AGENDA
COUNCIL WORKSHOP

August 6, 2026
5:00 PM

1. Joyce Park Discussion.



10.

11.

12.

13.

14.

AGENDA

CITY COUNCIL MEETING
August 6, 2026
501 Main Street
5:30 P.M.
Call to Order.
Pledge of Allegiance:
Roll Call.

Mayor’s Report:
Citizens’ Comments:

Consent Agenda.

e Minutes of the Regular Council meeting of July 16, 2026;

e Minutes of the Civil Service meeting of July 29, 2026 & Certified List for the Keokuk
Fire Department;

e Consider resolution setting a public hearing on a request for a permanent encroachment
permit at 19 N. 7 Street;

e Resolution Approving a Liquor License for The Courtyard on Blondeau, 629 Blondeau
Street, Ste 203, Class C Retail Alcohol License — effective August 7, 2026;

e Resolution Approving a Liquor License for Lake Cooper Foundation, Big Dam Street
Festival, 8 North Water Street, Class C Retail Alcohol License, 5-day term effective
September 23-27, 2026;

e Resolution Approving a Liquor License for Casa Leon, 300 Main Street, Ste 700, Class
C Retail Alcohol License — effective immediately pending dram;

e Special Event Permit for Brian Jobe, Rockin” On The River Festival, Saturday, August
22,2026, 12 p.m. to 12 a.m. at the Rand Park Pavilion;

e Special Event Permit for Lake Cooper Foundation, Big Dam Street Festival, Thursday,
September 24-26, 2026, Victory Park, serving alcohol contingent on receiving proof of
insurance;

e Appointment of John White to the Historic Preservation Commission, fulfilling a term
to expire September 1, 2028;

e Motion to pay bills and transfers listed in Register No.’s 5554-5556;

(a) Now is the time and place for a public hearing on the submission of a CDBG application
for Timea Street Sewer Separation Project for the City of Keokuk, lowa. A public hearing
notice was published in the Daily Gate City on July 25, 2026.

(b) Consider resolution supporting the City of Keokuk Grant Application for Community
Development Block Grant (CDBG) Funds for the Timea Street Sewer Separation Project.

Motion to approve the second reading of an Ordinance amending the code of Ordinances of
the City of Keokuk, Iowa, by modifying provisions of Ordinance 2017, the City of Keokuk
Natural Gas Franchise, relating to franchise fees.

Consider resolution authorizing Skyler Weilandich a wage increase at the WRRF.

Consider resolution authorizing the approval of a service agreement with GPM of Omaha,
Nebraska for the maintenance and repair of the city’s first flush study equipment.

Consider resolution approving salary increase for Alicia Jones & Brett Davis at the Police
Department (records).

Consider resolution approving salary increase for night shift Sergeant position at the Police
Department.

Consider resolution approving amendment to employee handbook.

Consider resolution amending hunting rules associated with the City of Keokuk Urban Deer
Management Program.



15.

16.

17.

18.

19.

Consider resolution authorizing the execution of an agreement with Pilot Grove Savings Bank
for Banking Services.

Consider resolution approving web services agreement.
Council Liaison Reports:

Staff Reports:

Adjourn Meeting.



MINUTES
CITY COUNCIL MEETING
July 16, 2026
501 Main Street
5:30 P.M.

The City Council of the City of Keokuk met in regular session on July 16, 2026, at 501 Main Street. Mayor Mark Smidt
called the meeting to order at 5:30 p.m. There were eight council members present, one absent. Todd Marshall, Tyler
Walker, Kathie Mahoney, Doug Matlick, Steve Andrews, Matt VanBerkum, Michael Greenwald and Roger Bryant, were
present. Devon Dade was absent. Staff in attendance: City Administrator Jim Ferneau, City Clerk Celeste El Anfaoui,
Public Works Director Brian Carroll, Police Chief Zeth Baum, Community Development Director Pam Broomhall, and
Waste Water Treatment Plant Manager Tom Wills.

Motion made by Walker, second by VanBerkum to approve the agenda, including the consent agenda. (8) AYES, (0)
NAYS. Motion carried.

e Minutes of the Regular Council meeting of July 16, 2026;

e Cash Receipts & Treasurer’s Report for June 2026;

o RESOLUTION NO. 146-2026: Setting a time and place of a public hearing on the
submission of a CDBG application for the City of Keokuk, lowa;

o RESOLUTION NO. 147-2026: Approving a Liquor License for Chintz’s, 1310 Main
Street, Class C Retail Alcohol License — effective July 24, 2026;

e RESOLUTION NO. 148-2026: Approving a Liquor License for Arrowhead Bowl,
3535 Main Street, Class C Retail Alcohol License — effective August 1, 2026;

e Reappointment of Carla Celania to the Depot Commission, term to expire June 1, 2030;

e Motion to pay bills and transfers listed in Register No.’s 5551-5553;

Mayor Smidt opened the public hearing at 5:32 p.m. the Amendment of Franchise Fees on Natural Gas Utility Services. A
public hearing notice was published in the Daily Gate City on July 10, 2026.

COMMENTS: Ferneau gave overview.
There being no further comments or objections, Mayor Smidt closed the public hearing at 5:33 p.m.

Motion made by Greenwald, second by VanBerkum to approve the initial reading of an Ordinance amending the code of
Ordinances of the City of Keokuk, lowa, by modifying provisions of Ordinance 2017, the City of Keokuk Natural Gas
Franchise, relating to franchise fees.

Roll Call Vote: (8) AYES — Marshall, Walker, Mahoney, Matlick, Andrews, VanBerkum, Greenwald, and Bryant; (0)
NAYS, (1) ABSENT — Dade. Motion carried.

Motion made by Bryant, second by Mahoney to approve the following proposed RESOLUTION NO. 149-2026: “A
RESOLUTION APPROVING THE PURCHASE OF A 2026 FORD F-350 4X4 PICKUP TRUCK FOR THE STREET
DEPARTMENT.” (8) AYES, (0) NAYS. Motion carried.

Motion made by Greenwald, second by Walker to approve the following proposed RESOLUTION NO. 150-2026: “A
RESOLUTION AWARDING THE CONTRACT FOR THE PUBLIC SAFETY BUILDING ROOF REPLACEMENT
PROJECT.” (8) AYES, (0) NAYS. Motion carried.

Motion made by Greenwald, second by Andrews to approve the following proposed RESOLUTION NO. 151-2026: “A
RESOLUTION AUTHORIZING THE MAYOR AND CITY CLERK TO SUMBIT AN APPLICATION TO THE IOWA
ECONOMIC DEVELOPMENT AUTHORITY’S NUISANCE/ABANDONED PROPERTY REMEDIATION FUNDS
FOR A FORGIVABLE LOAN TO DEMOLISH FIFTEEN ABANDONED AND NUISANCE PROPERTIES IN THE
CITY OF KEOKUK.” (8) AYES, (0) NAYS. Motion carried.



Motion made by Walker, second by Marshall to approve the following proposed RESOLUTION NO. 152-2026: “A
RESOLUTION APPROVING LEGAL SERVICES AGREEMENT WITH ASPELMEIER, FISCH, POWER, ENGBERG
& HELLING, P.L.C.” (8) AYES, (0) NAYS. Motion carried.

COUNCIL LIAISON REPORTS: Mahoney spoke for the Personnel Committee regarding job postings.

STAFF REPORTS: Baum advised that Ashley has submitted her resignation, with her last day being July 24, and that her
position will not be filled. Wills reported that he is currently advertising to fill an existing vacancy at the Wastewater
Resource Facility. Ferneau stated that the EPA will be conducting a review of the Elkem site on August 11 and expressed
interest in discussing potential future uses for the site. He also provided updates on personnel meeting plans and fiber
build plans involving Mediacom and Windstream.

Motion made by Walker, second by Marshall to adjourn the meeting at 6:09 p.m.



