  
a. The maximum reimbursement each day is $25.00  
b. Actual expenses not exceeding $10.00 for breakfast, $10.00 for lunch, $15.00 for dinner will be 

reimbursed to employees. Breakfast expenses will only be reimbursed on overnight stays.  
c. Meals reimbursed for single-day trips (not requiring overnight stay) are taxable as wages. Meal 

reimbursements will be paid through Accounts Payable and taxed through the regular Payroll process.  
d. For multiple employees attending the same meeting, each person needs to pay their own expenses and 

have their own individual receipts. The city will only reimburse individual employees for their meal/travel 
expense.  

e. The city manager may approve payment of actual costs of a higher amount in special circumstances (see 
Employee Handbook for details)  

f. Original, itemized receipts must be provided for reimbursement  
g. The city does not pay or reimburse employees for alcoholic beverages or snacks between meals  
h. Tips shall not exceed 15% of the total meal cost 

8. Meal reimbursement is not applicable if the meal expense is included within a conference or meeting registration 
fee. Parking fees are allowed for storage of a city vehicle, personal vehicle, or rental car as part of business-related 
ǘǊŀǾŜƭΦ CƛƴŜǎ ŦƻǊ ǇŀǊƪƛƴƎ Ǿƛƻƭŀǘƛƻƴǎ ŀǊŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ 

9. Employees will be reimbursed for authorized travel and training expenses by completing a travel expense voucher 
with original, itemized receipts. Department heads must approve all employee travel expense vouchers. The city 
manager must approve all department head travel vouchers. The city manager must also approve any employee 
reimbursements over $2,000. 

 

Section 3 ς Purchasing Procedures 

A. Regular purchase order (purchase $2,000 or more, or requested by vendor)  
Step 1 - A purchase requisition is submitted in the financial software. All information must be completed, 
including freight/shipping charges and all notes/documents pertaining to the purchase. Notes for each 
requisition are required, and will include the remaining budget amount for the GL line item. Documentation 
can be scanned into the requisition regarding quotes and other relevant information to the purchase. The 
information is reviewed and approved by all required levels.  
Step 2 - A purchase order is issued by the department and a signed original is sent to the City Clerk/Finance 
Department. The city manager will authorize all purchase orders over $2,000. Purchase orders are signed by 
the city manager using the auto-signature in the financial software and initialed by the approving department 
head. 
Step 3 - The department orders the services and supplies, vehicles, or equipment.  

 
B. Blanket purchase order (purchase $2,000 or more, or requested by vendor)  

Step 1 - A purchase requisition is submitted in the financial software similar to a regular purchase order. The 
blanket purchase order is issued only for the current fiscal year. This will encumber the GL line item of the 
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purchase and cannot exceed the amount available in the budget. The information is reviewed and approved 
by all required levels.  
Step 2 - A purchase order is issued by the department and a signed original is sent to the City Clerk/Finance 
Department. The city manager will authorize all purchase orders over $2,000. Purchase orders are signed by 
the city manager using the auto-signature in the financial software and initialed by the approving department 
head. 
Step 3 - The department orders the services and supplies, vehicles, or equipment. Each invoice received 
against the purchase order reduces the amount available until the purchase order amount is exhausted. 

 
C. Petty cash  

Step 1 - The purchase should not exceed $20.00.  
Step 2 - The petty cash custodian will issue the money to the employee and note the amount withdrawn.  
Step 3 - The employee returns the itemized receipt to the petty cash custodian, who attaches it to the petty 
cash slip. The employee signs the petty cash slip.  
Step 4 - The department head completes the petty cash slip and approves the purchase.  
Step 5 - The petty cash custodian reimburses the petty cash fund as needed. Reconciliation forms should be 
completed and submitted with receipts at least once every three months or more frequently as needed. 

 
D. Travel, training and/or conference reimbursements  

Conference/training expenses:  
The city will issue payment for registration fees and/or hotel/motel costs prior to the conference. A Request for 
Check with detailed documentation for the payments must be submitted to the City Clerk/Finance Department in 
a timely manner.  
 
Reimbursement to employee:  
1. The employee completes the travel expense voucher and attaches original, itemized receipts. The department 

head approves the voucher and submits to the City Clerk/Finance Department. All expense vouchers for 
department heads must be submitted to the city manager for approval. Any employee expense vouchers over 
$2,000 must also be submitted to the city manager for approval.  

2. The City Clerk/Finance Department reviews the voucher and issues payment to the employee. Automatic 
deposit for employee reimbursement is required. 

 

Section 4 ς Purchasing Limitations 

A. Informal Quotation Process (Informal) 
1. The purchase of any services and supplies, vehicles, or equipment with a total value between 

$2,000 and $4,999 requires two quotations. These quotations can be either telephone quotations 
ƻǊ ŦǊƻƳ ŀ ǎǳǇǇƭƛŜǊΩǎ ŎŀǘŀƭƻƎΦ ¢ƘŜǎŜ ǉǳƻǘŀǘƛƻƴǎ ƴŜŜŘ ǘƻ ōŜ ŘƻŎǳƳŜƴǘŜŘ ƻƴ ǘƘŜ ǇǳǊŎƘŀǎŜ ǊŜǉǳƛǎƛǘƛƻƴΦ 

2. The purchase of any services and supplies, vehicles, or equipment whose total value is between 
$5,000 and $39,999 shall require written quotations from two suppliers. Quotations should be 
retained by the City Clerk/Finance Department with other related paperwork and be documented 
on the purchase requisition. 

3. Purchases for public improvements qualifying under Chapter 26.3 of the Code of Iowa that are less 
than $65,000 for highway, bridge, or culvert work, less than $81,000 for buildings, utilities, 
sidewalks, trails, etc. or have been declared emergency repair work qualify for informal quotations. 
These purchases shall adhere to the following requirements: 
a. The contractor must provide a performance and payment bond for a public improvement 

project of more than $25,000 (Chapter 573.2 of the Code of Iowa). 
b. The city manager shall solicit city council affirmation of public improvement contracts over 

$25,000 at the next regularly scheduled or special called meeting. 
c. Competitive quotations shall be required for any public improvement having an estimated total 

cost more than $36,000, but less than $65,000. Departments need to refer to Iowa Code 26.14 
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for the competitive quotation process required by the State of Iowa. 
4. All purchases involving a sole source bid (no competitive bids) where informal quotes are required 

shall be accompanied by written justification from the department head detailing the reason for a 
sole source purchase. 

5. All purchases requiring the informal quotation process do not require council approval. 
 

B. Competitive Bid Process (Semi-Formal)  
1. The purchase of any services and supplies, vehicles, or equipment with an estimated value in excess of $40,000 

shall require the taking of competitive bids based on written bid specifications with the cooperation of the 
City Clerk/Finance Department.  
 
All bid documents shall receive prior approval from the city manager or their designee. All amendments to bid 
specifications shall be made in writing. In the event it is deemed necessary to verbally inform a vendor of a 
bid specification change, such verbal communications shall be immediately followed up with written 
confirmation of the change. A notice to bidders may be published in an authorized publication, but is not 
ǊŜǉǳƛǊŜŘΦ Lǘ ƛǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ŀƭƭ ōƛŘ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŀǊŜ ǇƻǎǘŜŘ ǘƻ ǘƘŜ ŎƛǘȅΩǎ ǿŜōǎƛǘŜΦ  
 
The written bid documents will include the time, place, and manner for filing bids, which may be received by 
mail, fax, or e-mail. A report outlining all bids received, including the vendor names and the amount of the 
bids shall be submitted. If the bid is being awarded to a vendor other than the low bidder, the report shall also 
state why the bid is not being awarded to the low bidder. The report shall also include the amount budgeted 
for this purchase. The city manager or their designee may award the contract bid, execute the contract, 
authorize work to proceed under the contract, and/or approve performance and payment bonds. The city 
manager shall solicit city council affirmation of all semi-formal bids, contracts, and purchases that are not 
previously included in the council approved Capital Improvement Plan (CIP) at the next regularly scheduled or 
special meeting.  

2. Purchases for public improvements qualifying under Chapter 26.3 of the Code of Iowa that are between 
$81,000 and $196,000 and have not been declared emergency repair work and are not for highway, bridge, 
or culvert work qualify for competitive bidding (semi-formal) and shall adhere to part B-1 of this section. The 
contractor must provide a performance and payment bond. 

3. All purchases involving a sole source bid (no competitive bids) where competitive bids are required shall be 
accompanied by written justification from the department head detailing the reason for a sole source 
purchase. 

 
C. Competitive Bidding (Formal)  

1. Purchases for public improvements qualifying under Chapter 26.3 of the Code of Iowa that are in excess of 
$196,000 or are for highway, bridge, or culvert work in excess of $65,000 must use formal bidding as defined 
by Chapter 26 of the Code of Iowa, unless the improvements are declared emergency repair work.  

2. Formal bids must be taken with the cooperation of the city manager and the City Clerk/Finance Department 
using the following steps:  
a. Detailed and written plans and specifications and a detailed cost estimate must be prepared for the public 
ƛƳǇǊƻǾŜƳŜƴǘ ǇǊƻƧŜŎǘΣ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ Ŏƛǘȅ ƳŀƴŀƎŜǊΣ ŀƴŘ ǇƭŀŎŜŘ ƻƴ ŦƛƭŜ ǿƛǘƘ ǘƘŜ Ŏƛǘȅ ŎƭŜǊƪΩǎ ƻŦŦƛŎŜΦ  

b. A notice to bidders must be posted by the city clerk not less than thirteen (13) days and not more than 
forty-five (45) days before the date for filing bids. Notice to bidders must be posted in: (1) relevant 
contractor plan room service with statewide circulation; (2) a relevant construction lead generating 
service with statewide circulation; and (3) an internet site sponsored by the city or a statewide association 
that represents the city. Notices must include:  

i. Time and place for filing sealed proposals  
ii. Time and place sealed proposals will be opened and considered on behalf of the governing body  
iii. The general nature of the public improvements on which bids are being requested  
iv. In general terms, when the work must be commenced and when it must be completed  
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v. Bid security and bid bond requirements  
c. A notice of public hearing on plans, specifications, form of contract, and cost estimate must be published 

by the city clerk not less than four days and not more than twenty days before the public hearing.  
d. A formal opening and announcement of sealed bids on the published date by the city manager or their 

designee; review, consideration, and recommendation of bid award by city manager or their designee; 
city manager or their designee prepares report of bids received.  

e. A public hearing on plans, specifications, form of contract, and cost estimate on the published date by the 
city council.  

f. City council receives report of bids received.  
g. City council passes or rejects resolutions to adopt plans, specifications, form of contract, and estimate of 

cost, to award construction contract, and to approve construction contract and bond with the lowest 
responsive, responsible bidder who has met all bid security and bid bond requirements following the 
public hearing.  

h. All purchases involving a sole source bid (no competitive bids) where competitive bids are required shall 
be accompanied by written justification from the department head detailing the reason for a sole source 
purchase. 

 
D. Miscellaneous  

1. Any project or purchase that is above the competitive bid or quote thresholds as set by the State of Iowa shall 
follow all applicable laws. 

2. Bid and quote thresholds for Iowa cities are updated every other year by the State of Iowa Threshold 
Committee. Updated bid and quote thresholds for horizontal and vertical infrastructure may be found at 
https://iowadot.gov/local_systems/Bid-and-quote-thresholds. These thresholds become effective January 1 
of the year following the year the adjustments are made.  

3. Contracting for professional services (legal, engineering, etc.) or for ongoing technical services (maintenance, 
utilities, etc.) may be done on a negotiated basis. Where practical, however, those vendors providing such 
services should be asked to submit formal proposals to provide the services requested. Such proposals shall 
be evaluated on the basis of thŜ ǾŜƴŘƻǊΩǎ ǊŜǇǳǘŀǘƛƻƴΣ ŜȄǇŜǊƛŜƴŎŜΣ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǘƘŜ ǿƻǊƪ ǘƻ ōŜ ŘƻƴŜΦ 
Price, while being a factor, should not be the primary factor. City manager and city council authorization or 
affirmation is still required at the same dollar limitations as semi-formal or formally bid contracts.  

4. Bids solicited by the United States of America or an agency thereof, the State of Iowa, Mahaska County, or 
another governmental unit may be used as a replacement to the bidding requirements unless bidding is 
required by the Code of Iowa, the city council, or the city manager. The availability of a bid from another 
government agency does not preclude the city from seeking and obtaining bids in a manner provided through 
this policy.  

5. All purchases funded through a state or federal grant must follow all additional procedures required by the 
grantor. All bid specifications for a purchase that is funded through a state or a federal grant must list all 
additional specifications for the services and supplies, vehicles, or equipment that are required by the grantor. 
Contractors must be evaluated when the bids are received on their ability to meet these state or federal 
requirements. In addition, no purchases to be covered by the grant can be made prior to the execution of the 
grant agreement unless approved by the grantor.  

6. Purchase transactions for services and supplies, vehicles, or equipment with a city employee (the employee, 
ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜΣ ƻǊ ŜƳǇƭƻȅŜŜΩǎ ōǳǎƛƴŜǎǎύ ŀǊŜ ƭƛƳƛǘŜŘ ǘƻ ϷсΣллл ǇŜǊ ŦƛǎŎŀƭ ȅŜŀǊ ǇŜǊ ŜƳǇƭƻȅŜŜ ƛƴ ǘƻǘŀƭ ǳƴder 
Chapter 362.5 of the Code of Iowa. Any transactions with an employee that will exceed this limit are required 
to go through formal bidding requirements.  

7. For any given purchase, due to the nature of the contract, the competitiveness of the vendors, or for other 
reasons, the department may choose to use the bidding procedures for a higher dollar threshold than which 
the purchase falls under. The department may not, however, select bidding procedures for a lower dollar 
threshold than what is prescribed.  

