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City council authorizes the city manager, or designee, to make minor administrative adjustments to these fmiio&es
or appendices. Any changes or adjustitssthat substantially change a policy, program, registration, inspection, violation,
or complaint process shall require the approval of city council usieasted in a specific policy.

Policies by Department

Administration

City Council Rules of Procedure
Board, Commission and Committee Appointment Policy
Continuing Didosure Policy
COVIBL9 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
0 Request for Inspection and Copying of Public Redends
o Digital Data Licensing Agreemesarm
Purchasing Palicy
Record Retention Policy
Return to Work Policy
0 Return to Work Agreemeriorm
0 Temporary/Modified Alternate Duty Agresent Form
Sanitary Sewer Leak Policy
Security Information Policy
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Public Works

9 Public Drinking Fountains Policy
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City Council Rules of Procedure J
Adopted by Council: Resolutior2#-09-132 Department Managing Polic 0 7, City of
Date: September 7, 2021 Administration S oa

Unless otherwise provided for 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 pr
tem, or any other council member shall adjaithe meeting. If no council member is present, the city clerk shall adjourn
the meeting.

All written petitions, communications, and other matters to be submitted to the city council for inclusion in the agenda
packet for consideration at a schaléd regular, speciabr 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 tt
order of the agenda with the exception of iteradded by council member(s) under the following paragraph. The mayor
may add to the agenda.

w 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 secamember 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.

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

w The city manager shall compile the agenda, listing all matters to be considered by the council accordin
to the order of business, lettering and/or numbering each item consecutively. A copy of the agenda,
complete with all accompanying staffperts and other background materials, shall be known as the
agenda packet. The agenda packet for any regular council meeting shall be delivered electronically to ea
council member, the mayor, city attorney, and city manager in accordance with lowa V&@mnga open
meetings. All attempts shall be made to ensure the agenda packet is published and delivered no later tha
the Thursday preceding the meeting.

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

w ltis strongly recommended that questions concerning the minutes of a meeting, the clairas fsfenda
AGSY 2NJ Fyeée &adzLlR2NIAY3a R20dzyYSyidlFdAzy F2NI Ly | =
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 @apting 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 clo
ses#on 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 lis
as part of the agenda on the public notice. The motion for a clessdion, stating the purpose for the closed
session, will be made and seconded during the open meeting. A minimtwio géhirds 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. Closedsessions 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 hliemelvsed 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 cout
The minutes and audio recording are required to be kept for attleas 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 fc
public examination when the purchase is finalized. Legislation approved in 2015 by the state legislature allows tt
State Ombudsman to accetbe 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 ne
available through other reasonable means.

Procedure for citgouncil 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. Alog will be maintained of access to minutes and avebording.

Electronic Meeting

(Reference Code of lowa §21.8)

1. A governmental body may conduct a meeting by electronic means only in circumstances where such a meeting in pers
is impossible or impractical and only if the governmental body compliesalliti the following:

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

b. The governmental body complies with Code of lowa §21.4. For the purpose of this paragraph, the place of th
meeting is the place from which the communication originateswdere 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 wa
impossible or impractical.

Work Session Meeting

The council may conduct work session megs 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 place
on an agenda as required by the open meetings statutes.

w At work session meetings the council will receive information and presentation of issues from the city manage
and city staff.

w Council may ask questions and may request that certain information be provided or issues be addressed whe
items are considered fuiner at another work session meeting or a regular or special meeting of the council.

w 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 appropriateat 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.

w Final action on items is not taken during work session or study sessions. Nd Yotmaf the council in favor or
against any work session or study session agenda item may be taken.

w Work sessions are not public hearings. On public hearing items, public testimony will be taken before counc
action on the item at a regular or speciaeating. 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 sessiol

w Questions may be directed by the council to a member of the public ohanatterested 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 ther tfuehf
response to questions or presentation.



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 rt
shall be asked to leave the meeting. Ev@smber 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 toqrakties and abiding by the following rules of civil debate:

w We may disagree, but we will be respectful of one another.

w All comments will be directed to the issue at hand.

w Personal attacks will not be tolerated.

Duties of Presiding Officer
The mayor (o the mayor's absence, the mayor pro tem) shall be the presiding officer of the council meetings.
1 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 shalld&ected by the members of the council who are present.
1 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 offiaeshall 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 presidindnefficer, t
council as a whole shall decitlee 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 he
provided a copy of the minutes in the agenda packet and that a majority of thed@dnas 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 ¢
0KS YSSiAy3a gA0K GKS O2NNBOGA2Yd ¢KS OAlGe Of SNJ ogf f
Upon verifcation 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 procede, 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 fisnatithe mayor during council
sessions are generally to:
1. Call the meeting to order
2. Announce the order of business as provided in the agenda
o® {dG1FGS Y2GA2ya 2y GUKS GlofS¢
4. Put motions to a vote, when appropriate
5. Generally prevent irrelevant drivolous debate or discussion
6. Maintain order and decorum

TO® hiKSENBAES SyT2NDS GKS O2dzy OAf Q& NMzZ Sa FyR F LILIN

The mayor pro tem as presiding officer may debate, vote as a regular council member and retains all theagaavers
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 préisigling of
shall confine comments to the question under debate. A council member, once recognized, shall not be interrupted exce
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according to rules of parliamentary procedure (e.g., for a point of order, parliamentary inquiry, question of privilege ol
appealof 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 tlmuncil 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 inpon 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 sha
be addressed to the council as a whole antitoaany 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 an
discussion.

Spokesperson for Group Presentations
Organized grops 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 speakir
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 infarmstiall 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 hesdtarg onder
consideration.

After a motion is made and seconded by a council member following a public hearing on the matter so moved, furthe
discussion from the public on this matter will be denied, except upon the request of a council member threugh th
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 ke
for that purpose, with a record of each particular type of business transacted by the council. The minutes must contai
only a reced of such business as was actually passed upon by a vote of the council and shall not be required to contair
verbatim transcript of the proceedings or reflect remarks or statements of a specific council member. A record shall b
made of the names of psons 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 departme
head, typically delivered ith the agenda packet for the next regular meeting.

Processing Council Mall

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



Special Committees

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

Preparation and Review of Ordinances, Resolutions and Contract Documents
When substantive matters of administration are imvedy 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 thetoitgey or an authorized representative,
and in consideration of the city purchasing policy.

Council Action

(Reference Code of lowa §380.3, 380.4)

Procedure for Council Action

All council members shall vote by a roll call voteoAdinances, 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 st
not be permitted on a motion until it is seconded. After the vote baen 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 ordinance
may be introduced and passed by reading the title only. Ordinances shalldardl 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 disqualificatic
shall be publicly declared and a record mahereof. Per Resolution No. B+nn RIF 4GSR ! LINAf wmp X
FR2LIGAY 3 + adlkyRFNR NHzZ S NB3IFNRAYy3I GKS STFFSOG 2F | 02
abstention for reasons other than a stated conflict denest 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 shouéd declat
a disqualification/attestation on any issue.

Vote Required
(Rderence Code of lowa §380.4)
A city council shall exercise a power only by the passage of a motion, a resolution, an amendment, or an ordinance. (C
of lowa §364.3)
a. Ordinances, Amendmentand Resolutions
Passage of an ordinance, amendment, or resolutemjuires a majority vote of all of the members of the council,
except as otherwise provided by the laws of the State of lowa and provision in city code. A proposed ordinance
amendment must be considered and voted on for passage at two council mepting$o the meeting at which
it is to be finally passed, unless this requirement is suspended by a vote of not less k&S S T T 2 dzNJi K &
members of the councillf a proposed ordinance, amendment resolution fails to receive sufficient votes for
passage at any consideration, the proposed ordinance, amendroemgsolution shall be considered defeated
(Code of lowa 8§380.3). If the rule requiring three separate readings is suspended and theeproptinance fails
G2 LI aa o0& GKS NBIJANBR GKNBSnF2dzNIKa @2GSzX GKS |
regular meeting of the council.
b. Resolutions
A resolution becomes effective upon being signed by the mayor and is subjectYoltie 2 N & NA IK{G
no action. A resolution does not require notice and publication. Resolutions are required by statute for certain
council actions, including:
1 Approval of subdivision plats.
1 Approval of the sale of city property.
1 Approval of catracts to construct public improvements.
1 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 Anndaport.

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 ca
vote. Motions are not subject to mayoral vote. Motions are effective upon passage loptineil.

= =4 =4 =

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 meeti
as the original action. The motion needs a second. It is debatable, if the original action it reconssldebai@ble. The
motion requires a majority vote to adopt and cannot be reconsidered.

Motion to Table

¢tKS O2dzyOAf YSSiGAYy3a 3ISYyRIFI A& 3ISYySNIrffteée Y2RAFASR RdzN
motion to table an agenda item duringauncil 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 motiol
to table, for a reason of urgency, will only bring forwalne hext agenda item. If more than one item needs to be tabled
0STF2NB NBIOKAy3d GKS AGSY Ay [jdzSadAaz2yT | Y22iAz2y G2 Gl
y GKNBJAK mp Ay 2NRSNI (2 LINE O%&R segohd]i&notdébitable (ire dhéilnmby 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 bertakehd 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
agenda item, to limit public debate, or to suppress a minority of the council.

Items or motions thahave 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
YIRS Ay GKS YSSthditedm (s dr motlory(s)diagedbeeii ttled. 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 nregti

If a council member wishes to take action on a tabled item or motion during the meeting at which the item or motion hac
0SSy Gl of SR GKS O2dzyOAf YSYOSNI Ydzad oNARy3 ok Ol GKS
GFL ot SoeA20yKSi2vy i 1S FNRY (GKS (loftS¢é ySSRa | aSO2yRI A
motion is not taken from the table during the meeting at which it was tabled or by the close of the next regularly schedules
council meeting, the itenor 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 considereck atetkt 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 tfieal 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 o
the rules of procedure for the conduct of city codrmisiness.
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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:
w City Attorney
w City Clerk/Finance Director
w City Manager
The city council also appves 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 inbkidiagadr,
exercise no power over city employees. It is not the duty of the elected officials to involve themselves in employee matter
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 s

that appropriate staff can be involved in the process. If a personal visit is requested by the constituent, no elecéd offici
shouldmake this visit without a staff person from the appropriate department.
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AED Policy J
Adopted by Council: Resolution #-08-54 Department Managing Policy: 0 7, City of
Date: April 2, 2018 SafetyCommittee S 0a

AmendedSeptember 72021 Resolution #£1-09-132

Section ICAED Overview

1 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,ughing 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.

1 The pupose 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 encouers 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 Z; Equipment
The AED should be used on any person dibplaysany ofthe symptoms of cardiac arrest. The AED will be placed only
after the following symptoms are confirmed:
9 Victim is unconscious
1 Victim is not breathing
1 Victim has no pulse and/or shows no signsiafudation such as normal breathing, coughing or movement

Location of AEDs

Edmundson Pool, 1405 South F Street, Oskaloosa, IA 52577

Fire Station, 220 South Market Street, Oskaloosa, |IA 52577

Police Department, 214 High Avenue East, Oskaloosa, IA 52577

Public Library, 301 South Market Street, Oskaloosa, IA 52577

Public Works, 804 South D Street, Oskaloosa, IA 52577

Wastewater Treatment Plant Northeast, 2295 235th Street, Oskaloosa, |IA 52577
Wastewater Treatment Plant Southwest, 2632 Kent Avenueal@sga, I1A 52577

€

EEgEEEELEE

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 razo
one set of trauma shears, and one facemask barrier device.

Section &, Volunteer Responder Responsibilities

1 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 emergenogsponse only to the extent that they are comfortable. The emergency
medical response of these individuals may include CPR, AED or medical first aid.

1 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 firatd, 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 Good Samaritan Act
lowa Code 613.17 Section 2 states: The following persons or entities, while aetsomably 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 thahcquires 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 defibrillata
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
emergeng.

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 extelefébrillator.

Section 5 Responsibilities

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

1 Employees shall attend AED training if practical and adhere to this policy, and use anpdeBilbbs

Section & Training

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

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

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

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

1 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.

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

1 Recognition that an electrical shock has been delivered to the patient and that the defibrillatoraages |
charged.

T wkLARZ FOOdzNI (S I &a S-ahédcK Safus to Aefermin& iSfurthédr activa&ighiofQhe AEDRSA U
necessary.
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accompnying the person to the hospital, or waiting until the arrival of more medically qualified personnel.

Section 7¢ Use of Automatic External Defibrillators

The key to survival following sudden cardiac arrest (SCA) is the speed of response. Whenrrggpandictim who
may be in SCA and in need of assistance, the primary objective is to ensure that medical personnedwaecterthe
scene as soon as possible. The following steps are recommended guidelines to follow in SCA emergencies:
9 Call or ask@meone 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
T ' LIWINZ2 | OK GKS @GAOGAY IyR FaaSaa NBad1BAYEXKEDISYSaay ¢l
9 Dispatch will ask a series of questions and will activate emergency medical services
T / KSO1 ! ./ Qa
0 Assess airway.
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Perform headilt ¢ chin lift to open airway.

Assess breathing Look, Listen and Feel. If breathing is absent, use the barrier device with the AED
case to deliver two rescue breaths.

Place AED near head of patient on the same side as the rescuer.
Turn on AED per instructions.

Follow AED verbal andsual prompts.

Bare and prepare the chest (cut or tear away clothing if necessary).
Follow AED verbal and visual prompts.

Apply electrodes (follow drawings with AED unit).

Allow AED to analyze.

If indicated, deliver shock as directed.

Continue carger AED instructions.

Await EMS arrival.

 Section & External Post Event Documentation

Medical emergencies involving the use of an AED require special documentation. Any time an AED is used on an emerge
medical patient, whether a shock is deliverednot, a written incident report shall be written. Written reports shall
include:

Patien@ 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

Section9 ¢ Post Event Review

If a volunteer responder uses an AEDewew 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 thatntevell, the collection of opportunities for improvemenas

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; 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:
1 All maintenance tasks shall be performed according to equipment maintenance preseasioutlined in the
operating instructions.
9 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 11X 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:

1 Emergency kit supplies

1 AED battery life

1 AED operationrd status

(@]
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Bloodborne Pathogens Exposure Control Plan and Procedures

Adopted by Council: Resolution #-Q0-121 Department Managing Policy: /‘/ City of
Date: July 20, 2020 Safety Committee Oskalooqog
Amended September 7, 2021, Resolutio# 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 he 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 Wbe 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 tthe personal protective equipmenPPEwithin their departments. Employees should refer questions
or comments about this policy to department head/supervisor or Safety Committee representative.

Key Definitions

1 Contaminatedmeans the presence or the rsanably anticipated presence of blood or other potentially
infectious materials on an item or surface.

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

9 Occupational Exposummeans 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.

1 Universal Precautionss an approach to infection control. éarding 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.

1 Work Practice Controlmeans controls that reduce the likelihood of expos by altering the manner in which
a task is performed (e.g., prohibiting recapping of needles by ehvaled technique).

Employees covered
Employees that perform tasks that meet one of the following descriptions shall be covered under this policy:
1 Tasls that involve actual or potential for mucous membrane or skin contact with blood, body fluids or tissues.
9 Tasks that involve no exposure to blood, bodily fluid or tissues, but employment may require exposure in an
emergency.

Employees under the followingassifications have been identified as having potential occupational exposure risks:
Police Departmentall patrol officers and trainees
9 Tasks: restraint of suspects, first aid/CPR, accident/crime scene investigations, housekeeping duties
1 PPE: glovesesuscitation masks
Fire Department all firefighters and fire officers
1 Tasks: first aid/CPR, recovery
1 PPE: gloves, resuscitation masks, resuscitation pads, Hazmat Suit, Bio Suit if needed
Parks, Pools, Streetsife guards, pool manager, parks and strestesff
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1 Tasks: first aid/CPR, garbage collection, housekeeping duties

1 PPE: gloves, resuscitation masks
Wastewater and Water Treatment Plangll employees

9 Tasks: first aid/CPR, sewer line repair, sample collection, pump maintenance, housekiegipsg

1 PPE: gloves, resuscitation masks, protective eyevBiarSuit and face shield depending on job duties.
Library, City HallHousekeeping, maintenance

9 Task: housekeeping, building maintenance

1 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 fumcli® 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 astipal. Disinfecting wipes may be issued to all
employeeswvorking at locations without water sources.
B. Use necessary PPE with limited exception.
C.5AaAYyFTSOG NBALMANIG2NE | FGSNI SFOK dzaSao C2ff 24 rsYl ydz

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 HResanrces.

f lowaMunicipalitesw2 NJ SNR Q / 2 YLISy & | (i A/RebgovBioadBothi Pathdgéng Codirkegs? / ! 0

Housekeeping

All worksites and vehicles will be maintained in a clean and sanitary condition. A written schedule of guidelines for
cleaning andnethod of decontamination of blood or other bodily fluids based upon the location, type of surface to be
Oft SIYySRx (GeL)S 2F az2Af LINBaSyd I yR i ICkgniagaddDedamMdnngidhdzNS &
of Blood or Other Bodily Fluidsdocumentincluded with this policy

Hepatitis B vaccination and posxposure evaluation and followp

Hepatitis B vaccine and vaccination series will be provided free of charge to all employees, includexppsste
evaluations and followups for allemployees who have had an exposure incident. Medical evaluations and procedures,
including the Hepatitis B vaccine and vaccination series, andeppsisure evaluation and followp, including
prophylaxis, will be performed by or under supervision of tesignated healthcare provider.

Employees seeking Hepatitis B vaccinations,-pgpbsure review or other medical procedures under this policy shall
use Mahaska Health. Hepatitis B Consent/Declination Forrfincluded with this policyand other medical reords
AaKFftf 0S YFAYOGFAYSR Ay (GKS SYLX 28SSaQ O2yFARSYUAFf Y

Postexposure procedures
Employees subjected to an exposure incident must:
1. Immediately report exposure incident to supervisold ¢ £ t G KS G/ 2YLI y& b-@38E/IS Ly
0928
2. Report to a Mahaska Health provider for post exposure evaluation, careamdselingas appropriate
3. / 2YLX SGS da9YLX 28SNRa CANRG wSLERNI 27 {£2ieidedsiaycd NY
exposure
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~, City of Cleani oot
eaning and Decontaminatiot
Oskaloos

.om of Blood or Other Bodily Fluid:

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

Absorbent materials (e.g., Kitty litter, sand, etc.)
Disinfectirg towelettes

Biohazard bag with zip tie

Scoop

Protective cap

Eye protection

Protective gown

Mask

Spills on NorCarpeted Floors
These surfaces include tile, ceramic, vinyl, linoleum, metal, wood, cement, and any othabsanbent flooring such as

a pooldeck.

1. Contain the spill quickly.

2. Block off the area until cleanup and disinfectimre 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 paperel or other absorbent material.

5. Gently pour bleach solution {dart 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 nondisposable cleang materials such as mops, brushes and rags need to be disinfected by saturating with
bleach solution and then allowed to air dry.

8. Remove gloveand place in a garbage bag with all other soiled cleaning materials.

9. Double bag and securely tie up garbdgeys 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.
2.

3.
4.

o

Contain the spill quickly.

Block off the area until cleapuand disinfectiorare complete. No visitors or unprotected staff members should

be able to access the area.

Put on disposable gloves.

Create a barrier around the spill with an absorbent material.

Spray the affected area with an appropriate carpet detetgerhelp kill some of the surviving pathogens. After
spraying the area, allow it to sit for 10 minutes so the disinfectant has time to work.

Use disposable towels or rags to blot as much excess fluid as you can and then carefully dispose of thessoiled r
in a sealable bag.

Use a wetvacuum to thoroughly wet and remove any fluids. Repeat the process of wetting and suctioning severa
times. While wetting the affected area be sure to prevent any water from spreading beyond the initial boundary.
After wetvacuuming, thoroughly resaturate 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.

Repeat the previous two steps of disinfecting and then allowing to sit f&0kfinutes.

. Once the final round of disinfecting is complete, rinse the area one last time to remove any remaining detergen

or disinfecting solution. After rinsing, we&acuum the area.
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11. Next, dry the area thoroughly with rags to draw out any remaining masand 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 cle
all other equipment used during the spill cleanup.

Spills in Vehicles
1. Contain the spill as quickly as possible.
2. Puton disposable gloves.
3. Treat the spot as you wouldspill on carpetand disinfect, let sit, and repeat several times.
4. Metal, wood and any other neporous surfaces should be cleaned just likep#él on a norcarpeted 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 blooc
does not contaminate anywhere else. A properly maintained pool contains enough chlorine toykblcaaborne
pathogens.

From the CDG3erms found in blood (for example, Hepatitis B virus or HIV) are spread when infected blood or certait
body fluids get into the body and bloodstream (for example, by sharing needles or by sexual contact). Chéogieenis|
found in blood and CDC is not aware of any instances in which a person has become infected with these germs after be
exposed to a blood spill in a pool.

9 Does chlorine kill the germs in bloodves. These germs do not survive long when dilategroperly chlorinated
pool water.

1 Swimmers want something to be done after a blood sp#hould 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 poc
choase to do so temporarily to satisfy patrons.

Spills Outdoors
1. Relocate 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 thorongalyvith
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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~Y, City of
Oskaloosa Hepatitis B Consent/Declination Forr

IOWA

| understand that due to my occupational exposure to blood or ofiteentially infectious materials that | may be at risk
of acquiring Hepatitis B virus (HBV) infection. | have been given the opportunity to be vaccinated with the Hepatitis
vaccine at no chargé can consent to having the vaccine or | may decline. ®ldasose one of the options below:

A.Consent: lunderstand that | must have three (3) doses of the vaccine to confer immunity and that the cost of the
Hepatitis B vaccine will be assumedrby employer.l also understand that there is no guarantee that
will become immune or that | will not experience any adverse side effects from the vaccine.

| have read this form and understand its contents; therefore, | request that the
HepatitisB vaccine be given to me.
B.Decline: I decline the Hepatitis B vaccination at this time. | understand that by declining

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

If in the future, if |1 continue to have occupational exposure to blood or other potentiafectious
materials and | want the Hepatitis B vaccination, | 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
641.673.3257 and inform then that you are a city of Oskaloosa eme@lapd 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 Occupatitthabelwaces at
641.676.7468 and inform then that you are a city of Oskaloosa employee and would like to receive this vaccin
Occupational Health Services is located 1229 C Avenue East. Use Entrance #4 on the north side of Mahaska He
campus. From C Amue take North 1 Street to E Avenue, then North 1 5treet to Entrance #4.