KEOKUK

CITY O E KEOKUK

CITY OF KEOKUK
CIVIL SERVICE COMMISSION

July 29, 2026

The Keokuk Civil Service Commission met on July 29, 2026 at 1 p.m. at Keokuk High School- Keokulk,
lowa. Commissioners present for the meeting were Heather Sisk and Chad Campbell. The purpose of
the meeting was to certify entry level test results for the Keokuk Fire Department. The Keokuk Fire
Department testing was completed on July 23, 2026. We hereby certify the following list of candidates
(listed in order by highest score) eligible for hire at the Keokuk Fire Department.

1. Logan Eaton

With no further business, the meeting adjourned at 1:16 p.m.

Respectfully submitted by:

Heather Sisk, Keokuk Civil Service Commissioner

AL

ad Campbell, Keokuk Civil Service Commissioner

501 MAIN STREET - KEOKUK, IA 52632
PHONE 312-524-2050 FAX 319-524-1365 WWW.CITYOFKEOKUK.ORG
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CITY OF KEOKUK

CIVIL SERVICE COMMISSION
CITY OF KEOKUK
July 29, 2026

As aresult of Civil Service testing conducted on July 23, 2026, the
Keokuk Civil Service Commission hereby submits the following list of
eligible certified applicants for the Keokuk Fire Department. Ranked

according to their final score:

Logan Eaton

Dated at Keokuk, lowa this 29th day of July 2026.

Chad Campbell
Keokuk Civil Service Commission

\d‘)_ (}mu,/lvu Qﬁ‘\(

Heather Sisk
Keokuk Civil Service Commission

501 MAIN STREET - KEOKUK, 1A 52632
PHONE 319-524-2050 FAX 319-524-13685 WWW.CITYOFKEOKUK.ORG



RESOLUTION NO.

A RESOLUTION SETTING A PUBLIC HEARING ON A REQUEST FOR A
PERMANENT ENCROACHMENT PERMIT AT 19 N. 7" STREET

BE IT HEREBY RESOLVED BY THE CITY COUNCIL OF THE CITY OF
KEOKUK, IOWA:

WHEREAS, Green Oak Development has submitted a request for a permanent
encroachment permit to install a 4-foot by 23-foot ADA ramp at 19 N. 7th Street, which
will encroach upon the public right-of-way; and

WHEREAS, the City Council will consider the request and provide an opportunity for
public comments regarding the proposed permanent encroachment; and

WHEREAS, a public hearing shall be conducted by the City Council of the City of
Keokuk, lowa, regarding the proposed permanent encroachment.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE
CITY OF KEOKUK, IOWA:

That a Public Hearing on the request from Green Oak Development for a permanent
encroachment permit to install a 4-foot by 23-foot ADA ramp at 19 N. 7th Street within
the public right-of-way shall be held at 5:30 p.m. on August 20, 2026, in the City Council
Chambers, 501 Main Street, Keokuk, Iowa.

BE IT FURTHER RESOLVED that notice of the time and place of said public hearing
shall be given by publication in the Daily Gate City, a newspaper of general circulation in
the City of Keokuk, Iowa, as required by the Code of lowa.

Passed & Approved this 6™ day of August 2026.

Mark Smidt, Mayor

Attest:

Celeste El Anfaoui, City Clerk



RESOLUTION NO.

A RESOLUTION APPROVING A CLASS C RETAIL ALCOHOL LICENSE FOR
THE COURTYARD ON BLONDEAU, 629 BLONDEAU STREET, STE 203

WHEREAS, Application has been made by Michael Walton for a Class C Retail
Alcohol License for The Courtyard on Blondeau, 629 Blondeau Street, Ste 203; AND

WHEREAS, Iowa Code Chapter 123 and Section 4.16.030 of the Keokuk
Municipal Code require that the City Council conduct a formal investigation into the good
moral character of the applicant; AND

WHEREAS, such an investigation has been conducted.

NOW THEREFORE BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY
OF KEOKUK, IOWA:

THAT, Michael Walton has been found to be of good moral character and meets
the requirements of Section 123.40 of the Code of Towa; and that the Class C Retail Alcohol
License for The Courtyard on Blondeau, 629 Blondeau Street, Ste 203, effective August 7,
2026, be approved and endorsed to the lowa Alcoholic Beverage Division.

Passed this 6™ day of August 2026.

CITY OF KEOKUK, LEE COUNTY, IOWA

By:

Mark Smidt, Mayor

ATTEST:
Celeste El Anfaoui, City Clerk




RESOLUTION NO.

A RESOLUTION APPROVING A 5-DAY LIQUOR LICENSE FOR LAKE
COOPER FOUNDATION - BIG DAM STREET FESTIVAL

WHEREAS, Application has been made by Lake Cooper Foundation for a Class C
Retail Alcohol License for Lake Cooper Foundation (Big Dam Street Festival), 8 North
Water Street; AND

WHEREAS, Iowa Code Chapter 123 and Section 4.16.030 of the Keokuk
Municipal Code require that the City Council conduct a formal investigation into the good
moral character of the applicant; AND

WHEREAS, such an investigation has been conducted.

NOW THEREFORE BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY
OF KEOKUK, IOWA:

THAT, Lake Cooper Foundation has been found to be of good moral character and
meets the requirements of Section 123.40 of the Code of lowa; and that the Class C Retail
Alcohol License for Lake Cooper Foundation (Big Dam Street Festival), 8 North Water
Street, effective September 23-27, 2026 (5-day permit), be approved and endorsed to the
Iowa Alcoholic Beverage Division.

Passed this 6" day of August 2026.

CITY OF KEOKUK, LEE COUNTY, IOWA

By:

Mark Smidt, Mayor

ATTEST:
Celeste El Anfaoui, City Clerk




RESOLUTION NO.

A RESOLUTION APPROVING A CLASS C RETAIL ALCOHOL LICENSE FOR
CASA LEON MEXICAN GRILL

WHEREAS, Application has been made by Casa Leon Mexican Grill for a Class C
Liquor License for Casa Leon, 300 Main Street, Ste 700; AND

WHEREAS, Iowa Code Chapter 123 and Section 4.16.030 of the Keokuk
Municipal Code require that the City Council conduct a formal investigation into the good
moral character of the applicant; AND

WHEREAS, such an investigation has been conducted.

NOW THEREFORE BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY
OF KEOKUK, IOWA:

THAT, Casa Leon Mexican Grill has been found to be of good moral character and
meets the requirements of Section 123.40 of the Code of lowa; and that the Class C Liquor
License for Casa Leon, 300 Main Street, Ste 700, effective immediately pending dram,
be approved and endorsed to the lowa Alcoholic Beverage Division.

Passed this 6™ day of August 2026.

CITY OF KEOKUK, LEE COUNTY, IOWA

By:

Mark Smidt, Mayor

ATTEST:
Celeste El Anfaoui, City Clerk
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SPECIAL EVENTS APPLICATION &
HOLD HARMLESS AGREEMENT

Please complete all sections of this application. An incomplete application will be returned to applicant.
Once all required documentation and signatures are received, only then will it be considered by the City
Administrator, Police Chief, Fire Chief and Public Works Director for final approval. Application must be
submitted at least 30 days prior to the date of the event.
Some permits for events may require additional time for approval
(For example: Parades requiring use of a state highway)

PLEASE RETURN TO: Keokuk Municipal Building to the Attention of the City Administrator

1. APPLICANT INFORMATION

Applicant: _ Drax ek

Name/Event: RokKn’ pn The Zuver Festival

Coordinator: _oTaw Tplae

Mailing Address: AL [A)agmvt?‘-}ol Streel Apt 134

Daytime Phane #: (}(‘D L70- LSS Evening Phone#:  “

Email Address: bﬁdb\ﬂ!ﬂ!!@\}f’e )}ahm O

2. EVENT INFORMATION

Type of Event:

Free Music gueny

Days/Dates of Event:
y nd

Saturday Auquot 22.%

Time(s) of Event: (Include Set Up/Tear Down Time)
L pama = VL am

Event Location:

Rand Qs fovilion Kepkuk

Will event require an alcohol license or require modification of an existing license? _ Yes No




3. REQUEST INFORMATION (Check All Applicable Lings)

If you are requesting the closing of a city street, a lane must be maintained for emergency vehicles at all

times.
___ Temporarily park in a “No Parking” area {specify location :)
____ Temporarily close a street for a block party (specify street :)
______ Temporarily install structure in street right-of-way
_____ Permanently instal! structure in street right-of-way
K Useof City Park {specify park:) Rowé pavi §i o
_______Parade (attach map of route and indicate streets to be closed)
__ Walk/Run (attach map of route and indicate streets fo be dosed)
____ Banner (specify location :}
___ Tent{s) to be used— over 400 sg ft or canopies over 1,000 sq ft
. Fireworks (specify location ;)
_____ Other {please specify :}

4. ITEMS REQUESTED FROM THE CITY OF KEOKUK (525 rental fee required per item requested)

X__ Street barricades  {p p&
_ Emergency “No Parking” Signs

X _ Other (please specity)  Picaie tables Tragk receptacies, Jumpr

5. SOUND SYSTEMS

NOTE: You must comply with the City of Keokuk Code of Ordinances and any requirements attached to this
permit,

Duration of event: ZPm-Wpm g haurs

Please indicate if the following will be used:

{ Amplified Sound/Speaker System Recorded Music
X' Public Address System )( Live Music




'
o

6. SANITATION

Applicant is responsible for the clean-up of the event area immediately following the event, including trash
removal from the site.
Will additional restrooms be brought to the site? S(Yes No If yes, how many? Z .

Please name the Individual, organization, or contractor responsible for clean-up and trash removal:
Contact Person: brigu XM « fockon 0u Tl RV diress: 2L Udyl:)‘ﬁm s 139 Koga
Daytime Phone; 24~ 16~ 1255 Evening Phone: 4)

7. SECURITY

Certified personnel are required by the Chief of Police at the applicant’s expense for all events requiring an
alcohol license, At a minimum, 2 police officers certified in the State of lowa will be required, no exceptions.
What type of security will be provided?

- Number of Off-Duty Police Officers

Names:

8. INSURANCE

Applicant shall obtain and maintain a general liability insurance policy naming the City of Keokuk as additional
insured using form 1IL7305 so as not to waive Owner’s Governmental Immunity when conducting an event on
public property. For events requiting an alcohol license, the minimum amount of coverage in the general
liability insurance policy shall be $2,000,000 general aggregate, $1,000,000 personal injury and $1,000,000 each
occurrence. For all other events held on public property, the minimum amount of coverage for the general
liability insurance policy will be $500,000. This application will not be considered by the City of Keokuk until the
proper insurance certificate is submitted and approved by the City Administrator.

Certificate of Insurance provided and accepted Certificate of insurance not required

We  A0L Puteh aSmf ugursuce terougl  Herng KlepRer (319) 520l
ond T will delwer Ppapers and Certificele ~the mimde =

e ceive thom




9. AGREEMENT

In consideration of the City of Keokuk, lowa, granting permission for the activily described above, the
undersigned indemnifies and holds harmless the City of Keokuk, lowa, its employees, representatives and
agents against all claims, liabilities, losses or damage for personal injury and/or property damage or any
other damage whatsoeveron account of the activity described above and/or deviation from normal City
regulations in the area. The undersigned further agrees to indemnify and hold harmless the City of Keokuk,
lowa, its employees, representatives and agents against any loss, injury, death or damage to person or
property and against all claims, demands, fines, suits, actions, proceedings, orders, decrees and judgments
of any kind or nature and from and against any and all costs and expenses including reasonable attorney
fees which at any time may be suffered or sustained by the undersigned or by any person who may, at any
time, be using or occupying or visiting the premises of the undersigned or the above-referenced public
property or be in, on or about the same, when such loss, injury, death or damage shall be caused by or in
any way result from or rising out of any act, omission or negligence of any of the undersigned or any
occupant, visitor, or user of any portion of the premises or shall result from or be caused by any other
matters or things whether the same kind, as, or of a different kind that the matters or things above set
forth. The undersigned hereby waives all claims against the city for damages to the building or
improvements that are now adjacent to said public property or hereafter built or placed on the premises
adjacent to said property or in, on or about the premises and for injuries to persons or property in or about
the premises, from any cause arising at any time during the activity described above. The undersigned
further agrees to comply with all the rules, regulations, terms and conditions established by the City of
Keokuk, lowa.

THE UNDERSIGNED HAS READ AND FULLY UNDERSTANDS THIS DOCUMENT, INCLUDING THE FACT IT IS
RELEASING AND WAIVING CERTAIN POTENTIAL RIGHTS, AND VOLUNTARILY AND FREELY AGREES TO THE
TERMS AND CONDITIONS AS SET FORTH HEREIN.

ﬂ)w | ‘ 1-\3-Zle

—

Appicant/Sponsor Signature : Date




DEPARTMENT APPROVALS

The request has been reviewed by the undersigned and recommended for approval with the condition as noted:

POLICE DEPARTMENT
Signature: ' Date:

Recommended Conditions:

FIRE DEPARTMENT
Signature: Date:

Recommended Conditions:

PUBLIC WORKS DEPARTMENT
Signature; Date:

Recammended Conditions:

OTHER
Signature: Date:

Recommended Conditions:

CITY ADMINISTRATOR APPROVAL (City Council Approval)

Approved: Denied:

City Administrator Signature Date

CONDITIONS IMPOSED:

Date of City Council Approval (if required}):




Please Draw a Map of Event Area or Attach a Drawing to the Application
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Rockin’ On The River Committee
AGENDA - Monday June 15th, 2026
Location: Southside Boat Club, Keokuk
Tpm

1. Approval of Minutes of last meeting - June 1st, 2026

2. Additions to agenda - Vendor capacity and planning, outside alcohol conirol. Slink Rand
Memorial Jam and Rockin’ On The River Fundraiser, Dr. Getwells food & alcohol sales still on?

3. Committee Reporis -
Finace - Brian bank statement .
Program - Big Guitars Got da’ Blues - final linelip set
Grounds and facilities - electrical hookups- bathroom timers
Marketing - logo/social media/press kits ’ '
Fundraising - Silent auction at Slink Rand Southside Jam - door to door. grants.
Sponsors
Website/FB/social media - Brian . Jim admin. Dan admin. New FB page.

4. Organization - Bi-weekly meetings.

5. Old Business - fundraiser ideas, visual presentation for sponsors, rain venue, media kit.

6. New Business - Jam t-shirt sales Kira/Jeri - special event permit - Alex Crow National Anthem

7. Adjourn -

Next Meeting - June 29th, 2026 at Southside Boat Club 7pm



F WEST BEND®

 West B,lcnd Insurance Company

1900 §.:18th Ave, | West Bend, WI 53095

New Business - Quote Proposal

Commercial Lines Policy Declarations

Customer Number: 1001308656
Policy Number: C559918 00

Policy Period: 08/22/2026 to 08/23/2026
at 12:01 AM Standard-Time at Your Mailing Address Shown Below

Named Insured and Address:
Rockin' om the River

3466 265th Ave

Keokuk, 1A 52632

Agency Name and Address: 14872
INSZONE INSURANCE SRVCS LLC

2721 CITRUS RD STE A

RANCHO CORDOVA, CA 95742

877-308-9663

Loc Address

Location Schedule

City County State Zip

1 1401 Stripe St

DCP (0308 24

Keokuk Lee 1A 52632

Page 1 of 1 _ 7/14/2026 12:42:59



. WEEST BENLY”
West Bend Insurance Company
, 1900 5. 18th Ave. | West Bend, WI 53095