8. Emergency repair work is declared via resolution by the city council and a certificate from an external, 
registered, professional engineer certifying that the emergency repairs are necessary. 

https://iowadot.gov/local_systems/Bid-and-quote-thresholds
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E. Local Purchasing Preference  

1. The city of Oskaloosa currently purchases many products, services, supplies, equipment, tools and other 
various items. The city staff and city council are directed to make purchases based on the lowest responsive 
bid. The council approvals a local preference as follows:  

a. Vendors, suppliers or service providers will be given a credit on their bid equal to 5% of their bid, or 
$500, whichever is less.  

b. On bids over $10,000, the maximum credit will be $500.  
c. In order to qualify as a local vendor, a bidder must maintain offices within Oskaloosa or within two 

miles of the corporate limits of Oskaloosa.  
d. Purchases, which are made through the formal bid process (i.e., public improvement projects), must 

be awarded to the lowest responsive bidder as required by Iowa Code Chapter 26.  
e. If the purchase is subject to federal, state or county grant requirements, the applicable provisions of 
ǘƘŜ ƎǊŀƴǘ ǎǳǇŜǊǎŜŘŜ ǘƘŜ ŎƛǘȅΩǎ ƭƻŎŀƭ ǇǳǊŎƘŀǎƛƴƎ ǇǊŜŦŜǊŜƴŎŜΦ 
 

F. Contract Administration  
1. The city manager or their designee will advertise and bid all contracts qualifying for formal bidding procedures. 

The city manager or their designee will oversee receiving, opening, and announcing all formal bids. Bids 
received late will be immediately returned to the late bidder unopened.  

2. All contracts or agreements that are presented to the city council or the city manager for approval must be 
signed by all parties prior to submission. Authorization by the city representative should be the last signature 
obtained on the contract/agreement. Any change orders or amendments to contracts/agreements should 
also have all signatures prior to authorization by the city representative. All contracts, agreements and change 
orders placed on the council agenda for approval must be filed with the city clerk with all necessary signatures 
prior to the council meeting. One original copy of all contracts, agreements and change orders will be kept in 
the City Clerk/Finance Department for audit purposes. 

3. Formally bid contracts will be executed by the mayor and attested to by the city clerk. The city manager or 
their designee shall execute all other contracts on behalf of the city as permitted by state law. Copies of all 
contracts should be forwarded to the City Clerk/Finance Department.  

4. The city manager or their designee will administer all contracts on the authority of the city council.  
5. The city manager or their designee will approve all change orders to contracts. City council must approve all 

change orders for contracts that were bid using formal bidding procedures, unless a contingency amount has 
been approved by the city council during the award of contract. In the event of an approved contingency, the 
city manager will approve all change orders up to the contingency ceiling.  

6. Contractual payments on formally bid contracts must be approved, individually, by city council action. Other 
contractual payments must be approved by the city manager or their designee and listed on the formal claims 
list presented to city council.  

7. Where appropriate, retainage shall be withheld on contracts for public improvements as provided for by state 
law or on other contracts as deemed appropriate or necessary. Retainage on a contract may not exceed 5% 
of the cost of the public improvement. An application by a contractor for early release of a retainage requires 
city council consideration and approval.  

8. The final acceptance (certificate of completion), the final contractor payment, and the release of retainage 
authorization (unless early release applied for) of a formally bid contract shall be approved by city council 
action.  
 

G. Amendment of Threshold Numbers Established  
Any dollar amount or limitation as set forth in the above Purchasing Policy which is fixed or established by reference to 
the Code of Iowa, specifically including Iowa Code §26.3; §573.2; Chapter 314; or otherwise dependent upon periodic 
action by the State of Iowa, shall be deemed to be adjusted and amended in accordance with any changes to those 
amounts made by the State of Iowa without any formal amendment or addition to this Purchasing Policy. 
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Record Retention 

 

  Department Managing Policy: 
Administration 

 
¢ƘŜ Ŏƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀ Ƙŀǎ ŀŘƻǇǘŜŘ ǘƘŜ Lƻǿŀ [ŜŀƎǳŜ ƻŦ /ƛǘƛŜǎ άwŜŎƻǊŘ wŜǘŜƴǘƛƻƴ aŀƴǳŀƭ ŦƻǊ Lƻǿŀ /ƛǘƛŜǎ which may be access 
in full on the Employee Intranet>City Policies> Record Retention Manual or at the Iowa League of Cities website at 
https://www.iowaleague.org/Pages/Home.aspx. 
 

 

https://www.oskaloosaiowa.org/DocumentCenter/View/1996/Record-Retention-Policy-20121203
https://www.iowaleague.org/Pages/Home.aspx
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Rental Housing Inspection Program 

 

Adopted by Council: Resolution # 17-02-23 
Date: February 21, 2017 

Department Managing Policy: 
Development Services 

Amended: June 18, 2018, Resolution # 18-06-119 Amended September 7, 2021, Resolution # 21-09-132 

 
The Oskaloosa City Council passed Resolution Number 17-02-23 on the 21st day of February 2017 thereby establishing a 
Rental Housing Inspection Program to be in effect on the 1st day of July, 2017. The purpose of this program is to provide 
safe and sanitary housing conditions for the residents of Oskaloosa by establishing minimum standards and regular 
inspections for all rental housing units in Oskaloosa.  
 
The authorization to carry out this program is set out in the Oskaloosa Municipal Code (OMC), Title 15, Chapter 60, which 
authorizes inspections of rental properties in order to enforce regulations set forth in OMC Chapters 8, 15, and 17.  
 
This policy outlines the administrative guidelines to implement and organize the program. The Rental Housing Inspection 
Program is administered by the city of Oskaloosa Development Services Department with direction from the Development 
Services director.  
 
Definitions  
The following general definitions are used throughout this administrative policy:  
 

1. DWELLING UNIT: One or more rooms, designed, occupied or intended for occupancy as a separate living quarter, 
with cooking, sleeping, and sanitary facilities provided within the dwelling unit for the exclusive use of a single 
family maintaining a household, in accordance with OMC Section 17.04.030.  

2. RENTAL PROPERTY: Any structure that includes a dwelling unit that is being held out or offered for rent or is 
currently being let for rent and occupied by any person who is not the owner of the premises, except that the 
following properties shall not be regarded as rental properties under this program:  

a. Dwellings owned by the local, state, or federal governments.  
b. Hotels, as defined by Chapter 137 of the Iowa Code.  
c. Dormitory rooms of higher education institutions.  
d. Nursing homes, long-term care, and medical care facilities.  
e. Church parsonages, and other similar facilities owned by religious institutions, that provide housing for their 

clergy or other similar staff.  
3. RENTAL UNIT: One dwelling unit within a rental property. If a common area and facilities are provided in a dwelling 

for the use of the occupants of units therein, such common area and facilities shall constitute a part of each rental 
unit for the purpose of inspection and compliance with this Rental Housing Inspection Program.  

4. RENT: Any form of payment, including but not limited to cash, services, or other valuable considerations, provided 
as a condition of occupying a dwelling not owned by the occupant.  

5. h²b9w ό[ŀƴŘƭƻǊŘύΥ tŜǊǎƻƴόǎύ ƭƛǎǘŜŘ ŀǎ ǘƘŜ ŘŜŜŘ ƘƻƭŘŜǊ ŀǎ ǊŜŎƻǊŘŜŘ ŀǘ ǘƘŜ aŀƘŀǎƪŀ /ƻǳƴǘȅ !ǎǎŜǎǎƻǊΩǎ hŦŦƛŎŜΦ  
6. h²b9wΩ{ w9tw9{9b¢!¢L±9 όtǊƻǇŜǊǘȅ aŀƴŀƎŜǊύΥ ! ǇŜǊǎƻƴ ǿƘƻ ƛǎ ŀǇǇƻƛƴǘŜŘ ōȅ ŀ ǊŜƴǘŀƭ ǇǊƻǇŜǊǘȅ ƻǿƴŜǊ ǘo provide 

access to a city iƴǎǇŜŎǘƻǊ ǘƻ ǘƘŜ ƻǿƴŜǊΩǎ ǊŜƴǘŀƭ ǇǊƻǇŜǊǘȅΦ The representative must have keys for all portions of the 
rental property, must be authorized to act on behalf of the owner concerning compliance with the requirements 
of the Rental Housing Inspection Program, and must be at least 18 years of age.  

7. INSPECTOR: The person(s) designated by the city of Oskaloosa Development Service Director to conduct the 
inspections of rental properties and units for this program. The city of Oskaloosa may contract with an outside 
entity to conduct these inspection services.  

8. MAJOR VIOLATION: A violation of the rental housing code that if left as is would constitute an immediate threat 
to the life and/or safety of those living in the home (Examples could include: lack of or damaged water heater, 
boiler, or furnace flue; smoke detectors which are missing, inoperable, or are improperly placed; storage of 
flammable liquids in a dwelling; electrical cords, wiring, or equipment that has begun to fail due to being 
overloaded or damaged).  
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9. TENANT: Person(s) or family occupying a dwelling unit for rent. According to OMC Section 17.04.030, not more 
than one family or four unrelated persons may occupy a dwelling unit.  

10. NO SHOW: When the owner of the structure or any other responsible adult designated by the owner do not attend 
the scheduled inspection.  

 
Registration of Rental Properties 
All rental properties in the city of Oskaloosa shall be registered as outlined in OMC Chapter 15.60. Registration is required 
so that the Ŏƛǘȅ Ƙŀǎ ǘƘŜ Ƴƻǎǘ ŎǳǊǊŜƴǘ ŎƻƴǘŀŎǘ ŀƴŘ ƻǿƴŜǊǎƘƛǇ ƛƴŦƻǊƳŀǘƛƻƴΦ !ǘ ǊŜƎƛǎǘǊŀǘƛƻƴΣ ǘƘŜ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ 
representative shall be required to attest that the rental unit(s) meets building regulations identified in OMC, Chapters 8, 
15, and 17, as summarized in Appendix A: Rental Housing Inspection Checklist. Additionally, by filing a registration form 
with the city, the owner is granting consent to an inspection of the rental property by the city for the purpose of 
determining compliance with this Rental Housing Inspection Program. Registration forms shall be provided and records 
maintained by the city of Oskaloosa Development Services Department. A receipt of registration will be provided to the 
ǇǊƻǇŜǊǘȅ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŀǘ ǘƘŜ ǘƛƳŜ ƻŦ ǊŜƎƛǎǘǊŀǘƛƻƴΦ  
 
For properties that are occupied by someone other than the owner for more than 30 days per year, suspected of being a 
rental property, and claimed not to be rental properties by the landlord, the property owner shall file with the city a 
notarized affidavit describing the circumstances under which the occupants are allowed to live in the property without 
paying rent and attesting that the property is not a rental property.  
 
Registration of new and/or converted property or properties which changes ownership shall be completed within thirty 
(30) days of such activity, at which time the registration fee is due. Properties not registered in accordance with this Policy 
shall be considered non-complaint with this Rental Housing Inspection Program, shall be subject to late-fees described 
below, and may be subject to penalties described in the Violations section below. Properties shall also be registered at 
the time of inspection.  
 
An annual per-rental-unit registration ŦŜŜ ǎƘŀƭƭ ōŜ ǇŀƛŘ ōȅ ǘƘŜ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ after the property passes 
inspection. The fee shall be established according to the city-adopted fee schedule. Failure to pay the rental registration 
fee by the due date may result in a late-fee of $50 per day up to a maximum of $500 per rental property. The Rental 
Compliance Certificate will not be issued without payment of the registration fees.  
 
Properties that remain unregistered more than 30 days past the change of ownership or becoming a rental property will 
be considered non-compliant properties. A non-compliant property may have its Certificate of Occupancy revoked, have 
its Rental Compliance Certificate revoked, have its occupancy discontinued pursuant to OMC 15.04.110 ς Building Official-
Occupancy discontinuance for violations, and/or the owner may be prosecuted for municipal infractions, as described in 
OMC, Chapter 1.24 and in the Violations section below.  
 
In addition, Development Services Department staff will monitor utility billing signups for rental units or properties and 
compare their known rental units and/or properties with those registered rental properties to ensure that accurate 
records are maintained in both areas. The owners of rental units and/or properties that are determined to be unregistered 
shall be contacted by certified letter, which will provide them with a registration form. Property owners will have thirty 
(30) calendar days to register their rental property, failure to do so shall be considered non-complaint with this Rental 
Housing Inspection Program and may be subject to penalties described in the Violations section below.  
 
Transfer of Ownership 
Rental property that is transferred from one owner to a different owner shall have thirty (30) calendar days in which to 
re-ǊŜƎƛǎǘŜǊ ǘƘŜ ǊŜƴǘŀƭ ǳƴƛǘǎ ƻǊ ǇǊƻǇŜǊǘȅόǎύ ǳƴŘŜǊ ǘƘŜ ƴŜǿ ƻǿƴŜǊΩǎ ƴŀƳŜΦ bƻ ǊŜŦǳƴŘǎ ǎƘŀƭƭ ōŜ ƎƛǾŜƴ ǘƻ ǇǊƻǇŜǊǘȅ ƻǿƴŜǊǎ ŦƻǊ 
ŀ ǇŀǊǘƛŀƭ ȅŜŀǊΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴΦ !ŘŘƛǘƛƻƴŀƭƭȅΣ ǇǊƻǾƛŘŜŘ ǘƘŀǘ ǘƘŜ ƴŜǿ ƻǿƴŜǊ ǊŜƎƛǎǘŜǊǎ ǘƘŜ ǊŜƴǘŀƭ ǇǊƻǇŜǊǘȅ ƛƴ ǘƘŜƛǊ ƴŀƳŜ ǿƛǘƘƛƴ 
thirty (30) calendar days of the transfer of ownership they shall not be required to pay a second registration fee.  
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Rental Units Out of Service 
Should an owner desire to take his/her rental unit or property out of service for a minimum of sixty (60) days they may 
file with the city a written notice of the rental unit or property being taken out of service. While the unit is taken out of 
service they shall not rent or allow anyone to live within the rental unit or property until such time as the unit is re-
registered with the city of Oskaloosa.  
 
Once the rental unit or property is re-registered with the city the owner shall pay a new rental registration fee and the 
property shall be inspected within sixty (60) calendar days of being re-registered  
 
Inspection Schedule 
The baseline schedule for the inspection of all rental properties shall be once every three (3) years. As a benefit to 
compliant landlords, properties that pass the first inspection, with no noted concerns from the inspector, will not need to 
be inspected for another four years. Rental properties that require two or more inspections (three or more during the first 
three-year cycle) to pass and that receive multiple noted concerns from the inspector will need to be inspected every year 
until they pass on their first inspection. Those rental properties will then move to the standard inspection cycle.  
 