Employee Name City Approval (641.673.9431, Option 5)
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Board, Commission and Committee Appointment Policy

Adopted by Council: Resolutiorl#-03-19 DepartmentManaging Policy:
Date: March 3, 2014 Administration Oskaloosa
Amended September 7, 202Rgesolution # 21-09-132

\i
~7Y, City of

The city council may establish boards, commissions and committees in addition to those required by State law and sh
specify the titles, duties, length of terms, qualifications of members and other appropriate matters. The city counci
may reduce or inaase 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, commissiom$ eommittees 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 cifyceenissioror
committee. The cityof Oskaloosa desires to have diverse representation on its boards and commissions to reflect the ag
race/ethnicity and gender (in accordance with lowa Code 69.16A) of the community.

Boards & Commissiog®verned by Ordinance
1 Airport Commission Appointed by counci{Chapter 2.64)
0 5resident voters of the citytaggered terms of 6 years
9 Board of Adjustment Appointed by councilChapter 17.34, Section 17.34.080)

0 5regular members,-year term

0 A majority representing the public at large and shall nointvelved in the business or purchasing or selling
real estate (lowa Code Chapter 414

9 Building Code Board of Appeal&ppointed by the mayofChapter 15.60, Section 15.04.150)

0 5 members qualified by experience and training to pass upon matters pertamimglding construction

no term
1 Civil Service CommissieAppointed by the mayor with the approval of the couri€ihapter 2.60)

o Citizens of lowa, eligible electors and residents of the city for more than five yegesr term

o Commissioners shall hbuy from, sell to, or in any manner become parties, directly, to any contract to
furnish supplies, material, or labor to the city.

9 Historic Preservation Commissiqi\ppointed by councilChapter 2.84)
0 7 residents of the city or owners of real propertytiwn the city and two alternates who are voting
members only when 1 of the 7 appointed members is abs&yearterm

9 Library Board of Trusteed\ppointed by the mayor with the approval of the courf€ihapter 2.72)

0 9 resident membersh-yearterm, 2 termlimits (Library Board Bi.aws)

0 At the discretion of the mayor, theoardmay consist of 2 members from rural Mahaska County
1 Municipal Housing AgenayAppointed by the mayor (Serves the duties of the Fwiusing Board under 28E

Agreement Chapter 2.68)

0 5 members, Zear term
1 Planning and Zoning Commissiéppointed by councilChapter 2.56)

0 7 citizens of thecity andqualified by knowledge or experience to act in matters pertaining to the
development of a citplanandwho shall not hold any elective office in the city governméngear
term

1 WaterUtility Board of Trusteeg Appointed by the mayofChapter 2.80)
o0 5 personsno public officer or salaried employegay serve, §ear terms

Other boards commissions, and committees with city representatives
91 Early Childhood Education and Recreation Center (tityoappointedmembers + one alarge neutralagreed
upon with the Oskaloosa Community School Digtrict
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Forest Cemetery Board (council mieen)

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 CountEmergency 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 Boardf Trustees (council member, city manager)
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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 may
for review. The mayor will consider the information providedta 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 consid=at when recommending appointments ilucle:

What is the current gender balance of the board/commission?

The area of town in which a candidate resides, are all areas represented?

Are there too many members with similar occupations, should other occupations be represented?

Are there potential coflicts of interests if a certain candidate were chosen to serve?

What expertise and/or experience does the candidate bring to the board/commission?

Does the candidate serve on more than one board/commission?

How long has the person served on the board/coission?

If they are currently serving on a board/commission how effective have they been in serving on the

board/commission?

If they are currently serving on a board/commission, has their attendance been acceptable?

j-  Only one member of an immediate familg., husband, wife, father, mother, son, daughter, brother, sister, may
be on the same board or commission at a time.

S@meoo0oTy

City employees may serve as members on city boards and commissions that are established by ordinance although
public officer or salaed 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 selectiol
procedure which provides mayoral appointnmteand 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/cesiomi Staff shall monitor attendance to
assure members are participating to an acceptable level. If attendance problems occur, staff shall inform th
board/commission chair and/or the mayor and city council to consider action to assure the board/conmntissio
active/participating members.

Board: Inclusive of all boards, conigsons 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. Noless than 120 daysrior to the expiration of any term, the city shall send wenit correspondence to all individuals
whose terms will expire. This correspondence shall advise board members of their term's expiration date as well th
process to officially indicate interest in continuing to serve

2. The city shall advertise vacancies later 90 daysrior to the expiration of any term. The deadline for receipt of
applications ighe date of the first council meeting of the month of term expiratiorensure that the mayor and/or
city council will have sufficient time to consider the applicants and take formal actithe aecond council meeting
of the month of term expiration oa future city council meeting.

3. The city may advertise the vacancy myaecognized 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
as specifically required by the Oskaloosa Municipal Cotleedowa 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 ofrthieority gender on the board, the person shall be
considered for reappointment by the aor and/or city council without the required aforementioned advertising
period.

2. If a board member wishes to serve another term and is ofntlagority gender aglefined by lowa Codéehe city shall
begin advertising the vacancy no later th@d daysprior 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 vaancy occurs due to the expiration of a term and more than one qualified member ahiherity 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 intesvigrocess 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 Oskaloos
Municipal Code, or as required by the lowa Code.

6. The city shall notify appliogs 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 resignatismreceived 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 shatit appo
minority gender applicant at the next meeting of the city council, or as soon as practical.

5. If more than one qualified member of thminority gender applies for the vacancy, the mayor and/or city council shall
consider appointment of the most quiéd minority gender applicant.

6. If no qualified members of thminority 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 thamualified person applies for the
vacancy.

Death:

1. Inthe event a board member passes away prior to the expiration of their term, the sligll advertise the vacancy
for a minimum of 30 days.

2. Steps 4 througf7 under the section "Resignation” of this pyl shall be followed.

Code of Ordinances:
The Charter: Article ¥ Boards, Commissions and Committees
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Community Development Block GrgDBGHPolicies .

s . : " Y, City of
Adopted by Council: Resolutior0#06-42 Department Managlp@’ollcy. Oskaloosa
Date:June 4, 2007 Development Services .
Amended December 3, 2007, Resolution #2782 Amended November 2, 2020, Resolution #26154
Amended August 15, 2016, Resolutid6#8-118 Amended January 19, 2021, Resolution-82102

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

. Residential Ariilisplacementind Relocation Assistance Plan

. AffirmativeFair Housing Policy

. Citizen Participation Ria

. Procurement Policy

. Code of Conduct

. Policy on the Pronhibition of the Use of Excessive Force

. Equal Opportunity Policy Statement

1: RESIDENTIAL AIDTSPLACEMENT AND RELOCABOISTANCE PLAN

This Residential Antlisplacement and Relocation Assistance (RARA) Plan is prepared bigytloé Oskaloosa in
accordance with the Housing and Community Development Act of 1974, as amended; and HUD regulations at 24 C
42.325 and is apjeable to our CDBG1, UDAG, and/or Hedd&isted projects.

No o, wWN PR

Minimize Displacement

Consistent with the goals and objectives of activities assisted under the Acttytiod 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 rehahtion 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 emptynits first.

Arrange for facilities to house persons who must be relocated temporarily during rehabilitation.

Adopt policies to identify and mitigate displacement resulting from intensive public investment in neighborhoods.

6. Adopt policies which provide reanable 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 t
assessments on lower income owr@gcupants or tenants irevitalizing areas.

8. Establish counseling centers to provide homeowners and tenants with information on assistance available to hel
them remain in their neighborhood in the face of revitalization pressures.

9. Where feasible, give priority to rehabilitatiori bousing, 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
6SaLISOALffe (K2aS yddRAYISA RurSA G KA yIEINRIzyoMizd®S N & RSTFAY SR

11. Target only those properties deemed essential to the need or success of the project.

a ks

Relocation Assistance to Displaced Persons

Thecity of Oskaloosa will provide relocation assistance for leiweome 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
the demolition of any dwelling unit or the conversion of a lowerome dwelling unit in accordance with the requirements

of 24 CFR 42.35(A displaced person who is not a lowecome tenant, will be provided relocation assistance in
accordance with the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970, as amended,
implementing regulations at 49 CFR Patt 2
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Onefor-One Replacement of Lowdncome Dwelling Units

Thecity of Oskaloosa will replace all occupied and vacant occupiabledioseme dwelling units demolished or converted
to a use other than loweincome housing in connection with a project assilswith 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 loweincome dwelling units, theity of Okaloosa 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 laveeme dweling units that will be demolished or
converted to a use other than as lowgrcome 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, thaddress, number of lowancome dwelling units by size (number of bedrooms) and location

on a map of the replacement low@éncome housing that has been or will be provided. NOTE: See also 24 CFF

42.375(d).

The source of funding and a time schedule for phavision of the replacement dwelling units;

The basis for concluding that each replacement dwelling unit will remain a-{oeeme dwelling unit for at least 10

years from the date of initial occupancy; and

7. Information demonstrating that any proposed lapement of lowetfincome dwelling units with smaller dwelling units
(e.g., a ZDedroom unit with two 1bedroom units), or any proposed replacement of efficiency or sirmben
occupancy (SRO) units with units of a different size, is appropriate and eonsisth the housing needs and priorities
identified in the HUEapproved Consolidated Plan and 24 CFR 42.375(b).

oo

To the extent that the specific location of the replacement dwelling units and other data in items 4 through 7 are nof
available at the time pbthe general submission, thety 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 Unitaflability

Under 24 CFR 42.375(d), thigy of Oskaloosa may submit a request to IEDA for a determination that thdoorme
replacement requirement does not apply based on objective data that there is an adequate supply of vacairidomer
dwelling wits in standard condition available on a ndiscriminatory basis within the area.

Contacts

Themayor of thecity of Oskaloos#sresponsible for tracking theeplacement of lower income dwelling units and ensuring
that they are provided within the reqreéd period. Themayor of the city of Oskaloosa is responsible for providing
relocation payments and other relocation assistance to any lemewsme person displaced by the demolition of any
dwelling unit or the conversion of lowdncome dwelling units tanother 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 Bdoakt (CDBG) funds from the State miistument

how they are meeting their fair housing obligations. A unit of local government can participate fndhe G S Qa /
Program by agreeing to implement at least two mandatory actions and at least one electinty appropriate to the
O2yRAUGAZ2YEA YR ySSRa Ay AlG& FNBIF® ¢KS ahsiteshosersfrom B liStO U |
below.

APPLICATION

All grantees receiving CDBG funds through the State must complete threawdatory strategies and at least oakective
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 chei@PBG contract period:

1.

2.

3.

Advertise, publicize, and pass an affirmative fair housing policy that will certify that the local govemuthengs to
the requirements of the federal Fair Housing Act and the lowa Civil Rights Act of 1965, and

Identify and pulikh the name and contact information of a Discrimination Complaint Officer withiragieecy or
jurisdiction for any housingelated bias or discrimination complaint, and

Refer housing discrimination complaints and assist in filing complaints with tteeQ@ovil Right€ommission, 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 suchivitig thecontract
period:

1.

n

Hw

© ®©

10.

11

12.

13.

Advertise the availability of housing and related assistance to population groups that are least ldgytthrough
various forms of mediai.¢., radio stations, posters, flyers, newspapers) in English and démgruagespoken by
eligible families within the project service area.

Include a flyer about fair housing in a local utility or tax bill and send it to every householdnuthieipality.

Have the Responsible Entity staff attend a fair housing training or camfer

Organize a local letter writing campaign to local legislators and/or local government about the need tantind
support fair housing programs.

Sponsor trainings for realtors, bankers, landlords, homebuyers, tenants, public housing authoritheraitgttown
employees to educate them on their fair housing rights and responsibilities. This activity bHJ8®ne in
collaboration with the lowa Civil Rights Commission or a local civil rights commission.

Provide training/educational programs aboutirfehousing for financial, real estate, and properyanagement
professionals at local firms, including their obligations to comply with the federaHBaging Act and the lowa Civil
Rights Act of 1965 (this can be done by partnering with a bank, boatdaf f a$s®diakiof, or other local group and
helping to sponsor a program taught by a qualified entity sachCRC).

Conduct meetings with advocacy groups for members of the protected clasegspérsons with disabilities,
immigrants, refugees, et) on the availability of affordable and accessible housing and determine haesiag to
plan future projects.

Establish and/or fund fair housing organizations in areas where there are no such organizations.

Conduct fair housing testing nsure that local housing providers and/or lenders do not discriminate{taising
testing must be conducted by a HidPrtified fair housing agency).

Assist Housing Choice Voucher program participants to help locate and secure housing outsideyafoaceitrated
areas of poverty (RCAPSs) or nELAPAssist Housing Choice Voucher program participants to help locate and secure
housing outside of racially concentrated areas of poverty (RCAPS) cRQOPs.

. Conduct outreach to housing providers amalsing developers to discuss affordable and accessible housing needs in

RCAPs and ne®&CAPs.

Evaluate the local zoning ordinance against the fair housing benchmarks identified in this Al, using the Zoning R
Assessment Tool. Evaluate the need for admants to the zoning ordinance and make them.

Organize atester recruitment event in collaboration with the lowa Civil Rights Commission to help document instance
of housing discrimination.

PUBLIC NOTICE
AFFIRMATIVE FAIR HOUSING POLICY

Thisnotice is published pursuant to the requirements of Executive Order 11063 on equal opportunity in haoding
nondiscrimination in the sale or rental of housing built with federal assistance, and with Title VIIIQi¥ilHieights Act of
1968, as amendedyhich prohibits discrimination in the provision of housing becausaaé, color, creed, religion, sex,
national origin, disability or familial status.
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Thecity of Oskaloosa, lowa, advises the public that it will administer its assisted programs igitearlating to housing
and community development in a manner to affirmatively further fair housing in the sadatal of housing, the financing
of housing and the provision of brokerage services.

Thecity of Oskaloosa shall assist individuals whkbdye they have been subject to discrimination in housimgugh the
resources of the lowa Civil Rights Commission or the U.S. Department of Housing anbBé&urdlapment.

Thecity of Oskaloosa has designated the following office as the contact talic@e efforts to comply withhis policy.
Inquiries should be directed to:

OFFICE: Area 15 Regional Planning Commission
ADDRESS: 224 E 3t.
CITY/STATE/ZIP: Ottumwa, IA 52501

zaua woiswa  PHONE NUMBER: (641) @561

T HOURS: Mondalyriday from 8:00 AM 4:30 BV

3: CITIZEN PARTICIPATION REQUIREMENTS
To comply with the participation requirements of Section 508 of the Housing and Comrbavigyopment Act of 1987,
the city of Oskaloosa, lowa, must do the following:

1) Conduct at least one public hearing on thetivities proposed in each application and at least puoblic 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 proposd activities will be funded and sources of funds,
iiiy 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 lmnducted,
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 includevéew of:
i. Ageneral description of accomplishments to date,
ii. Asummary of expenditures to date,
iii. Ageneral description of remaining work and
iv. Ageneral description of changes made to the project budget, performance targets, asthi#gdules, project
scope, location, objectives or beneficiaries.

2) Publish hearing notices in a manner consistent with requirements of lowa Code, Section 362.3.

3) Ensure the public reasonable access to all local meetings, project records and information retagngeposed and
actual use of federal funds.

4) Conduct all related public meetings or hearings in public buildings or facilities that are decespirsons with
disabilities.

5) Provide citizens names and addresses of:

a) the person(s) authorized to receive and respond to citizen proposals, questions and conmgmaicesning
proposed or funded activities, and
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b) the person(s) available aattle to provide technical assistance to groups representativedomoderateincome
persons in preparing and presenting their proposals for the request and Useafal fundsPersons authorized to
receive and respond to citizen proposaisiestions, and/or complaints gurovide technical assistance concerning
proposed activities are:

David Krutzfeldt, Mayor Amy Miller, City Clerk

220 S. Market St. 220 S. Market St.
Oskaloosa, IA 52554 Oskaloosa, IA 52554
(641) 6739431 (641) 6739431

6) Provide translators during or written translations after public hearings attended b¥enghsh speaking residents upon
their request whenever they represent a significant proportion of the persons benefited by the proposed or actual
activities. Federiy assisted recipients are required to make reasonable efforts to provide language assistance to ensur
meaningful access failLimited English ProficiencyLEP) persons to the recipi@tprograms and activities. Language
assistance that a recipient migprovide 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).

[GPRoeUREpEwSy ]

PURPOSE

The purpose of this Procurement Policy is to ensure that sound business judgment is utilizegriocaément
transactions and that supplies, equipment, construction, and services are obtained effigiedtigconomically and in
compliance wh applicable federal law and executive orders and to ensure #dfiaprocurement transactions will be
conducted in a manner that provides full and open competition.

APPLICATION

This policy applies to the procurement of all supplies, equipment, consirnycéind services of and for thaty of
Oskaloosa related to the implementation and administration of CDBG awards. All procuseithéetdone in accordance
with 2 CFR Part 200 and Appendix Il to Part 200.

POLICY

GENERAL PROCUREMENT PRACTICES

The city of Oskaloosa will adhere to the following general procurement practices: document procurestartards;
maintain oversight of contractors to ensure performance in accord with standards; agqidsition of unnecessary of
duplicative items; encourage pro@ment or use of shared goods aadrvices; use Federal excess and surplus property
when feasible; encourage vahemgineering clauses inonstruction contracts; award contracts only to responsible
contractors; limit use of time and materiat®ntracting; ad use good administrative judgment to settle all contractual
and administrative issues.

COMPETITION

Thecity of Oskaloosa will provide full and open competition; publishing (in newspaper); prohibit watefor local
geographical preferences; develogritten procedures for procurement transactions to ensurempetition is not
restricted; and ensure that prgualified lists are current.

METHODS OF PROCUREMENT
Procurement under grants shall be made by one of the following methods, as described h&yaimall(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 medtitesots:
For supplies and services only. The subrecipient does not need to solfietitive quotations if the
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subrecipient considers the price to be reasonable. To the extent practicablsybinecipient must distribute
such procurement equitably among qualified suppliers.

B. Simple Estimated annual value exceeds $5,000 buttless $50,000 per year and does retceed $150,000
for multiyear contracts: For neangineering and architectural services asupplies only. The subrecipient
may use an informal competitive selection process to engager@ce provider. Informal selectiomeans
price or rate quotations must be obtained from adequate humber of qualified sources. The subrecipient
may contact the prospective servipeoviders in person, by telephone, fax, email or letter. The subrecipient
should solicit at leaghree prai LIS OG A @S aSNIBAOS LINPOJARSNE® ¢KS adz
contacting fewer than three service providers. The justification shall be included in the cdii&act

C. Professional Estimated annual value exceeds $50,000 per yeaeaoeeds $150,000 fonultiyear contracts:
For supplies and services and ALL engineering and architectural senstdseeipient shall use a formal
competitive selection process to procure the goods or services.

D. Sealed Bids(formal advertising): Thesaled bid method is the preferred method for procuricgnstruction.
Bids are publicly solicited and a firm fixed price contract (lump sum or unit praogaisled to the responsible
bidder whose bid, conforming with all the material terms aatditionsof the invitation for bids, is the lowest
in price. The procurement lends itself to a fifixed price contract and the selection of the successful bidder
can be made principally on the basisprice. A complete, adequate, and realistic specificationwclgase
description will bedeveloped before bidding.

The following requirements apply:

(1) Bids must be solicited from an adequate number of known suppliers, providing them suffesgonse
time prior to the date set for opening the bids, and the invitatfor bids must beublicly advertised (not
required for nonprofit entitie¥

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

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

(4) The subrecipient shall enter into a firm fixed price contract award with the lowest responsive and
responsible bidder. Where specifiedditding documents, factors such as discoutremsportation cost,
and life cycle costs must be considered in determining which bid is loR&gtent discounts will only be
used to determine the low bid when prior experience indicatest such discountsre 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 submittiffgraandeither

a fixed price or costeimbursement type contract is awarded. It is generally used wheeaded bidding process is not

appropriate. If this method is used, the following requirements apply:

1. Requests for proposals must be publicized and identifyealuation factors and their relativienportance. Any
response to publicized requests for proposals must be considered tm#xémum extent practical;

2. Proposals must be solicited from an adequate number of qualified sources;

3. The subrecipient must haxeewritten method for conducting technical evaluations of greposals received and for
selecting recipients;

4. Contracts must be awarded to the responsible firm whose proposal is most advantageoutodrem, with price
and other factors considered; dn

5. The subrecipient may use competitive proposal procedures for qualificatiapsd procurement of
architectural/engineering (A/E) professional services whereby compeffjoedifications areevaluated and the most
gualified competitor iselected, subject to negotiation of fair aneisonable compensation. The method, where price
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is not used as a selection factor, can onlyused in procurement of A/E professional services. It cannot be used to
purchase other types afervices though A/Erms are a potential source to perform the proposed effort.

Noncompetitive Proposals

Procurement by noncompetitive proposals is procurement through solicitation of a proposal fronormlgource and
may be used only when one or more of the followingweinstances apply:

1. The item is available only from a single source. This type of procurement is referrezbte asurcgprocurement;

2. The public exigency or emergency for the requirement will not permit a delay resultingfnmpetitive solicitaibn;
3. The Federal awarding agency or p#s®ugh entity expressly authorizes noncompetitipmposals in response to a
written request from the norFederal entity; or

4. After solicitation of a number of sources, competition is determined inadequdiis.type ofprocurement is referred
to as singlesource procurement.

RECYCLED MATERIALS
Thecity of Oskaloosa will procure items with recycled content following the requirements of Céolwathapter 8A.315
317 and lowa Administrative Code chapterIl7.6(5)c Recycled Product ardontent.

BID LANGUAGEPROCUREMENT OF RECOVERED MATERIALS
Recipients shall include in all request for proposals and bid documents the following language.
G¢KS O2yGNI OG2NI I ANBSa G2 O2Mdawh éhaptedsd. 81817 ard
lowa Administrative Code chapter-117.6(5)cwS 0@ Of SR t NP RdzOG Yy R [ 2V

CONTRACT PRICING
A. The cost plus a percentage of cost and percentage of construction cost method of contractimgpishallsed.
B. Thecity of Oskaloosa shall perform some form of cost/price analysis for every procureactioh, including
modifications, amendments or change orders.

PROCUREMENT RECORDS

Thecity of Oskaloosa shall maintain records sufficient to detail the significant historypafcarement,including the
rationale for the method of procurement, selection of contract type, contractor selectiaejection, and the basis for
the contract price. Theity of Oskaloosa shall make technical specificatimmg procurement documents ailable for
review upon request.

BONDING REQUIREMENTS Bonding requirements for construction or facility improvement contracts must meet
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 administrédideralf grant funds
in compliance with 2 CFR Part 200.318 and other applicable federal andtstatiards, regulations, andws.

APPLICATION
This Code of Conduct applies to all officers, employees, or agents afytled Oskaloosa, lowa&ngaged in the award or
administration of contracts supported by federal grant funds.

REQUIREMENTS
No officer, employee, or agent of thety of Oskaloosa shall participate in the selection, awardadministration of a
contract supported by federal grant funds, if a conflict of interest, real or appavemi)d 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 finamtfedronterest in the
firm selected for award.