New Business - Quote Proposal

Commercial Lines Policy Declarations

Customer Number: 1001308656
Policy Number: C552918 00

Policy Period: 08/22/2026 to 08/23/2026
at 12:01 AM Standard Time at Your Mailing Address Shown Below

Named Insured and Address:
Rockin' om the River

3466 265th Ave

Keokuk, 1A 52632

Agency Name and Address: 14872
INSZONE INSURANCE SRVCS LLC

2721 CITRUS RD STE A

RANCHQ CORDOVA, CA 95742

877-308-9663

Forms Schedule

Number Edition  Description

ILOC17Y 1198 COMMON POLICY CONDITIONS

ILO021 0908 NUCLEAR ENERGY LIABILITY EXCLUSION ENDORSEMENT (BROAD FORM)
1LO985 1220 DISCLOSURE PURSUANT TO TERRORISM RISK INSURANCE ACT

NS0037 0824 FULLY EARNED PREMIUM

NS0040A 0824 NON-RENEWABLE POLICY

wB214 0326 MEMBERSHIP AND VOTING NOTICE

WB660 0824 TWO OR MORE COVERAGE FORMS OR POLICIES ISSUED BY US

WB241 0524 WEST BEND INSURANCE COMPANY NAME CHANGE ENDORSEMENT
ILO276Y 0908 [OWA CHANGES - CANCELLATION AND NONRENEWAL

This is not a complete representation of all forms that may be aftached to your policy

DCP 04 08 24

Page 1 of 1 7/14/2026 12:42:59



WEEST BEND"
West Bend Insurance Company ! [ o
. 1900 S. 18th Ave. | West Bend, WI 53095 New Business - Quote Proposal

Commercial General Liability Coverage Declarations

Customer Number: 1001308656 Policy Period: 08/22/2026 to 08/23/2026

Policy Number: C559918 00 at 12:01 AM Standard Time at Your Mailing Address Shown Below
Named Insured and Address: Agency Name and Address: 14872
Rockin' om the River INSZONE INSURANCE SRVCS LLC ‘

3466 265th Ave 2721 CITRUS RD STE A

Keokuk, 1A 52632-8820 RANCHO CORDOVA, CA 95742

877-308-9663

Insured is a{n) Non-Profit Organization

Limits of Insurance

General Aggregate Limit (other than Pr_oducts/Completed Operations) $2,000,000
Products/CompIeted Operations Aggregate Limit $2,000,000
Each Occurrence Limit : $1,000,000
Personal and Advertising [njury Limit . $1,000,000
Damage to Premises Rented to You Limit ' $100,000
Medical Expense Limit, Any One Person Excluded

See attached Forms Schedule for forms and endorsements applicable to this coverage.

DCGLO01 1125 Page 1 0f1 7/14/2026 12:42:59



. WEST BEME®

West Bend Insurance Company

. 1900 S. 18th Ave. | West Bend, W1 53095

New Business - Quote Proposal

Commercial General Liability Classification Schedule

Customer Number: 1001308656

Policy Number: C559918 G0

Policy Period: (8/22/2026 to 08/23/2026
at 12:01 AM Standard Time at Your Mailing Address Shown Below

Named Insured and Address:
Rockin' om the River

3466 265th Ave

Keokuk, 1A 52632-9820

Agency Name and Address: 14872
INSZONE INSURANCE SRVCS LLC
2721 CITRUS RD STE A
RANCHO CORDOVA, CA 95742
* 877-308-9663

Commercial General Liability Classifications

Class
Loc Code  Description Exposure Premium Basis Rate Premium Coverage
1 70034 SPECIAL EVENTS- 1 Days 286.213 $286 Prem/Ops
GROUP I-DAILY Included included Prod/Co

ATTENDANCE: 0-500

DCGL 02 08 24

Page 1 of 1 7/14/2026 12:42:59



T WEBT BEND®

West Bénd Insurance Company

Commercial General Liability Endorsements and Miscellaneous Premiums

1900 8. 18th Ave. | West Bend, WI 53005 , New Business -~ Quote Proposal

Customer Number: 1001308656 Policy Period: 08/22/2026 to 08/23/2026

Policy Number; C559918 00 at 12:01 AM Standard Time at Your Mailing Address Shown Below
Named Insured and Address: Agency Name and Address: 14872
Rockin' om the River INSZONE INSURANCE SRVCS LLC
3466 265th Ave 2721 CITRUS RD STE A
Keokuk, IA 52632-8820 RANCHO CORDOVA, CA 95742
877-308-9663
Endorsements
Description . Form Number Premium
Miscellaneous Premiums
Description ' Form Number Premium
Terrorism Risk Insurance Act $1
Total Generatl Liability Premium: $287

DCGL03 0225 Page 1 of 1 7/14/2026 12:42:59



. WEST BENLE)
West Bend Insurance Company
1900 S. 18th Ave. | West Bend, WI 53095

New Business - Quote Proposal

Commercial General Liability Forms Schedule

Policy Number: ©559918 00

Customer Number: 1001308656

Policy Pericd: 08/22/2026 to 08/23/2026
“at 12:01 AM Standard Time at Your Mailing Address Shown Below

Named Insured and Address:
Rockin' om the River

3466 265th Ave

Keokuk, |A 52632-9820

Agency Name and Address: 14872
INSZONE INSURANCE SRVCS LLC

2721 CITRUS RD STEA

RANCHO CORDOVA, CA 95742

877-308-9663

Forms Schedule

Number Edition  Description _
CGooo 0413 COMMERCIAL GENERAL LIABILITY COVERAGE FORM
| CG0300X 01986 DEDUCTIBLE LIABILITY INSURANCE '
CG2106 1223 EXCLUSION - ACCESS OR DISCLOSURE OF CONFIDENTIAL OR PERSONAL
MATERIAL OR INFORMATION
CG2109 0615 EXCLUSION UNMANNED AIRCRAFT
! CG2135 1001 EXCLUSION - COVERAGE C - MEDICAL PAYMENTS
‘ CG2139 1093 CONTRACTUAL LIABILITY LIMITATION
CG2147 1207 EMPLOYMENT-RELATED PRACTICES EXCLUSION
CG2170 0115 CAP ON LOSSES FROM CERTIFIED ACTS OF TERRORISM
CG2407 0196 PRODUCTS/COMPLETED OPERATIONS HAZARD REDEFINED (FOR USE WITH CGL
AND PRODUCTS POLICIES) _
CG2425Y 1204 LIMITED FUNGI OR BACTERIA COVERAGE
CG4003 1219 EXCLUSION - ATHLETIC OR SPORTS PARTICIPANTS - ALL CONTESTS OR
! EXHIBITIONS
CG4014 1220 CANNABIS EXCLUSION
| CG4028 0922  BROAD ABUSE OR MOLESTATION EXCLUSION
‘ CG4032 0523 EXCLUSION - PERFLUOROALKYL AND POLYFLUOROALKYL SUBSTANCES (PFAS)
| CG4035 1223 EXCLUSION -~ CYBER INCIDENT

This Is not a complete representation of all forms that may be attached to your policy

DCGL 04 08 24

Page 1 of 2 7/14/2026 12:43:00



T WEBT BEND®
West Bend Insurance Company
. 1900 8. 18th Ave.| West Bend, W1 53095 New Business - Quote Proposal

Commercial General Liability Forms Schedule

Customer Number: 1001308656 Policy Period: 08/22/2026 to 08/23/2026

Policy Number: C559918 00 _ at 12:01 AM Standard Time at Your Mailing Address Shown Below
Named Insured and Address: Agency Name and Address: ' 14872
Rockin' om the River INSZONE INSURANCE SRVCS LLC

3466 265th Ave 2721 CITRUS RD STE A

Keokuk, |1A 52632-9820 RANCHO CORDOVA, CA 95742

877-308-9663

Forms Schedule

Number Edition  Description

NSQG019GL 0825 EXCLUSION - COMMUNICABLE DISEASES

WB3109GL 0525 EXCLUSION - DISCRIMINATION

WB3122GL 0525 LIMITATION OF COVERAGE TQ SCHEDULED EVENTS, ACTIVITIES OR OPERATIONS
WB3118GL 0525 EXCLUSION - ASSAULT AND BATTERY