Beginning in Fiscal Year 2019, newly registered rental properties shall be inspected within six (6) months of the property 
being registered with the city. Subsequent inspection shall be in accordance with the standard scheduling process outlined 
previously.  
 
Development Services Department staff will be responsible for notifying property owners of the timeframe in which they 
have to schedule ŀƴ ƛƴǎǇŜŎǘƛƻƴΦ {ǘŀŦŦ ǎƘŀƭƭ ǎŜƴŘ ǿǊƛǘǘŜƴ όƻǊ ŜƭŜŎǘǊƻƴƛŎΣ ƛŦ ǎŜƭŜŎǘŜŘ ōȅ ǘƘŜ ƻǿƴŜǊκƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜύ 
ƴƻǘƛŎŜ ǘƘŀǘ ƛǘ ƛǎ ǘƛƳŜ ǘƻ ǎŎƘŜŘǳƭŜ ŀƴ ƛƴǎǇŜŎǘƛƻƴ ŦƻǊ ǘƘŜƛǊ ǊŜƴǘŀƭ ǇǊƻǇŜǊǘƛŜǎΦ ¢ƘŜ ƻǿƴŜǊκƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǿƛƭƭ ōŜ ƎƛǾŜƴ 
thirty (30) days from the time the notice is sent to schedule the inspection. The inspection must take place within sixty 
όслύ Řŀȅǎ ƻŦ ǘƘŜ ƛƴǎǇŜŎǘƛƻƴ ƴƻǘƛŎŜΦ Lǘ ƛǎ ǘƘŜ ƻǿƴŜǊκƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŎƻƴǘŀŎǘ ǘƘŜ LƴǎǇŜŎǘƻǊ ǘƻ 
schedule the inspection(s). Failure to schedule the inspection shall be considered a violation of this program.  
 
Owners (or their representatives) may elect to schedule an inspection at any time before the city-determined time for 
inspection. Upon passing this elective inspection, the property will then be placed on the appropriate inspection schedule 
(typically three years from the inspection). The inspector will not perform an inspection if the tenant has not been notified 
ƻŦ ǘƘŜ ƛƴǎǇŜŎǘƛƻƴ ōȅ ǘƘŜ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΣ ƛŦ ǘƘŜ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŘƻŜǎ ƴƻǘ ǎƘƻǿ ǳǇ ŦƻǊ 
ǘƘŜ ƛƴǎǇŜŎǘƛƻƴΣ ƻǊ ƛŦ ǘƘŜ ƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƛǎ ƴƻǘ ŀǘ ƭŜŀǎǘ ŜƛƎƘǘŜŜƴ όмуύ ȅŜŀǊǎ ƻŦ ŀƎŜΦ  
 
Properties will NOT be inspected as a part of a contingency for a real estate sales transaction. The city shall not be 
responsible for late or misdirected notifications, either by US Mail or by email.  
 
¢ƘŜ άLƴǎǇŜŎǘƛƻƴ bƻǘƛŎŜέ ǎƘŀƭƭ Ŏƻƴǎƛǎǘ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƛǘŜƳǎΥ  

¶ Letter stating the following minimum items:  
o Date by which the inspection must be scheduled;  
o Address of property to be inspected including number of unit(s) to be inspected; and  
o Contact information for the Rental Inspector.  

¶ Copy of the Rental Inspection Checklist and the Rental Inspection Form.  
 
Follow up inspections, as required, shall be scheduled at the time of the initial inspection by the inspector. The inspector 
shall document all inspections and provide records to the Development Services Department.  
 
Inspections 
The property owner will pay for the inspection at the time it is conducted. If the inspection is conducted by a contracted 
ŜƴǘƛǘȅΣ ǘƘŜ ƻǿƴŜǊκƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǎƘŀƭƭ Ǉŀȅ ǘƘŜ ƛƴǎǇŜŎǘƻǊ ŘƛǊŜŎǘƭȅ ŦƻǊ ǘƘŜ ƛƴǎǇŜŎǘƛƻƴ ŀǘ ǘƘŜ ǘƛƳŜ ƻŦ ƛƴǎǇŜŎǘƛƻƴΦ ¢ƘŜ 
inspection fees shall be $75 for the first unit, plus $25 for each additional unit in the rental property. These fees shall also 
be charged for each required re-inspection.  
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The inspector shall conduct the inspection in-person and shall visually inspect all exterior and interior spaces of the rental 
property. The inspector shall inspect all sides of the exterior structure and the grounds of the property. The inspector shall 
inspect every room in the rental property. The inspection shall be focused on building regulations identified in OMC, 
Chapters 8, 15, and 17, as summarized in the Rental Housing Inspection Checklist. A rental property is considered to have 
άǇŀǎǎŜŘέ ǘƘŜ ƛƴǎǇŜŎǘƛƻƴ ƻƴŎŜ ǘƘŜ ƛƴǎǇŜŎǘƻǊ ŎƻƳǇƭŜǘŜǎ ŀƴ ƛƴǎǇŜŎǘƛƻƴΣ ŦƛƴŘǎ ƴƻ Ǿƛƻƭŀǘƛƻƴǎ ƻŦ ha/Σ ŀƴŘ ǎƛƎƴǎ ǘƘŜ wŜƴǘŀƭ 
Housing Inspection Form. The completed and signed Rental Housing Inspection Form will remain on file in the 
5ŜǾŜƭƻǇƳŜƴǘ {ŜǊǾƛŎŜǎ 5ŜǇŀǊǘƳŜƴǘΦ ! ŎƻǇȅ ƻŦ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ŦƻǊƳ Ƴŀȅ ōŜ ǇǊƻǾƛŘŜŘ ǘƻ ǘƘŜ ǇǊƻǇŜǊǘȅ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ 
representative, if requested.  
 
Lǘ ƛǎ ǘƘŜ ƛƴǎǇŜŎǘƻǊΩǎ Ǌesponsibility to determine if a particular violation constitutes a major violation. If a major violation ς 
summarized, but not limited to, the list below ς is found, a mandatory re-inspection is required within forty-eight (48) 
hours. If a major violation ƛǎ ƛŘŜƴǘƛŦƛŜŘΣ ǘƘŜ ƛƴǎǇŜŎǘƻǊ Ƴŀȅ ǊŜŦŜǊ ǘƘŜ ǇǊƻǇŜǊǘȅ ǘƻ ǘƘŜ ŎƛǘȅΩǎ ōǳƛƭŘƛƴƎ ƻŦŦƛŎƛŀƭ ǘƻ ōŜ ǇǳǊǎǳŜŘ ŀǎ 
a Dilapidated Building under OMC Chapter 15.30. This may result in a determination that the property is uninhabitable 
until corrections are made and a re-inspection has been completed.  
 
Major Violations Which Require a Mandatory 48 Hour Reinspection 
aŀƧƻǊ ±ƛƻƭŀǘƛƻƴǎ ŀǊŜ ǘƘƻǎŜ Ǿƛƻƭŀǘƛƻƴǎ ǘƘŀǘ ǿƻǳƭŘ ŎŀǳǎŜ ŀ ōǳƛƭŘƛƴƎ ǘƻ ōŜ ŎƻƴǎƛŘŜǊŜŘ άǳƴǎŀŦŜέ ǳƴŘŜǊ ha/ /ƘŀǇǘŜǊ мрΦолΦлнл 
ς Unsafe building defined. Some, but not all, of the Major Violations are listed here:  

1. Structurally failing portions of the structure.  
2. Storage of flammable liquids in a dwelling.  
3. Fuel fired equipment with missing or inoperable flues.  
4. Electrical cords or wiring that shows signs of failure.  
5. Inoperable heating system during winter months, generally considered between November and March.  
6. Other life safety issues or items as determined by the designated inspector.  

 
If the above items are not corrected prior to re-inspection, the property shall be considered non-compliant with this Rental 
Housing Inspection Program, may have their Rental Compliance Certificate revoked, and may be subject to penalties 
described in the Violations section below. Additionally, the property will be pursued as a Dilapidated Building under OMC 
Chapter 15.30.  
 
Violations Which Require a 60 Day Reinspection 
All other violations shall be corrected within sixty (60) calendar days. If the violations are not corrected prior to re-
inspection, the property shall be considered non-compliant with this Rental Housing Inspection Program and may be 
subject to penalties described in the Violations section below. This may include the revocation of the Rental Compliance 
Certificate and the immediate vacation of the rental property and/or rental units.  
 
Rental properties or units that fail three or more inspections during an inspection cycle will be considered non-compliant 
with this program and shall have their Rental Compliance Certificates revoked.  
 
Rental Compliance Certificates 
For properties that have undergone an inspection, a current Rental Compliance Certificate is required to continue 
operating as a rental property. A provisional compliance certificate shall be issued to each property that is properly 
registered with the city, but has not yet had an initial inspection. Properties without a current (or provisional) Rental 
Compliance Certificate will be considered non-compliant with the program and may be subject to the Violations section 
below. These certificates can be revoked by the Rental Housing Inspector or by the Building Official for non-compliance 
with this policy or with any section of OMC 15.60.  
 
No Shows 
¢ƘŜ ƛƴǎǇŜŎǘƻǊ ǎƘŀƭƭ ƳŜŜǘ ǘƘŜ ƻǿƴŜǊ ƻǊ ǘƘŜ ƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŀǘ ǘƘŜ ŀƎǊŜŜŘ ǳǇƻƴ ŘŀǘŜΣ ǘƛƳŜΣ ŀƴŘ ƭƻŎŀǘƛƻƴΦ ¢ƘŜ 
ǇǊƻǇŜǊǘȅ ƻǿƴŜǊ ǎƘŀƭƭ ōŜ ŀǎǎŜǎǎŜŘ ŀ Ϸрл άbƻ {Ƙƻǿέ ŦŜŜ ŦƻǊ ŜŀŎƘ ǘƛƳŜ ǘƘŜ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ ǊŜǇresentative fails to be at a 
scheduled inspection.  
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Consideration will be given to property owners who contact the Inspector minimum of two (2) business days prior to the 
date of the inspection to reschedule a rental inspection due to an inability to get a contractor onsite to correct the 
violations. This shall not apply to violations which require a forty-eight (48) hour follow up inspection. If a rental 
ƛƴǎǇŜŎǘƛƻƴ ƛǎ ǊŜǎŎƘŜŘǳƭŜŘ ƳƻǊŜ ǘƘŀƴ ƻƴŎŜΣ ŀ Ϸрл άbƻ {Ƙƻǿέ ŦŜŜ ǿƛƭƭ ōŜ ŀǎǎŜǎǎŜŘ ǘƻ ǘƘŜ ǇǊƻǇŜǊǘȅ ƻǿƴŜǊ Ŧƻr each 
rescheduling.  
 
¢ƘŜ ƛƴǎǇŜŎǘƻǊ ǿƛƭƭ ƴƻǘ ǇŜǊŦƻǊƳ ŀƴ ƛƴǎǇŜŎǘƛƻƴ ƛŦ ǘƘŜ ǘŜƴŀƴǘ Ƙŀǎ ƴƻǘ ōŜŜƴ ƴƻǘƛŦƛŜŘ ƻŦ ǘƘŜ ƛƴǎǇŜŎǘƛƻƴΣ ƛŦ ǘƘŜ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ 
ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŘƻŜǎ ƴƻǘ ǎƘƻǿ ǳǇ ŦƻǊ ǘƘŜ ƛƴǎǇŜŎǘƛƻƴΣ ƻǊ ƛŦ ǘƘŜ ƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƛǎ ƴƻǘ ŀǘ ƭŜŀǎǘ му ȅŜŀǊǎ of age. In each 
ƻŦ ǘƘŜǎŜ ŎŀǎŜǎΣ ŀ Ϸрл άbƻ {Ƙƻǿέ ŦŜŜ ǿƛƭƭ ōŜ ŀǎǎŜǎǎŜŘ ǘƻ ǘƘŜ ǇǊƻǇŜǊǘȅ ƻǿƴŜǊΦ  
 
Nuisance Complaints 
¢ƘŜ ŎƛǘȅΩǎ bǳƛǎŀƴŎŜ 9ƴŦƻǊŎŜƳŜƴǘ tǊƻƎǊŀƳ Ƴŀȅ ŦǊƻƳ ǘƛƳŜ-to-time identify nuisance complaints at rental properties. If the 
Nuisance Enforcement Program can work with the tenants and/or property owner to have the complaint resolved within 
the initial timeframe given by the Nuisance Enforcement official, then no further coordination is needed with the Rental 
Housing Inspection Program. If, however, the nuisance is not addressed within the initial timeframe given by the Nuisance 
Enforcement official, the property may be referred to the Rental Housing Inspection Program, where it will be scheduled 
for a full rental inspection or re-inspection and sent ŀƴ ƛƴǎǇŜŎǘƛƻƴ ƴƻǘƛŎŜ ǿƛǘƘ ǘƘŜ ƴŜȄǘ ƳƻƴǘƘΩǎ ƛƴǎǇŜŎǘƛƻƴ ƴƻǘƛŎŜǎΦ ¢ƘŜ 
property owner shall be responsible for paying the standard inspection fees to the inspector. Weeds, grass, and snow 
removal nuisances should not be referred to the Rental Housing Inspection Program unless evidence exists of unsafe or 
unsanitary housing conditions. 
 
Tenant Complaints 
Only current tenants of a rental property or unit(s) may file complaints of violation regarding a rental housing property. 
Complaints shall be made in writing using the Rental Housing Complaint Form and delivered to the Development Services 
Department. Inspections based on a complaint will not be conducted if the Rental Property Complaint Form is not 
completed.  
 
At the time the complaint is made, city staff will ask the tenant for any other type of documentation s/he may have ς for 
example any pictures or letters they may have sent to the landlord. The tenant shall be required to certify that s/he has 
ǊŜƎƛǎǘŜǊŜŘ ŀ ŎƻƳǇƭŀƛƴǘ ǿƛǘƘ ǘƘŜ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾe at least fourteen (14) days prior to filing the complaint 
with the city, unless the complaint is regarding a major violation. The tenant will be advised that the landlord will be 
notified regarding the complaint and a determination will be made on the validity and severity of the complaint and if an 
ƛƴǎǇŜŎǘƛƻƴ ƛǎ ǿŀǊǊŀƴǘŜŘΦ /ƛǘȅ ǎǘŀŦŦ ǿƛƭƭ ŎƻƴǘŀŎǘ ǘƘŜ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ōȅ ǇƘƻƴŜ ǿƛǘƘƛƴ ǘǿƻ όнύ ōǳǎƛƴŜǎǎ Řŀȅǎ 
if a complaint falls under the purview of this Rental Housing Inspection Program.  
 