The city of Oskaloosa officers, employees, or agestisll neither solicit nor accept gratuities, favoos, anything of
monetary value from contractors, potential contractors, or subcontractors.

FRAUD, WASTE AND ABUSE

Thecity of Oskaloosa has zero tolerance for the commission or concealment of actadyfraste or abuse. All officers,
employees, or agents shall notify tioity of Oskaloosa of suspected actioAdlegations of such acts will be investigated
and pursued to their logical conclusion, including legéibn where warranted. Concerns may be reported toditeclerk

at 220 S. Market St., Oskaloo¥a 52577 or by phone at (641) 69331.

REMEDIES

To the extent permitted by federal, state, or local laws or regulations, violation of #teselards maygause penalties,
sanctions, or other disciplinary actions to be taken againstcthél @ 2 F  ofiicers, erpbyeesQoi agents, or the
contractors, potential contractors, subcontractors, or thagents.

6: PROMIBITION OF THEUSECESS(VEFORCE

WHEREAS, theity of Oskaloosa, lowa, has received federal funding through the Comnibeitglopment Block Grant
(CDBG) program; and

WHEREAS, Section 519 of the Department of Veteran Affairs and U.S. Department of &twlitingan Develapent,

and Independent Agencies Appropriations Act of 1990 requires th&BG recipients adopt and enforce a policy to
prohibit the use of excessive force by 18w F 2 NOSYSy G | 3SyOASa gA0GKAY (G(KS NBO;
engaged imonviolent civil rights demonstrations; and

WHEREAS, all recipients of CDBG funds are further required to follow a policy of esfppticaple state and local laws
against physically barring entrances or exits to a facility that istibgect of a pnviolent protest demonstration; and

WHEREAS, theity of Oskaloosa endorses a policy prohibiting the use of excessive forcaviindform all law
enforcement agencies within its jurisdiction of this policy,

NOW, THEREFORE, BE IT RESOL V¢t ah@skaloosa hereby prohibits any lawforcement agency operating within

its jurisdiction from using excessive force against imalviduals engaged in nonviolent civil rights demonstrations. In
addition, thecity of Oskaloosagrees to enforce any appliske state or local laws against physically barring entrances or
Oskaloosa from a facility or location that is the subject of a-viotent protest demonstrationThe city of Oskaloosa
further pledges enforcement of this policy within its jurisdiction amtourages any individual or group who feels that
the city of Oskaloosa has not complied wittis policy to file a complaint.

Information and assistance relative to excessive force complaints shall be provideddity tierk, (641) 673431.

7: EQUAL OPPORTUNITY POLICY STATEMENT

It is the policy of theity of Oskaloosa to provide equal opportunity to all employees, appbeard program beneficiaries;
to provide equal opportunity for advancement of employeesptovide program and employment facilities which are
accessible to the handicapped andadminister its programs in a manner that does not discriminate againsperspn
because oface, creed, color, religion, sex, national origin, disability, age, familial status, paliilation, citizenship or
sexual orientation.

Thecity manager has ultimate responsibility for the overall administration of the affiresdiction/equal opportunity
program. The total integration of equal opportunity into all partspafrsonnel and program management is tbgy
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mty I 3SND& NB aibdznghageronlireview allpoligie& &d procedures as they affect equal oppdstuarid
affirmative action angensure compliance with relevant federal and state statutes.

The right of appeal and recourse is guaranteed bydheof Oskaloosa. Any person who fetat he or she has been
denied employmentparticipation, representation, or services in gmpgram administer by theity of Oskaloosa because

of race, creed, color, religion, sex, nationabin, age, disability, political affiliation, sexual orientation, or citizenship has
the right to fileanequal opportunity complaint. Information and assistance relative to equal opportaoityplaints shall

be provided by theity manager, who can be contacted at (641) &#31.

This Equal Opportunity Policy of thigy of Oskaloosa shall be posted in spituous placewithin the facility, distributed
to all employees, contractors and to the persons of all advisorypatidy-making groups.
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Complete Streets Policy !

Adopted by Council: Resolution #0504 DepartmentManaging Policy: Osk;{lggbg
Date: January 20, 2015 Development Services e

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 lawspdlidyg is intended to enable safe and
efficient walking, bicycling, and other nanotorized forms of transportation, in addition to motorized transportation,
including personal, freight, and public transit vehicles. All uses must be designed to allogpseddon 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 c
Complete Streets concepts in street and road improvements.

Scope
This policy formalizes the existing street design and improvement process foitytted Oskaloosa and all road, street,
and improvement projects that fall within the influence and control of ¢itg of Oskaloosa.

Policy
Section 1 Thecity of Oskaloosa commits to a Complete Streets Policy which has the following guiding principle anc
practices:

Vision

The Complete Streets Policy is written to use as an interdisciplinary approach into the design and construction of roadw
projects. In using tils policy, thecity of Oskaloosa will seek to enhance the safety, access, convenience and comfort of al
users of all ages and abilities, including pedestrians (including people requiring mobility aids}, bicyclists, transit use
motorists and freight dviers, 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 policyopides 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
Thecity of Oskaloosa has a historic grid like system that encompasses its duargggortation network. The current grid
like system is generally recognized as optimal for all modes of transportation.

Thecity currently has several components of complete streets including curb extensions, roundabouts, street trees, roa
diet, and a tail system.

The benefits of Complete Streets are many and varied:
1 Complete Streets improve safety for pedestrians, bicyclists, children, senior citizerdyivens, and the mobility
challenged.
1 Provide bicycling and walking connections to trip genanatsuch as employment, education, residential
recreation, retail centers, and public facilities.
1 Promote healthy lifestyles.
1 Create more livable communities.

Specifies all Users
Transportation improvements will include facilities and amenities that are recognized as contributing to Complete Street:
which may include street and sidewalk lighting; sidewalks and pedestrian safety improvements such as crosswe
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improvements; improverants that provide ADA (Americans with Disabilities Act) compliant accessibility; transit
accommodations including improved pedestrian access to transit stops; bicycle accommodations including bicycle stora
bicycle parking, bicycle routes, sharse lana, narrowing of travel lanes as appropriate; and street trees, medians
reduced, reconfigure parking, permanentstiping to include bike lanes, curb extensions, countdown pedestrian signals,
and adequate drainage facilities.

Projects Included

When theplanning the design of street projects, tlity 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 ayl roadw:
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 numt
of travel lanes or remeal of onstreet 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 pyhiheworks director with
supporting data that indicates the reason for the decision. The documented decision(s) shall be reviewedityy the
manager andgpublicworksdirector and any other designated appointee as named bycttyemanager angublic works
director. Exceptions are limited to the following:

A. Ordinary maintenance activities designed to keep assets in serviceable condition, suolviag, cleaning,

sweeping, spot repair, concrete joint repair, or pothole filling, or when intenieasures are implemented on

temporary detour or haul road.

There are significant topographic or natural resource constraints

There is insufficient right of way to safely accommodate new facilities.

There are relatively high safety risks.

Cost of accommodains is excessively disproportionate to the cost of the project; more #ttapercent of

total cost.

Detrimental environmental or social impacts outweigh the needs for these accommodations.

The project involves a roadway on which rootorized use is probited 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 i
the future even if the street were a complestreet.

mo o w

o m

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 identificdtgaps or deficiencies in the
network for various user groups that could be addressed by the project, and an assessment of the tradeoffs to balan
the needs of all users. The factors that shall be given high priority include the following:

A. Whether the caridor 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-made barrier such as a river or major roadway,

B. Whether the corridor is in an area where a relatively high number ofmotorized transportation users can
be anticipated,

C. Whether a road corridor provides important continuity or connectivity links foreaisting 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 Agencgoordination
The city of Oskaloosa will work with other jurisdictions and transportation agencies to incorporate Complete Street
principles through existing planning efforts.

Design Criteria

The city of Oskaloosa will generally follow the latest angt besign standards, policies, guidelines based upon resources
identifying best practices in urban design and street design, construction, operations and maintenance whel
implementing improvements intended to fulfill this Complete Streets policy.

Public mprovement projects and the associated facilities and amenities that are recognized as contributing to Complet
Streets shall be reviewed with thety council or their designee(s) at the preliminary or conceptual design phase. During

this conceptual projet 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 publi
improvement project.

Context Sensitivity

Appication of design standards will be flexible to permit contsahsitive design, fitting the roadway design within the
context of the neighborhood, land use, traffic volume, speed and current and projected demand. Each project must b
considered both sepately and as part of a connected network, recognizing that all streets are different and user needs
will be balanced.

Performance Measures
Thecity shall measure the success of Complete Streets policy by using, but not limited to, the following measures:
1 Motorized Transportation
o Number of lane miles considered and reviewed for Complete Streets design concepts
0 100 percent of street improvementrpjects are considered candidates for improvements in
alignment with Complete Streets design concept
1 Bicycle Transportation
0 Miles of bike lanes and bike routes
o Number of locations offering bicycle racks and associated amenities
9 Pedestrian Transportation
o0 Number of marked pedestrian crossings
0 Lineal feet of sidewalks

Implementation
Thecity will develop implementation strategies that may include:

w Evaluate andrevise the Comprehensive Plan, Zoning and Subdivision Ordinances and Oskaloosa Stands
Specifications and the Oskaloosa Municipzde€
Identify all current and future sources of funding for street improvements
Promote project coordination among city plartments and agencies with an interest in the activities that occur
within the public rightof-way in order to better use fiscal resources

W
W

Section 2:This Complete Streets Policy will apply to the scope development, design, and construction of etk proje

undertaken or affiliated with the city of Oskaloosa.

Section 3:The Public Workdepartment will review current design standards, including the design standards embodied

in the most recent version of the subdivision regulations which agphetv 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, aaiegyito
the extent that the work required is reasonably proportional to the scale of the proposed rehabilitation, reconstruction,
or resurfacing.

Section 5Thecity council affirms its commitment to continue the consideration of Complete Streets mesigcepts in
all future city projects.
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Continuing Disclosure Policy N
Adopted by Council: Resolution #Q08-15 Department Managing Policy: Osk:/lggbg
Date: March 2, 2015 Administration e
Exhibit A
Article |

General Overview

Section 1.0Purpose This Continuing Disclosure Policy ("Policy") ofcibeof Oskaloosaowa ("Issuer"”) is intended to
ensure that the Issuer efficiently carries out its continuing disclosure obligations with respect to securities it issues c
guarantees pursuant to Rulbc212, as amended (the "Rule"), promulgated under the Securities Exchange Act of 1934
as amended.

Section 1.02BackgroundThe Rule prohibits underwriters from offering bonds to the public unless the issuer provides an
official statement and contrdaally 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 o
underwriter in connection with each new issuance of oliliyas 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 th
all disclosure documents contain accurate information. The SEC bastesk that, under Rule 108, "disclosure
documents used by municipal issuers, such as official statements, are subject to the prohibition against false or mislead
statements of material facts, including the omission of material facts necessary tothrak&atements made, in light of

the circumstances in which they were made, not misleading."

Section 1.030bligations Subject to the Rularious offerings are fully or partially exempt from the continuing disclosure
provisions under the Rule. Offega 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
broker, dealer, or municipal securitiegealer 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 continuir
disclosures for an otherwise exempt Obligation.

Sectio 1.04Definitions 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 (whigi 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 disclost
obligations
(C) "EMMA" means the Electronic Municipal Market Access systéhe dfISRB. 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
administration of matters related to Obhgjons.
(E) "Financial Advisor" means a municipal advisor engaged for the purpose of assisting with the Issuer's structuring &
sale of Obligations.
(F) "Fiscal Year" means the fiscal year of the Issuer, beginning on July 1 and ending on the falevdfg J
(G) "Governing Body" means thigy council (the ‘touncil”) of the Issuer.
(H) "Issuer" means theity of Oskaloosdowa.
() "Listed Event" means any of the events listed in Exhibit A of this Policy.
(J) "MSRB" means the Municipal Securitkeiemaking Council or any othesuncil 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 1
Key Participants and Responsibilities

Section 2.01Disclosure CoordinatoBy adoption of this Policy, ttety clerk is hereby appointed to act as the disclosure
coordinator ("Disclosure Coordinator") of the Issuer.

Section 2.0ResponsibilitiesThe 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 whicbratiouing disclosure undertaking is required (each,
an "Official Statement"), before such documents are released, in accordance with Article 11l below;

B. reviewing annually the Issuer's status and compliance with its continuing disclosure undertakingsngnflings 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 b
included in any disclosure doment;

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 domnts 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 definpdrjposes 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 Cooadim 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
Governing Body.

Article 1l
Official Statements

3.01.Review and Approval of Official Statememthenever the Issuer issues Obligations, a preliminary official statement
and a final official statement (or other offering documents in some circumstances) may be prepared ("Officia
Statements"). Each ohese 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 prima
responsibility for ensuring that all suchfanmation 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 th
Official Statement. Responsibility for review and egyal 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 th
date of each official statement, does not contain any untstetement 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 wa
provided, not misleading. When undertaking review of a final or prelingi@dficial 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 Statementratety 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 bdrafted, 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) anyfotaacial problems,
liabilities, or legal issuesdlhare 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 sl
submit allOfficial Statements to the Governing Body for review and approval. The approval of an Official Statement b
the Governing Body shall be docketed as a new business matter and shall not be approved as a consent item. T
Governing Body shall undertake suekiew 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 4.010verview Under the continuing disclosutendertakingsthe 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 w
such undertaking. Most undertakings require that annual reports will includecéhjain updated financial and operating
information, and (2)the Issuer's audited financial statemeni{d$n rare circumstances, small issuers may be subject to
different requirements. Revie 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 forma
and shall be accompanied by identifying information 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 AC. To facilitate the Issuer's continuingdliisure undertakings the Disclosure Coordinator shall:

A. maintain a record of all continuing disclosure obligations of the Issuer using a chart substantially in the form attache
as Exhibit C, which shall identify and docket all continuing disclosure desidlin

B. schedule email reminders on the EMMA website for each Obligation to help ensure timely filing of financia
disclosures;

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

D. comply with the Issuer's obligation to file annual reports by submitting or causing the required (i) annual financia
information and operating data and (ii) audited financial statements (all of which may be included in the Issuer"
annual audit) to be wmitted to the MSRB through EMMA. If within a Continuing DiscloAgreementthe Issuer
has agreed to furnish information that is outside the scope of the annual audit, the Issuer shall file a supplement t
the annual audit when 79 5 filing with the MBhrough EMMA,

a. If the event the Issuer does not have audited financial statements available by the filing deadline imposed b
the continuing disclosure agreement, the Disclosure Coordinator shall instead file the updated annual an
financial information ad 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 statement 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 puic 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 anc
document in accordance with Section 6.01 hdrémat 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 titee. (No

a "failure to file" notice is notequired 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 natui

and/or cause of the failure to meehé 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 5.01Disclosure of Listed EventBursuant to Rul&é5c212(b)(5)(i)(C), the Issuer is obligated to disclose to the
MSRB notice of certain specified events with respect to the Issuer's Obligatiohssigd"Event). All officers and
management level employees of the Issuer shall be instructed to notifpibdosure Coordinator if they become aware

of any of the Listed Events listed in the Issuer's continuing disclosure undertakings. The Disclosure Coordinator may con
with Bond Counsel, to discuss the event and to determine whether a filing is requiisatherwise desirable. If such a
filing is deemed necessary, the Disclosure Coordinator shall cause a notice of the Listed Bvstad&Vent Notic§

that complies with Rule 15eP2 to be prepared, and the Disclosure Coordinator shall file, asecto be filed, the Listed
Event Notice as required by Rule 182as follows:

A. The Disclosure Coordinator shall monitor and periodically review the Listed Events identified on Exhibit A, i
connection with the Obligations identified on the Chart in BRI 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 w
the MSRB via EMMA with respect to any @ddgions 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 servidiagedarratings of any
Obligations.

Article VI
Miscellaneous

Section 6.01.Documents to be RetainedThe Disclosure Coordinator shall be responsible for retaining records
demonstrating compliance with this Policy. The Disclosure Coordinator wdtalh an electronic or paper file
("Transcrip") for each continuing disclosure Annual Report that the Issuer completes. Each Transcript shall include fin
versions of documents submitted to the MSRB through EMMA. The Transcript shall be maintainpdrfod @f eleven

(11) years from the final retirement of the Obligations.

Section 6.02Education and Trainindg he Issuer shall conduct periodic training to assist the Disclosure Coordinator, all
Employees and the Governing Body in understanding arfdqmeing 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 secur
laws, including the Listed Events in Exhibit A, and theodisid responsibilities and potential liabilities of members of
Issuer staff and members of the Governing Body. Such training sessions may include meetings with Disclosure Cour
teleconferences, attendance at seminars or conferences where disclosurensailities are discussed, and/or recorded
presentations.

Section 6.03Public Statements Regarding Financial Informatiinenever the Issuer makes statements or releases
information relating to its finances to the public that are reasonably expeaiaddch investors and the trading markets
(including, without limitation, all Listed Event notices, statements in the annual audit, and other financial reports anc
statements of the Issuer), the Issuer is obligated to ensure that such statements andatitorrare complete, true, and
accurate in all material aspects. The Disclosure Coordinator shall assist the Governing Body in ensuring that st
statements and information are accurate and not misleading in any material aspect. Investment informatishguibh

the Issuer's website may include a cautionary statement at the request of the Disclosure Coordinator, substantially ¢
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 otharformation 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 relate
entities may involve different sources of payment and security, you sholydordy 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 m
require a filing with EMMA.

For securities (subject to Rule 18 issued on or after December 1, 2010, or for variable rate demarus ltoat are
converted from a mode currently exempted from rule 15220 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 occurrenc
without regards to the materiality of the event:

BOO~NOOA~WOWNE

principal and interest payment delinquencies

unscheduled draws on debt service reserves reflecting financial difficulty
unscheduled draws on credit enhancements reflecting financial difficulty
substitution ofcredit or liquidity providers, or their failure to perform
adverse tax opinions or events affecting the-exempt status of the security
tender offers

defeasances

rating changes

bankruptcy, insolvency, receivership or similar event of the obligptadon

. 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 tirr
after their occurrence, once they are determined to be material by the Disclosure Coordinator:

1. non-payment related defaults

2. moadificaions 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 o
substantialy all of the assets of the obligated person, other than in the ordinary course of business, the entry into &
definitive agreement to undertake such an action or the termination of a definitive agreement relating to any such
actions, other than pursuant tits 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:

9 through the EMMA Dataport;

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

1 indexed by the submitteas "Annual Financial Information and Operating Dat#tlis EMMA indexing category
should be used for all submissions consisting of one or both parts of an annual financial information submission.
submission should be indexed in EMMA by the submittéiAasual 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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9 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 hau®een prepared.

If annual financial information is provided by reference to other submitted documents file
9 a notice that includes specific reference to a document available on the EMMA website or the SEC (such as, |
not limited to, an official statemnt), to the extent that such document in fact includes the information required to be
include in the annual financial information; and
1 the submitter should confirm that such document in fact is available from the EMMA website or the SEC an
shouldinclude 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 activ
hyperlink to the pdf file of suctiocument as then posted on the EMMA website or to the SEC's EDGAR system; furthel
if such document includes audited financial statements, the submitter should also index such submission as "Audite
Financial Statements or CAFR" in addition to (but naeat 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 follaws

1 through the EMMA Dataport;

i as an electronic waksearchable and properly formatted pdf file; and

9 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 nessue of Obligations, and upon any disclosure filing

NAME OF DATE FINAL CUSIP DATE BY ANNUAL SOURCE OF DATE
ISSUE/PRINCIPA | OF | MATURITY | FORFINAL WHICH REPORTS INFORMATIO | INFORMATIO
L AMOUNT ISSUE DATE MATURITY ANNUAL INFORMATION TO N N WAS FILED
REPORTS BE FILED
MUST BE
FILED (OR
"EXEMPTION"
UNDER THE
RULE)
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COVIEL19 Pandemic; Infectious Disease Action Plan Oskaloosa
Adopted by Council: Resolution #28-06 Department Managing Policy: o
Date: April 6, 2020 Administration
Amended July 6, 2020, Resolution #0115 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 Januar¥3, 202 (City Manager) Amended Marcl?2, 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 dises
which is potentiallympactful 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 patidDal
Safety and Health Administration (OSHA), Centers for Disease Control (CDC), lowa Department of Public Health (ID
and the County Department of Public Health.

COVIBELY, or coronavirus, is a respiratory illness spread through infeaeated respiratory droplets. Vaccines have been
deemed effective at protecting individuals from getting sick

Cleaning and Disinfecting:

Per the CDChe most reliable way to prevent infection from surfaces is to regularly wash hands with soap and water ol
use alcohobased hand sanitizer. Common areas and high touch surfaces should continue to be regularly cleaned ai
wiped down with products containingpap or detergent and products with disinfectant will kill any remaining germs.

Masking:
Employees mayear a mask at any time if they feel safer with it. Anyone with symptoms, a positive test, or-C®VID
exposure is to masks outlined in thigolicy.

Symptoms:
Paossible symptomisicludefeveror 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 vomrttieg, dia

9 Notify supervisor and stay (or go) home

1 Upon notification, supervisor to complete Employee Screening Form

Testing:
A. Positivetest, including without symptoms

1. Notifysupervisor supervisotto complete Employee Screening Form.

2. Documentation of test results required, provide to HiRgge of home test will suffice)

3. Stay home foat least5 days; day is the first day of symptoms or a positive tdsicontinue to have fever or
other symptoms have not improved after 5 daylsamlation wait to end isolation until fevefree for 24 hours
without the use of fevereducing medication and other symptoms have improved.

4, Complete Employee Sdlfertification for Return to Worthe first day back to work, provide to HR.

5. Wear a welfitted mask for 10 full days anytime around others.
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1. Notify supervisor supervisotto complete Employee Screening Form.
2. Documentation of test results required, provide to Rage of home test will sufficeMay havetested before
the virus was detectable, or may have another iliness such as the flu. Contact healthcare pithidelestions
abouttest result, recommendations for quarantinigolation, or symptoms, especially if they worsen.
3. Return to work upon syptom improvementplus no fever without medication for 24 hours.
4. Complete Employee Sdélrtification for Return to Work first day back to work, provide to HR.

Potential ExposureEmployee has been within 6 feet of an infected person for a cumulatie&dbl5 minutes over a 24
hour period starting from 2 days before illness onset or, for asymptomatic employees, 2 days prior to pbsiinfected
person can spread COVID starting 2 days before they have asymptoms.

If exposedbut remain symptordree employee nay continue to workunless symptoms develowvith the following
restrictions:
0 Wear a welfiitted mask for 10 full days anytime around othesglfmonitor for symptoms, social
distane, clean and disinfeavorkspace
o0 Work duty modification may be necessary; coordinate with city manager/designee.
0 Gettested at least 5 days after last close contact with someone with GBVID

If symptoms develop Notify supervisor and stay (or go)e. Supervisor to notify city manager/designee of employees
experiencing symptoms or potential exposure.