NS0059GL 0825 EXCLUSION - WATER ACTIVITIES

WB3119GL 0525 TOTAL LIQUOR LIABILITY EXCLUSION

WB3133GL 1124 EXCLUSICN - FIREARMS OR WEAPONS

WB3129GL 0225 EXCLUSION - AMUSEMENT RIDES

WB1468GL 0525 EXCILUSION - ASBESTOS OR ASBESTOS PRODUCTS
WB1958GL 0525 EXCLUSION - LEAD LIABILITY

WB1392GL 0525 EXCLUSION - BIOMETRIC IDENTIFIERS OR BIOMETRIC DATA
WB3113 0525 EXCESS PROVISION

WB687GL 0525 EXCLUSION - FIREWORKS

WB3114GL 0525 EXCLUSION - TRAMPOLINES

WB398GL 0225  EXCLUSION — HUMAN TRAFFICKING

This is nof a complete representation of all forms that may be attached to your policy

DCGL04 08 24 Page 2 of 2 7/14/2026 12:43:00



POLICY NUMBER: C559918 COMMERCIAL GENERAL LIABILITY
CG 21351001

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.
EXCLUSION - COVERAGE C - MEDICAL PAYMENTS

This endorsement modifies insurance provided under the following:

COMMERCIAL GENERAL LIABILITY COVERAGE PART

SCHEDULE

Description And Location Of Premises Or Classification:
All Locations and Operations

(If no entry appears above, information required to complete this endorsement will be shown in the Declarations as
applicable to this endorsement.)

With respect to any premises or ciassification shown 2. The following Is added to Section | — Supple-
in the Schedule: mentary Payments:

1. Secticn | — Coverage C — Medical Payments h. Expenses incurred by the insured for first

does not apply and none of the references {o it aid administered to others at the time of an

in the Coverage Part apply: and accident for "bodily injury” to which this in-

surance applies.

CG 21351001 © 150 Properties, Inc., 2000 Page 1 of 1 &



POLICY NUMBER: C559918

COMMERCIAL GENERAL LIABILITY
CG 24 07 01 96

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY,

PRODUCTS/COMPLETED OPERATIONS HAZARD
REDEFINED

This endorsement modifies insurance provided under the following:

COMMERCIAL GENERAL LIABILITY COVERAGE PART
PRODUCTS/COMPLETED OPERATIONS LIABILITY COVERAGE PART

SCHEDULE

Description of Premises and Operations:
Food and Beverage Sales

(If ho entry appears above, information required to complete this endorsement will be shown in the Declarations

as applicable to this endorsement.)

With respect to "bodily injury" or "property damage"
arising out of "your products” manufactured, sold,
handled or distributed:

1. On, from or in connection with the use of any
premises described in the Schedule, or

2. In connection with the conduct of any operation
described in the Schedule, when conducted by
you or on your behalf,

CG24 070196

Copyright, Insurance Setvices Office, Inc., 1994

Paragraph a. of the definition of "Produets-completed
operations hazard" in the DEFINITIONS Section is
replaced by the following:

"Products-completed operations hazard":

a. Includes all "bodily injury" and "property dam-
age" that arises out of “your products” if the
"bodily injury" or "property damage" occurs
after you have relinguished possession of
those products.

Page 1 of 1

|



POLICY NUMBER: C559918 COMMERCIAL GENERAL. LIABILITY
CG 03 00X 0196

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.
DEDUCTIBLE LIABILITY INSURANCE

This endorsement modifies insurance provided under the following:

COMMERCIAL GENERAL LIABILITY COVERAGE PART
PRODUCTS/COMPLETED OPERATIONS LIABILITY COVERAGE PART

SCHEDULE
Coverage
MAXIMUM
PER CLAIM DEDUCTIBLE
DEDUCTIBLE PER OCCURRENCE
Bodily Injury Liability $ $
OR .
Property Damage Liability $ 250 $ 2,500
OR '
Bodily Injury Liability and/or $ $

Property Damage Liability Combined

(If no entry appears above, information required to complete this endorsement will be shown in the Declarations as
applicable to this endorsement.)

APPLICATION OF ENDORSEMENT (Enter below any limitations on the application of this endorsement. If no
limitation is entered, the deductibles apply to damages for all "bodily injury" and "property damage", however
caused):

A. Our obligation under the Bodily injury Liability and b. Under Property Damage  Liability
Property Damage Liability Coverages o pay Coverage, fo all damages sustained by any
damages on your behalf applies only fo the one person because of "property damage®, -
amount of damages in excess of any deductible or
amounts stated in the Schedule above as ¢. Under Bodily Injury Liability and/or Property
applicable to such coverages. Damage Liability Coverage Combined, to

B. Your selected deductible applies to the coverage all damages sustained by any one person
option indicated by the placement of the because of:
deductible amount in the Schedule above. The {1) "Bodily injury";

deductible amount stated in the Schedule above

applies as follows: (2} "Property damage"; or

1. PER CLAIM DEDUCTIBLE. The deductible (3) "Bodily injury” and "property damage”
amount indicated in the Schedule above combined
applies as follows: as the result of any one "occurrence”.
a. Under Bodily Injury Liability Coverage, to i damages are claimed for care, loss of
all damages sustained by any one person services or death resulting at any time from
because of "bodily injury”; "bodily injury”, a separate deductible amount

will be applied to each person making a claim
for such damages.

Includes copyrighted material of Insurance Services Office, Inc., with its permission.

CG 03 00X 0196 West Bend® Page 1of 2



- With respect fo "property damage", person €. The terms of this insurance,. including those with

includes an erganization. respect to:

2. MAXIMUM DEDUCTIBLE PER 1. Our right and duty to defend the insured
OCCURRENCE. The deductible amount against any "suits" seeking those damages;
indicated in the Schedule above applies as and
follows: - 2. Your duties in the event of an "occurrence",
a. Under Bodily Injury Liability Coverage, to claim, or "suit"

all damages because of "bodily injury”; apply irrespective of the application of the
h. Under Property Damage  Liability deductible amount.

Coverage, to all damages because of D. We may pay any part or all of the deductible

property damage”; or - amount to effect settlement .of any claim or "suit"
c. Under Bodily Injury Liability and/or Property and, upon notification of the action taken, you

Damage Liability Coverage Combined, to shall promptly reimburse us far such part of the

all damages because of; ‘ deductible amount as has been paid by us,

(1) "Bodily injury”;
(2) "Property damage"; or
{3) "Bodily injury" and "property damage"
combined
as the result of any one “occurrence”,
regardless of the number of persons or

organizations who sustain damages because
of that "occurrence”,

Includes copyrighted material of Insurance Services Office, Inc., with its permission.
Page 2 of 2 West Bend® CG 03 00 X 01 96



POLICY NUMBER: C559918

COMMERCIAL GENERAL LIABILITY
WB 3122 GL 05 25

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.
LIMITATION OF COVERAGE TO SCHEDULED

EVENTS, ACTIVITIES OR OPERATIONS

This endorsement modifies insurance provided under the following:

COMMERCIAL GENERAL LIABILITY COVERAGE PART

SCHEDULE

Date(s)/Description of Event(s), Activity(ies) or Operation(s)/Location(s):

(If no entry appears above, information required to complete this endersement will be shown in the Declarations as

applicable to this endorsement.)