If a complaint is within the purview of this program, the rental inspector will conduct an inspection within ten (10) business 
days of the complaint. If violations exist at the time of the inspection, the inspector will document utilizing the same 
procedures as if a non-complaint inspection was performed. The tenant will be contacted by phone regarding the outcome 
of the inspection. The inspection form shall be made available to the tenant upon request.  
 
Complaints regarding major violations, which would require a mandatory forty-eight (48) hour re-inspection during a 
normal rental inspection, will require that an inspection be scheduled within forty-eight (48) hours of receipt of the 
complaint, excluding weekends or holidays.  
 
If the complaint is regarding an item not covered by the Rental Housing Inspection Program, the tenant shall be informed 
of such and no further action shall be taken.  
 
The city of Oskaloosa Development Services Department shall maintain the record of each complaint and the outcome of 
the complaint as a part of the rental program.  
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Any complaint that requires an onsite inspection shall have an associated $75 re-inspection fee. If the complaint is found 
to have merit and violations are found in the rental property, the property owner will be responsible for paying the fee. If 
the complaint is found to have no merit and violations are not found in the rental property, the tenant filing the complaint 
will be responsible for paying the re-inspection fee.  
 
Appeals 
The Building Code Board of Appeals, as defined in OMC, Chapter 15, serves as the appeals board for disputes regarding 
notices of violations issued during a rental inspection, in accordance with OMC section 15.04.150.  
 
!ƴ ƻǿƴŜǊ ƻǊ ƻǿƴŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƻŦ ŀ ǇǊƻǇŜǊǘȅ ǿƘƻ ǿƛǎƘ ǘƻ ƳŀƪŜ ŀƴ ŀǇǇŜŀƭ ǊŜƎŀǊŘƛƴƎ ŀ ƴƻǘƛŎŜ ƻŦ Ǿƛƻƭŀǘƛƻƴ ƻŦ ǘƘŜƛǊ 
rental property or unit(s) shall complete an appeal form provided by the city of Oskaloosa. This appeal must be filed with 
the Development Services Department within sixty (60) days of the initial inspection. The Building Code Board of Appeals 
shall then schedule a hearing within thirty (30) days of receiving the appeal. City staff shall compile information related to 
the inspection and identified violation. At the Building Code Board of Appeals hearing, city staff shall present evidence of 
the violation and the rental property owner will be provided an opportunity to state his/her perspective on the need to 
ǊŜŎƻƴǎƛŘŜǊ ǘƘŜ ƛƴǎǇŜŎǘƻǊΩǎ ŘŜŎƛǎƛƻƴΦ ¢ƘŜ .ǳƛƭŘƛƴƎ /ƻŘŜ .ƻŀǊŘ ƻŦ !ǇǇŜŀƭǎ ǎƘŀƭƭ ǇǊƻǾƛŘŜ ŀ ǊǳƭƛƴƎ ǿƛǘƘƛƴ ǘŜƴ όмлύ ŀŦǘŜǊ ǘƘŜ 
ƘŜŀǊƛƴƎΦ LŦ ǘƘŜ ƻǿƴŜǊ ƛǎ ƴƻǘ ǎŀǘƛǎŦƛŜŘ ǿƛǘƘ ǘƘŜ ǊǳƭƛƴƎΣ ǘƘŜ ƻǿƴŜǊ Ƴŀȅ ŦƛƭŜ ŀ ǊŜǉǳŜǎǘ ǿƛǘƘ ǘƘŜ Ŏƛǘȅ ƳŀƴŀƎŜǊΩǎ ƻŦŦƛŎŜ for a public 
hearing with the Oskaloosa City Council. This request must be filed within ten (10) days following the Building Code Board 
of Appeals ruling. At the next regularly scheduled meeting, the city council shall schedule a public hearing and provide a 
ruling.  
 
Violations 
Rental properties and/or rental units that fail to comply with the rental housing inspection program, shall be referred to 
the city building official and attorney for prosecution as a municipal infraction. Failure to comply with this program, 
including but not limited to failure to register a property, may result in the revocation of a Certificate of Occupancy and/or 
a requirement to vacate the property.  
 
Information and Training 
The Development Services Department shall make available to the public detailed information regarding this program 
including but not limited to: the program policy with appendices; frequently asked questions (FAQs); common violations 
with corrective measures; and contact information for questions, complaints, Development Services Department and on 
the city of Oskaloosa website.  
 
In the event that substantial changes to the rental housing inspection program or code are approved, the Development 
Services Department shall provide a Rental Housing Inspection Program training session, held on a weekday at 5 pm or 
later, which is open to all landlords and the public.  
 
Annual Report 
The city of Oskaloosa Development Services Department shall provide an annual report to the Oskaloosa City Council. The 
report shall provide data on the number of housing units in the city and the frequency and type of violations that have 
been found in the previous year. The report shall be prepared in July of each calendar year showing the reporting period 
beginning July 1 of the previous year and running through June 30 of the current year.  
An audit of the program will be conducted by an independent committee within the first 180 days of the program to 
evaluate program goals and inspection findings.  
 
Minor Administrative Adjustments  
City council authorizes the city manager, or designee, to make minor administrative adjustments to this policy or 
appendices. Any changes or adjustments that substantially change the program, registration, inspections, violations, or 
complaint process shall require the approval of city council. 
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All rental properties within the city of Oskaloosa must be registered and regularly inspected according to the schedule in 

the Administrative Policy. The checklist below is a simplified summary of items that will be inspected during the 

inspection process. This document should be understood as general guidance to the Rental Housing Inspection Program 

and should not be construed as legally binding code. More information and references to the Oskaloosa Municipal Code 

can be found in the Rental Housing Inspection Form. 

 

ADMINISTRATIVE COMPLIANCE 

1. Property and units registered with the city of Oskaloosa. 

2. Ownership and contact information clearly defined on the registration form. 

3. Registration fees paid. 

4. Landlord contact information posted visibly on site. 

 

EXTERIOR AREA/STRUCTURE 

1. Property has house numbers clearly visible from the street. 

2. Roof and walls are not deteriorated and do not have peeling paint in excess of 50% of the area. 

3. Accessory buildings and fences in good repair. 

4. Doors are operable and able to be locked. 

5. Windows and skylights are operable and in good repair. 

6. Chimneys appear to be structurally safe and in good repair. 

7. Foundation appears to be adequate and in good repair. 

8. Property does not have broken, rotten, split, or buckled walls. 

9. Stairways, porches, decks, and balconies have flooring, supports, and handrails in good condition. 

10. Site appears to have adequate grading and drainage. 

11. Known cisterns, wells, or other hazards are fenced, covered, or filled. 

12. Property does not have an accumulation of weeds or brush. Yard is properly mowed. 

13. Property does not have an accumulation of garbage, junk, or debris. 

14. Property is not providing habitation for rodents, wild animals, or other vermin. 

15. Property does not have any illegal vehicles on site. 

16. Property does not have unsafe storage of combustible material. 

 

INTERIOR AREAS/STRUCTURE 

1. Walls, ceilings, and floors structurally sound and in good repair. 

2. The building is maintained in a safe and sanitary condition. 

3. All stairs are in sound condition and good repair. All stairs must have handrails and balusters or similar feature that 

prevents a fall hazard from open-sided stairs. 

4. Handrails firmly fastened and in good repair for all stairs. 

5. All habitable rooms are provided with adequate electrical service for proper illumination. 

 

 

Rental Housing Inspection Checklist 
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PLUMBING 

1. Rental unit has use of operable kitchen sink, toilet, and bathtub or shower. 

2. All appliance plumbing fixtures have hot and cold water and are connected to sanitary sewer system with proper 

clearance for usage and cleaning. 

3. Bathrooms provide adequate privacy and ventilation. 

4. Clothes dryer properly vented to the outside with metal vent pipes. 

 

ELECTICAL/MECHANICAL 

1. Electrical service is properly maintained and is sufficient to support the electrical load. 

2. Adequate clearance for service is provided on the control side of all HVAC and utility appliances. 

3. Each unit has heating facilities capable of maintaining a room temperature of 68 degrees Fahrenheit in all habitable 

rooms and bathrooms. Cooking appliances and portable heating units shall not be used to provide heating to meet 

requirement. 

4. All electrical equipment, wiring, lighting, and appliances are properly installed and maintained in a safe and 

approved manner. 

5. Electrical panels are accessible, clearly marked, and circuits are properly labeled. 

6. Fuel fired equipment has appropriate and operable flues and shutoff valves. 

7. Every habitable room and every bathroom contain at least one (1) properly installed electrical outlet. 

8. Every laundry room contains at least one (1) grounded-type receptable or ground-fault circuit interrupter (GFCI). 

9. There are cover plates on all outlets, switches, and junction boxes. 

10. GFCI outlets installed for all outlets within six (6) feet of a water sources. 

11. Water heaters have a properly installed pressure relief valve (PRV) with the discharge pipe reaching to within six 

(6) inches of the floor. 

 

FIRE SAFETY REQUIREMENTS 

1. Place one smoke alarm in each sleeping room. Place one smoke alarm immediately outside of sleep areas (e.g., 

hallway). Place at least one smoke alarm on each floor, including the basement. 

2. All sleeping rooms have safe and appropriate access to an operable window for egress. 

3. Each unit has appropriately-sized ABC-rated fire extinguisher. 

a. For single-family properties, one properly maintained fire extinguisher with a minimum size of 1-A 5-BC 

must be present within the home. 

b. For multi-family properties, there must be a minimum 2-A 10-BC extinguisher ς checked and tagged by a 

qualified service person annually ς located within 75 feet of eŀŎƘ ǳƴƛǘΩǎ Ƴŀƛƴ ŜƴǘǊŀƴŎŜ ǿƛǘƘ ŀ ƳƛƴƛƳǳƳ ƻŦ 

one (1) per floor or within each unit. 

4. Place one carbon monoxide detector immediately outside of sleeping rooms, such as in the hallway. There must be 

a least one carbon monoxide detector on each floor, including the basement. (Only applies to properties with a 

potential carbon monoxide source.) 

5. Fire alarm and suppression systems properly installed and operational where required. 

6. Two clear and passable egress routes exist for each floor above the first floor. 

7. All egress doors and windows are operable without need for keys, special knowledge or effort. 

8. All fire resistance rating of walls, fire stops, floors, and doors, etc. are properly maintained. 

 

 



92 
 
 
 
 

 
 
Return form to: 
City of Oskaloosa, Attn: Development Services, 220 South Market Street, Oskaloosa, Iowa 52577 
 

  Rental Property Information 
 

Rental Property Address: __________________________________________________________________ 

        __________________________________________________________________ 

Registration Fiscal Year: ______________  Total Number of Units in Property: ____________ 

Date of Last Inspection: ______________  New Registration?  Yes No 

          όLŦ ƴƻǘ ȅŜǘ ƛƴǎǇŜŎǘŜŘΣ ǿǊƛǘŜ άƴƻƴŜέύ 

 

  Property Owner Information 
 

Owner Name: ___________________________________________________________________ 

Owner Address:  _________________________________________________________________ 

     _________________________________________________________________ 

Phone #: __________________________ Cell # (if different): ________________________ 

Email address: ___________________________________________________________________  

  

  Property Manager Information 
 

Manager Name:  _________________________________________________________________ 

Manager Address:   _______________________________________________________________ 

     _________________________________________________________________ 

Phone #: __________________________ Cell # (if different): ________________________ 

Email address: ___________________________________________________________________ 

 

Primary contact:          Property Owner             Property Manager 

 

  Acknowledgement 
As the property owner (or owner's representative), I understand that I am subject to the rental housing regulations of the city of 
Oskaloosa, including but not limited to the right of the city to perform inspections on my property as part of the rental housing 
requirements. I understand that it is my duty to notify my tenants of any upcoming inspections and to either be present or have a 
representative, that is at least 18 years age, present during the inspection. By my signature below, I am certifying that the rental units 
identified in this form comply with building regulations identified in Oskaloosa Municipal Code, Chapters 8, 15, and 17, as summarized 
in the Rental Housing Inspection Checklist. 
 

Signature: _____________________________________________    Date: ___________________ 
 

Printed Name: _________________________________________ 
 

  Official Use Only 
 

Date Received: _______________________________ 
Received By: _________________________________ 

Registration Fee ($15/unit) 
Late Registration Fee ($50/day) 

Other Fees 
Total Amount Due 

 

 

 

 
 

Rental Unit Registration Form 
This form is required to be completely filled out.  