NOTEQ YL)X 28SS 1 IFyRo6221 a{AO01 [SI@S¢ LRfAOe | LILXASa (2 I
Complete an Employee Selfertification for Return t&Work the first day back to wortnd submitto HR.Sick leave
for healthcare provider visstor family illness/injurydo not require this form.

Related forms available on the Employee Intranet.

Credit Card Acceptance and Processing Policy to Allow Remote Payme 3
Adopted by Council: Resolutiorl8-02-18 Department Managing Policy: Oskzlggj‘af
Date:February 19, 2019 Administration aws
AmendedMay 20, 2019, Resolution #-0%-70 AmendedApril 6, 2020, Resolution # 22-63
Amended September 7, 2021, Resolutio# 21-09-132

Section 1: Credit Card Handling and Acceptance Policy

The purposeof this policyis to establishbusinessprocessesand proceduresfor acceptingpaymentcards,which will
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minimize risk and provide the greatest value, security of data, and availability of services within the rules and regulation:
establishedby the PaymentCardindustry(PClianddefinedin the PCIDATASecurityStandardgDSS).

Section 2: Scope of Policy

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

Section 3; General Guidelines

1.

10.

11.

12.
13.

Only transaction amounts over $5.00 will be completed by the ci®s&hloosa, except at Edmundson Pool where
alltransaction amounts will be accepted including transaction amounts below $5.00.

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

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

Only cardholders can complete transactions. The city will not accept payment on behalf of a representative
presenting the card for paymén® C2 NJ SEl YL ST GKS OAade gAatt yz2iad | OO
OFNRX | LISNB2Y LINBagyliAy3d GKSAN alLl2dzaSQa OF NR:X

Staff may request to see a form of identification before accepting a paycaedt

All customers will banformed of the total sale amount plus convenience fee amount that will be charged to their
payment card. The amount charged must match the transaetioount.

Prior to processingi KS Odza 2 YSNRa LI &YSyd OF NRX adl Tae hadmdti S
passed. If the payment card has expired, it may not be accept@eayonent.

Eachtransactionmust havea referencecode. Forexample,a permit number,library card number, parking ticket
number,etc.

For in person transactionw/o copies ofeach 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 signaturemalomatch. The unsigned copy of the
transaction is given to the customer, and the signed copy is retained in the department for reconcil@tiime
customers will receive their receipt via email. In lieu of a signature on the affiae a notation will be made
statingth y t AyS ¢NI yal OlAzyed

If the paymentcardmagneticstrip cannotbe read by the terminal, the cardnumberwill be manuallykeyed into the

credit cardterminal.

In all circumstances of declined or unaccepted transactidrespayment 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 payment.

Onlyauthorizedandproperlytrained city staff mayaccept,processandaccespaymentcarddata.

All city staff who has access to payment card information is responsible for properly safeguarding the payment carc
information in accord witkhis 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.

NogakrwhN

Accepting payment cards for caativances.

Processing-eheckiransactions.

Establishing reauing payments in the credit card dime software for angustomer.
Discounting any good or service based on the methquhgiment.

Adding an additional surcharge or fee to payment ¢eadsactions.

Using a paper imprintingystem.

Acceptingpayment card information and/or processing transactions over the phone emadl.

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 pecsonplter, server or
device, including spreadsheets, local databases and remoweduli.

2. Thetransmissiorof cardholderdataor sensitiveauthenticationdataviaemailor usingunsealedenvelopes through
inter-office mail igprohibited.

3. TheciyNBa i NA Ol a | 0O0Saa (2 OFNRK2f RBW2RE Al G2 (GK2asS 4A

4. Paymentardtransactionsmustbe processedmmediately. Anyphysicabdocumentghat containpayment card data
information must be shredded immediately after it is no longer nekda a manner that makes reconstruction
impossible.

5, ¢KS OdzaG2YSNDa LI e&YSyid OFNRtmekl tf 0SS @GArairoftsS (2 (K

6. Payment card machines are to be secured and inaccessible to the publitna¢sl|

7. Customer receipts and other printed matdsahall 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 hgs beessed.

8. Paymentcard records, including receipts, payment card numbers, expiration dates, card type, and banking
information are exemptfrom public disclosureand will not be disclosedunlessrequiredvia court subpoena or in
writing by the cityattorney.

9. The city will notify payment card customers of any breackeaiurity, which has placed their confidential payment
card information at risk of beirgpbmpromised.

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

Section 6: Degrtment Payment Card Processing Reconciliation
Each department will designate at least one employee to balance receipts. It is recommended that two employees p
department are trained and familiar with the reconciliation process in order to cover vasatibhesses, etc. Each
department will reconcile transactions on a daily basis, using the deposit report from the card processing website, whic
includes all transactions. Each department will provide the City Clerk/Finance Department with detailedupeeder
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, thelmateria
must be shredded.

Disadvantage Business Enterprise Program J
Adopted by Council: Resolutiorl8-03-36 Department Managing Policy: 0 Y, City of
Date:March 18, 2019 Administration S 03

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

Federal Aviation Administration (FAA) recipients receiving grants for airport planning or development who will awart
prime contracts exceeding $250,000 in FAA funds in a Federal fiscal year are required to have a Disadvantaged Busi
Enterprise (DBE) pgoam.
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The city of Oskaloosa, owner of Oskaloosa Municipal Airport, has establifieddvantaged Business Enterprio®g
Program in accordance with regulations of the U.S. Department of Transportation (DOT), 49 CFR Part 26. The city
received Feda financial assistance from theepartment Of Transportation,and as a condition of receiving this
assistance, the citygf Oskaloosdas signed an assurance that it will comply with 49 CFR Part 26 (hereafter referred to as
Gt I NI HCcéEO®D

It isthe policy of the city of Oskaloosa to ensure that DBEs as defined in Phatv26an equal opportunity to receive and
participate in DO-Rssisted contracts. It is also the cBy¥ h a | Ipdli& 20dehg@g@ in the following actions on a
continuing bas:

Ensure nondiscrimination in the award and administration of EXS3isted contracts

Qreate a level playing field on which DBEs can compete fairly fordd€)3ted contracts

Ensure that the DBE program is narrowly tailored in accordance with applicable

Ensure that only firms that fully meet9 CFR Part 28igibility standards are permitted to participate as DBEs
Help remove barriers to the participation of DBEs in @&disted contracts

Promote the use of DBEs in all types of federadlgisted cotmacts and procurement activities

Assist the development of firms that can compete successfully in the marketplace outside the DBE program
Make appropriate use of thélexibility afforded to recipients of Federal financial assistanceegtablishing and
providing opportunities for DBEs

NN

Disposition of CiOwned PropertfRealEstate) N
Adopted by Council: Resolutiorl#02-19 Department Managing Policy: Osk;/lggbg
Date:February 21, 2017 Development Services .

General Information

The city of Oskaloosa may from time to time acquire dilapidated, condemned or abandoned properties or vacant lots. Tt
I OljdzA aAGA2Y 2F &4dzOK LINRPLISNIASA Aa G2 SyKIFyOS ddtertpz Y'Y
values. The city intends to sell these properties to responsible community members so that they can be renovate
redeveloped, or repurposed to enhance the city. The following are potential future uses for these properties, listed ir
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 theity 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 |
application. Generally speaking, the city wiihse 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 so
through the bidding process.

PEf LINPLISNIASEPEARIKSO S dBBSNR aKIFat LI & it O2adta 2F 02
and the cost of publishing the public hearing notice in the Oskaloosa Herald. Any property to be solditywhéeh is
subject to or made contingent upon the beryperforming 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 o
the said contract as provided by lowa Code Chap&§ i 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 triarsat 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
property pursuant to the zoning classification may be in conflict with existing adjacent and neighboring residentia
property, then cetain 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 merchasdistored 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 excej
where necessary for construction and redevelopment or to comply with cidg.cBroperties 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 part
to outline a plan for repairing the property for eventual occupancy, demolition and/or reconstruction of a structure with
a higherassessed value. In some circumstances the city will approve plans that provide additional green space whi
enhances the lot size of an adjoining property.

Process

City-acquired dilapidated, condemned or abandoned properties will be advertised fordseads. The Development
Services Department will furnish bid forms for the dilapidated, condemned or abandoned properties. When a property i
advertised for bid, the city shall state the date by which all bids will need to be received, which will tyjecaily (10)
working days following the advertisement. Bids and security payment can be submitted during regular office hibyrs at

cf S Noffic@,&City Hall, 220 South Market Street, Oskaloosa, |1A 52577

In some situations, the city may set a minimuid price of onethousand 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 (whiddr 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 tf
success bidder will be applied to the total bid due to the city.

Purchase of citpwned property is subject to approval by thigy 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 i be approved byity 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.

PropertiesLtJt  OSR 2dzi F2NJ 6AR INB (2 068 &a2fR F2N) 6KS SELINBa
and land speculation is discouraged. A development agreement with a successful bidder may be required as determin
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. Tt
buyer shall also submit a repair, demolition and/or reconstruction plan to the Development Services Departthent wi
GKANL & o6on0 RIFI&a 2F GKS OA(GeQa GNIyaFTSNI 2F LINBPLISNIe&
shall meet the following deadlines unless specifically extended in writing by the Development Services Department:

w w6 cdindluded within ondaundred eighty (180) days of the transfer date; or

w 5SY2fAGA2Y O2yOf dZRSR ¢6AGKAY yAySte 6dpnd RIFI&a 2F
w wSO2yaldNHzOGA2Y A YA ( A-hutdseR eightyd@0)day$ antddabctude® withimongy@an v
from transfer date.

The buyer shall notify the Development Services Department when the project is complete and all obligations are met. .
which time, city staff shall inspect the property for compliance with the stated plan and notify the buyar 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 a
entities can petition to purchase unused, eitwned land. The city does not intend to hold unused properties indefinitely,
but may not alvays 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 no
intended to allow entitiesd 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 Servicegartment will have property acquisition application forms availabl€igt Hall and online.

As part of the application, the applicant shall submit a plan for future use of the property. The use shall be conslstent wi
the priorities of this program anstipulation stated in the General Information section of this document. City staff shall
review the application and provide a recommendationdty council. Purchase of citgwned property is subject to
approval by thecity 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 et®usand dollars ($1,00(er lot, except that the minimum per lot price shall

be fivehundred dollars ($500) to neighboring property owners. Neighboring properties are considered those properties
that abut the property being sold or that lie directly across a-citgned alley fom the property. Norprofit organizations
(registered 501[c][3]) such as Habitat for Humanity, or other organizations that build quality housing projects a:
determined by the city, may offer to purchase city owned properties fortiwedred dollars ($500)Thecity council may
consider modifying the minimum lot price if the buyer can demonstrate a reasonable expectation that a substantial cos
will be incurred in preparing the lot for use.

If it comes to the attention of the city that more than one ewtis interested in purchasing the lot, sealed bids will be
accepted with the minimum bid set at fileundred 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 dlivdved dollars ($200).
This cash deposit shall be sent to @ity & S N¥fied ACity Hall, 220 South Market Street, Oskaloosa, |A 52577. Deposit
may be in the form of cash or a certified check or money order made payable to the city of Oskaloosa.

Depasits 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 titg council. If the buyer proceeds with the property purchase, the
deposit shall be dedtied from the total cost of the property and expenses incurred for conveyance.

t NPLISNIASE INB a2fR dzyRSNJ KAa LINRPOSaa F2N 6KS SELINS
land speculation is discouraged. A development agreemsétiit 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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~/ City of - |
O kalo Invitation to Bidders
S oa
IOWA
The city of Oskaloosa, lowa will accept sealed bids until local time on the day of L,

in the office of theity 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
property to be repaired to at least the minimum standardtioé city's adopted building codes.{.,Housing,
Building, Electrical, HVAC, Plumbing, etc.), as applicable or the building may be demolished. The building car
be occupied untithe city building official issues a Certificate of Occupancy. The propeittyneed to be in full
compliance with city codes before a Certificate of Occupancy is issued. Some of the significar
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
0KS o0dz2SNNa NBaLRyaAroAfAGe G2 SyadaNB’ GKFG Fff RS

This property is offered for sal@lgject to the following conditions:
1. All city, state, and federal codes and regulations, specifically includingitiee 2 F h &
Disposition of City Owned Properties policy, are followed.
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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 bic
price or $50 (whichever is greater) is required to be submitted with the bid. The successful bidder is required
submit a repair or reconstructioplan to the Development Services Department with a-boadred 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 tramsteby 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
securities will be held until the property has been paid for in full by the winning bidder.

Bids shall benailed or delivered to theitycf SNJ Q& 2FFAOS t20FGSR 2y (GKS T

Street, Oskaloosa, 1A 52577 in a sealed envelope and plainly marked Bid for priorto
, 20XX. Bids will be opened at tme. A bid report, with a recommendation, will be presented to

the city council at the regular meeting on

AR LI O1SGa OFry o06S 20i0FAYySR o0& 32Ay3 2ytAYyS (2 ¢
property will be op@ 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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Y / C‘ity of City-Owned Property Bid Form /
OSkﬂlOOﬂlog Purchase Applicatior

Check which type of cigpwned property you want to purchase:

[] VacantLot Are you the owner of a neighboring property owner? Yes / No
Are you a norprofit 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 ethe@usand dollars ($1,000) per lot, except that the minimum per
vacant lot price shall be fiveundred dollars ($500) to neighboring property owners and -poofit
organizations.

Briefly describe your plaror the property:

|, the undersigned, have been provided with and understandcthél € 2F hallf22al Qa4 5A
Properties policy, herby agree to abide by the regulations therein, and submit this offer to buy the property
identified above.

Signed: Date:
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EmailRetention Policy ]

Adopted by Council: Resolution #-08-88 Department Managing Policy: OskZlS“oya?{
Date:August 17, 2015 Administration S
AmendedSeptember 72021, Resolution #21-09-132

Overview
Email is a convenient communication vehicle to send messages to residents and business partners. Emails generate
the city of Oskaloosa are an official message. Because of the versatility of email technologity the Oskaloosa
recognizes and has edilished 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 abidéalystket forth
by the State of lowa.

Scope
Electronic records are public records if they are created or received as part of performing official duties and fall unde
Code of lowa Chapter 22. Electronic records cannot be destroyed if they have beenedqueter Code of lowa Chapter
22, or if they are part of ongoing litigation, even if their retention period has expidgetention Policy plays an important
part in an organization in that it:
' Reduces infrastructure costs as a result of lower storage requirements
1 Improves email management efficiency and server performance
9 Alleviates timely Open Records Request
9 Educates employees on the importance of storing electronic files

Policy
All emails sent with or received with an offictitly of Oskaloosa email account will be subject to the Code of lowa Chapter
22 and must be retained following the guidelines set out in the council adopted Record Retention Manual for lowa Citie

The retertion 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 |
retain nonofficial mesages. These include personal correspondence. Any email not received or created in the course ¢
city business should be deleted immediately since they do not meet the definition of an official record.

Non-city publications, which are promotional materitbm vendors and similar material that is publicly available to
anyone, are not official records and should be deleted.

9YIFAf YSaarasSa OFGESA2NAT SR a aGa¢Nryairiz2NRé KIS OSNE
that notify emplo/ees of an upcoming meeting. Those would only have value until the meeting has been marked on th
FGGSYRSSaQ OFfSYyRIFENBR® ¢NIyYyaAG2NE YSaali3isSa R2 yz2d aSsi
become a receipt. They serve to ey 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 manr
and for the same period as equivalent gapecords.

Enforcement
Violations may result in disciplinary action, which may include suspension, restriction of access, or more severe penalt
up to and including termination of employment.



Fund Balance Policy for the General F@ykrating Account N

Adopted by Council: Resolutiorl#06-46 Department Managing Policy: Osk;/lg&?{
Date:June 20, 2011 Administration e
BACKGROUND

The city of Oskaloosa maintains its financial operations in a manner consistent with sound financial managemer
principles, which require that sufficient funds be retained by titg to provide a stable financial base at all times. An
adequate fund balance lel is an essential element in both shéerm and longterm financial planning. It serves to
mitigate current and future risks, sustain operations during economic downturns, provides cash flow liquiditycity’'she
general operations, and enhances ctedirthiness. Maintenance of sufficient levels of fund balance enablesitir¢o
stabilize funding for operations, stabilize taxes and fees, and realize cost savings in issuing debt. While adequdte level
fund balance are important, thety strives tomaintain 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 sust
financial stability and to provide prudent management of titg'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 providesdhewith a "rainy day" fund for use in unforeseen, unbutigk
emergency situations, such as rapidly declining real estate value and/or tax collection rates; the loss of a major taxpay
sudden changes in revenues or spending requirements imposed by the state or federal government; natural disasters
emergencyinfrastructure failures; or unforeseen litigation. A minimum of three months of general fund budgeted
expenditures and transfers is prudent based upon an evaluation ofithls operating characteristics, diversity of tax
base, reliability of property tagources paid twice annually, working capital needs, impact on bond rating, state and local
economic outlooks, emergency and disaster risk, and other contingencies.

Thecity manager will report to thecity council an estimated, unaudited balance of thengral fund unreserved fund
balance during the annual budget submission process. Recommendations of the use of these funds would be included
an element of the annual operating budget. Any funds in addition to the minimum requirement of three monthzemay
authorized bycity 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 f
other municipal purposes, including, without limitatiomslditional capital improvement needs identified in the fiear
capital improvement plan. The fiweear capital improvement plan would include resource allocation of these funds.

UTILIZATION

Reducing the general fund unreserved fund balance reservesvibainimum standards should only be used to provide a
shortterm solution to maintaining services until projected revenue growth or necessary expenditure reductions are
achieved to balance the budget. Thigy will evaluate the current economic conditioasd impact on future revenue
projections to determine the extent of expenditure reductions or revenue increases that are required to achiewee day
day financial balance. A super majority vote of titg council shall be required to reduce the general dwmreserved

fund balance below minimum standards.

RESTORATION

When it becomes necessary for tlegty to draw funds from the general fund unreserved fund balance, wherein the
balance drops below the minimum level of three months, titg will develop aplan 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 th
minimum level
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Grant Management o
Adopted by CounciResolution # 21-09-132 Department Managing Policy: 0 7, City of
Date: Septembe¥, 2021 Administration S o3a

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

B EEEEEEEEEEEEEEEEE————.,

Pre-Application
Review grant opportunities to validate the feasibility of undertaking the responsibility of grant deliverables.
1. Review must be completed with the city maysa 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 pyoipgplement
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 proceethllow the gant application process. The operating department/department
director seeking and monitoring the grant is responsible for compiling the grant application; the city clerk/finance directol
can provide supporting financial information for the proposal.

1. Courtil authorization is required and must be obtained prior to grant submission.

2. Prepare a Council agenda itefior a motion or, if required by the grantor, a resolutiasking Council to
consider/authorize the submission of a grant. Timgtion or resolutionmay include verbiage to allow for
acceptance and appropriation of funds upon grant award.

3.t NEGARS GKS 3INIyd LI AOF (A 2,)priofty/the Cauyic méathgdobtainz
the designated signature(s) on the application afteukil approval.
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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 formall
accepted by the City Council before moving to the execution phase.
1. The city attorney may be utilized for review of grant agreementsria acceptance.
2. If needed, prepare a Council agenda ittfana motionor, if required by the grantor, a resoluti@asking the
Council to consider/authorize the acceptance of a grant agreement.
3. t N2PGARS GKS 3INYyd | 3NBSY S OifficelpyoRo tReyCBundd ehéekingo ioiainii K S
the designated signature(s) on the agreement after Council approval.
4. hyOS Fff LI AOFIO6ES aAATYylFGdz2NBa NBE 200FAYSRY (KS
the originating departmat 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 margrgatl reimbursements are submitted within

the required timeframes, and that the grant is closed out upon fulfilment of all deliverables. Comprehensive projec
NEO2NRa IINB (G2 0SS YIAYyGFrAYySR gAGK I aaz2 OAdithioSgRoutNie granN.R &
cycle.
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Investment Policy N
Adopted by Council: Resolutioreg-10-79 Department Managing Policy: Osk;/.lggb?{
Date: October 15, 1990 Administration o
Amended: February 3, 1992, Resolution #2292 Amended: May 6, 2013, Resolutiod #0543
Amended: August 11, 1992, Resolution #3921 Amended: May 4, 2015, Resolution #0%40
Amended: October 17, 1994, Resolution #194106 Amended: May 15, 2017, Resolution #0569
Amended: May 5, 2002, Resolution #9244 Amended: May 202019, Resolution # 19568
Amended: October 16, 2006, Resolution #1094 Amended: May 17, 2021, Resolution #@&71
Amended: May 16, 2011, Resolution #0338

Section 1: Scope of Investment Policy

The Investment Policy of Oskaloagall 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 th
city of Oskaloosa. Each investment made pursuattitolnvestment 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 consister
with any applicable bond resolution.

The Investment Policy is intended to comply with lowa Code Chapter 12B.

Upon passage and upon future amendment, if any, copies of this Investment Policy shall be delivered to all of the followin
1. The governing body or officer of the city of Oskaloosahictvthe 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 Polghall 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 lowa Code, the responsibility for cimgomstestment transactions resides
with the treasurer of the city of Oskaloosa, with approval of the city manager of the city of Oskaloosa. Only the treasure
and those authorized by the Oskaloosa Code of Ordinances to act in his/her absence, mayisliefiinds, 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 oinvestment 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 peson 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 o
Oskaloosa by the outside person.

The recor@ of investment transactions made by or on behalf of the city of Oskaloosa are public records and are th
property of the city of Oskaloosa whether in the custody of the city of Oskaloosa or in the custody of a fiduciary or othe
third party.

The treasureshall establish a written system of internal controls and investment practices. The controls shall be designe
to prevent losses of public funds, to document those officers and employees of the city of Oskaloosa responsible f
elements of the investmdrprocess 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 followirfigr the city of Oskaloosa:

Investing public funds of the city.

Advising on the investment of public funds of the city.
Directing the deposit or investment of public funds of the city.
Acting in a fiduciary capacity for the city.

PwnNPE

A bank, savings and loassociation, 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 toipleestments 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 citylobSaska
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 retuis 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 a
diligence under the circumstances then prevailing that a person actindike aapacity and familiar with such matters
would use to attain the Section 3 investment objectives. This standard requires that when making investment decision
the treasurer shall consider the role that the investment or deposit plays within the gliortdf 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 reque
competitive investment proposals for comparabtedit 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 naakeounts, andinterestbearing checking
accounts at any bank, savings and loan association or credit union in the State of lowa. Each bank must be on
most recent Approved Bank List as distributed by the Treasurer of the State of lowa or as amendedssary
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 financi
institution shall not exeed 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 lowa depository institafiproved
and secured pursuant to Chapter 12C, Code of lowa.

4, L2g6lF tdzofAO ! 3SyOe Ly@SaaqyYSyd ¢NUzaAG 6aLt!LCEOD
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eligible for purchase by a fedenaserve bank.