Paragraph 1.b. under Section | — Coverage A —
Bodily Injury And Property Damage Liability is
replaced by the following:

b. This insurance applies to "bodily injury" and
"oroperty damage" caused by an “occurrence”
that takes place in the “coverage territory” only

| if:

P {1) The "bodily injury" or “property damage”
arises out of the event(s), activity(ies), or
operation(s) that took place on the date(s)
and at the location(s} shown in the
Schedule;

(2) The “bodily injury” or “property damage”

(3) Prior to the policy period, no insured listed
under Paragraph 1. of Section Il - Who Is
An Insured and no “employee” authorized
by you to give or receive nofice of an
“accurrence” ar claim, knew that the “bodily
injury” or “property damage” had occurred,
in whole or in part. If such a listed insured
or authorized “employee” knew, prior to the
policy period, that the “bodily injury” or
“property damage” occurred, then any
continuation, change or resumption of such
“podily injury” or “property damage” during
or after the palicy period will be deemed to
have been known prior to the policy pericd.

occurs during the policy period; and Paragraph 1.b. under Section | — Coverage B -
Personal And Advertising Injury Liability is-
replaced by the following: ‘

b. This insurance applies to ‘personal and
advertising injury” caused by an offense
committed in the “coverage territory” but only
if:

(1) The offense arises out of the eveni(s),
activity(ies), or operation(s) that took place
on the date(s) and at the location{s) shown
in the Schedule; and

includes copyrighted material of Insurance Services Office, Inc., with its permission.

WB 3122 GL 05 25 West Bend®

Page 1 of 2



(2) The_offense. was_committed_during-the 4. Otherlnsurance .

policy period.

With respect fo the coverage provided by this
endorsement, Paragraph 4. of Section IV -
Commercial General Liability Conditions s
replaced by the following:

If other valid and collectible insurance is
available fo the insured for a loss we cover
under this endorsement, this Insurance is
excess over any other insurance, whether
primary, excess, contingent or on any other
basis.

Includes copyrighted material of Insurance Services Office, Inc., with its permission.

Page 2 of 2 West Bend®
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LIMITED FUNGI OR BACTERIA COVERAGE

This endorsement medifies insurance provided under the following:

COMMERCIAL GENERAL LIABILITY COVERAGE PART
SCHEDULE

Fungi and Bacteria Liability

Each Occurrence Limit $50,000
Aggregate Limit $100,000

Coverage under this endorsement is subject to the Fungi and Bacteria Each Occurrence and Aggregate
Limits shown in the schedule. Our obligation to pay any claim or judgment, or to defend any suit, ends
after these limits have been exhaustad by payment of judgments or settlements, or after we have offered
for settlement our limit of liability.

A. The following exclusion is added to Paragraph 2., 1. Subject to Paragraphs 2. and 3. of Section

Exclusions of Section 1- Coverage B — Personal
And Advertising Injury Liability:

2. Exclusions
This insurance dees nof apply to:

a. "Personal and advertising injury" arising
out of a "fungi or bacteria ingident".

b. Any loss, cost or expense arising out of the
abating, testing for, monitoring, cleaning
up, removing, confaining, treating,
detoxifying, neutralizing, remediating or
disposing of, or in any way responding to,
or assessing the effects of, "fungi" or
bacteria, by any insured or by any cther
person or entity.

. Coverage pravided by this insurance for "badily
Injury” or "property damage”, arising out of a "fungi
or bacieria incident”, is subject to the Fungi and
Bacteria Liability Each Occurrence and Aggregate
Limit as described in Paragraph C. of this
endorsement. This provision B. does not apply to
any “fungi" or bacteria that are, are on, or are
contained in, a good or product intended for bodily
consumption.

. The following are added to Section lll - Limits of
Insurance:

Il - Limits of Insurance, as applicable, the
Fungi and Bacteria Liability Aggregate Limit
shown in the Schedule of this endorsement
is the most we will pay under Coverage A
for all "bodily injury” or "property damage”
and Coverage C. for Medical Payments
arising out of one or more "fungi or bacteria
incidents". This provision C.1. does not
apply to any "fungi” or bacteria that are, are
on, or are contained in, a good or product
intended for bodily consumption.

Subject fto Paragraph C.1. of this
endorsement and Paragraph 5. Of Section
Ill - Limits of Insurance, as applicable, the
Fungi and Bacteria Each Occurrence Limit
is the most we will pay under Coverage A.
for "bodily injury" or "property damage" and
Coverage C. for medical payments arising
out of a "fungi or bacteria incident". This
provision C.2. does not apply to any "fungi”
or bacteria that are, are on, or are contained
in, a good or product intended for bodily
consumption.

Paragraph 6., the Damage To Premises
Rented To You Limit, and Paragraph 7., the
Medical Expense Limit, of Section Hl - Limits
of Insurance contfinue to apply to "bodily
injury" or "propetty damage" arising out of a
"fungi or bacteria incident".

Includes copyrighted material of Insurance Services Office, Inc., with ifs permission.

CG2425Y1204

Woest Bend®

Page 1 of 2



..B... The following _definitions_are. added_to the

1.

Page 2 of 2

Definitions Section:

"Fungi" means any fype or form of fungus,
including mold or mildew and any mycetoxins,
spores, scents or byproducts produced or
reléased by fungi.

-2._"Fungi_or bacteria incldent” means_an_incident. ..

which would not have occurred, in whole or in
part, but for the actual, alleged or threatened
inhalation of, ingestion of, contact with,
exposure to, existence of, or presence of, any
"fungi" or bacteria on or within a building or
structure, including its confents, regardless of
whether any other causs, event, material or
product contributed concurrently or in any
sequence to such injury or damage.

Includes copyrighted material of Insurance Services Office, Inc., with ifs permission,

Westi Bend®

CG2425Y1204



POLICY NUMBER: C559918
. IL 09 85 12 20

THIS ENDORSEMENT IS ATTACHED TO AND MADE PART OF YOUR POLICY IN
RESPONSE TO THE DISCLOSURE REQUIREMENTS OF THE TERRORISM RISK
INSURANCE ACT. THIS ENDORSEMENT DOES NOT GRANT ANY COVERAGE OR
CHANGE THE TERMS AND CONDITIONS OF ANY COVERAGE UNDER THE POLICY.

DISCLOSURE PURSUANT TO TERRORISM RISK
INSURANCE ACT

SCHEDULE

SCHEDULE ~ PART |

| Terrorism Premium {Certified Acts) $

This premium is the total Certified Acts premium attributable to the following Coverage Part(s),
Coverage Form(s} and/or Policy(ies):

if you have previously rejected coverage under this policy for Certified Acts of Tetrorism under the Terrorism
Risk Insurance Act, Coverage will remain excluded unless you request coverage within 30 days of the policy
effective date.

Additional information, if any, concerning the terrorism premium:

SCHEDULE —PARTII

: Federal share of terrorism losses 80 %
| {Refer to Paragraph B. in this endorsement.)
Information required to complete this Schedule, if not shown above, will be shown in the Declarations.

IL 09 8512 20 @ Insurance Services Office, Inc., 2020 Page 1 of 2




Page 2 of 2

¢ 'A. Disclosure Of Premium

in accordance with the federal Terrorism Risk
Insurance Act, we are required to provide you with
a notice disclosing the portion of your premium, if
any, attributable to coverage for terrorist acts
cerifflied under the Terrorism Risk Insurance Act.
The portion of your premium attributable to such
coverage is shown in the Schedule of this
endorsement or in the policy Declarations.

. Disclosure Of Federal Participation In Payment
Of Terrorism Losses

The United States Government, Department of the
Treasury, will pay a share of ierrorism losses
insured under the federal program. The federal
share equals a percentage (as shown in Part Il of
the Schedule of this endorsement or in the policy
Declarations) of that portion of the amount of such
insured losses that exceeds the applicable insurer
retention. However, if aggregate insured losses
atfributable o tferrorist acts cerlified under the
Terrorism Risk Insurance Act exceed $100 billion
in a calendar year, the Treasury shall not make
any payment for any portion of the amount of such
losses that exceeds $100 billion.