One form required for each property. 
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                                                                              Inspection Date: ______________________          Initial          Re-Inspection        Complaint 
 
Rental Address: __________________________________________________________   Unit Number: ________________________    
 
Inspector Name: __________________________________   Owner/Representative Name: __________________________________        
 

  A. Exterior Property/ Area 
# Yes No N/A Description 
1    House numbers clearly visible from the street. OMC 15.28.020 

2    Roof and walls are not deteriorated and do not have peeling paint in excess of 50% of the area. OMC 15.30.020 G 

3    Accessory buildings and fences in good repair. OMC 15.08.070 

4    Doors are operable and able to be locked. OMC 15.08.030 

5    Windows and skylights are operable and in good repair. OMC 15.08.040 

6    Chimneys appear to be structurally safe and in good repair. OMC 15.08.080 

7    Foundation appears to be adequate and in good repair. OMC 15.30.020 

8    Property does not have broken, rotten, split, or buckled walls. OMC 15.30.020 

9    Stairways, porches, decks, and balconies have flooring, supports, and handrails in good condition. OMC 15.08.050, 15.08.060 

10    Site appears to have adequate grading and drainage. OMC 15.08.090, 8.08.010 

11    Known cisterns, wells, or other hazards are fenced, covered, or filled. OMC 8.08.010 

12    Property does not have an accumulation of weeds or brush. Yard is properly mowed. OMC 8.20.040 

13    Property does not have an accumulation of garbage, junk, or debris. OMC 8.08.010 

14    Property is not providing habitation for rodents, wild animals, or other vermin. OMC 8.08.010 6&7 

15    Property does not have any illegal vehicles on site. OMC 8.08.010 

16    Property does not have unsafe storage of combustible material. OMC 15.16.030 (IFC) 

 

  B. Interior Areas/Structure 
# Yes No N/A Description 
1    Walls, ceilings, and floors appear to be structurally sound and in good repair. OMC 15.08.160 

2    The building appears to be maintained in a safe and sanitary condition. OMC 15.04.430 

3    All stairs are in sound condition and good repair. No fall hazards exist. OMC 15.08.170 

4    Handrails firmly fastened and in good repair for all stairs. OMC 15.08.060 

5    All habitable rooms are provided with adequate electrical service for proper illumination. OMC 15.08.130 

 

  C. Plumbing 
# Yes No N/A Description 
1    Rental unit has use of operable kitchen sink, toilet, and bathtub or shower. OMC 15.08.120, 15.20.030 (UPC) 

2    All applicable plumbing fixtures have hot/cold water and are connected to sewer system with proper clearance for usage and 
cleaning. OMC 15.08.120, 15.20.030 (UPC) 

3    Bathrooms provide adequate privacy and ventilation. OMC 15.08.110, 15.08.120 

4    Clothes dryer properly vented to the outside with metal vent pipes. 15.04.030 (IRC) 

 

  D. Electrical/Mechanical 
# Yes No N/A Description 
1    Electrical service is properly maintained and is sufficient to support the electrical load. OMC 15.12.020 (NEC) 

2    Adequate clearance for service is provided on the control side of all HVAC and utility appliances. OMC 15.04.030 (IRC) 

3    Each unit has proper heating facilities capable of maintaining a room temperature of 68 degrees Fahrenheit in all habitable rooms 
and bathrooms. OMC 15.04.030 (IRC) 

4    All electrical equipment, wiring, lighting, and appliances are properly installed and maintained in a safe and approved manner. OMC 
15.12.050, 15.08.130 

5    Electrical panels are accessible, clearly marked, and circuits are properly labeled. OMC 15.04.030 (IRC) 

6    Fuel fired equipment has appropriate and operable flues and shutoff valves. OMC 15.04.030 (IRC) 

7    Every habitable room and every bathroom contain at least one (1) properly installed electrical outlet. 

OMC 15.12.020 (NEC) 

8    Every laundry room contains at least one (1) grounded-type receptacle or a ground-fault circuit interrupter (GFCI). 

Rental Housing Inspection Form 
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OMC 15.12.020 (NEC) 

9    There are cover plates on all outlets, switches and junction boxes. OMC 15.12.020 (NEC) 

10    GFCI outlets installed for all outlets within six (6) feet of a water source. OMC 15.12.020 (NEC) 

11    GFCI outlets installed for all outlets within six (6) feet of a water source. OMC 15.12.020 (NEC) 

 

  E. Fire Safety 
# Yes No N/A Description 
1    Each sleeping room, immediately outside of sleep areas, and each floor has an operable smoke alarm. OMC 15.04.030 (IRC) 

2    All sleeping rooms have safe and appropriate access to an operable window for egress. OMC 15.16.030 (IFC) 

3    Each unit has access to an appropriately-sized, ABC-rated fire extinguisher. 1-A 5-BC for single family homes, 2-A 10BC for multifamily 
OMC 15.16.030 (IFC) 

4    Carbon monoxide detectors are installed immediately outside of sleeping rooms and on each floor. (Only applies to properties with a 
potential carbon monoxide source.) OMC 15.04.030 (IRC) 

5    Fire alarm and suppression systems properly installed and operational where required. OMC 15.16.030 (IFC), 15.16.030 

6    Two clear and passable egress routes exist for each floor above the first floor. OMC 15.16.030 (IFC) 

7    All means of egress doors and windows are operable without need to for keys, special knowledge or effort. OMC 15.16.030 (IFC) 

8    All fire resistance rating of walls, fire stops, shaft enclosures, floors and doors are properly maintained. OMC 15.16.030 (IFC) 

 

  Inspection Notes: 
 
 
 
 
 
 
 
 
 

 

  Owner/Representative Acknowledgement 

As the authorized representative or owner of this property, I understand the inspection deficiencies that have been identified during 

this inspection and what I need to do to correct the deficiencies prior to the scheduled re-inspection. Should I not be able to complete 

the repairs needed by the reinspection date I understand and agree that I will be subject to a Municipal Infraction for each day 

thereafter in which the deficiencies are not repaired. In addition, I agree that I will be responsible for any re-inspection fees as 

identified in the Rental Housing Inspection Program Administrative Plan. I understand that if I need to re-schedule the inspection, I 

must provide a request at least two business days prior to the date of the re-inspection listed below. 
 

Should I fail to show up (on time or at all) for a scheduled re-inspection I understand and agree that I will be subject to the payment of 
a No-show Fee in the amount of $50 per event. Failure to pay any fees or penalties may result in legal action being taken by the city 
of Oskaloosa. 
 
Property Owner/Representative Signature: __________________________________________________   Date: ________________ 
 

  Inspection Outcome 
 
      This property passes the inspection and DOES NOT require a re-inspection. 
      This property requires a re-inspection. 
 
Inspector Signature: _____________________________________________________________________   Date: ________________ 
 

The Rental Housing Inspection Program is for the city of Oskaloosa to determine compliance with city ordinances. An inspection shall 

not constitute a certification by the city for any third parties as to the condition of the premises, and any tenant should undertake an 

independent inspection of the premises prior to entry of any lease arrangement to ascertain the condition thereof. 
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Tenant Name: _____________________________________________________________   Date: ___________________ 

Phone number(s) you may be reached at: ________________________________________________________________ 

Property Address: __________________________________________________________   Unit # __________________ 

Owner Name: _______________________________________________   Phone #: ______________________________ 

Manager Name: _____________________________________________    Phone #: ______________________________ 

Do you currently live at this residence?          Yes        No  

Have you registered this complaint with your landlord?        Yes        No    Date filed: __________________ 

  Description of Complaint 
Please describe the complaint in full detail including dates and times if appropriate. Continue complaint on back of this 
form if you need additional room. 

 
 
 
 
 
 
 
 
 
 
 
 

Please attach any additional information, such as pictures showing problems, communications with the owner/  
manager prior to this complaint, or any other supporting information to this complaint from. 
 
  Acknowledgement 
I understand that by filing this complaint that the city of Oskaloosa will make contact with the property owner or owner's 
representative to investigate the problem. I also understand that the City will only investigate complaints that are from the current 
tenants of the property and that the name of reporting tenant is public information and will be released to the owner at the time of 
notice. The city will make contact with the owner or owner's representative within two (2) business days of the date this complaint is 
received. I understand that there are some items in which the city may not be able to assist on and that in those cases the city will 
notify me using the contact information provided above. Finally, I understand that if the complaint is found not to have merit, I will be 
responsible for paying the inspector the $75 inspection fee. I certify that all the information on this form is true and correct. 
 
Signature: ________________________________________________________________    Date: ___________________ 
 
  Official Use Only 
 

Complaint received by: _________________________________           $75 Inspection fee collected?            Yes             No 

Owner notified date: ___________________________________           Inspection conducted?                        Yes            No 

Inspection date: _______________________________________          Violations found?                                  Yes            No 

Inspector assigned:  ____________________________________          Deposit returned/fee collected?        Yes            No 

Rental Housing Complaint Form 
Only current tenants of a rental property or rental unit may file a 

complaint regarding a rental housing property using this this form. 
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Date Appeal Filed: ___________________ 

Property Address: __________________________________________________________   Unit # __________________ 

Property Owner Name: ________________________________________   Phone #:  _____________________________ 

Representative Name:  ________________________________________    Phone #:  _____________________________ 

Is the property currently occupied and/or rented?            Yes        No   Date last inspected: _________________________ 

Violation Being Appealed 
 

Please describe the violation noted by the inspector and your reasons for appealing the inspector's interpretation of the 
Oskaloosa Municipal Code. Please attach any additional documents, such as pictures or independent reviews. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Acknowledgement 
I understand that by this appeal will be sent to the Oskaloosa Building Code Board of Appeals for a ruling. I understand 
that I am expected to comply with this ruling. If I am unsatisfied with this ruling, I can request a hearing and ruling by the 
Oskaloosa City Council. These hearings and rulings are not intended to debate changes to the code, but rather to provide 
a ruling on interpretation of existing code. 
 
Signature: ________________________________________________________________    Date: ___________________ 
 

Official Use Only 
 

Appeal received by: ________________________________________________________            

Building Code Board of Appeals hearing date: ___________________________________            

Building Code Board of Appeals ruling:        Overturned          Upheld 

 
 

Rental Housing Inspection Appeal Form 
This form is for rental property owners or their representatives 
who want to appeal a building violation noted by the city rental 

inspector. 
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Return to Work ς Temporary Modified Assignment 

 

Adopted by Council: Resolution # 15-06-57 
Date: June 1, 2015 

Department Managing Policy: 
Administration 

Amended: December 3, 2018, Resolution # 18-12-189  

 
It is the policy of the city of Oskaloosa to provide temporary modified work, if available at the earliest possible date 
following an injury or illness, for employees who are unable to return to their regular job classifications. This policy is to 
complement the procedures applicable to employees eligible for reasonable accommodation or covered under the 
Americans with Disabilities Act (ADA) or leave benefits under the Family and Medical Leave Act (FMLA). Inquiries about 
the ADA or FMLA should be directed to the city cƭŜǊƪΩǎ ƻŦŦƛŎŜΦ 
 

Eligibility 

Whenever an employee becomes unable to temporarily perform their regular job classification, the city of Oskaloosa may 
offer temporary modified work. Whether the city of Oskaloosa offers temporary modified work is always dependent upon 
the individual circumstances. 
 

Definition 

aƻŘƛŦƛŜŘ 5ǳǘȅΥ  ¢ŜƳǇƻǊŀǊȅ ǿƻǊƪ ŀǎǎƛƎƴƳŜƴǘǎ ǿƛǘƘƛƴ ǘƘŜ ǿƻǊƪŜǊΩǎ ǇƘȅǎƛŎŀƭ ŀōƛlities, knowledge and skill (also known as 
light duty and transitional duty).  Modified Duty assignments must be accompanied with a Work Status Report or medical 
ǇǊƻǾƛŘŜǊΩǎ ŎŜǊǘƛŦƛŎŀǘƛƻƴΦ 
 

Objectives 

¶ Provide procedures for administering temporary modified return-to-work assignments;  

¶ When possible, temporary modified assignments will be made available to injured workers to minimize or eliminate 
lost time from work. The city of Oskaloosa cannot guarantee temporary modified assignments and is under no 
obligation to offer, create or burden any specific position for the purpose of offering placement to such a position.  

¶ Promote speedy recovery and rehabilitate employee back to work as effectively and as quickly as possible while keeping 
ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪ Ǉŀǘǘerns and income consistent.  

¶ /ƻƳǇƭŜǘŜ ǘƘŜ ŜǎǎŜƴǘƛŀƭ ǘŀǎƪǎ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ Ƨƻō ŦǳƴŎǘƛƻƴΦ  

¶ Maintain communication among all parties to ensure quality medical care and to manage claim costs 
 

Procedures 

Department Director:  

¶ Provides the employee with a job description that reflects the essential functions and physical demands of the position 
and a Work Status Report for the designated medical provider to complete  

¶ Reviews the completed Work Status Report or medical certification in conjunction with the job description to 
determine if a temporary modified work is available in any department within the city of Oskaloosa. Consults with the 
designed healthcare provider if necessary 

¶ Fills out the RTW Agreement and meets with the employee to review  

¶ Monitors on-going medical and work adjustment, meets with employee as needed to review status  

¶ Determines from medical provider whether restrictions apply both at home and at work or other non-work location. 
 
Employee  

¶ Takes required paperwork to designated medical provider appointments (job description, Work Status Report) 

¶ Reviews and signs RTW Agreement  

¶ Follows work restrictions as prescribed by designated medical provider  

¶ Adheres to the temporary restrictions and accommodations, does not perform any activities that exceed work 
restrictions Adheres to restrictions both at work and elsewhere as determined by medical provider.  

¶ Reports immediately to supervisor any work duties or activities that exceed work restrictions  
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¶ Reports immediately to supervisor if any work restriction(s)/accommodation(s) cause discomfort or make medical 
condition worse  

¶ Informs supervisor in advance of medical appointments, schedule any medical appointments during non-work time, 
if possible  

¶ Updates supervisor with current Work Status Report or updated certification from designated medical provider after 
every appointment  

In the event an employee refuses a temporary modified assignment, which is within the restrictions identified by the 
designated medical provider, workers compensation benefits could be affected. In such cases, the city of Oskaloosa will 
ƴƻǘƛŦȅ ǘƘŜ ƛƴǎǳǊŀƴŎŜ ŎŀǊǊƛŜǊ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜŦusal of the temporary modified assignment. For an employee covered by 
the FMLA, an employee may refuse a light duty or modified work assignment, but it may have an adverse effect on the 
ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎΦ  
 
If, at the end of the temporary modified duty assignment, the employee is able to perform their regular job duties with or 
without reasonable accommodations, then the employee may return to their regular position. If, at the end of the 
temporary modified duty assignment, the employee is not able to perform their regular job duties with or without 
reasonable accommodations, the cƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀ ǿƛƭƭ ǊŜǾƛŜǿ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴ ŀƴŘ ŘŜǘŜǊƳƛƴŜ ǿƘŜǘƘŜǊ 
the individual is a qualified individual with a disability and whether tƘŜ ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪ ǊŜǎǘǊƛŎǘƛƻƴ Ŏŀƴ ōŜ ǊŜŀǎƻƴŀōƭȅ 
accommodated to allow the employee to return to work in some capacity. If no reasonable accommodation is available 
to return the employee to the previous or different position, the city of Oskaloosa will then consider placing the employee 
on a time limited unpaid leave of absence or ending the employment. 
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Name of temporarily restricted worker: ___________________________________________ Date __________________ 
 
 
I understand a temporary modified assignment that complies with my temporary work restrictions as identified by my 
designated medical professional is being offered to me.  
 