6. Commercial paper or other sheterm 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 ratir
services approad by the Superintendent of Banking.
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7. Repurchase agreements, provided that the underlying collateral consists of obligations of the United State
government, its agencies and instrumentalities and the city of Oskaloosa takes delivery of the collateral eithe
directly or through an authorized custodian.

8. An openrend management investment company registered with the Securities and Exchange Commission unde
the federal Investment Company Act of 1940, 15 U.S.C. § 80(a), and operated in accordance with §7 C.F.F
270.2a7, whoseportfolio 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 furthgovernedby all other provisions of this Investment Policy, including
Section 7InvestmentMaturity Limitations, and Section 8DiversificationRequirements.

Section 6: Prohibited Investments and Invesht Practices
Assets of the city of Oskaloosa shall not be invested in the following:
1. Reverse rgurchase 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 skemn 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 partwith custody of public investment transaction records of the city of Oskaloosa fails to
produce requested records when requestedthg city of Oskaloosaithin a reasonable time, the city of Oskaloosa shall
make no new investment with or through the fidacy or third party and shall not renew maturing investments with or
through the fiduciary or third party.

Section 7: Investment Maturity Limitations

Operating fundsmust be identified and distinguished from all other funds available for investment.abpgifunds are
defined as those which are reasonably expected to be expended during a current budget year or within fifteen (15) montt
of receipt.

All investments authorized by Section 5 are further subject to the following investment maturity limgatio
1. Operating funds may only be invested in instruments authorized in Section 5 of this Investment Policy that matur
within three hundred and ninetgeven (397) days.
2. The treasurer may invest funds of the city of Oskaloosa that are not identified astidgdfands in investments
with maturities longer than three hundred and ninetgven (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: Divesification

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

t NAYS 6Fy1SNRa | OO0SLIilyoSay
1. At the time of purchase, no more than ten percent (10%) of the investment portfolio of the city of
Oskaloosashallbey 3S&aGSR Ay LINAYS o6IFYy1SNEQ | OOSLIilIyOSa
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 shetérm corporatedebt:
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 papeotrer shortterm corporate debt;

58



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

3. At the time of purchase, no more than five percent (5%) of all amounts invested in commercial paper anc
other shortterm corporate debt shall be invested in papand 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 ditersified
eliminate the risk of loss resulting from oveoncentration of assets ia specific maturity, a specific issuer, or a specific
class of securities. In establishing specific diversification strategies, the following general policies and constriaints st
apply:
2. Portfolio maturities shall be staggered in a way that avoids urahmeentration 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 losse
on instruments with maturities approaching one year lsn@t 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, asndifimed i
Code Section 12B.10C, shall comply with all rules adopted pursuant to lowa Code Section 12B.10C. All custo
agreements shall be in writing and shall contain a provision that all custodial services be provided in accordance with tl
laws of the Site of lowa.

All invested assets of the city of Oskaloosa eligible for physical delivery shall be secured by having themthéti at a
party custodian. All purchased investments shall be held pursuant to a wthtedparty 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
Thetreasurer and all officers and employees of the city of Oskaloosa involved in the investment process shall refrain fro
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 wit
any entity that the city of Oskaloosa has declared as a depository or with which the city of Oskaloosa regularly conduc
business shall be disclosedamiting within thirty (30) business days to the Oskaloosa City Council.

Section 11: Reporting
The treasurer shall submit to the city of Oskaloosanmestment reportthat summarizes recent market conditions and
investment strategies employed since tlast 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 occurrec
during the reporting period and compare the investmeesults with the budgetary expectations.

Section 12: Investment Policy Review and Amendment
This investment policghall be reviewed everree (3)yearsor more frequently as appropriate. Notice of amendments
to the investment policy shall be promptgiven 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 b
approved by the city council.
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Logo Usage Policy !

Adopted 2013 Department Managing Policy: ~7, City of
UpdatedApril 2016 Administration Oskalooqog

Overview
¢tKS AyidiSyd 2F GKAa LRftAOe Aa G2 3JdzARS
activities.

‘
N

SYLJX 2 at6-&gwokky

Purpose
There are numerousccasions where city departments or city organizations will have varying needs in designing material
for print, web and other media. This policy and the referenced guide address various visual elements and styles used
different media and the guidelindsr 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 present
The logoshould not be used with additional outlines or a drop shadow. Framing is not allowed without permission from
GKS OAdGe YIylFr3aSNnRna 2FFAOS IyR AYIF3S NBOGASgd ! yaAf AyaAs
or touching the logos &rnot 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 tt
Mahaska Chamber and Development Group.

Policy
See the followindg.ogo Usages Guidelines for Departmetdsument.

Enforcement
Failure to adhere to this policy may result in progressive disciplinary action up to and including dismissa

Logo Use Guidelines for Departments
Introduction
There are numerous occasions where city departments or city organizations will have varying needs in designing materi
for print, web and other media. This guide addresses various visual elements and styles used in different media and t
guidelines for their use. It creates a framework whereby anyone wishing to use the logos can do so with a unified look.
you have any questions or comments, contact titg mi- Yy | bkl &

General Policy

The logos must be used as presented. The logosld not be used with additional outlines or a drop shadow. Framing is
not allowed without permission from theity mi- y" I 3d¥fibekadd image review. Angling, additional or changed colors,
or additional graphic elements covering or touching the logoshatgermitted 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 entit
must receive approval from the Mahaska Chamber and Development Group.

Colors

Changing colors outside what is specified in this document is not permitted by departmentsoif/the addition to full
color images, grayscale or-black versions of the logos are acceptable.
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PMS 282 368 123 158 1745 Proc, Cyan Cool Gray &
CMYK 100/68/0/50 S0/0/10040 0/25/100/0 0/65/100/0 0100/ 100/D 100/0/0/0 0/0/0/50
RGB /49104 141/198/63 255719414 244/121/32 237/28/36 0M74/239 155/153/147
HEX 003168 Bdce3f fic20e 47920 edlc24 O0aeef 9be993

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
disappear. The logos are available in the JPEG (also JPG) format. Other file formats (EPS, PNG, AlFiRagnioeTIF
requested. There should be no additional graphical elements added to the logos and it cannot be altered in by resizil
separate elements, changing the colors in any way other than what is defined in this document.

Fonts
Thecity of Oskaloosarad thecA i@ 2F hallf22al X L2g¢gl f232a AyOfdzRS (KI
Ghallfz22alé Aa ¢KS2NBY IyR (KS F2yid F2NJaLh21 ¢ Aa | @

Logo Variations
The city will utilize three variations of a logo as depicted Wwelo

§ [

- -
I/ /] City of I//l City of
1 OS ma 2 OS oologz\' 3

M® o/ AGe 2F hallftz22

¢CKS G/ Ade 2F hailftz22alé¢ 232 A& (02 0S dzASR LINAYF NACE &
Oskaloosa and Mahaska Community area. If in doubt regarding the use of this version of theslgg cphtact theity
mylF3ISNRa hFFAOS F2NI NBOGASG oD

2251 ¢ [232
f22

H® G/ AGe 2F hallft22alx L2glé¢ [232

¢KS G/ Adeé 2F hailftz22alz L2glé 232 A& (2 0S dzaSR  LIN
audiences for the materials are outside the Oskalband Mahaska Community area. If in doubt regarding the use of this
version of the logo, please contact thigy ml- y" I Joffideliod review.

od® ahallftz22al .dNBRGE [232

If a document clearly shows that it is from tbigy of Oskaloosa, then the Oskal@oBurst 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, thasityhaf Oskaloosa, aity

of Oskaloosa, lowa logo should be used.

Logo on Colors or Photos

When the logos are &sl 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 adjuste
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The logos nor any part of theogos are not to be used as a watermark behind text or images.

Approved Usage

1 All departments within the city of Oskaloosa are to utilize the logos on letterhead, business cards, envelopes
forms, and other pregorinted and internally printed paper prodtg; documents, equipment and uniforms. The
F LILINE SR OAGe 2F halttz22al [SGGSNKSFR Ydzad Ay Of dzR
for the letterhead and envelope template file.

1 The grayscale or black & white version of the logos s used in all newspaper display advertisements but use
is not required in classified advertisements except when advertising city of Oskaloosa employment opportunities

9 Authorization must be obtained when considering logo use combined with photograghergraphic elements.
[ 2yGl OG0 GKS OAdGeée YIyl3aSNna 2FFAOS F2NJ FdzZNIKSNJ Ay T

Logos on Vehicles

The city of Oskaloosa logo should be displayed clearly(XOrthe 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, lowa logo should not be used on
department vehicles. No department names will be affixed to the vehicle when tiengty of Oskaloosa logo. Public
safety vehicles and field equipment will be reviewed on a-tgsease basis for logo placement, with the Oskaloosa Burst
being affixed at the minimum.

Y,
7. City of
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Logo on Business Cards
An approved template has been establigher those employees in need of city business cards as pictured below. Front

of business card:

Front of business card: Back of business card:

\!
7 / City of
a

Oskaloos

IOWA
Michael Schrock Jr. 220 South Market Street
City Manager Oskaloosa, IA 52577
michaelschrock@oskaloosaiowa.org T (641) 673-9431

F: (641) 673-3047

www.oskaloosalowa.com

Email Signature (pictured below)

Whenusingthed 32 F2NJ Iy SYFAf aA3yl idaNEBs GKS /AGe 2F haillf?2
information. Employee contact information shall include name (bold), position, City of Oskaloosa, street address, cit
state and zip code, and phonember 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.

John Q. Public
Management Analyst
City of Oskaloosa
220 S. Market Street
Oskaloosa, IA 52577
641.673.9431 - office
641.673.3047 - fax

'|ohn.gublic@oskaloosaiowa.org
N\
~, City of

Oskaloosa

IOWA

Standards for City Documents and Fornisxample documents are located on tlemployee IntranetForms

T Memos
A standarccity memo will feature thecity of Oskaloosa, lowa logo at the top right and the Oskaloosa Burst in the
center of the footer.

1 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.

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

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

1 City MapsAll city maps shall contain a name, date createdupdated, map creator, a north arrow and an
appropriate logo image.
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Non-Profit Funding Request Policy J
Adopted by Council: Resolutiorl#-10-70 Department Managing Policy: 0 7, City of
Date:October 17, 2011 Administration skaloooa

AmendedSeptember 72021,Resolution # 21-09-132

Purpose

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

Scope

This policy formallyestablishes 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 fyndfihon
organizations except as specificallyteabin this policy.

=
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Process

October 1 (or first weekday of Octobefity council will determine the qualitf-life priorities that enrich the health

and weltbeing of the residents of Oskaloosa (e.g., human and/or cultural services, volunteerisnh,seodgices,

education and healthcare).

November 1 (or first weekday of NovembeBommunicate that the city is taking requests for funds for the next fiscal

year starting July 1.

November 30Deadline for requests for funds

a. Request for funds wilhclude:

b. A letter of request also noting the IRS status of the organizatiagency

c. The purpose or intent of the organization, including mission statement.

d. Explanation of how funds will be utilized.

e. ltemized budget for the year of the request plusnitized 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 requesd during city council budget work sessimnother meeting

Preliminary Budget Work Session (approximately NovemberT3@ mayor and council will determine the amount of

funds available for distribution in the upcoming fiscal year. By rule, the amesiablished shall automatically be set

at zero dollars unless determined otherwise through formal action by the city council.

Prior tothe Budget Work Sessioithecity manageishall make a recommendation to the mayor and city council for

the distribution of funds.

Budget Work Session (approximately the fourth week of Janud@ity® mayor and city council will determine the

distribution of funds.

No Later Than March 15 he city council approves funding under this category.

Rules

=

o

Noohsw

The requestingrganization oragency must offer services to residents of Oskalaosareport the percentage of
persons they serve that reside in the city of Oskaloosa.

Theorganization olagency musprovide theirlRS status and therganization omagercy must not be affiliated with a
religious organization.

Funding shall be for omeme special projects, services, or capital expenditures.

Arequestdoes not guarantee funding.

Past funding does not mean that future funding will occur.

All applicants must meet the application deadlines to qualify for funding.

The mayor or city council members may be on boards, committees or be participants in organizations that apply ft
and receive funding.
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8. The following organizations are exempt from this proceksvever, 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 includin@giealoosa Community School District
b. Mahaska Community Recreation Foundation (MCRF)
c. Mahaska Chamber & Development Group
d. Oskaloosa Main Street
e. Organizations or agenci@sth a city council approved 28E Agreement with the city
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Postissuance Compliae Policy -
Adopted by Council: Resolution #-0%39 Department Managing Policy: 0 ~Y, City of
Date:May 16 2011 Administration 5 o3a

1. Financing Transcripts

The city clerk/finance director shall confirm that Bond Counsel has filed an 8038 Series retummaiatain a transcript
of proceedings for all tagxempt obligations issued by the city, including but not limited to alieteempt bonds, notes
and leasepurchase contracts. Each transcript shall be maintained until eleven (11) years after-theetagtobligation
documents have been retired.

2. Proper Use of Proceeds
The city clerk/finance director shall review the resolution authorizing issuance for eaetxa@axt 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 rd (with as many sulunds 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 requeatingent from the Project
Fund;
d. determine whether payment from the Project Fund is appropriate, and if so, make payment from the Project Func
(and appropriate sulfund if applicable);
maintain records of the payment requests and corresponding cancellezksts#owing payment;
maintain records showing the earnings on, and investment of, the Project Fund;
ensure that investments acquired with proceeds are purchased at fair market value;
identify bond proceeds or applicable debt service allocations thatt lneisnvested with a yieldestriction and
monitor the investments of any vyield restricted funds to ensure that the yield on such investments does not
exceed the yield to which such investments are restricted; and
i. inthe case of any issue of refundingightions, 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 escrov
securities from Treasury's external source and monitor compliantteapplicable yield restrictions.

sQ ™o

3. Timely Expenditure and Arbitrage/Rebate Compliance
The city clerk/finance director shall review the IExemption Certificate (or equivalent) for each-&eempt 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 @asuch 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 applieabceptions 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 mee
the applicable temporary period or rebate exception requirements of theEkamption Certificate; and
d. inthe event Bond Counsel advises the city that default under Section 3, Subsection c) of this document is materi
i.  procure a timely computation of any rebate liability and, if rebate is due, file a form-8G8& 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 nm&in a list of all facilities and equipment acquired, constructed or improved with
the proceeds of tasexempt obligations and with respect to each such facility or piece of equipment, notify the city council
and Bond Counsel of all:

a. proposed managementontracts,
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service agreements,

research contracts,

naming rights contracts,

leases or sulleases, or

joint venture, limited liability or partnership arrangements.

-0 Q0T

A copy of the proposed agreement, contract, lease or arrangement, together with therres by Bond Counsel with
respect to the proposal shall be maintained until three (3) years after retirement of adixempt obligations issued to
fund all or any portion of said facility or equipment.

5. General Project Records
For each project finared with taxexempt obligations, the city clerk/finance director shall maintain, until three (3) years
after retirement of said tasexempt 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: Resolutiorl8-03-22 Department Managing Policy: 0
Date:March 2, 2015 Public Works skaloosa

IOWA

\i
~, City of

Overview
Having clean drinking water access in public places will continue to attract people outdoors and encourage a healtl
lifestyle. Water fountains are a healthier alternative than soda laelgp 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 watel
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 optic
when near parks and municipal buildings. Water is one of the most important beverages for both adults and children. Tt
health benefitsof water are farreaching,ncluding cutting down on mild dehydration which can trigger fuzzy steont
memory, daytime fatigue and removing wastes from the body.

Scope
This policy is for all public parks and municipal buildings within the city liff@slaloosa.

Policy
The city of Oskaloosa is striving to Improve the wellbeing otftiglents;therefore, the city will incorporate accessible
public drinking fountains upon new construction or reconstruction of any park or municipal building. Thinglrin

fountains must be fully accessible to adults, children, and people with disabilities. Drinking fountains must be maintaine
and on a consistent maintenance schedule.

Enforcement
Not applicable
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Public Records Request "
Adopted by Council: Resolutiorl8-06-34 Department Managing Policy: 0 7, City of
Date:June 7, 2010 Administration S 0a

AmendedSeptember 72021, Resolution 21-09-132

Statement of Policy
It is the policy of the city of Oskaloosa, lowa to respond inraerly and expeditious manner in accordance with lowa
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 Padiparinents 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 fireardords
the city clerk is the lawful custodian of all other city records. Requestedords 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 w
state law. The city also recognizestticartain 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 acce
the records, individual privacy rights, governnedninterests, 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
balance these competing interests, to establish an ordenlg eonsistent 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 i
responding to public records requests.

Online Access to Documents and the Muipial Code

Access to city council minutes and resolutions, as well as advisory committee and board minutes can be viewed via 1
city website www.oskaloosaiowa.org through the "Radix Portal." These documents are current from November 194
through the presendate. City council agendaseaccessible y G KS OAGeQad ¢S6aAiGS FNRY |

All city council agendas are posted prior to any meetings, and minutes and resolutions are posted to the "Radix Port:
forty-eight (48) hours following gitcouncil 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
accessed at any time, and pages can be viewed and printed. The Municipal @pdated as neededollowing the
adoption of any ordinace.

Responding to Public Records Requests
The following procedures shall be followed in responding to requests to inspect or receive copies of public recorc
maintained by the city of Oskaloosa.
1. Requests to inspect or copy public records maintained kycity 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 ¢thg's Pubic 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 dmetter 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 thety 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 opabjiy
records.

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

Any request for access to public records maintained by the city of Oskaloosa, with the exception of police and fil
records, must be referred to the city clerk's io& 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 lowa Code Section 22.7 shall be retethedcity attorney for
review and response.

When a request for public records is received, a review will be conducted to determine what public records, i
any, exist which are responsive to the request and to determine if any responsive records evegniqe 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 preven
interference with the reglar discharge of duties by city staff. According to lowa 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,
order to determine whether a confidential record sholid available for inspection and copying.

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

city's Digital Data Licensing Agreement (Appendix B). The following guidelines apply toumsyaeipr GIS data:

a. Requests for emergency operations and critical infrastructure should be referred to the city manager who, ir
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.

Data in digital format will be provided in standard ESRI shapefile or persondagsmse format.

Data will be provided in the lowa South 1983 State Plane Coordinate System with survey feet as the unit

measure.

e. All data transactions require a signed license agreement prior to delivery.

f. Data does not replace or modify city ordinances or other lagdiuments.

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.

oo

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

The fee to be charged for providing recordsesponse to a public records request will be in accordance with the

most current fee schedule adopted by the city council.

a. Atthe requestor's preference the city may make the requested records available in hard copy or in electroni
format. The requestomay 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 cos
estimate to the requestor poir to request completion
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8.

10.

11.

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.

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

The person requesting the public records can request the city to prepare an estimate of the charges that will b
incurred to respond to the public records request. Thtg 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 actu
costs incurred by theity to respond to a records request are less than the ant@f any required prepayment,

the overpayment will be refunded promptly to the person or entity making the prepayment. If the aistd
incurred by thecity to respond to the request are more than the amount of prepayment,dheshall charge the
requestor for all additional costs.

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 publ
interest.

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 cit
clerk's office, anynspection, examination or copying of requested records shall be done at Oskaloosa City Hal
during regularcity business hours.

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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24 it Request for Inspection and Copying
O k'a(lcc;ty of of Public Records
5 Oﬂlo%m (Public Records RequédRblicy Appendix A)

Date of Public Record Request:

Requester's Name:
AddresgqCity, State and Zip Code

Daytime Phone: Evening Phone:

Email (optional):

Title of Requested Record:

Please describe below the recdsil you are requesting. Any additional information will help us locate them as
quickly as possible:

This request for(check one) | Inspection of public records ] Copesof public record

If you are requesting copies of publecords,pleasecompletethe following:
Number §) of copies/scans Type of copydgheckone): [JB&w [ color
Paper sizecheck ongz [] Letter [ JLegal [] 11 x17 []Other.

How would you like the copies of public recodidivered?

Although the records | am requesting may be deemed to be "public records” within the meaning of Chapter 2:
Code of lowa, | understand that my use of this information must comply with all local, state and federal law
including but not limited to laws releng 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 o
Oskaloosa denies any and all responsibility for how this infoonat 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 she
pursue all available legal remedies against me. | certify that | may be charged for costd telate
inspection/copying of public records, and the records will not be released to me without payment.

Signature of Requestor:
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For City Staff Use Only:

Legal deadline to complete request, maximum obiBiness days:

City Clerk Signature (indicating request completion): Date:

Fee Schedule:

Number of Cojes: Number of Pages: Staff Time:
Per Page Charge: Total Charges: $
Notes:
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~Y,Cit
ity of
OSI /] Y a Digital Data Licensing Agreement
05 . (Public Records Requéd3blicy Appendix B)

IOWA

THIS AGREEMENT is a license and is made and entered into by and between the city of Oskaloosa (hereafter referre
as "City") and (hereafter referred to as "User") for the use of digital data products from the cit

WHEREAS, thetycis 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
purposeof 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 ac
as follows:

I. LICENSE ANBE) TERMS

A. Reproduction or redistribution of Licensed Data Sets or products is forbidden except as expressly provided
follows:

1. The User may make internal copies of the Product solely for the purpose of supporting the User in it
business activity;

2. TheUser may make hard copies of the product solely for the purpose of supporting the User in its busines
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 digformats. ' 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 o
format to another User.

C. Alllicensed datasets are copyrighted original works. They are licensed for use, not sold, and may not be resc
or distributed in any manner except as specified or set forth herein.citheand its ceproducers reserve all
rights of authorship granted under United States and International copyright laws and agreements.

. WARRANTY

A. No Warranty

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

2. The product is providedas is" without warranty or any representation of accuracy, timeliness or
completeness. The burden for determining accuracy, completeness, timeliness, merchantability anc
fithess for or the appropriateness for use rests solely on the User.

3. The User acknodges 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. Thecity shall not be responsible for delays or inabilities to service or deliver, caursatlylor 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 defectiedivery media will be to return the Product within sixty

(60) days of receipt.
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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.
. TERM

A. The term of this agreement shall not be restricted to time except as set forth in paragraph (B) below and sha
commence the date the agreement is executed.

B. The term of the license shall expire at such time the User discontinues use of the tPordhe 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 terminaton 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 b

established in Attachment C. The fees listed in Attachment Care subject to change without notice.
VI. GENERAL

A. The parties agree and stipulateat in the event of a dispute, jurisdiction shall reside in the State of lowa, and
this agreement will be governed and controlled by the laws of the State of lowa.

B. If any provision(s) of this agreement shall be held to be invalid, illegal or unenféecéad 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 additio
the User agrees to hold any independent contractor to the same terms. This instrument. and any and all attachments ar
addendum's, contains the entire agreement between the parties, and no statement. promises, or inducement by eithe
party or agent of either pay that are not contained in this written contract shall be valid or binding.