C. Cap On Insurer Participation In Payment Of

@ Insurance Services Office, Inc., 2020

Terrorism Losses

If aggregate insured losses atiributable to terrorist
acts certified under the Terrorism Risk Insurance
Act exceed $100 billion in a calendar year and we
have met our insurer deductible under the
Terrorism Risk Insurance Act, we shall not be
liable for the payment of any portion of the amount
of such losses that exceeds $100 billion, and in
such case insured losses up to that amount are
subject to pro rata allocation in accordance with
procedures established by the Secrstary of the
Treasury.

IL 09 8512 20



KEOKU

SPECIAL EVENTS APPLICATION &
HOLD HARMLESS AGREEMENT

A

Please complete all sections of this application. An incomplete application will be returned to applicant.
Once all required documentation and signatures are received, only then will it be considered by the City
Administrator, Police Chief, Fire Chief and Public Works Director for final approval. Application must be
submitted at least 30 days prior to the date of the event.
Some permits for events may require additional time for approval.
(For example: Parades requiring use of a state highway)

PLEASE RETURN TO: Keokuk Municipal Building to the Attention of the City Administrator

1. APPLICANT INFORMATION

Applicant: ‘_/, /@[e L ocfoll  fFocndation

Name/Event: A-( (\f}q\ SHALee7 Fe<tiwns
Coordinator: ‘\}/uu; ﬂﬂﬁi’f’/rz/( ’

vaiing adcress: ) D& Fuany [ S [eok

aytime Phone #: 2 /9~ )75 D8 77_Evening Phone i Sogome
email Address:_\Y0UG . Nt ek P Y ohoo- copn

2. EVENT INFORMATION

Type of Event:

ted- CAR

Days/Dates of Event:

Thus Sepr 07 “dhew Srrvedss, Sezlo f

Time(s) of Event: (Include Set Up/Tear Down Time)

Tuesdsy <ol 33 9An Yiev Mo by Salds

Event Location;

J?ALdfty ﬁ/"rzbf

Will event require an alcohol license or require modification of an existing license? />( Yes No

)

B{d'ﬁ .




3. REQUEST INFORMATION (Check All Applicable Lines)

if you are requestmg the closing of a mty street a lane must be mamtalned for emergency vehicles at all

times. T o ML
_)Q__ Temporatilit'ﬁhrk Vin a? “No Pa:tlting” atfe; (specify location :) ﬂfr\/ £d&t (L TM;Q
__%__ Temporarily cloée a street for a block party (specify street ) {/} 6’4 4 /’
—___ Temporarily install structure in street right-of-way.
_____ Permanently install structure in street right-of-way.
%é Use of City Park {specify parl:) ?—a'f?l’c?;c7 fﬁ/ﬂ( :
__Parade (attach map of route and indicate streets to be closed)
____Walk/Run {attach map of route and indicate streets to be closed)
_____ Banner (specify location ) - |
- Tent{s) to be used — over 400 sq ft or canopies over 1,000 sq ft.
_______ Fireworks (specify.location !}
_ Other (please specu ' 1 /5 > ﬁ W //MQ/Z
? S RE br:éTED (?Rom HE cnz( & }

. Street barricades

oF KEOKU {525 rentai fee required per item requested)

_ Emergency “No Parking” Signs

Other (please specify :}

SOUND SYSTEMS

NOTE: You must comply with the City of Keokuk Code of Ordinances and any requirements attached to this
permit.

) - P
Duration of event: ?}7();{( ~ §<i/7"“’ gJJO flf/l/l “"/”' dMagn [

Please indicate if the following will be used:

__%Ampliﬁed Sound/Speaker System '?C Recorded Music

____ Public Address System _;f Live Music




o A Y

T

" 6.' SANITATION
Applicant is responsible for the clean-up of the event area |mmed1ately following the event mcluding trash

- removal from the site. - - .
Will addltlona! restrooms be brought to the Slte? 76 Yes No lf yes, how many’FI ( Q

Please name the Endwldual organlzatlon, or contractor responsnble for clean-up and trash removak:

'A,Contact Person: ‘Address:

Daytlme Phone ? /‘7“’ 7'7{ 'DI 79 : Evening Pht;nta::l |

7. SECURITY

_ Certified personnel are required by the Chlef of Pohce at the applicant’s . expense for all events requmng an
alcohol license. At a minimum, 2 police officers certified in the State of lowa will be requ:red no exceptions
What type of secunty will be prowded'-’ :

2 Number of Off—Duty Pollce Ofﬂcers

Names?

8. INSURANCE |
Applicant shall obtain and maintain a general liability insurance policy naming the City of Keokuk as additional
insured using form IL7305 so as not to walve Owner's Governmental immunlty when conducting an event on
public property. For events requiring an alcohol license, the minimum amount of coverage in the' general
liability insurance policy shall be $2,000,000 general aggregate, $1,000,000 personal injury and $1,000,000 each
occurrence. For all other events held on public praperty, the minimum amount of coverage for the general
liahility insurance poficy will be $500,000. This application will not be considered by the City of Keokuk until the
proper insurance certificate is submitted and approved by the City Administrator,

2 Certificate of Insurance provided and accepted Certificate of Insurance not reguired




9. AGREEMENT

In consideration of the City of Keokuk, lowa, granting permission for the activity. described above, the
undersigned indemnifies and holds harmless the City of Keokuk, lowa, its employees, representatives and
agents against all claims, liabilities, losses, or damage for personal injury and/or property damage or any
other damage whatsoeveron account of the activity described above and/or deviation from normal City
regulations in the area. The undersigned further agrees to indemnify and hold Harmless the City of Keokuk,
lowa, its employees, representatives and agents against any loss, injury, death or damage to person or
property and against all claims, demands, fines, suits, actions, proceedings, orders, decrees and judgments
of any kind or nature and from and against any and all costs and expenses including reasonable attorney
fees which at any time may be suffered or sustained by the undersigned or by any person who may, at any
time, be using or occupying or visiting the premises of the undersigned or the above-referenced public
property or be in, on or about the same, when such loss, injury, death or damage shall be caused by orin
any way result from or rising out of any act, omission or negligence of any of the undersigned or any
aceupant, visitor, or user of any portion of the premises or shall result from or be caused by any other
matters or things whether the same kind, as, or of a different kind that the matters or things aliove set
forth. The undersigned hereby waives all claims against the city for damages to the building or
improvements that are now adjacent to said public property or hereafter built or placed on the premises
adjacent to said property or in, on or about the premises and for injuries to persons or property in or about
the premises, from any cause arising at any time during the activity described above. The undersigned
further agrees to comply with all the rules, regulations, terms, and conditions established by the City of
Keokuk, lowa.

THE UNDERSIGNED HAS READ AND FULLY UNDERSTANDS THIS DOCUMENT, INCLUDING THE FACT IT IS
RELEASING AND WAIVING CERTAIN POTENTIAL RIGHTS, AND VOLUNTARILY AND FREELY AGREES TG THE
TERMS AND CONDITIONS AS SET FORTH HEREIN.

e Ap%cahtlsf)onsr ignature Date




DEPARTMENT APPROVALS

The request has been reviewed by the undersigned and recommended for approval with the condition as noted:

POLICE DEPARTMENT
Signature; Date:

Recommended Conditions:

FIRE DEPARTMENT
Signature: Date:

Recommended Conditions:

PUBLIC WORKS DEPARTMENT

Signature: Date:_

Recommended Conditions:

OTHER
Signature: Date:

Recommended Conditions:

/ ADMINISTRATOR APPROVAL (City Council Approval)

Approved: __ Denied:

City Administrator Signature Date

CONDITIONS IMPOSED:

Date of City Council Approval {if required):




PAYMENT OF THE FOLLOWING FOR THE CITY ARE APPROVED & ACKNOWLEDGED TO PAY
THE SEMI-MONTLY BILLS FOR COUNCIL MTG. OF AUGUST 6,2026.

AHLERS & COONEY, P.C.