I understand that if I am eligible for leave under the Family Medical Leave Act (FMLA), I cannot be forced to return to work. 
L ŀƭǎƻ ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ L Ƴŀȅ ƭƻǎŜ Ƴȅ ŜƭƛƎƛōƛƭƛǘȅ ŦƻǊ ŎŜǊǘŀƛƴ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎ ŦƻǊ ǊŜƧŜŎǘƛƻƴ ƻŦ ǘƘŜ ƳƻŘƛŦƛŜŘ 
assignment.  
 
I understand this offer is for a temporary period of time.  
 
I agree to follow the work restrictions as prescribed by the designated medical provider and understand that I need to 
adhere to the agreed upon temporary restrictions and accommodations. Pursuant to the healthcare provider, these 
restrictions may apply both at work and at non-work locations. I also understand that if I am asked to perform any work 
assignments or activities that exceed my work restrictions, I will immediately report the situation to my direct supervisor 
and that I will not perform these activities. Furthermore, I will immediately report to my direct supervisor if any of the 
work restriction(s)/accommodation(s) cause me discomfort or make my medical condition worse.  
 
I understand that I should try to schedule any medical appointments during non-work time. If I am unable to do so, I 
understand that I need to inform my supervisor in advance of the appointment date. I understand that these appointments 
may fall under Family Medical Leave Act (FMLA) and it is my responsibility to apply for FMLA leave according to my 
ŜƳǇƭƻȅŜǊΩǎ ǇƻƭƛŎȅ ƛŦ L Ŏŀƴƴƻǘ ǎŎƘŜŘǳƭŜ ŀǇǇƻƛƴǘƳŜƴǘǎ ƻǳǘǎƛŘŜ Ƴȅ ǿƻǊƪ ǘƛƳŜΦ L ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ǘƘŜ ǘƛƳŜ ƻŦŦ ŦƻǊ ǘƘŜ 
appointment will be unpaid, unless otherwise covered by a paid leave policy.  
 
I also understand that it is my responsibility to provide my supervisor with current work status reports from my healthcare 
provider.  
 
I understand that a temporary modified/alternate duty assignment will be periodically reviewed and will not normally 
exceed 90 calendar days. This does not imply entitlement to a permanently modified position.  
 
The city of Oskaloosa follows the provisions of the Americans with Disabilities Act (ADA) and the Iowa Civil Rights Act. If 
the employee believes he or she is disabled within the meaning of ADA or ICRA, then he or she should discuss that belief 
with the Human Resources designee. The city of Oskaloosa will engage in an interactive process with the employee to 
determine whether the city of Oskaloosa can reasonably accommodate the employee. If the city of Oskaloosa agrees that 
ǘƘŜ ƭŀǿ ŀǇǇƭƛŜǎΣ ƛǘ ǿƛƭƭΣ ǿƘŜƴ ŀǇǇǊƻǇǊƛŀǘŜΣ ŎƻƴǎƛŘŜǊ ǊŜŀǎƻƴŀōƭŜ ŀŎŎƻƳƳƻŘŀǘƛƻƴǎ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜƎǳƭŀǊ ƧƻōΦ LŦ ǎǳŎƘ 
accommodations are not reasonable or constitute an undue hardship, then other reasonable accommodations such as 
placement in vacant jobs where the employee is qualified or an appropriate leave of absence may be considered.  
 
 
Employee Signature _________________________________________________________Date ____________________ 
 
Supervisor Signature ________________________________________________________ Date ____________________ 
 

Return-To-Work Agreement 
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Employee Name ___________________________________Date of Injury/Onset of Illness ________________ 

Job Title _________________________________________Supervisor Name ___________________________ 

Department _________________________Date Assigned to Temporary Light Duty by Provider ___________ 

Temporary Duty Start Date _______________________________ Temporary Duty End ___________________  
 

Description of Work Restrictions, per Treating Provider (List specifically what is stated in medical note.) 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 
 

Assignment Type: δ Modified δ  Alternate* (Temporary work in another position and/or location)  

ϝLŦ !ƭǘŜǊƴŀǘƛǾŜ ƭƻŎŀǘƛƻƴΣ {ǳǇŜǊǾƛǎƻǊΩǎ bŀƳŜ ________________________ Alternative location   _____________ 

Description of Accommodation(s) Offered  _______________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

Work schedule: δ  Unchanged δ  Changed _____ Work hours per Day from _____ am/pm to _____ am/pm 

Work Days: δ  Sunday δ  Monday δ  Tuesday δ  Wednesday δ  Thursday δ  Friday δ  Saturday  

Wage Rate ____________  

If assignment not available - Reason/Discussion Points  _____________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________

FMLA Eligible:    δ  Yes     δ  No  

I understand that I am required to report directly to _______________________________________________ 

For job duty on ____________ at __________ am/pm, at   __________________________________________ 

The work restrictions and accommodations were reviewed with the employee on   ______________________  
 

 δYes, I understand this agreement and I accept this work. I will comply with restrictions as prescribed by my 

treating provider.  

 δNo, I understand this agreement and I do not accept this work alternate work position. I understand that 

refusal of this return-to-ǿƻǊƪ ƻŦŦŜǊ Ƴŀȅ ŀŘǾŜǊǎŜƭȅ ŀŦŦŜŎǘ Ƴȅ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎ.   
 

I refuse this offer of work restrictions and accommodations because: 

__________________________________________________________________________________________

__________________________________________________________________________________________  
 

9ƳǇƭƻȅŜŜΩǎ Signature _____________________________________________________ Date _____________ 

{ǳǇŜǊǾƛǎƻǊΩǎ {ƛƎƴŀǘǳǊŜ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ________________ Date _____________ 

TEMPORARY/MODIFIED  
ALTERNATE DUTY AGREEMENT 



101 
 
 
 
 

Sanitary Sewer Leak Policy 

 

Adopted by Council: Resolution # 10-08-52 
Date: August 16, 2010 

Department Managing Policy: 
Administration 

 

The city of Oskaloosa has an established sanitary sewer utility that provides service to customers in and around the city 
and relies on the Oskaloosa Water Department to administer utility billing for the sanitary sewer and storm water utility 
funds.  
 
Customers of the sanitary sewer utility have, as a practice and not as an adopted policy, been able to request a reduction 
in their sanitary sewer service charges due to leaks, theft, accidental usage, catastrophic events and other reasons. The 
city is establishing a position that all sewer charges should be paid by the rate payers in the event of leaks, theft, accidental 
usage, catastrophic events and other reasons. 
 

Statement of Policy  
It is the policy of the city of Oskaloosa, Iowa, to ensure customers pay for sanitary sewer services and the sanitary sewer 
system remains self-funded based on customer usage.  
 

Applicability 

This policy applies to all wastewater customers including residential and commercial accounts. The city manager, or 
designee shall be responsible for enforcing the billing policy for a customer's leak.  
 

Policy and Procedure 

The city shall not provide sanitary sewer customers a reduction or waiver in service fees or charges due to a water leak, 
excessive usage, accidental usage, or catastrophic events. This includes interior or exterior leaks on a property for 
residential or commercial customer accounts. 
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Security Information Policy 

 

Adopted by Council: Resolution # 07-01-02 
Date: January 2, 2007 

Department Managing Policy: 
Administration 

Amended September 7, 2021, Resolution # 21-09-132  

 
This policy, adopted pursuant to Iowa Code §22.7(5), is for the protection of city employees; visitors to city facilities; 
persons in city care, custody or control; and for the protection of city property.  
 
Information and records concerning physical infrastructure, cyber security, critical infrastructure, security procedures, or 
emergency preparedness developed, maintained, or held by a government body for the protection of life or property, if 
disclosed, could reasonably be expected to jeopardize such life or property. 
 
ά/ȅōŜǊ ǎŜŎǳǊƛǘȅ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǊŜŎƻǊŘǎέ ƛƴŎƭǳŘŜ ōǳǘ ŀǊŜ ƴƻǘ ƭƛƳƛǘŜŘ ǘƻ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǊŜŎƻǊŘǎ ǊŜƭŀǘƛƴƎ ǘƻ ŎȅōŜǊ ǎŜŎǳǊƛǘȅ 
defenses, threats, attacks, or general attempts to attack cyber system operations. 
 

The following information shall be kept confidential unless otherwise ordered by a court, by the lawful custodian of the 
records, or by another person duly authorized to release such information: 
  
a) Information directly related to vulnerability assessments;  
b) Information contained in records relating to security measures such as security and response plans, security codes 

and combinations, passwords, restricted area passes, keys, and security or response procedures;  
c) Emergency response protocols;  

d) Information contained in record that, if disclosed, would significantly increase the vulnerability of critical physical 
systems or infrastructures of the city to attack.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Procedure 
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Sidewalk Improvement Policy 

 

Adopted by Council: Resolution # 09-11-53 
Date: November 16, 2009 

Department Managing Policy: 
Public Works 

 

Section 1: Scope 

Inclusion of sidewalks will be in the engineer design of city street improvement projects, and street improvement projects 
including reconstruction, replacement of existing, and new construction of the following infrastructure improvements 
within the city, shall include the construction of sidewalks on both sides of the street improvement, where possible, as 
part of the improvements.  
 
1. Curb and gutter at least one (1) standard city block in length.  
2. New or replacement of pavement section with concrete or permanent road surface at least one (1) city block in length.  
3. Construction of new or replacement of storm sewer, sanitary sewer in connection with the rebuilding of portions of 

the street surface or curb and gutter sections at least one (1) city block in length.  
4. Any other project that lends itself to adding sidewalks as part of the project where financially feasible.  
 

Section 2: Exceptions 

The city engineer will include sidewalks in the original design of projects in all cases as stated above, and sidewalks will 
not be part of the design if the design of the project by either an outside project engineer or the city engineer, with the 
approval of the city manager, the inclusion of the sidewalks in the design creates the following conditions:  
 
1. Topography of project leads to extraordinary construction efforts and costs to construct sidewalks.  
2. The construction of sidewalks in a project cannot be shown to connect to an existing sidewalk, trail or other pedestrian 

access within one (1) mile.  
3. Construction of the sidewalks would create extraordinary safety issues for the users or citizens in terms of the 

neighborhood and the general public. 
 

Section 2: Assessments 

All sidewalk improvements completed in projects stated above are to be repaid to the city of Oskaloosa through 
assessments on those property owners receiving benefit from said improvements, and deviations from the approach to 
achieve full cost recovery for sidewalk improvements via assessments to property owners can occur if the city council, by 
majority vote, and resolution, modifies how the expenditures for the sidewalk improvements are to be recovered from 
the benefited property owners. 
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Sidewalk Snow Removal Policy 

 

Adopted by Council: Resolution # 09-11-53 
Date: March 2, 2009 

Department Managing Policy: 
Public Works 

Amended September 7, 2021, Resolution # 21-09-132  

 
In accordance to city municipal code #12.12.140, snow not removed from sidewalks within 24 hours after the snow ends 
may be cleared by a city crew or a contractor working for the city. 
 

Procedure 

 
1. Designated employee sends list of sidewalks cleared of snow and cost of each to city clerk. (Cost charged 

according to adopted fee schedule for work completed ōȅ Ŏƛǘȅ ƻǊ ŎƛǘȅΩǎ ŎƻƴǘǊŀŎǘƻǊΦύ 
2. City clerk sends invoice and a notice of public hearing to property owner. 
3. Council holds hearing; if motion to assess is approved, city clerk proceeds with assessments. 

4. Invoice paid by property owner or assessed to property taxes.  
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Snow and Ice Control Policy 

 

Adopted by Council: Resolution # 87-2-9 
Date: December 15, 1986 

Department Managing Policy: 
Public Works 

Amended: January 3, 1995, Resolution # 95-1-4 Amended September 7, 2021, Resolution # 21-09-132 

 
This policy establishes the level of service in respect to clearance of snow, ice, or frost from the highways, streets, and 
other public roadways, within the city of Oskaloosa during the winter months as provided in Chapter 668, Code of Iowa. 
 

Policy 

 
1. The entire width of that portion of the road improved for travel, may not be cleared of snow, ice, or compacted snow 

and ice. Snow cleared from that part of the roadway improved for travel, will generally be placed on the shoulder or 
in the ditch or right-of-way. Snow can be expected to accumulate adjacent to the traveled portion to the extent that 
a motorist's sight distance to both the left and right may be greatly reduced or impaired. 

 
2. The snow removed from intersections may be piled in the intersection corners in piles of unequal height. The line of 

sight, sight distance, or visibility of motorists approaching these intersections, may be greatly reduced or impaired. 
The city will not be responsible for snow pushed or otherwise placed on the roadway, or right-of-way by others. 

 
3. When these foregoing conditions do occur, no additional warning or regulatory signs will be placed warning of 

impaired sight distance, advising of limited visibility at intersections, road blockages, one-lane conditions, slick or 
slippery road surface conditions, or that the advised speed should be reduced. 

 
4. In the implementation of snow and ice control on the city's roadways during the winter months, the street department 

supervisor will select the actual sequence of roads to be cleared, as provided in this section and shall determine when 
drifting, wind velocity, and additional snow or snow storms require that the snow removal equipment be removed 
from the roadway, or that additional clearance of higher priority routes be accomplished prior to the clearance of 
lower priority roadways. 

 
5. The police patrol will notify the street department supervisor when snow accumulations or compacted snow and ice 

conditions are noted during patrol operations. Upon notification of such conditions, the street supervisor will 
immediately investigate and make a decision as to what control measures will be taken. 

 
6. During normal working hours, or any time the street supervisor notes a snow buildup or the existence of slick 

conditions due to snow and ice buildup, action may be initiated without notification from the Police Department. 
A. The usual sequence of spreading chemicals and abrasives for snow and ice control are:  

1. Hospital routes 
2. Designated school crossings and streets adjacent to the schools when schools will be in 

session 
3. The intersections on highways, arterial streets, and collector streets which are controlled 
4. All other stop signs and controlled intersections 
5. Municipal parking lots 

B. The usual sequence of snow plowing will be:  
1. Emergency snow routes 
2. All other municipal streets 
3. Municipal parking lots  
4. Alleys ς The city will only clear downtown alleys located between A Street to 3rd Street, and 

from A Avenue to 3rd Avenue. All other alleys will not be cleared except for emergencies. 
5.  Private drives - The city will not clear snow from private drives. Normal snow removal 

operations may result in snow being deposited in private driveways. 
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7. Vehicles obstructing snow removal or parked in violation of existing parking regulations may be removed at the 

owner's expense. 
 