USER:

Name/Title:

Signature: Date:

Licensed Data Set(s) requested:

Mailing Addess(City, State, and Zip Code):

Phone Number: Fax Number:
CITY OF OSKALOOSA

Name/Title (Printed): Date:
Signature:

\Y £
e

220 uth Market Street, Oskaloosa, IA 5257
6416739431 wwww.oskaloosaiowa.org



Purchasing Policy J
Adopted by Council: Resolutiod%06-68 Department Managing Policy: ~, City of
Date:June 15, 2015 Administration Os oA
Amended June 20, 2016, Resolution #1638 Amended December 17, 2018, Resolution #.28.92
Amended June 5, 201Resolution # 1716-84 Amended June 3, 2019, Resolution #0B974
Amended June 4, 2018, Resolution #0B399 Amended June 1, 2020, Resolution #0802
Amended September 7, 2021, Resolution #021132 Amended January 1, 2022 (City Clefkate Bid Imits)
Amended January 1, 2023 (City Clefitate Bid Limits)

Section I¢ Purchasing Policy

A.

B.

C.

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

¢CKS OAGEQa LIJNDKIFaAy3d aeadsSy Aa LINAYINAfE& RSOSy NI
services and eqgpment that qualify or are designed for centralized purchasing.

All applicable paperwork should be forwarded to the City Clerk/Finance Department promptly to expedite processing
No purchase made by an employee shall bind the city to receive and/or pagffeices and supplies, vehicles, or
equipment procured, unless authorized by the methods described herein.

Noncompliance with these policies and procedures may result in the return of improperly authorized or prepared
documents, nonpayment of vendor ioices, cancellation of purchase orders or purchasing privileges, or other
sanctions as determined necessary after consultation with the department head and/or city manager.
Transactions should not be split into smaller parts in order to circumvent thiardiitations and
requirements of this policy.

The city does not prepay for goods or services or utilize prepaid devices such as gift cards.

Employee reimbursements should be kept to a minimum (i.e., emergencies and travel/training). Salesiat<beill
reimbursed on purchases for supplies or materials, or on items purchased at vendors with established accounts f
the city of Oskaloosa. The only exception is for purchases on a personal credit card where there are no other payme
options.

ThecityDf SNJ Q& 2FFAOS GAff NBOJASH LINOKF&ASa Y2y dakKte (2
All grant applications must have the permission of the city manager prior to beginning the grant application process
Grantapplications must have the permission of the city council prior to submission to the granting organization.

Section Z; Purchasing Methods

All purchases must use one of the following purchasing methods. These methods of purchasing services and suppl
vehicles, or equipment are available for purchases not requiring formal bidding and council approval:

w t dNOKI asS 2NRSNJ

w . fFy1S80 LIHz2NOKF&S 2NRSNJ

w tSGde OFak

w ¢NI FStTX GNIYAYAY3I I YRk2N O2yFSNBYyOS NBAYOodzZNESYSyi

Purchase order; This is the preferred mabd 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 priol
to placing the order with the vendor.

Purchase order guidelines:
1. Puchases 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
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Exceptions to the use of purchase order for services and supplies, vehicles, or equipment:

w t dZNOKI 8S&8 dzy RSNJ PHZnnn
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B. Blanket purchase order¢ 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 (engineeri
tree removal). The blanket purchaseder 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 ongoing service contics

c. Purchasing capital items or projects requiring a formal bid process and/or council approval

C.Petty cashg Petty cash may be used to make purchases under $20.00. An itemized receipt with the numbered pett
cash form must be completed in full for nefbursement. 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. Developmen
Services, the Library, and the Police Department maintain cash fundadtmmer 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 chedlkedteive cash

D. Travel, training and/or conference reimbursemerg Employees are reimbursed for approved travel, training and
conference expenses as authorized by their department head. Employees are urged to use discretion and seek econom
lodging, tansportation and meals. The city is authorized to provide advance travel money not to exceed $250 (Resolutic
No. 926-71).

Reimbursement guidelines:

1. Registration fees for approved conferences or training seminars will be paid by the city.

2. Textbooks andther 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 exammpletion.

4. The city will pay single room occupancy rate unless two city employees share a room; the city will then pay th
double occupancy room rate.

5. Use of commercial carriers will be limited to the least expensive class. Employees are urged teeptickbss in
advance to obtain the best travel rate. Costs for taxis, buses, rental cars or other local transportation necessal
for city business will be allowed.

6. Use of personal vehicles.
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a. Employees may use their personal vehicle for business trauglibthe 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 b
computed using the most direct route.

c. Employees using personal vehicles for business purposes will be reimbursed based on miles traveled, le
theempp @ SSQa y2NXIf G2 YR FTNRBY 62N)] O2YYdziAy3a Y
city manager. This rate is regularly reviewed and adjusted by the city manager. IE: An employee normal
drives 5 miles each morning to work and 5 miles back hditleey 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. Ifthe employee elects to use a personal vehigheen 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 braskf$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 singlday trips (not requiring overnight stay) are taxable as wages. Meal
reimbursements will b@aid 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 an
have their own individual receipts. The city will only reimburse individupl@yaes for their meal/travel
expense.

e. The city manager may approve payment of actual costs of a higher amount in special circum&eaces
Employee Handbook for details)

f. Original, itemized receipts must be provided for reimbursement

g. The city does ngpay 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 registratiol
fee. Parking feeare allowed for storage of a citiehicle personal vehicleor rental car as part of businesslated
0N @St d CAySa F2NILINJAYy3I GAzfldiAzya INB GKS SYLIX
9. Employees will be reimbursed for authorized travel and training expenses byetamgg travel expense voucher
with original, itemized receipts. Department heads must approve all employee travel expense vouchers. The cil
manager must approve all department hetdvel vouchers. The city manager must also approve any employee
reimbureements over $2,000.

Section & Purchasing Procedures

A. Regular purchase orddpurchase $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 remainimgdget 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 the department anda signed originais sent to the City Clerk/Finance
Department. The city manager will authorize all purchase orders over $2,000. Purchase orders are signed |
the city manager using the awgignature in the financial software and iai&ed by the approving department
head.
Step 3- The department orders the services and supplies, vehicles, or equipment.

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

Step 1- A purchase requisition is submitted in the finaai@oftware 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 thi
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purchase and cannot exceed the amount available in the budget. The information is reviesvag@oved

by all required levels.

Step 2- A purchase order is issued by the department arsiigned originais sent to the City Clerk/Finance
Department. The city manager will authorize all purchase orders over $2,000. Purchase orders are signed |
the city manager using the autsignature 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 receive
against the purchase order reduces tmount 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 returs 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 custodianireburses 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 ir
a timely manner.

Reimbursement to employee:

1. The employee completes the travel expense voucher and attaches original, itemized receipts. The departmel
head approves the voucher and submits to the City Clerk/Finance Department. All expense vouchers fc
department heads mushe 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. Automati
depositfor employee reimbursement is required.

Section 4 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 tvguotations. These quotations can be either telephone quotations
2NJ FNRY | &dzLJLJ ASNRa OFdFrf23d ¢KSasS ljd2dlFdAz2ya

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 qugililg under Chapter 26.3 of the Code of lowa that are less
than $65,000for highway, bridge, or culvert work, less th&81,000for 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 lowa).

b. The city manager shall solicit c@guncil 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 le#san $65,000 Departments need to refer to lowa Code 26.14
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for the competitive quotation process required by the State of lowa.

4. All purchases involving a sole source bid (no competitive bids) where informal quotes are required
shall be accompanied by writtengfification 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 (SeifRormal)
1. The purchase of any services and suphehicles, 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 prigpproval 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
bid specification change, such verbal communications shall be immedimiébyved up with written
confirmation of the change. A notice to bidders may be published in an authorized publidatiois, not
NEIljdzZA NSR® LG Aa NBO2YYSYRSR GKIFG Fff 0AR 2L NIc

The written bid documents will itede the time, place, and manner for filing bids, which may be received by
mail, fax, or email. 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 ottar 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 séonmal bids, contracts, and purchases that are not
previously included in the council approved Gadmprovement Plan (CIP) at the next regularly scheduled or
special meeting.

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

3. All purchases involving a sole source bid (hno competitigis) lwhere 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 lowa that are in excess
$196,0000r are for highway, bridge, or culvert work in exces$&8,000must use formal bidding as defined
by Chapter 26 of the Code of lowa, unléssimprovements are declared emergency repair work.
2. Formal bids must be taken with the cooperation of the city manager and the City Clerk/Finance Departmen
using the following steps:
a. Detailed and written plans and specifications and a detailed coisha® must be prepared for the public
AYLINRGSYSY(d LINRP2SOOGZ FLIINRPYSR o0& (GKS OAde YIyl
b. A notice to bidders must be posted by the city clerk not less than thirteen (13) days and not more than
forty-five @5) 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 sitersgpred 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 bod
iii.  The general nature dhe 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 contractcastlestimate 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 theil
designee; review, congidation, 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 oouncil.

f.  City council receives report of bids received.

g. City council passes or rejects resolutions to adopt plans, specifications, form of contract, and estimate o
cost, to award construction contract, and to approve construction contract and bond with the lowest
responsive, responsible bidder who has metkadl 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 sha
be accompanied by written justification from the department head detailing gzson for a sole source
purchase.

D. Miscellaneous

1.

2.

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

Bid and quote thresholds for lowa cities are updated every othear oy the State of lowa Threshold
Committee. Updated bid and quote thresholds for horizontal and vertical infrastructure may be found at
https://iowadot.gov/local _systems/Bidnd-quote-thresholds Thesehresholds become effective January 1

of the year following the year the adjustments are made.

Contracting for professional services (legal, engineering, etc.) or for ongoing technical servioengnae,
utilities, etc.) may be done on a negotiated basis. Where practical, however, those vendors providing suc
services should be asked to submit formal proposals to provide the services requested. Such proposals sh
be evaluated on the basisof$h Sy R2 ND& NBLIzi | GA2y S SELISNASYyOS:
Price, while being a factor, should not be the primary factor. City manager and city council authorization o
affirmation is still required at the same dollar limitations as sémninal or formally bid contracts.

Bids solicited by the United States of America or an agency thereof, the State of lowa, Mahaska County,
another governmental unit may be used as a replacement to the bidding requirements unless bidding i
required by he Code of lowa, 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 througl
this policy.

All purchases funded through a state edéral 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 al
additional specifications for the services and supplies, vehicles, or equighat@re 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
grantagreement unless approved by the grantor.

Purchase transactions for services and supplies, vehicles, or equipment with a city employee (the employe
SYLX 28SSQa all2dzaS>y 2N SYLJX 28SSQa odzaAySaauv deNs f
Chapter 362.5 of the Code of lowa. Any transactions with an employee that will exceed this limit are requirec
to go through formal bidding requirements.

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

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.
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E. Local Purchasing Preference

1.

The city of Oskalooseurrently 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 responsiy
bid. The council approvasslocal preference as follows:
a. Vendos, 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 mifrskaloosa 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), mus
be awarded to the lowest responsive bidder as required by lowa Code Chapter 26.
e. If the purchase is subject to federal, state or county grant requirements, the applicable provisions of
GKS 3INIyd &adzLSNASRS GKS OAaGeqQa f20Ff LIJZNOKIF a.

F. Contract Administration

1.

ok

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. Bic
received late will be immediately retned to the late bidder unopened.

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 sighatures prior to authorization by the city representative. All contracts, agreements and chang
orders placed on the council agenda for apal must be filed with the city clerk with all necessary signatures
prior to the councimeeting. One original copy of all contracts, agreements and change orders will be kept in
the City Clerk/Finance Department for audit purposes.

Formally bid contract 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 a
contracts should be forwarded to the City Clerk/Finanepdtment.

The city manager or their designee will administer all contracts on the authority of the city council.

The city manager or their designee will approve all change orders to contracts. City council must approve &
change orders for contracts éh 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 contingendngeil

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

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. Aplication by a contractor for early release of a retainage requires
city council consideration and approval.

The final acceptance (certificate of completion), the final contractor payment, and the release of retainage
authorization (unless early releasgplied 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
the Cale of lowa, specifically including lowa Code §26.3; 8573.2; Chapter 314; or otherwise dependent upon period
action by the State of lowa, shall be deemed to be adjusted and amended in accordance with any changes to tho
amounts made by the State of lowathout any formal amendment or addition to this Purchasing Policy.
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Record Retention R/

Department Managing Policy: <Y, City of
Administration Oskaloosa

¢KS OAle 2F hailltz22al KFad R2LIGSR GKS L 2 ¢ which®dy Bata®ss2 F
in full on the Employee Intranet>City PolicieB=cord Retention Manuar at the lowa League of Cities website at
https://www.iowaleague.org/Pages/Home.aspx
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Rental Housing Inspection Program "
Adopted by Council: Resolutiorl#02-23 Department Managing Policy: 0 Y, City of
Date:February 21, 2017 Development Services skaloosa
Amended: June 18018, Resolution # 186-119 AmendedSeptember 72021, Resolution 21-09-132

The Oskaloosa City Council passed Resolution NumHBe2-23 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 prov
safe and sanitarjyrousing conditions for the residents of Oskaloosa by establishing minimum standards and regula
inspections for all rental housing units in Oskaloosa.

The authorization to carry out this program is set out in the Oskaloosa Municipal Code (OMC), Ttagdtér 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 Housingtnspecti
Program is administered by ttoity of OskaloosBevelopment Services Department with direction from the Development
Serviceglirector.

Definitions
The following general definitions are used throughout this administrative policy:

1.

o

DWELLING UNIT: One or more rooms, designed, occupied or intended for occupancy as a separate living quat
with cooking, sleeping, and sanitary facilities provided withia dwelling unit for the exclusive use of a single
family maintaining a household, in accordance with OMC Section 17.04.030.
RENTAL PROPERTY: Any structure that includes a dwelling unit that is being held out or offered for rent o
currently being lefor 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, aslefined by Chapter 137 of the lowa Code.

c. Dormitory rooms of higher education institutions.

d. Nursing homes, loagrm care, and medical care facilities.

e. Church parsonages, and other similar facilities owned by religious institutions, that pnousiag for their

clergy or other similar staff.

RENTAL UNIT: One dwelling unit within a rental property. If a common area and facilities are provided in a dwelli
for the use of the occupants of units therein, such common area and facilities shaituderes part of each rental
unit for the purpose of inspection and compliance with this Rental Housing Inspection Program.
RENT: Any form of payment, including but not limited to cash, services, or other valuable considerations, provide
as a condition boccupying a dwelling not owned by the occupant.
h2b9w O6[YyRf2NROY t SNE2yo6av fAa0SR a4 GKS RSSR K2
h2bowQ{ wOtw9{9b¢! ¢L+9 6t NBLISNI& al yl 3ISNDY oproviddS NE
accesstoaityiy a LISOG 2 NJ (2 (KS 2Theirépiedeatatiystinavie keydNde dllJSoNTINg sbthe
rental property, must be authorized to act on behalf of the owner concerning compliance with the requirements
of the Rental Housiy Inspection Program, and must be at least 18 years of age.
INSPECTOR: The person(s) designated bygitthef Oskaloos@®evelopment Service Director to conduct the
inspections of rental properties and units for this program. €itye of Oskaloosa may otract with an outside
entity to conduct these inspection services.
MAJOR VIOLATION: A violation of the rental housing code that if left as is would constitute an immediate thre:
to the life and/or safety of those living in the home (Examples coulddecllack of or damaged water heater,
boiler, or furnace flue; smoke detectors which are missing, inoperable, or are improperly placed; storage o
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 mc
than one family or four unrelated persons may occupy a dwelling unit.

10. NO SHOW: When the owner of the structure or any otheponsible 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 requil
so that theOA G& KIFa GKS Yz2aid OdaNNByid O2yidl O0G FyR 246y SNBK;
representative shall be required to attest that the rental unit(s) meets building regulations identified in OMC, Chapters €
15, and 17, as summarized inggmdix 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 Housingdection 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 th
LINPLISNII & 26ySNI 2N 26y SNRa NBLINBaSydalradAgS G GKS GAYS

For properties that are occupied by someone other than the owner for more than 30 days per year, suspected of being
rental property, and claimed not to be rental properties by the landlord, the property owner shall file with the city a
notarized afficvit 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 owipeshall be completed within thirty

(30) days of such activity, at which time the registration fee is due. Properties not registered in accordance wittcyhis Poli
shall be considered necomplaint with this Rental Housing Inspection Program, shall besuto latefees described
below, and may be subject to penalties described in the Violations section below. Properties shall also be registered
the time of inspection.

An annual perentalunit registration¥ SS a Kl ff 0SS LI AR 0@ (K SftetheprSpddy padde® 4y
inspection The fee shall be established according to the-ailppted fee schedule. Failure to pay the rental registration
fee by the due datemayresult in a latefee of $60 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 aneresly will

be considered norwompliant properties. A ncgompliant property may have its Certificate of Occupancy revoked, have
its Rental Compliance Certificate revoked, have its occupancy discontinued pursuant to OMC 15.B4itdhogOfficiat
Ocapancy discontinuance for violations, and/or the owner may be prosecuted for municipal infractions, as described i
OMC, Chapter 1.24 and in the Violations section below.

In addition, Development Services Department staff will monitor utility billingugig 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 detdrtanibe 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 considereconmpiaint with ths 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 tc
reNEIAEZGSNI GKS NBydGlrft dzyAda 2N LINPLISNI&oao dzyRSNJ GKS
I LI NIOAFE 2SFENRAE NBIAAGNIGA2yd | RRAGAZ2Y I Ef&@Z LINRPODARSI
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 ma
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 #egistered with the city the owner shall pay a new rental registration fee and the
property shall be inspected within sixty (60) calendar days of beinggistered

Inspection Schedule

The baseline schedule for the inspection of all rental properties shall be once every three (3) years. As a benefit
compliant landlords, properties that pass the first inspection, with no noted concerns from the inspector, weleabton

be inspected for another four years. Rental properties that require two or more inspections (three or more during the firs
three-year cycle) to pass and that receive multiple noted concerns from the inspector will need to be inspected every ye:
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 prope
being registereavith the city. Subsequent inspection shall be in accordance with the standard scheduling process outline:
previously.

Development Services Department staff will be responsible for notifying property owners of the timeframe in which they
haveto schedulé y Ay alLSOdAzy e {dFFF akKk-ft aSyR gNRGGISY 02N S
y2G0A0S GKIFIG AG A& GAYS (2 aOKSRdAAZ S 'y AyalLlSOGAzy F2NJ
thirty (30) days from théime the notice is sent to schedule the inspection. The inspection must take place within sixty
6cnd RFea 2F GKS AyalLlsSoOldAiAzy y2G04A0S8Se LG Aa GKS 26y SN
schedule the inspection(s). Failure whedule the inspection shall be considered a violation of this program.

Owners (or their representatives) may elect to schedule an inspection at any time before tueteitynined time for
inspection. Upon passing this elective inspection, the propsitiythen 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 notifiec
2T GKS AyalLlSOoiArzy o6& (GUKS 26y SHINZ2BWYSWNEHNDANENBBBS Y8y ii Kk
0KS AyalLlSOoaAz2yr 2N AT GKS 26ySNDa NBLINBaSydaladAaAdS Aa

Properties willNOTbe inspected as a part of a contingency for a real estate sales transaction. The city stal no
responsible for late or misdirected notifications, either by US Mail or by email.

¢CKS daLYyaLISOlA2Yy b2GA0S¢ akKltt O2yaraid 2F GKS F2tf26A)
1 Letter stating the following minimum items:
o Date by which the inspection must be scheduled;
0 Address of property to be inspected including number of unit(s) to be inspected; and
o Contact information for the Rental Inspector.
1 Copy othe 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 inspect
shall document all inspections and provide records to the Development Services Department.

Inspections
The property owner will pafor the inspection at the time it is conducted. If the inspection is conducted by a contracted

SytiAaitesr GKS 26ySNk2¢ySNNRa NBLINBaSyidlaAdS akKltft LI & 4°f
inspection fees shall be $75 forelirst unit, plus $25 for each additional unit in the rental property. These fees shall also
be charged for each required-iespection.
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The inspector shall conduct the inspectiorperson and shall visually inspect all exterior and interior spacdseakntal
property. The inspector shall inspect all sides of the exterior structure and the grounds of the property. The inspdctor she
inspect every room in the rental property. The inspection shall be focused on building regulations identified in OMC
Chapters 8, 15, and 17, as summarizethe Rental Housing Inspection Checklistental property is considered to have
GLI aaSR¢ GKS AyalLlSoOliazy 2y0S (KS AyalLlSOoid2N O02YLX SiSa
Housing InspectiorForm. The completed and signed Rental Housing Inspection Form will remain on file in the
5S@St2LIYSyidi {SNWPAOS&E 5SLINIYSyidod ! O2Lk 2F GKS O2YLXM
representative, if requested.

LG Aa (K @spanyikility)s GelleminRifia patdicular violation constitutes a major violation. If a major viokation
summarized, but not limited to, the list belogvis found, a mandatory rnspection is required within foregight (48)
hours. If a major violatioh & A RSYUAFASRE GKS AyalLISOG2NI Y& NBFSN G§KS
a Dilapidated Building under OMC Chapter 15.30. This may result in a determination that the property is uninhabitabl
until corrections are made and a-nespection has been completed.

Major Violations Which Require a Mandatory 48 Hour Reinspection
al 22N A2t dA2ya IINB GK2aS @GAaz2tlriArazya GKIG ¢2dd R Ol dzi
¢ Unsafe building defined. Some, but rail, of the Major Violations are listed here:
1. Structurally failing portions of the structure.
Storage of flammable liquids in a dwelling.
Fuel fired equipment with missing or inoperable flues.
Electrical cords or wiring that shows signs of failure.
Inoperable heating system during winter months, generally considered between November and March.
Other life safety issues or items as determined by the designated inspector.

oghswWN

If the above items are not corrected prior to-irgspection, the property shatle considered nortompliant with this Rental
Housing Inspection Program, may have their Rental Compliance Certificate revoked, and may be subject to penalt
described in the Violations section below. Additionally, the property will be pursued as alBi¢abBuilding 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 roompliant with this Rental Housing Inspection Program and may be
subject to penaltieslescribed 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 duringngpection cycle will be considered rRoompliant
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 Certificatpiiied to continue
operating as a rental property. A provisional compliance certificate shall be issued to each property that is properl
registered with the city, but has not yet had an initial inspection. Properties without a current (or providrerdhl
Compliance Certificate will be considered rmompliant 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 Officiatfonplience

with this policy or with any section of OMC 15.60.