8. The policy and level of service provided for in this resolution, shall not include:  

A. Sanding, salting, or placing of other abrasives or chemicals upon the roadways that are slick, slippery, 
and dangerous due to the formation of frost.  

B. Sanding, salting, or placing of other abrasives or chemicals upon paved roadways due to freezing rain 
that occurs outside of the Street Department's usual working hours.  

C. Placing of additional warning or regulatory signs warning of impaired sight distances, visibility at 
intersections, road blockages, one-lane conditions, or that the road surface is slick or slippery or what 
the advised speed should be. 

 
9. If an emergency condition is declared by the city manager, police chief, fire chief, or their designated representatives, 

the sequence of service may be suspended and action taken to respond to the declared emergency. 
 
10. The provisions of this policy shall be further suspended in the event that the governor, by proclamation, implements 

the state disaster plan, or the mayor, by proclamation, implements the city disaster plan. If such occurs, the city 
personnel and equipment shall be immediately subjected to the direction of the governor or the mayor of the city of 
Oskaloosa. 

 
11. This resolution shall be in effect after its passage and approval by the city council. This policy and level of service 

statement supersedes any and all previously written or unwritten snow and ice control policy and practices, except 
those that may be contained in ordinance and resolution form and which must be repealed by the adoption of an 
ordinance or resolution 
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Surplus Disposal Policy 

 

Adopted by Council: Resolution # 09-11-53 
Date: April 6, 2020 

Department Managing Policy: 
Administration 

Amended September 7, 2021, Resolution # 21-09-132  

 

Overview 

ά{ǳǊǇƭǳǎ ǇǊƻǇŜǊǘȅέ ƛǎ ŘŜŦƛƴŜŘ ŀǎ Ŏƛǘȅ ƻǿƴŜŘ ǇǊƻǇŜǊǘȅ ǘƘŀǘ ƴƻ ƭƻƴƎŜǊ ƛǎ ƴŜŜŘŜŘ ƻǊ Ƙŀǎ ƴƻ ǇǊŀŎǘƛŎŀƭ ǳǎŜ ǘƻ ŀ ǇŀǊǘƛŎǳƭŀǊ Ŏƛǘȅ 
department including, but not limited to vehicles, bicycles, cabinets, electronics, furniture, equipment, machinery and 
tools, mowing equipment, office machines, and playground equipment. 
 
It is critical to maintain a trail of documentation for audit purposes regarding the disposition of property as all city owned 
property is public record, therefore records of transfer, sale, or disposal of surplus property must be maintained by the 
Ŏƛǘȅ ŎƭŜǊƪΩǎ ƻŦŦƛŎŜΦ 
 

Purpose 

This policy provides guidance for the disposal of city of Oskaloosa owned property. It applies to all city officials, employees, 
and users including, but not limited to, full-time, part-time, and intermittent/seasonal employees. 
 
Special considerations: 
A. Items purchased with grant funds shall be disposed of in accordance with applicable grant requirements. If no disposal 

requirements exist, the city manager will determine how to best dispose of such property. 
B. Seized or unclaimed property within the Police Department shall be handled and disposed of in accordance with 

applicable Federal, State, and local requirements. 
C. Computer and electronic data storage equipment shall be reviewed for appropriate data wiping and disposal. This 

includes, but is not limited to computers, laptops, tablets, servers, routers and hubs, phones, cameras, fax machines, 
copiers, scanners, monitors, external hard drives, and any similar device that may hereafter become available for use. 

D. Vehicles will have city logos and other markings identifying vehicles as city property removed prior to sale. 
 

Policy 

A. If the surplus property has an estimated value greater than $1,000, the surplus property's disposition must be 
approved by city council resolution. 

B. If the estimated value of the surplus property is $1,000 or less, the city manager may dispose of the property in any 
manner deemed to be in the city's best interests without reporting the matter to city council. 

C. With the input of the submitting department, the city manager will determine which method of disposal is most 
appropriate. 

D. The city manager may approve the sale, donation, or trade of surplus property to another governmental agency, non-
profit, or charitable organization without the necessity of advertising, bids, or auction sale. (For donations utilize 
Declaration and Acceptance of Gift form) 

E. Sale of land or other real estate requires city council authorization. 
 

Procedure 

In the first quarter of each calendar year, departments will identify items in their area(s) that are ready for disposal prior 
to June 30 of that fiscal year. Additionally, items that require timelier disposal throughout the year may be submitted as 
needed.  
 
The department director/designee shall submit details about each item to be disposed utilizing Surplus Property Disposal 
Request forms (see Employee Intranet>Forms) 

¶ Single item/multiples of a single item are submitted through a form which is directed to the 
city@oskaloosaiowa.org email address when submitted. 

mailto:city@oskaloosaiowa.org
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¶ Multiple items are submitted on an Excel spreadsheet which requires the submitter to email the spreadsheet to 
the city@oskaloosaiowa.org email. 

o The forms require the following information: description, quantity, model, serial/vin number (if 
applicable), condition, estimated value and recommendations regarding disposal of the property using a 
method that will return the most benefit to the city and on such terms and conditions deemed to be most 
appropriate and in the best interests of the city. 

 
The city manager will review the item(s) then authorize one of the following: 

1. Disposal of items that are perishable or would create a health, sanitary, or safety problem if stored; items that 
would reasonably be considered having no value/garbage.  

a. An item may be disassembled and used for parts when this is the most cost-effective method of disposal. 
b. If an item cannot be recycled or disposed of in the regular solid waste disposal process, departments shall 

take or make arrangements to take them to the appropriate disposal location. 
c. No property shall be given to or salvaged by city officials or employees. 

2. Share the information with departments for consideration of an internal transfer of property. 
Surplus property may be transferred between city departments if there is a need or use for the item. The 
departments involved in the transfer shall exchange purchase information, service manuals and service records 
as applicable.  

3. Donation to another governmental, non-ǇǊƻŦƛǘΣ ƻǊ ŎƘŀǊƛǘŀōƭŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ǳǎƛƴƎ ǘƘŜ ά5ŜŎƭŀǊŀǘƛƻƴ ŀƴŘ !ŎŎŜǇǘŀƴŎŜ 
ƻŦ DƛŦǘέ ŦƻǊƳ ό{ŜŜ 9ƳǇƭƻȅŜŜ LƴǘǊŀƴŜǘҔCƻǊƳǎύ ŀƴŘ ǇǊƻǾƛŘŜ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ŦƻǊƳ ǘƻ ǘƘŜ Ŏƛǘȅ ŎƭŜǊƪΦ 

4. Disposal through the best available means such as public auction, internet auction sites, or public bids/quotes 
a. The department in possession of the surplus property shall coordinate the sale of their item(s). 
b. As appropriate, the selling department shall make available a photo, brief description, and estimated 
ǾŀƭǳŜ ƛƴ άŀǎ ƛǎΣ ǿƘŜǊŜ ƛǎέ ŎƻƴŘƛǘƛƻƴ ŀǎ ŘŜǘŜǊƳƛƴŜŘ ǘƘǊƻǳƎƘ ŀƴ ŜǎǘƛƳŀǘŜΣ ƻŦŦƛŎƛŀƭ ŀǇǇǊŀƛǎŀƭΣ ƻŦŦŜǊΣ YŜƭƭȅ .ƭǳŜ 
Book value, or other available sources. 

c. Scrap metal may be sold through a reputable metals recycling dealer. 
5. The city manager/desƛƎƴŜŜ ǎƘŀƭƭ ƴƻǘƛŦȅ ǘƘŜ Ŏƛǘȅ ŎƭŜǊƪΩǎ ƻŦŦƛŎŜ ƻŦ ǘƘŜ ŀǇǇǊƻǾŀƭ ƻŦ ǘƘŜ ǘǊŀƴǎŦŜǊΣ ǎŀƭŜΣ ƻǊ ŘƛǎǇƻǎŀƭ ƻŦ 

any item. This shall be coordinated to update city records (i.e., capital improvement documents, insurance 
records, audit lists, and grant requirement documentation). The department director/designee is to provide all 
ƻǘƘŜǊ ŘƻƴŀǘŜŘ ƻǊ ǎŀƭŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǘƘŜ Ŏƛǘȅ ŎƭŜǊƪΩǎ ƻŦŦƛŎŜ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΦ 
 

Unauthorized Personal Scrapping, Recycling or Disposal 

Transferring, selling, donating, scrapping, recycling, or disposing of property by city officials or employees for personal 
gain or to benefit the interest of any person or party other than the city of Oskaloosa, including handling or disposal of 
trash or junk, except as directed by city management is strictly forbidden. 
 
City officials and employees shall not claim ownership of, give away, recover, or salvage any materials abandoned, 
disposed, or stored on city premises, including trash or other materials. This includes giving any city property or proceeds 
to any person or party other than for the benefit and interest of the city of Oskaloosa, or authorizing any other person or 
party to accept, receive, or take any surplus property to benefit their own interest. 
 
 
 
 
 
 
 
 
 
 

mailto:city@oskaloosaiowa.org
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THIS DECLARATION AND ACCEPTANCE OF GIFT is made and entered into this ________ day of 

_________________(month), _________ (year), by and between the cƛǘȅ ƻŦ hǎƪŀƭƻƻǎŀ Lƻǿŀ ό5ƻƴƻǊέύ ŀƴŘ 

____________________________, County of __________________, State of Iowa όά5ƻƴŜŜέύΤ  

bh² ²I9w9!{Σ 5ƻƴƻǊ ƛǎ ǘƘŜ ƻǿƴŜǊ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇŜǊǎƻƴŀƭ ǇǊƻǇŜǊǘȅ όάǇǊƻǇŜǊǘȅέύΣ ǘƻ-wit: 
__________________________________________________________________________________________
_________________________________________________________________________________________; 
            

AND WHEREAS, Donor does hereby give and deliver the property to Donee pursuant to the terms and 
conditions hereof; 
            

AND WHEREAS, Donee does hereby accept the gift and deliverance of the property pursuant to such 
terms and conditions; 
           

AND WHEREAS, the property has no monetary or other value to Donor and causes Donor unnecessary 
and ongoing maintenance and storage expenses and concerns; 
           

AND WHEREAS, Donee believes that the property will be useful and beneficial to it; 
          

NOW THEREFORE, Donor and Donee do hereby state and agree to the following terms and conditions:  
 

1. Donor Ƙŀǎ ƘŜǊŜōȅ ƎƛǾŜƴ ŀƴŘ ŘŜƭƛǾŜǊŜŘ ǘƘŜ ǇǊƻǇŜǊǘȅ ǘƻ 5ƻƴŜŜ ƛƴ άŀǎ ƛǎέ ŎƻƴŘƛǘƛƻƴ ŀƴŘ ǘƘŜ ǇǊƻǇŜǊǘȅ Ƙŀǎ ƘŜǊŜōȅ 
been accepted and received by Donee from Donor in such condition.  
 

2. All of the incidents of ownership in the property have hereby been vested in Donee.  
 

3. Donor has made no representations or warranties, express or implied, to Donee or to any other entity 
regarding the fitness or suitability of use of the property for any purpose. Donor states the following is a list of 
know problems or defects with the property: (if none, state none known):                                     
__________________________________________________________________________________________
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
 

4. Donee hereby states that it will use the property only for municipal, charitable, or non-profit purposes.  
 

5. Donee hereby agrees to indemnify and hold harmless Donor and its council persons, trustees, directors, 
officers, employees, agents and other persons holding comparable positions from and against all claims, 
damages, losses, and expenses in including but limited to reasonable attorney fees, expert witness fees and 
court costs arising out of any use, misuse, or lack of use of the property.  
 
CITY OF OSKALOOSA IOWA, Donor     ___________________________________, Donee 
 
by: __________________________________   by: __________________________________ 
 
Title: ________________________________        Title: ________________________________       
 

DECLARATION AND ACCEPTANCE OF GIFT 
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Device Use Policy 

 

Adopted by Council: Resolution # 09-11-53 
Date: February 3, 2020 

Department Managing Policy: 
Administration 

Amended September 7, 2021, Resolution # 21-09-132 Amended September 6, 2022, Resolution # 22-09-103 

 

Overview 

The city of Oskaloosa shall make available a digital device to the mayor, members of city council, city manager, and 
authorized personnel. These devices are the property of the city, and those officials or employees to whom such devices 
are assigned are bound by this usage policy, the Employee Handbook, application policies/terms/conditions, and Freedom 
of Information Act. 
 

Device Use and Availability 

To communicate and access digital documents, the city of Oskaloosa will offer city-owned devices assigned to the mayor, 
members of city council, the city manager, and authorized personnel to allow the official or employee to conduct city 
business. 

 
a. City-owned devices must be properly maintained and not exposed to materials or elements that may 

lead to damage of the devices.  In the event that an assigned device becomes damaged, the damage 
must immediately be reported to the city manager. 
 

b. The city of Oskaloosa will provide reasonable support to these devices, including tutorials, 
troubleshooting, software updates, and reasonable accessories.  

 
c. The assigned device may only be used by the official or employee to which that device was issued and 
ŀǎǎƛƎƴŜŘΣ ŀƴŘ ǳǎŀƎŜ ƛǎ ƭƛƳƛǘŜŘ ǘƻ ǘŀǎƪǎ ǘƘŀǘ ŀǊŜ ǿƛǘƘƛƴ ǘƘŜ ǇǳǊǾƛŜǿ ƻŦ ǘƘŜ ƻŦŦƛŎƛŀƭ ƻǊ ŜƳǇƭƻȅŜŜΩǎ 
capacity as a city representative. 

 

Damaged, Lost or Stolen Devices 

The device user understands that if they are found to be the cause of deliberate damage or loss of the device and/or 
accessories, they will be responsible for repair or replacement cost. 

 

Returned Devices 

²ƛǘƘƛƴ ǘƘǊŜŜ όоύ ōǳǎƛƴŜǎǎ Řŀȅǎ ƻŦ ŀƴ ƻŦŦƛŎƛŀƭ ƻǊ ŜƳǇƭƻȅŜŜΩǎ ǎŜǇŀǊŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ŎƛǘȅΣ ǘƘŜ ŘŜǾƛŎŜ ǎƘŀƭƭ ōŜ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ 
city.  The official or employee shall not tamper with, delete or remove any content from the device prior to returning to 
the city manager.  Data stored on the device shall be erased at the discretion of the city manager. 
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Devices and related accessories issued to the mayor, council members, and authorized personnel remain property of the 
city of Oskaloosa.  
 