No Shows
¢tKS AyaLlSOoid2N akKltft YSSG GKS 2¢6ySNI 2NJ GKS 246y SNDRa& N
LINRLISNII e 26ySN) aKFff 6S FaaSaaSR | bpn reésdntitivd f&i2td e athS S

scheduled inspection.
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Consideration will be given to property owners who contact the Inspector minimum of two (2) businegsidays the

date of the inspectionto reschedule a rental inspection due to an inability to getoatractor onsite to correct the
violations. This shall not apply to violations which require a foright (48) hour follow up inspectionlf a rental
AyalLlSoiAazy A& NBaOKSRdzZ SR Y2NB GKlFly 2y0Ss | bpeachdb?2
rescheduling.

¢tKS AyalLlSOG2N gAff y?2 LISNF2NY Yy AyalLlSOoiArazy AF GKS |
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Nuisance Complaints

CKS OAGEQa bdzhial yOS 9y T 2tdNimé ivedtifyinuisarndd@canplaiivts avrengal plopeRies. Ifiihe Y ¢
Nuisance Enforcememtrogram 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 Renta
Housing Inspection Program. If, howewbe nuisance is not addressed within the initial timeframe given by the Nuisance
Enforcement official, the propertaybe referred to the Rental Housing Inspection Program, where it will be scheduled
for a full rental inspection or Hnspection and sent y Ay aALISOGA 2y y20A0S 6A0GK GKS vy
property owner shall be responsible for paying the standard inspection fees to the inspéfgeds, grass, and snow
removal nuisances should not be referred to the Rental Housing Inspdetagram 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 writinging theRental Housing Complaint Foand delivered to the Development Services
Department. Inspections based on a complaint will not be conducted if the Rental Property Complaint Form is nc
completed.

At the time the complaint is made, city staff vk the tenant for any other type of documentation s/he may hader
example any pictures or letters they may have sent to the landlord. The tenant shall be required to certify that s/he ha
NEIAAGSNBR | O2YLX Ayl ¢ A0 &atigdstSourieeny(18)Nhy2 pridr ® filiyigieIcmplaids LJ
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 tHeliy and severity of the complaint and if an
AYyalLlSOiAaAz2y A& 6l NNIYGSRo /AGe adlr¥TF gAaftt O2ydal O4G GKS
if a complaint falls under the purview of this Rental Housing Inspection Program.

Ifa 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
proceduresas if a norcomplaint 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 woulduieg a mandatory fortyeight (48) hour renspection during a
normal rental inspection, will require that an inspection be scheduled within feigit (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 informe
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
the complaint as a part of the rental program.
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Any complaint that requires an onsite inspection shall have an associated -§¥peztion 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 propertyettant filing the complaint

will be responsible for paying the-aspection fee.

Appeals
The Building Code Board of Appeals, as defined in OMC, Chapter 15, serves as the appeals board for disputes regal

notices of violations issued during a rentagpection, in accordance with OMC section 15.04.150.

'y 26y SNIJ 2N 26y SNRa NBLINBaSydldAdS 2F | LINRPLISNIE& ¢gK2
rental property or unit(s) shall complete appeal form provided by the city of Os&asa.This appeal must be filed with

the Development Services Department within sixty (60) days of the initial inspection. The Building Code Board of Appe
shall then schedule a hearing within thirty (30) days of receiving the appeal. City stafbsfaileanformation related to

the inspection and identified violation. At the Building Code Board of Appeals hearing, city staff shall present evidence
the violation and the rental property owner will be provided an opportunity to state his/her pergmgeon the need to
NEO2YAARSNI GKS AyalLlSOi2NNRa RSOAAAZ2YD® ¢KS . dzAtRAYy3 /2
KSFNAYy3Id LT GKS 2¢gySNI A& y2i alGAaTASR gAlGK (firspudidzt Ay
hearing with the Oskaloosa City Council. This request must be filed within ten (10) days following the Building Code Bo:
of Appeals ruling. At the next regularly scheduled meeting, the city council shall schedule a public hearing an@ provide
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 vétiprigram,
including but not limited to failure to register a property, may result in the revocation of a Certificate of Occupanay and/o
a requirement to vacate the property.

Information and Training

The Development Services Department shall make dlait@ the public detailed information regarding this program
including but not limited to: the program policy with appendices; frequently asked questions (FAQs); common violation
with corrective measures; and contact information for questions, complaibéselopment 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 Developmet
Services Department shall provide a Rental Housing Inspectigma@ndraining 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.

report shall povide 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 perit
beginning July 1 of the preuis 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 o
appendices. Any changes or adjustments that substantially change the program, registration, inspections, violations,
complaint process shiaequire the approval of city council.
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~ City of

Oskalooga RentalHousing Inspection Checklist

IOWA

All rental properties within the city of Oskaloosa must be registered and regularly inspected according to the schedule ir
the Administrative Policy. The checklist below is a simplified summary of items that will be inspected during the
inspection processthis document should be understood as general guidance to the Rental Housing Inspection Prograrr
and should not be construed as legally binding code. More information and references to the Oskaloosa Municipal Cod
can be found inthe Rental Housintnspecton Form.

ADMINISTRATIVE COMPLIANCE

1.

2
3.
4

Property and units registered with the city of Oskaloosa.

Ownership and contact information clearly defined on the registration form.
Registration fees paid.

Landlord contact information posted visibly on site.

EXTERIR AREA/STRUCTURE

© o N O LDdDRE
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Property has house numbers clearly visible from the street.

Roof and walls are not deteriorated and do not have peeling paint in excess of 50% of the area.
Accessory buildings and fences in good repair.

Doors are operable and able to beked.

Windows and skylights are operable and in good repair.

Chimneys appear to be structurally safe and in good repair.

Foundation appears to be adequate and in good repair.

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

Stairways, porches, decks, and balconies have flooring, supports, and handrails in good condition.
Site appears to have adequate grading and drainage.

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

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

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

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

Property does not have any illegal vehicles on site.

Propety does not have unsafe storage of combustible material.

INTERIOR AREAS/STRUCTURE

1.
2.
3.

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

The building is maintained in a safe and sanitary condition.

All stairs are in sound condition and go@gair. All stairs must have handrails and balusters or similar feature that
prevents a fall hazard from opesided stairs.

Handrails firmly fastened and in good repair for all stairs.

All habitable rooms are provided with adequate electrical service fopgr illumination.
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PLUMBING

1.
2.

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

All appliance plumbing fixtures have hot and cold water and are connected to sanitary sewer system with proper
clearance for usage aradeaning.

Bathrooms provide adequate privacy and ventilation.

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

ELECTICAL/MECHANICAL

1.
2.
3.

© o NG

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

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

Each unit has heating facilities capable of maintaining a room temperature of 68 degrees Fahrenheit in all habitable
rooms and bathrooms. Cooking appliances and portabling units shall not be used to provide heating to meet
requirement.

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

Electrical panels are accessible, clearly marked, modits are properly labeled.

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

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

Every laundry room contains at least one (Quydedtype receptable or groundault circuit interrupter (GFCI).

There are cover plas 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 installedepsure relief valve (PRV) with the discharge pipe reaching to within six

(6) inches of the floor.

FIRE SAFETY REQUIREMENTS

1.

© N o O

Place one smoke alarm in each sleeping room. Place one smoke alarm immediately outside of sleep areas (e.(
hallway). Place deast one smoke alarm on each floor, including the basement.

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

Each unit has appmiately-sized AB@ated fire extinguisher.

a. For singlgamily properties, one properly matiained fire extinguisher with a minimum size 6A15BC
must be present within the home.

b. For multifamily properties, there must be a minimumA&210BC extinguisheg checked and tagged by a
qualified service person annualtyocated within 75 feetofle OK dzy A G Q& YIAYy Sy (i NIy
one (1) per floor or within each unit.

Place one carbon monoxide detector immediately outside of sleeping rooms, such as in the hallway. There must b
a least one carbon monoxide detector on each floor, includirgbasement. (Only applies to properties with a
potential carbon monoxide source.)

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

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

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

All fire resistance rating of walls, fire stops, floors, and doors, etc. are properly maintained.
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// City of Rental Unit Registration Form
Osllﬁaloma This form is required to be comydy filled out.
IOWA " One form required for each property.

Returnform to:
City of Oskaloosattn: Development Service220 South Market Street, Oskaloosa, lowa 52577

Rental Property Information
Rental Property Address:

Registration Fiscal Year: Total Number of Units in Property:

Date of Last Inspectio New Registration? [] Yes[] No

AAAAA

OLT y20 @Si AyaLISOGSRT 6NARGS ay2ySéo

Property OwnerInformation

Owner Name:

Owner Address:

Phone #: Cell # (if different):
Email address:

Property Managerinformation

Manager Name:

Manager Address:

Phone #: Cell # (if different):
Email address:

Primary contact:|:| Property Ownela Property Manager

Acknowledgement

As the property owner (or owner's representative), | understand that | am subject to the rental haeginigtions 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 rensaighou
requirements. | understand that it is my duty to notify my tenants of any upcoming inspections aither be present or have a
representative, that is at least 18 years age, present during the inspection. By my signature below, | am certifyingéhéltbaits
identified in this form comply with building regulations identified in Oskaloosa Npali€ode, Chapters 8, 15, and 17, as summarized

in the Rental Housing Inspection Checklist.

Signature: Date:

Printed Name:

Official UseOnly

Date Received: Registration Fee ($15/unil
Received By: Late Registration Fee ($50/da|
Other Fees

Total Amount Due
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Oskalo

Rental Address:

Inspector Name:

C‘gg‘af RentalHousing Inspection Form
IOWA "
InspectionDate: [ Initial [] Relnspection_] Complaint
Unit Number:

Owner/Representative Name:

A. Exterior PropertyArea

#

Yes

No

N/A

Description

House numbers clearljisible from the street. OMC 15.28.020

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

Accessory buildings and fences in good repair. OMC 15.08.070

Doors are operablandable to be locked. OMC 15.08.030

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

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

Foundation appears to be adequate and in good repair. @5180.020

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

OO |N|OA|A[WIN|F

Stairways, porches, decks, and balconies have flooring, supports, and handrails in good condition. OMC 15.08.050, 15.08.0

=
o

Site appears to havadequate grading and drainage. OMC 15.08.090, 8.08.010

[EEY
[

Known cisterns, wells, or other hazards are fenced, coverdiled. OM(3.08.010

[EEY
N

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

=
w

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

[EnY
SN

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

=
(6]

Property does not have any illegal vehicles on site. GM8.010

=
[e)]

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

(09)

. Interior Areas/Structure

H*

Yes

No

N/A

Description

Walls, ceilings, and floors appear to be structurally sound and in good repairlORE160

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

All stairs are in sound condition and good repair. Ndhéadbrds exist. OMC 15.08.170

Handrails firmly fastened and in good repair &irstairs. OMC 15.08.060

Al W|N|F

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

. Plumbing

Yes

No

N/A

Description

Rental unit has use of operable kitchen sink, toilet, and bathtuthower. OMC 15.08.120, 15.20.030 (UPC)

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

Bathrooms providadequate privacy andentilation. OMC 15.08.110, 15.08.120

hlw I\)H:tto

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

. ElectricaMecha

nical

Yes

No

N/A

Description

Electrical service is properly maintained anduifficient to support the electrical load. OMC 15.12.020 (NEC)

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

OJT\)H:”:U

Each unit has proper heating facilities capablenafntaining aoom temperatureof 68 degrees=ahrenheiiin all habitable rooms
and bathrooms. OMC 15.04.08®RC)

All electrical equipment, wiring, lighting, and appliances are properly installed and maintained in a safe and approved®)éne
15.12.050, 15.08.130

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

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

Everyhabitable room and every bathroom contain at least one (1) properly installed electrical outlet.
OMC 15.12.020 (NEC)

Every laundry room contains at least one (1) grountigek receptacle or a grounfhult circuit interrupter (GFCI).
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OMC15.12.020 (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 GFCl outlets installed for allitlets 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
All sleeping rooms have safe and appropriate access to an operable window for egress. OMC 15.16.030 (IFC)

Each unit has access to an appropriatghed, AB@ated fire extinguisher. A 5BC for single family homes,A210BC for multifamily
OMC15.16.030 (IFC)

Carbon monoxide detectors are installed immediately outside of sleeping rooms and on each floor. (Only applies to profhestic
potential carbonmonoxidesource.) OMC 15.04.03RC)

Fire alarm and suppression systepteperly installed and operational where required. OMC 15.16.030 (IFC), 15.16.030

Two clear and passable egress routes exist for each floor above the first floor. OMC 15.16.030 (IFC)

All means of egress doors and windows are operalitieout need to for keys, special knowledge or effort. OMC 15.16.030 (IFC),
All fire resistance rating of walls, fire stops, shaft enclosures, floors and doors are properly maintained. OMC 15-18).030 (I

N

w

|| O |01 »

Inspection Notes:

Owner/Representative Acknowledgement

As the authorized representative or owner of this propettynderstand the inspection deficiencies that have been identified during
this inspection and what | need to do to correct the deficiencies prior to the s¢bedeainspection. Should | not be able to complete
the repairs needed by the reinspection date | understand and agree that | will be subject to a Municipal Infraction fdayach
thereafter in which the deficiencies are not repaired. In addition, | aghet | will be responsible for any 4iespection fees as
identified in the Rental Housing Inspection Program Administrative Plan. | understand that if | neescteedelle the inspection, |
must provide a request at least two business days prior to tite df the reinspection listedbelow.

Shouldl fail to showup (ontime or at all) for ascheduledre-inspectionl understandandagreethat | will be subjectto the payment of
a Noshow Fee in the amount of $50 per event. Failure to pay any fepsmalties may result in legal action being taken by the city
of Oskaloosa.

Property Owner/Representative Signature: Date:

Inspection Outcome

|:| This property passes thimspection and DOES NOT require aimepection.
|:| This property requires a rénspection.

Inspector Signature: Date:

The Rental Housing InspectiBnogram 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 shdeithise an
independent inspction of the premises prior to entry of any lease arrangement to ascertain the condition thereof.

94



\'4-" RentalHousing Complaint Form

// City of Only current tenants of a rental property or rental unit may file
Oslkaloma complaint regarding a rental housing property using tiiis form.
IOWA "
Tenant Name: Date:

Phonenumber(s) you may be reached at

Property Address: Unit #
Owner Name: Phone #:
Manager Name: Phone #:

Do you currently live at this residencef] Yes No

Have you registered this complaint with your landlori?  [Mes No Date filed:

Description ofComplaint
Please describe theomplaint 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 dwner
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. | also understand that the City will only investigate complaints that are froomrée
tenants of the property and that the name of reporting tenant is public information and will be released to the owter tane of
notice. Thecity will makecontactwith the owneror owner'srepresentativewithin two (2) businesgdaysof the date this complaint is
received. | understand that there are some items in which the city may not be able to assist on andthiwaseicases the city will
notify me using the contact information provided above. Finally, | understand that if the complaint is found not to hayé wikthe
responsibldor payingthe inspectorthe $75inspectionfee. | certify that all the information on this form istrue and correct.

Signature: Date:

Official Use Only

Complaintreceivedby: $75 Inspection fee colledtdd? [] Xes

Ownernotified date: Inspection conducted? [OJYes [ No
Inspectiondate: Violations found? dJYyes 0 No
Inspectorassigned: Deposit returned/fee cdllécted? [1 No
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W RentalHousing Inspection Appeal Form

// City of This form is for rental property owners or their representative
Oslkaloma who want to appeal a building violation noted by the city rente
IOWA inspector.

Date Appeal Filed

Property Address: Unit #
PropertyOwner Name: Phone #:
RepresentativéName: Phone #:

Is the property currently occupied and/or rented?[] Yes[] NdDate last inspected:

Violation Being Appealed

Please describe the violation noted by the inspector and yeasans for appealing the inspector's interpretation of the
Oskaloosa Municipal Code. Please attach any additional documents, such as pictures or independent reviews.

Acknowledgement

| understand that by this appeal will be sentttee Oskaloosa Building Code Board of Appeals for a ruling. | understand
that | am expected to comply with this ruling. If | am unsatisfied with this ruling, | can request a hearing and rulag by th
Oskaloosa City Council. These hearings and rulings ainetended to debate changes to the code, but rather to provide

a ruling on interpretation of existing code.

Signature: Date:

Official Use Only

Appealreceivedby:
Building Code Board of Appeals heariaged
Building Code Board of Appeals rulig] Overturned [J Upheld
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Return to Work; Temporary Modified Assignment J
Adopted by Council: Resolutiorl8-06-57 Department Managing Policy: 0 7, City of
Date:June 1, 2015 Administration S 0a

Amended:December 3, 201,8Resolution # 18.2-189

It is the policy of the city of Oskaloosa to provide temporary modified work, if available at the earliest possible dat
following an injury or iliness, for employees who are unable to return to their regular job classifications. This pwlicy is t
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 ab
the ADA or FMLA should be directedthecityct SNJ Qa 2FFA OS o

Eligibility
Whenever an employee becomes unable to temporarily perform their regular job classificatiaitytbEOskaloosa may
offer temporary modified work. Whether theity of Oskaloosa offers temporary modified work is always dependent upon
the individual circumstances

Definition

a2RAFASR 5dziey ¢ SYLR NI NBE ¢2N] | s AkBoyl¥d§e/andiskillb(dlsd Knbwh adi K
light duty and transitional duty). Modified Duty assignments must be accompanied with a Work Status Report or medic
LINE A RSNDAa OSNIATFTAOFGAZ2Y D

Objectives

1 Provide procedures for administering temporary modifietlrn-to-work assignments;

1 When possible, temporary modified assignments will be made available to injured workers to minimize or eliminate
lost time from work. Thecity of Oskaloosa cannot guarantee temporary modified assignments and is under no
obligaion to offer, create or burden any specific position for the purpose of offering placement to such a position.

1 Promote speedy recovery and rehabilitate employee back to work as effectively and as quickly as possible while keep
0KS SYLX 2 @& S&and imc@medondisient.

1/2YLX SGS (GKS SaaSyaalrt Grala 2F GKS SyLi2eSSQa 2206

9 Maintain communication among all parties to ensure quality medical care and to manage claim costs

Procedures
Department Director:

1 Provides the employee with a job description that reflects the essential functions and physical demands of the positio
and a Work Status Report for the designated medical provider to complete

1 Reviews the completed Work Status Report or medical certificain conjunction with the job description to
determine if a temporary modified work is available in any department withircityeof Oskaloosa. Consults with the
designed healthcare providérnecessary

9 Fills out the RTW Agreement and meets with theptoyiee to review

1 Monitors ongoing medical and work adjustment, meets with employee as needed to review status

91 Determines frommedicalprovider whether restrictions apply both at home and at work or otherfark location.

Employee

1 Takegequired paperwork to designated medical provider appointments (job description, Work Status Report)

1 Reviews and signs RTW Agreement

9 Follows work restrictions as prescribed by designated medical provider

1 Adheres to the temporary restrictions and accommtdns, does not perform any activities that exceed work

restrictions Adheres to restrictions both at work and elsewhere as determineadeoljcalprovider.
1 Reports immediately to supervisor any work duties or activities that exceed work restrictions
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1 Reports immediately to supervisor if any work restriction(s)/accommodation(s) cause discomfort or make medica
condition worse
1 Informs supervisor in advance wiedical appointments, schedule any medical appointments duringwank time,
if possible
1 Updates supervisor with current Work Status Report or updated certification from designated medical provider aftel
every appointment
In the event an employee refusea temporary modified assignment, which is within the restrictions identified by the
designated medical provider, workers compensation benefits could be affected. In such casity, th€©skaloosa will
Yy20ATFe GKS Ay adzNI y O Suséof hddnpoiaryribdifiédkaSsigr8neéntJFd@ én2bpvee dolkeied by
the FMLA, an employee may refuse a light duty or modified work assignment, but it may have an adverse effect on tt
SYLX 28S5S5Qa ¢62N] SNAQ O2YLISyaliArzy oSySTAaAdao

If, at the end of the termorary 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 empée is not able to perform their regular job duties with or without
reasonable accommodations, thid G & 2F halltz22al gAfft NBOASE GKS SYLI 2
the individual is a qualified individual with a disability and whetlielSt SYLJX 2@ SSQa 62 NJ NB &GN
accommodated to allow the employee to return to work in some capacity. If no reasonable accommodation is availabl
to return the employee to the previous or different position, ttigy of Oskaloosa will theconsider placing the employee

on a time limited unpaid leave of absence or ending the employment.
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~Y,Cit

y of Return-To-Work Agreement
Oskaloosa :
Name of temporarily restricted worker: Date

| understand a temporary modified assignment that complies with my temporary work restrictions as identified by my
designated medical professional is being offered to me.

| understand that if | am eligible fordee under the Family Medical Leave Act (FMLA), | cannot be forced to return to work.
L Ff&a2 dzyRSNBRiGlIYR (GKFG L Yre £248S vYe StA3IAo0AfAGE FT2N
assignment.

| understand this offer is for a neporary period of time.

| agree to follow the work restrictions as prescribed by the designated medical provider and understand that | need t
adhere to the agreed upon temporary restrictions and accommodations. Pursuant to the healthcare provider, thes
restrictions may apply both at work and at narork locations. | also understand that if | am asked to perform any work
assignments or activities that exceed my work restrictions, | will immediately report the situation to my direct supervisol
and that Iwill not perform these activities. Furthermore, | 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 | should try to schedule any diwl appointments during nework time. If | am unable to do so, |
understand that | need to inform my supervisor in advance of the appointment date. | understand that these appointment:
may fall under Family Medical Leave Act (FMLA) and it is my rebjityidd apply for FMLA leave according to my
SYLX 28SNRa LRftAOE AT L OlFlyy2i aOKSRdAZ S |LILRAYGYSY(a
appointment will be unpaid, unless otherwise covered by a paid leave policy.

| also understand that it is my responsibility to provide my supervisor with current work status reports from my healthcare
provider.

| 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.

Thecity of Oskaloosa follows the provisions of the Americans with Disabilities Act (ADA) and the lowa Civil Rights Act
the employee believes he or she is dibwithin the meaning of ADA or ICRA, then he or she should discuss that belief
with the Human Resources designee. Thg of Oskaloosa will engage in an interactive process with the employee to
determine whether thecity of Oskaloosa can reasonably atenodate the employee. If theity of Oskaloosa agrees that
GKS fF¢ FLILXASAET AO At 6KSY FLIINBLNARFGSE O2yaAiARSN
accommodations are not reasonable or constitute an undue hardship, then otlasonable accommodations such as
placement in vacant jobs where the employee is qualified or an appropriate leave of absence may be considered.

Employee Signature Date

Supenisor Signature Date
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// CTty of TEMPORARY/MODIFIE
OSkﬂlOOﬂlog;u ALTERNATE DUTY AGREEM
Employee Name Date of Injury/Onset of Iliness
Job Tike Supervis@ Nam
Department Date Assigned to Temporary Light Duty by Provider
Temporary Duty Start Date Temporary Duty End

Description of Work Restrictis, per Treating Provider (List specifically what is stated in medical note.)