All users are required to adhere to the following Acceptable Use Guidelines: 
 
 

1. No operating system modifications or installation of other applications will be allowed on a city device without 
prior written authorization by the city manager. Periodic software updates may be performed by city staff. 

 
2. Users will make every effort to prolong the ŘŜǾƛŎŜΩǎ useful life including, but not limited to: 

a. Avoiding leaving the device in environments with extreme heat or moisture. 
b. Use a soft cloth to clean the screen as needed. 

 
3. Any physical damage to the device or accessories must be immediately reported ǘƻ ǘƘŜ Ŏƛǘȅ ƳŀƴŀƎŜǊΩǎ office. 

 
4. The device user understands that if they are found to be the cause of deliberate damage or loss of the device 

and/or accessories, they will be responsible for repair or replacement cost. 
 

5. The device user understands and acknowledges that all information on the device is subject to the State of Iowa 
Open Records Law as outlined in State Code Chapter 22. Information may be withheld from public disclosure only 
if it falls under an exemption from disclosure in the Open Records Law. 
 

---------------------------------------------------------------------------------------------------------------------------------------------- 

 
User Agreement 

 
I hereby agree to comply with the statements and expectations outlined in this document and agree to honor all relevant 
laws and restrictions. I am responsible for the device and accessories listed below when in my possession: 
 
Device Model #: _____________________________________________ Device SN: _____________________________ 
Accessories: _______________________________________________________________________________________ 
 

Signature of User: ______________________________________________________________ Date:  ______________ 

Printed Name of User: __________________________________________________________ 

 
 
 
  

Device Acceptable Use Guidelines 
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Uniform Policy, Non-Sworn Personnel 

 

Adopted April 2016 
 

Department Managing Policy: 
Administration 

Amended September 7, 2021, Resolution # 21-09-132  

 

Overview 

The intent of this policy is to guide employees in the wearing, procurement, and care of clothing apparel required by the 
city. 
 

Purpose 

The professional appearance of city employees is essential to promote the city of Oskaloosa as a capable and caring 
organization. It instills confidence in our residents and in members of organizations with which we work. 
 

Scope 

This policy applies to all non-sworn city employees. In general, city employees are expected to provide their own 
professional attire for the workplace. Where it has been determined that the city has an interest in providing clothing to 
employees, this policy is intended to guide employees in the procurement, wearing, and care of non-safety apparel 
supplied by the city such that it leads to a positive and professional appearance of employees. 
 

Policy 

Clothing Selection and Procurement  
Selection of clothing supplied by the city shall be approved by each department head after considering appearance, 
quality, comfort, safety, and cost of each item and determining the best value for specific job needs. Department heads 
ǎƘƻǳƭŘ Ŏƻƴǎǳƭǘ ǿƛǘƘ ǘƘŜ Ŏƛǘȅ ƳŀƴŀƎŜǊΩǎ ƻŦŦƛŎŜ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ŜƳǇƭƻȅŜŜǎ are provided similar types and amounts of clothing 
for similar classifications of employment. Employees are not to wear uniforms outside of work, unless they are completing 
trips to and from work.  
 
Shirts  
Employees will be provided with five work shirts on an annual basis. The shirts will be high visibility (green preferred) and 
Ƴǳǎǘ ƘŀǾŜ ǘƘŜ ŎƛǘȅΩǎ ƭƻƎƻ ƛƴ ŀ ǾƛǎƛōƭŜ ƭƻŎŀǘƛƻƴΦ {ƘƛǊǘǎ Ŏŀƴƴƻǘ ōŜ ŀƭǘŜǊŜŘ ƛƴ ŀƴȅ ǿŀȅΦ {ƘƛǊǘǎ ǿƛƭƭ ōŜ ǊŜǘǳǊƴŜŘ ŀǘ ǘƘŜ ŜƴŘ ƻŦ 
employment. 
 
Shorts  
Employees may wear shorts from April to October. The shorts must be knee length and cannot be cutoffs. The shorts must 
be navy blue or khaki in color and not of a denim material, athletic material, or camo material.  
 
Pants  
Employees may wear denim jeans and work pants. Pants must be well maintained and all cuts and tears must be repaired 
in a timely fashion.  
 
Safety Footwear  
Employees eligible to purchase safety footwear will be reimbursed according to the Employee Handbook.  
 
Prescription Safety Eyewear  
Employees eligible to purchase prescription safety eyewear will be reimbursed up to $100 upon the purchase of the 
eyewear. Employees can be reimbursed for prescription safety eyewear on a biennial basis. A request for check and receipt 
will be required for reimbursement.  
 
Jackets  
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9ƳǇƭƻȅŜŜǎ ǿƛƭƭ ōŜ ǇǊƻǾƛŘŜŘ ǿƛǘƘ ŀ ǿƛƴǘŜǊ ƧŀŎƪŜǘΦ ¢ƘŜ ƧŀŎƪŜǘ Ƴǳǎǘ ƘŀǾŜ ǘƘŜ ŎƛǘȅΩǎ ƭƻƎƻ ƛƴ ŀ ǾƛǎƛōƭŜ ƭƻŎŀǘƛƻƴΦ !ƭƭ ƧŀŎƪŜǘǎ 
provided by the city cannot in any way be altered.  
 
Hats and Beanies  
Field employees may, at the discretion of their supervisor, wear baseball caps, large brimmed cloth sunhats or beanies 
featuring the city of Oskaloosa logo, or Oskaloosa Burst logo. Acceptable alternatives include department specific, or local 
area athletic team hats (high school, William Penn University), beanies, or large brimmed cloth sunhats.  
 
Maintenance 
All clothing and footwear must be maintained, meaning free of large stains, rips, and tears.  
 
Dress and Appearance for Employees Not Designated to Wear Uniforms  
All employees are expected to be clean and neat when reporting for work each day. Clothing may not have rips, tears, 
tattered edges, or patches. Any hats, belts or garments worn should be appropriate for the workplace and should not 
display messages advocating violence; promoting alcohol, drugs, or illegal substances; or contain profanity or any other 
graphic or words that demean or ridicule others.  
 
Office employees are expected to dress in attire appropriate for the business world. Employee attire should reflect a level 
of modesty appropriate for the workplace, and should not distract from or disrupt the work environment. Office 
employees should dress with safety in mind and appropriate footwear should be worn at all times. Office employees 
visiting job sites should wear appropriate personal protective equipment. 
 
Employee Identification Badge 
All employees will be issued and must wear and visibly display photo identification badges as provided by the city. 
Identification badges must be worn in a manner that allows the identification of an employee by photo, first and last 
names, and department. Photo identification badges must be located above the waist. One city of Oskaloosa lanyard or 
one badge clip will be provided to employees to properly display their identification badge to the public. 
 

Enforcement 

If an employee arrives at work inappropriately dressed for work as outlined in this policy, such as not wearing their 
uniform, if their position requires wearing a uniform, not wearing safety shoes or slip-resistant shoes when the job requires 
them, the employee will be instructed to leave the workplace on their own time, using vacation, compensatory time, or 
leave without pay, and return appropriately dressed to perform their job. Failure to adhere to this policy may result in 
progressive disciplinary action up to and including dismissal. 
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Volunteer Policy 

 

Adopted by Council: Resolution # 12-03-14 
Date: March 5, 2012 

Department Managing Policy: 
Administration 

 

Definition 

A volunteer shall be considered as an individual, eighteen years of age or older, who assists with work done for the city of 
Oskaloosa, without remuneration. Such volunteer is not an employee or agent of the city. A volunteer may provide 
ongoing assistance on a regular basis or may provide assistance only on specific projects. 
 

Statement of Purpose 

The city of Oskaloosa shall use the services of volunteers to: 
1. Supplement the efforts of paid city staff in meeting demand for good quality public service.  
2. Serve as a method of encouraging citizens to become familiar with city departments and the services being offered. 
 

General Provisions for Volunteers 

Nothing in this policy shall be deemed to create a contract between volunteers and the city of Oskaloosa. Volunteers and 
the city of Oskaloosa have the right to terminate any type of volunteer's association with the city at any time, for any 
reason, with or without cause. If a volunteer wishes to terminate the volunteer arrangement, the city of Oskaloosa would 
appreciate advance notice so a replacement may be sought. 
 
Prior to engaging in any volunteer activity, each volunteer will be required to complete a "Non-statutory Volunteer 
Coverage Application" form (Employee Intranet>HR Forms), and visit with a staff member from the city of Oskaloosa. A 
background check may be performed for any individual who volunteers at the city. 
 
Volunteers may be asked to work on projects that are supportive of staff efforts. Examples may include clerical tasks, 
miscellaneous labor, and assist with various department services.  
 
The supervisory staff member will determine hours of volunteer service in discussion with the volunteer. Volunteers are 
expected to arrive at the designated city department in time to begin work as scheduled or call the department if they will 
be absent. All volunteer work must be completed within normal department hours. The department head may make 
exceptions. 
 
Volunteers are expected to sign in and out each time they work at the city department and are expected to indicate the 
type of work that was done. 
 
Recruitment and Supervision of Volunteers 
Volunteers will be sought through a variety of methods to meet specific as well as general project needs. Recruitment 
shall be the responsibility of the supervisory staff member or the department head. 
 
Volunteers will work directly with the department staff members to receive training and complete projects. All volunteers 
will be assigned one primary staff member to guide them in their work; however, staff members may offer guidance to 
any of the volunteers. 
 
Operation of City Vehicles 
Volunteers are prohibited from operating city vehicles or are prohibited until they are approved by the city's insurance 
carrier. If it is necessary that the volunteer operate a city vehicle, the volunteer's full name, birth date, and valid driver 
license will be presented to the HR Department. The HR Department will forward the information to the city's insurance 
carrier for approval. The department head will be informed if the volunteer is or is not approved to operate city vehicles. 
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Volunteer Training 
At minimum, volunteer training shall include the following: 

¶ Tour of department 

¶ Review of the volunteer's job description 

¶ Review of relevant department policies 

¶ Completion of required form(s) 

¶ Targeted instruction in the volunteer's specific tasks  
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Title: Working Outdoors ς Weather, Inspect, and Plant Hazards 

 

Adopted by Council: Motion 
Date: October 18, 2021 

Department Managing Policy: 
Public Works 

 

Overview 

The below provides guidance for employees working outdoors and who may experience exposure to heat, cold, poisonous 
plants and insects. 
 
 

Policy 

Following are basic guidelines to be mindful of when working outdoors. If you experience symptoms related to heat, cold, 
insect bites, or contact with poisonous plants, follow the work-related accident or injury process: For emergencies call 
911, for non-emergencies call the Company Nurse Injury Hotline at 888-770-0928. 
 
Heat Exposure 
Heat stress, from exertion or hot environments, places workers at risk for illnesses such as heat stroke, heat exhaustion, 
or heat cramps. 

¶ Use sun protection factor of at 30+ SPF. 

¶ Monitor your physical condition and that of your coworkers.  

¶ Avoid prolonged exposure to the sun when possible. 

¶ Wear clothing with a tight weave or high SPF rating. 

¶ Wear wide-brimmed hats and sunglasses with UV protection and side panels. 

¶ Take breaks in shaded areas. 

¶ Access cool, potable water and drink frequently. 

¶ During heat advisories (temperatures of at least 100CΣ ƻǊ ƘŜŀǘ ƛƴŘŜȄ ǾŀƭǳŜ ƻŦ ŀǘ ƭŜŀǎǘ млр Cύ, employees strictly 
working outdoors will take 10-minute break every two hours, this can be into shade or inside an air-conditioned 
environment.   

¶ The city may choose to alter working hours during extreme days. 
 
Cold Exposure 
Environmental cold can affect any worker exposed to cold air temperatures and puts workers at risk of cold stress. Protect 
yourself in the following ways: 

¶ Monitor your physical condition and that of your coworkers.  

¶ Wear appropriate clothing. 
o Wear several layers of loose clothing for insulation.  
o Avoid wearing tight clothing as it reduces blood circulation to the extremities 

¶ Be aware that some clothing may restrict movement resulting in a hazardous situation.  

¶ Protect the ears, face, hands and feet in extremely cold or wet weather.  
o Boots should be waterproof and insulated.  
o Wear a hat to reduce the loss of body heat from your head.  

¶ Move into warm locations during breaks; limit the amount of time outside.  

¶ Carry extra socks, gloves, hats, jacket, blankets, a change of clothes and a thermos of hot liquid.  

¶ Include chemical hot packs in your first aid kit.  

¶ Avoid touching cold metal surfaces with bare skin. 
 
Insects 
Vector-borne diseases are spread from bites of infected ticks and mosquitoes and include West Nile virus, Lyme disease, 
Zika virus, and Powassan virus. Take these precautions before, during, and after work to prevent these diseases: 

¶ Use insect repellant that contains DEET, following label instructions. 
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¶ When possible, avoid scheduling outdoor work when mosquitoes most actively bite - dusk and dawn. 

¶ Weedy, brushy, and wooded or shaded areas should generally be avoided when possible. 

¶ Eliminate sources of stagnant water where possible. 

¶ Wear long-sleeved shirts, long pants, and socks when working in areas where mosquitoes may be biting, including 
when using a weed eater or similar equipment. 

¶ If hearing protection is not in use, observe for auditory clues of insects. 
 
Poisonous Plants 
Many plants are poisonous and can be harmful if there is skin contact with plant chemicals. The most common poisonous 
plants that cause allergic skin reaction are poison ivy, poison oak, and poison sumac. Protect yourself in these ways: 

¶ Make sure you are knowledgeable and can identify poison ivy, poison oak, and sumac; observe for visual clues. 

¶ Avoid contact with these plants. 

¶ Wear long-sleeved shirts and long pants tucked into boots. 

¶ Wear cloth or leather gloves. 

¶ Remove and immediately wash clothing, gloves, and boots or shoes in detergent or soap. 
 
References: 
NeoGov Online Training 
NIOSH Fast Facts 
Weather.gov 