Assignment Typé: Modified® Alternate* (Temporary work in another position and/or location)
FLT 'EGOGSNYFGAGS 201 A2y > { dzLJS NErAadve INdaton b | Y S
Description of Accommodation(€)ffered

Work schedule® Unchanged® Changed Work hours per Day from __ pamib am/pm
Work Days® Sunday Monday® Tuesday Wednesday Thursday Friday? Saturday
Wage Rate

If assignment not availableReason/Discussion Points

FMLA Eligible:® Yes & No

| understand that | 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

3 Yes, | understand this agreement and | accept this work. | will comply with restrictions as prescribed by my
treating provider.

5 No, | understand this agreement and | do not accept this work alternate work pogitioderstand that

refusal of thisretirnto-g 2 NJ. 2 FFSNJ YI & I ROSNBSEE +FFFSOG Y& 42N

| refuse this offer of work restrictions and accommodations because

9 Y LY 2 8igh&udei Date
{ dZLISNBA&a2ND&E { ATyl Gdz2NE Yy uuyuywyaey yyuyyupy Py
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Sanitary Sewer Le&olicy J
Adopted by Council: Resolution #-08-52 Department Managing Policy: 0 7, City of
Date: August 16, 2010 Administration S oa

The city of Oskaloosa has an established sanitary sewer utility that provides service to customers in and around the c
and relies on the Oskaloosa Water Department to administer utility billing for the sanitary sewer and storm water utility
funds.

Cugomers of the sanitary sewer utility have, as a practice and not as an adopted policy, been able to request a reductic
in their sanitary sewer service charges due to leaks, theft, accidental usage, catastrophic events and other reasons. -
city is estabithing a position that all sewer charges should be paid by the rate payers in the event of leaks, theft, accident
usage, catastrophic events and other reasons.

Statement of Policy
It is the policy of the city of Oskaloosa, lowa, to ensure customerfopagnitary sewer services and the sanitary sewer
system remains seftinded 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 saary 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 J
Adopted by Council: Resolutior0#01-02 Department Managing Policy: 0 7, City of
Date:January 2, 2007 Administration S oa

AmendedSeptember 72021, Resolution 21-09-132

This policy, adopted pursuant to lowizode §22.7R), 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, critfca$tructure, security procedures, or
emergency preparedness developed, maintained, or held by a government body for the protection of life or pibperty
disclosed, could reasonably be expected to jeopardize Bigobr property.

G/ @0 SNJ addimmeiye  WVRT NBBIO2NRa¢ Ay Of dzZRS odzi FNB y2aG £ AYA
defenses, threats, attacks, or general attempts to attack cyber system operations.

Procedure S ——

The following information shall be keponfidential 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 relag to security measures such as security and response plans, security codes
and combinations, passwords, restricted area paskegs.and security or response procedures;

c) Emergency response protocols;

d) Information contained in record that, if disclosedpuld significantly increase the vulnerability of critical physical
systems or infrastructures of the city to attack.
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Sidewalk ImprovemerRolicy J
Adopted by Council: Resolution #0253 Department Managing Policy: 0 7, City of
Date: November 16, 2009 Public Works S 0a

Section 1: Scope
Inclusion of sidewalks will be in the engineer design of city street improvement projects, and street improvement project
including reconstruction, replacement of existing, and new construatibthe following infrastructure improvements
within the city, shall include the construction of sidewalks on both sides of the street improvement, where possible, a
part of the improvements.

=

Curb andgutter at least one (1) standard city block in lelmgt

New or replacement of pavement section with concrete or permanent road surface at least one (1) city block in lengtt
Construction of new or replacement stborm 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.

Any other project that lends itself to adding sidewalks as part of the project where financially feasible.

wn

B

Sectim 2: Exceptions
Thecity engineer will include sidewalks in the original design of prajecall 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 aitgtangineer,with the
approval of thecity 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 irpeoject 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 th

neighborhood and the generaublic.

 Section 2: Assessments

All sidewalk improvements completed in projects stated abawe to be repaid to thecity of Oskaloosa through
assessments on those property owners receiving benefit from said improvements, and deviations from thelapproac
achieve full cost recovery for sidewalk improvements via assessments to property owners can ocatityitcthencil, by
majority vote, and resolution, modifies how the expenditures for the sidewalk improvements are to be recovered from
the benefitedproperty owners.
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Sidewalk Snow Removal Policy
Adopted by Council: Resolutior0g-11-53
Date:March 2, 2009

Department Managing Policy:
Public Works

Oskalo

\{
~7, City of
oA

IOWA

AmendedSeptember 72021, Resolution 21-09-132

In accordance to citgnunicipal 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. Desigrated employeesends list of sidewalks cleared of snow and cost of each to city clerk. (Cost charged

accordingo adopted fee schedule for wodompletedo e
City clerk sendmvoiceand a notice of public hearing to property owner.
Council holds hearindgf motion to assess iapproved, city clerk proceeds with assessments.

wn

oAl @

4. Invoicepaid by property owner or assessed to property taxes.
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Snow and Ice Control Policy -

Adopted by CounciResolution # 82-9 Department Managing Policy: 0 7, City of
Date:December 15, 1986 Public Works 5 osa
Amended:January 3, 1999Resolution # 99-4 AmendedSeptember 72021, Resolution 21-09-132

This policy establishes the level of service in respect to clearance of snow, ice, or frost froightvays, streets, and
other public roadways, within the city of Oskaloosa during the winter months as provided in Chapter 668, Code of lowa

1.

The entire width of that portion of the road improved for travel, may not be cleared of snow, icengracted snow

and ice. Snow cleared from that part of the roadway improved for travel, will generally be placed on the shoulder o
in the ditch or rightof-way. Snow can be expected to accumulate adjacent to the traveled portion to the extent that
a motoiist's sight distance to both the left and right may be greatly reduced or impaired.

The snow removed from intersections may be piled in the intersectionets in piles of unequal height. The line of
sight, sight distance, or visibility of motorists apaching these intersections, may be greatly reduced or impaired.
Thecity will not be responsible for snow pushed or otherwise placed on the roadway, orafigidy by others.

When these foregoing conditions do occur, no additional warning or regulaigrns will be placed warning of
impaired sight distance, advising of limited visibility at intersections, road blockagegarmeonditions, slick or
slippery road surface conditions, or that the advised speed should be reduced.

In the implementation o§now and ice control on thety's roadways during the winter months, tlseeet department
supervisor will select the actual sequence of roads to be cleared, as provided in this section and shall determine wh
drifting, wind velocity, and additional smoor 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.

The police patrol will notify thetreet department supervisor when snow accumulations or compacted snow and ice
conditions are noted during patrol operations. Upon notification of such conditions,stieet supervisor will
immediately investigate and make a decision as to what control measuresvékbn.

During normal working hours, or any time tis#eet 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 gbreading 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 ir
session

3. The intersections on highways, arterial streets, and collector streets whictoatelled
All other stopsignsand controlled intersections
. Municipal parking lots
B. The usual sequence of snow plowing will be:

ok

1. Emergency snow routes

2. All other municipal streets

3. Municipal parking lots

4. Alleysc The city will only clear downtown alleys located between A Streett8tBeet, and
from A Avenue to 8 Avenue. All other alleys will not be cleared except for emergencies.

5. Private drives- The city will not clear snow from private drives. Normalwgn@moval

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 th
owner's expense.

8. The policy and level of service provided fothis resolution, shall not include:

A. Sanding, salting, or placing of other abrasives or chemicals upon the roadways that are slick, slipper
and dangerous due to the formation of frost.

B. Sanding, salting, or placing of other abrasives or chemicals upmdpaadways 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, otene conditionspr that the road surface is slick or slippery or what
the advised speed should be.

9. If an emergency condition is declared by tlity manager policechief, fire chief, or their designated representatives,
the sequence of service may be suspended and ad¢tiken to respond to the declared emergency.

10. The provisions of this policy shall be further suspended in the event thagabernor, by proclamation, implements
the state disasterplan, or themayor, by proclamation, implements thaty disasterplan. F such occurs, theity

personnel and equipment shall be immediately subjected to the direction ofialrernor or themayor of thecity of
Oskaloosa.

11. This resolution shall be in effect after its passage and approval bgittheouncil. This policy and level of service
statement supersedes any and all previously written or unwritten snow and ice control policy and practices, excey
those that may be cdained 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 #0953 Department Managing Policy: 0 // City of
Date: April 62020 Administration 5|i'a1°

Amended September 7, 2021, Resolutiod1#9-132

COverview
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department including, but not limited to vehicles, bicycles, cabinets, electronics, furniture, equipment, machinery anc
tools, mowing equipmety 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 owne
property is public record, therefore records of transfer, sale, or disposal pfusuproperty must be maintained by the
Orte OftSNIQa 2FFAOSO®

This policy provides guidance for the disposal of city of Oskaloosa owned prdpapiylies to all city officials, employees,
and users including, but not limited to, fiiine, parttime, and intermittent/seasonal employees.

Special considerations:

A. ltems purchased with grant funds shall be disposed of in accordance with applicattieaguirements. 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 wi
applicable Federal, St and local requirements.

C. Computer and electronic data storage equipment shall be reviewed for appropriate data wiping and disposal. Thi
includes, but is not limited to computers, laptops, tablets, servers, routers and hubs, phones, cameras, faxanachine
copiers, scanners, monitors, external hard drives, and any similar device that may hereafter become available for uc

D. Vehicles will have city logos and other markings identifying vehicles as city property removed prior to sale.

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 théyprogry
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 approtiee 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 #ve®(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 a
needed.

The department director/designee shall submit details about each item to be sksjuatilizing Surplus Property Disposal
Request forms (see Employee Intranet>Forms)
1 Single item/multiples of a single item are submitted through a form which is directed to the
city@oskaloosaiowa.oremail addess when submitted.
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1 Multiple items are submitted on an Excel spreadsheet which requires the submitter to email the spreadsheet tc
the city@oskaloosaiowa.orgmail.

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 ¢
method that will return the most benefit to the city armh 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, sanitangfetysproblem if stored; items that
would reasonably be considered having no value/garbage.

a. Anitem may be disassembled and used for parts when this is the mostffestive method of disposal.

b. If anitem cannot be recycled or disposed of in the regsidid 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 consideratiohan 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 recor
asapplicable.

3. Donation to another governmental, ndnddN2 FA G S 2NJ OKI NR{GF o6t S 2NBFYAT | Az
2T DATOE FT2NXY 0{SS 9YLIX 2SS LYyUGNrySGHC2N¥X¥ao FyR LJ

4. Disposal through the best available ams 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 desnriptnal estimated
@FtdzS Ay dala Aazx gKSNB Aa¢ O2yRAGAZ2Y | a RSGSNY
Book value, or other available sources.

c. Scrap metal may be sold through a reputable metals recycling dealer.

5. Thecity manager/dds3y SS akKlI ff y20AF& (GKS OAGe Of SNJQa 2FFA
any item. This shall be coordinated to update city records (i.e., capital improvement documents, insurance
records, audit lists, and grant requirement documatiin). The department director/designee is to provide all
20KSNJ R2yIFGSR 2NJ alfS AyF2NN¥IGA2y (G2 GKS OAGe Of S

Unauthorized Personal Scrapping, Recycling or Disposal
Transferringselling, donating, scrapping, recycling, or disposing of property by city officials or employees for persone
gain or to benefit the interest of any person or party other than the city of Oskaloosa, including handling or disposal c
trash or junk, exceptsadirected by city management is strictly forbidden.

City officials and employees shall not claim ownership of, give away, recover, or salvage any materials abandone
disposed, or stored on city premises, including trash or other materials. This ingivtegsany 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 o
party to accept, receive, or take any surplus property to benefit their own interest.
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0 o/ City of DECLARATION AND ACCEPTANCE OF
Sk.Cl.].OOf)G..
IOWA
THIS DECLARATION AND ACCEPTANCE OF GIFT is made and entered into thiy of
(month), (yearhy and betweentheA 18 2F hallf22al L2¢
, County of ,Stateoffowad 652y SSE€ 0T

bh2 21 9w9!l {3 52y2NJ] Aa4 GKS 2¢6ySNI 2F GKSwitT2f

AND WHEREAS, Donor does hereby give and deliver the property to Donee pursuant to the terms a
conditions heeof;

AND WHEREAS, Donee does hereby accept the gift and deliverance of the property pursuant to st
terms and conditions

AND WHEREAS, the property has no monetary or other value to Donor and causes Donor unnecess
and ongoing mimtenance 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 conditior

1.DonorfK I & KSNBoeé& IAPBSY YR RSEABSNBR (GKS LINRBLISNI &
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 entit
regarding the fitness or suitability of use of the property for any purpose. Donor states the following is a list o
know problems or defects with the property: (if none, state none known):

4. Donee hereby states that it will use the property diolymunicipal charitable, or nosprofit purposes

5. Donee hereby agrees to indemnify and holdrhi@ss Donor and its council persons, trustees, directors,
officers, employees, agents and other persons holding comparable positions from and against all claim
damages, losses, and expenses in including but limited to reasonable attorney fees, expess\igtes 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:
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DeviceUse Policy J
Adopted by Council: Resolution #0253 Department Managing Policy: 0 7, City of
Date: February 3, 2020 Administration S oa

Amended September 7, 2021, Resolutiod1#9-132 Amended September 6, 2022, Resolutio?249-103

Overview
The city of Oskaloosa shall make available a digital device to the mayor, members of city council, city manager, &
authorized personnel. Theskevices 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 Freed
of Information Act.

Device Use and Availabyl
Tocommunicate andccess digital documents, the city of Oskaloosa will offerositged devices assigned to the mayor,
members of city council, the city manager, and authorized persotmnallow the official or employee to conduct city
business.

a. Ciy-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 dama
must immediately be reported to the city manager.

b. The city of Gkaloosa 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 ar
FaaA3dySRY yR dzalt3S Aa tAYAGSR G2 dlrata GKI
capacity as a city representative.

Damaged, Lost or Stolen Devices
Thedeviceuser understands that they arefound to be the cause of deliberate damageloss of the device and/or
accessorieghey will be responsible for repair or replacement cost.

Returned Devices
2 AGKAY UGKNBS o600 o0dzaAySaa RFEea 2F |y 2FFAOALFE 2N SYL
city. The offi@al 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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Oskaloosa DeviceAcceptable Use Guidelines

IOWA

Devicesand related accessories issued to the magouncil membersand authorized personneémain property of the
city of Oskaloosa.

All users are required to adhere to the following Acceptable Use Guidelines:
1. No openting system modifications or installation of other applications will be allowed on aeitigewithout
prior written authorization by thecity managerPeriodic software updates may be performed by city staff.
2. Users will make every effort to prolongaR S @ Au€efulife including, but not limited to:
a. Avoiding leaving théevicein environments with extreme heat or moisture.
b. Use a soft cloth to clean the screen as needed.

3. Any physical damage to tleviceor accessories must be immediately reporie® (G KS OAdffee. YI y I :

4. Thedeviceuser understands thaif they arefound to be the cause of deliberate damage or loss ofdbeice
and/or accessorieshey will be responsible for repair or replacement cost.

5. Thedeviceuser understands and acknowledges that all information ondingceis subject to the State of lowa
Open Records Law as outlined in State Code Chapter 22. Information may be withheld fmndigalosure only
if it falls under an exemption from disclosure in the Open Records Law.

User Agreement

| hereby agree to comply with the statements and expectations outlined in this document and agree to honor all relevar
laws and restrictions. | am responsible for theviceand accessories listed below when in my possession:

DeviceModel #: DeviceSN:
Accessories:

Signature of User: Date:

Printed Name of User:
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Uniform Policy, Noisworn Personnel J
AdoptedApril 2016 DepartmentManaging Policy: 0 Y, City of
Administration S oa

AmendedSeptember 72021, 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 th

o,

Purpose
The professional appearance of city employees is essential to promote the city of Oskaloosa as a capable and car
organization. It instills confidence in our residents and in members of organizations with which we work.

Scope
This policy applies to all nesworn 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 tc
employees, this policy is intended to guide enydes in the procurement, wearing, and care of reaiety 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 shadl &pproved by each department head after considering appearance,
guality, comfort, safety, and cost of each item and determining the best value for specific job needs. Department heac
aK2dzZ R O2yadzZ i 6A0GK GKS OAGe afdpyovidedshdsitypastafdadasntsipBelotBing a d
for similar classifications of employment. Employees are not to wear uniforms outside of work, unless they are completir
trips to and from work.

Shirts

Employees will be provided with five work shiots an annual basis. The shirts willlligh visibility (green preferrednd
Ydzald KI @S (KS OAGeQa €232 Ay || @AarotS t20FGA2yd { KA
employment.

Shorts

Employees may wear shorts from Apo October The shorts must be knee length and cannot be cutoffs. The shorts must
be navy blueor khakiin 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 repai
in a timely fashion.

Safety Footwear
Employees eligible to purchase safety footwear will be reimbuesedrding to the Employee Handdoo

Prescription Safety Eyewear

Employees eligible to purchase prescription safety eyewear will be reimbursed up to $100 upon the purchase of tF
eyewear. Employees can be reimbursed for prescription safety eyewear on a biennial basis. A request for check and rec
will be required foreimbursement.

Jackets
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provided by the city cannot in any way be altered.

Hats and Beanies

Field employees may, at the discretiof their supervisor, wear baseball caps, large brimmed cloth sunhats or beanies
featuring thecity of Oskaloosa logo, or Oskaloosa Burst logo. Acceptable alternatives include department specific, or loc
areaathletic teamhats(high school, William PenUniversity) 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 exptsd 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 nc
display messages advocating violence; prongaicohol, drugs, or illegal substances; or contain profanity or any other
graphic or words that demean or ridicule others.

Officeemployees are expected to dress in attire appropriate for the business world. Employee attire should reflect a leve
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 employee
visiting job sites should wear appnigte personal protective equipment.

Employee Identification Badge

All employees will be issued and must wear and visibly display photo identification badges as provided by the cit
Identification badges must be worn in a manner that allows the ideatifia of an employee by photo, first and last
names, and department. Photo identification badges must be located above the waistitponéOskaloosa lanyard or

one badge clip will be provided to employees to properly display their identification badhe public.

If an employee arrives at work inappropriately dressed for work as outlined in this policy, such as not wearing the
uniform, if their position requires wearing a uniform, not wearing safety shoshpresistant shoes when the job requires
them, the employee will be instructed to leave the workplace on their own time, using vacation, compensatory time, ol
leave without pay, and return appropriately dressed to perform their job. Failure to adhdi@g@olicy may result in
progressive disciplinary action up to and including dismissal.
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Volunteer Policy -
Adopted by CounciResolution #2-03-14 Department Managing Policy: 0 ~, City of
Date: March 5, 2012 Administration S 0a
Definition

Avolunteer shall be considered as an individual, eighteen years of age or older, who assists with work done for the city
Oskaloosa, without remuneration. Such volunteer is not an employee or agent of the city. A volunteer may provid
ongoing assistancenca 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 amitytlid Oskaloosavolunteers 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 arrangementityhaf Oskaloosa wdd
appreciate advance notice so a replacement may be sought.

Prior to engaging in any volunteer activity, each volunteer will be required to complete aststory Volunteer
Coverage Application" forfEmployee Intranet>HR Formsahd visit with a stéfmember from thecity 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 task
miscellaneous laor, and assist with various department services.

The supervisory staff member will determine hours of volunteer service in discussion with the volunteer. Volunteers ar
expected to arrive at the designated city department in time to begin work as stdweducall 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 thelejigrtment 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. Recruitme
shall be the responsility 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 wookydver, 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 volteer 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 insuranc:
carrier for approval. The department head will ipéormed 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

Gompletion of required form(s)

Targeted instruction in the volunteer's specific tasks

= =4 =4 =8 =4
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Title: Working Outdoorg Weather, Inspect, and Plant Hazards J
Adopted by CounciMotion Department Managing Policy: 0 ~, City of
Date: October 18, 2021 Public Works S 0a

Overview

The below provides guidance for employees working outdoors and who may experience exposure to heat, cold, poisonc
plants and insects.

Policy e ______________
Following are basic guidelines to be mindful of wienking outdoors. If you experience symptoms related to heat, cold,
insect bites, or contact with poisonous plants, follow the wozlated accident or injury process: For emergencies call
911, for noremergencies call the Company Nurse Injury HotlineB&870-0928.

Heat Exposure

Heat stress, from exertion or hot environments, places workers at risk for illnesses such as heat stroke, heat exhaustit
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 widebrimmed hats and sunglasses with UV protection and side panels.

Take breaks in sliled areas.

Access cool, potable water and drink frequently.

During heat advisories (temperatures of at least ID@ 2 NJ KSI & Ay RSE, e@pldyaSstrigtlf |
working outdoors will take 1-@ninute break every two hours, this can be into dbar inside an aiconditioned
environment.

1 The city may choose to alter working hours during extreme days.

=A =4 =4 =4 =4 =8 -8 =9

Cold Exposure
Environmental cold can affect any worker exposed to cold air temperatures and puts workers at risk of colBsitess.
yoursef in the following ways:
1 Monitor your physical condition and that of your coworkers.
1 Wear appropriate clothing.
0 Wear several layers of loose clothing for insulation.
o0 Avoid wearing tight clothing as it reduces blood circulation to the extremities
1 Be awardghat some clothing may restrict movement resulting in a hazardous situation.
1 Protect the ears, face, hands and feet in extremely cold or wet weather.
0 Boots should be waterproof and insulated.
0 Wear a hat to reduce the loss of body heat from your head.

1 Move into warm locations during breaks; limit the amount of time outside.
9 Carry extra socks, gloves, hats, jacket, blankets, a change of clothes and a thermos of hot liquid.
9 Include chemical hot packs in your first aid kit.
1 Avoid touching cold metal surfaces with bare skin.
Insects

Vectorborne diseases are spread from bites of infected ticks and mosquitoes and include West Nile virus, Lyme disea
Zika virus, an@Powassan virus. Take these precautions before, during, and after work to prevent these diseases:
1 Use insect repellant that contains DEET, following label instructions.
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When possible, avoid scheduling outdoor work when mosquitoes most activelychigk and dawn.

Weedy, brushy, and wooded or shaded areas should generally be avoided when possible.

Eliminate sources of stagnant water where possible.

Wear longsleeved shirts, long pants, and socks when working in areas where mosquitoes may be bitinggincludir
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 commamugoison
plants that cause allergic skin reaction are poison ivy, poison oak, and poison sumac. Protect yourself in these ways:

1 Make sure you are knowledgeable and can identify poison ivy, poison oak, and sumac; observe for visual clues
1 Avoid contact with thes plants.
1 Wear longsleeved shirts and long pants tucked into boots.
1 Wear cloth or leather gloves.
1 Remove and immediately wash clothing, gloves, and boots or shoes in detergent or soap.
References:

NeoGov Online Training
NIOSH Fast Facts
Weather.gov
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