AMI PIPE & SUPPLY

KEOKUK TERMITE & PEST CONTROL
GRAY QUARRIES, INC

JIMBAIER, INC

HARTRICK'S LUMBER

RIVER CITY PARTS, INC.

KERR FABRICATORS, INC.

S.J. SMITH WELDING SUPPLY
IDEAL READY MIX COMPANY, INC
MICROBAC LABORATORIES, INC
TASKE FORCE, INC.
MCFARLAND-SWAN OFFICE CITY
ALLIANT

THE CARDBOARD BOX

HACH COMPANY

NEWBERRY, INC

CENTURY LINK

GREAT RIVER REGIONAL WASTE
MIDLAND SCIENTIFIC, INC

TRUCK REPAIR, INC

MEYERS PLUMBING

SHOEMAKER & HAALAND
MODJESKI & MASTERS, INC.

VAN METER INDUSTRIAL

KEOKUK CONTRACTORS, INC
SOUTHEASTERN COMMUNITY COLLEGE
GOODYEAR AUTO SERVICE CENTER
HUFFMAN MACHINE & WELDING, INC
ENDERLE HEATING & A/C COMPANY
W. L. MILLER COMPANY

VEENSTRA & KIMM, INC.
DOWNEY'S FIRE EQUIPMENT
HY-VEE, INC.

STOPSTICK, LTD

HOERNER YMCA

TRI-STATE WINDOW & POOL, INC
SEIRPC

RAIRDEN'S AUTO SALVAGE &
NORTH CENTRAL LABORATORIES
DEMOCRAT COMPANY
YOUNGGREN SHOES

PROFESSIONAL SERVICES
PARTS/SUPPLIES

PEST CONTROL JUNE 2026
RDROCK/COLD PATCH ST.DEPT,SEWR
PARTS

SUPPLIES

PARTS

FAB WORK PLATE STREET DEPT.
SUPPLIES

CONCRETE 11TH & MAIN

WPC TEST SAMPLES

SERVICE

SUPPLIES

SERVICE

UPS CHARGES WWTP

WPC LAB SUPPLIES

SERVICE

SERVICE

SERVICE

LAB SUPPLIES WPC

PARTS STREET DEPT.
MATERIAL/LABOR PARKS
PROFESSIONAL SERVICES
BRIDGE INSPECTION JUNE 2026
PARTS BRIDGE SENSOR
CONTRACT WORK

SAFETY TRAINING CLASSES
WHEEL ALIGNMENT AUTO KPD
20 SPOOL INSERT PARKS DEPT.
PARTS/LABOR FIRE DEPT.A/C
MILL & PAVE 11TH STREET
PROFESSIONAL SERVICES
EXTINGUISHERS YEARLY MAINT.
SUPPLIES

SUPPLIES

FINAL 1/4 POOL MANAGEMENT FEE
CHLORINE WWTP

EPA BROWNFIELD CLEANUP GRANT
TOW SERVICE

LAB SUPPLIES WPC
PUBLICATION

SAFETY SHOES

>

€ hH H B P hH O B P hH H B P A A O R R A D R R N R D R RN D R R R N D R R R S N A P

REGISTER NO. 5554

12,740.00
356.85
150.00

3,765.32
1,518.27
41.78
108.39
169.50
67.90
1,850.45
8,572.75

13,369.88
134.96

21,560.40

67.31
3,058.15
775.00
276.03

21,892.30
295.78
112.69
573.66

5,754.80
1,160.00
21.47
1,354.00
790.00
150.14
279.80
1,390.40
43,162.50
3,972.58
818.24
731.38
612.00
6,250.00
351.00
26,497.50
60.00
543.17
106.72
554.98



NIEMANN FOODS, INC./ACE
IOWA PRISON INDUSTRIES
CHEMSEARCHFE

INGRAM LIBRARY SERVICES
FASTENAL COMPANY

AUTOZONE

FERGUSON ENTERPRISES LLC #1657
KEOKUK FARM & HOME SUPPLY
DOUBLEA"GLASSL.L.C. "
PETE BENSON

WISS & WISS EQUIPMENT INC.
MENARD INC.

UNIVERSITY OF IAHOSPITALS &
AMSTED RAIL COMPANY, INC.
GRAINGER

HILL'S PET NUTRITION SALES,INC
WEF

[OWA DEPT.OF NATURAL RESOURCES
BARCO PRODUCTS COMPANY
ARNOLD REFRIGERATION, INC.
RAILROAD MANAGEMENT COMPANY
LEE COUNTY TREASURER
BRITE-WAY WINDOW SERVICE
SOUTHEAST IOWA REGIONAL
CARD SERVICES

WEST CENTRAL FS INC.
KLINGNER & ASSOCIATES, P.C.
INTERSTATE BATTERIES OF
VERIZON WIRELESS

IDEXX DISTRIBUTION, INC.

ACCO UNLIMITED CORPORATION
KOHLMORGAN HAULING
KIRKHAM MICHAEL

LIBERTY UTILITY IOWA

DOUG SEABOLD

CARSON MOTORS, INC.

JASON CREW

INTERSTATE BILLING SERVICE,INC
LYNCH DALLAS, PC.
ARMSTRONG TRACTOR LLC
KIMBALL MIDWEST

RICOH USA, INC.

TSS

REGISTER NO. 5555
PARTS/SUPPLIES
STREET SIGNS STREET DEPT.
SUPPLIES WPC
BOOKS KEOKUK PUBLIC LIBRARY
PARTS/SUPPLIES
PARTS
CREDIT ON ACCOUNT
SUPPLIES
1908 TIMEA GLASS STORM FRAME
TOOL ALLOWANCE REIMB.FY2026-27
PARTS WPC
AIRPORT SUPPLIES
SERVICES BLS PROVIDER CARDS
FRANCHISE FEE REBATE
SEWAGE EJECTOR PUMP WWTP
ANIMAL CONTROL SUPPLIES
MEMBERSHIP T.WILLS WWTP
3YR PERMIT FEE STORM WATER AIR
6'CASUAL BENCH/SURF.MOUNT/BLUE
PARTS/LABOR WPC FAN MOTOR
SEWER PIPELINE LICENSE FEES
57-FILING FEE SPECIAL ASSESS.
WINDOW CLEANING-CITY HALL&LIB.
SEIBUS TRANSPORTATION SERVICES
SUPPLIES LIBRARY
DIESEL GOLD LS DYED AIRPORT
PROFESSIONAL SERVICES
BATTERIES SANITATION DEPT.
SERVICE
LAB SUPPLIES WPC
POOL CHEMICALS
ROLLOFF DELIV.PULL,LNDFL,RENT
PROFESSIONAL SERVICES
SERVICE
TOOL ALLOWANCE FY2026-2027
2026 FORD 350 STREET DEPT.
REIMB. FIRE DEPT.
CYLINDER,LOCK,IGNITION ST.DEPT
PROFESSIONAL SERVICES
PARTS
CLEANER,WASHER,CABLE TIE SEWER
SUPPLIES LIBRARY
SERVICE

P B B B P P O B B P H P P P PO P P P L D P R DD S R L D R R R D A P R R R B R R

160.55
902.11
809.20

19.92
91.00
6.39
(470.20)
760.72
119.94
692.08
50.76
105.20
119.00
31,935.07
2,490.66
23.95
178.00
350.00
1,319.94
1,412.50
4,704.86
285.00
230.00
2,125.00
533.57
911.33
4,500.00
471.85
863.96
53.43
2,772.00
277.32
1,000.00
4,329.48
171.19
46,950.00
50.00
200.00
3,118.00
2,035.06
128.58
58.41
80.00



GPM ENVIRONMENTAL SOLUTIONS
COMMERCIAL CONTRACTING
KEOKUKMILLS, LLC
ICONNECTYOU

AUTO-OWNERS INSURANCE COMPANY
RICOH USA, INC.

STANDARD & ASSOCIATES, INC
ARROWHEAD FORENSICS

STEVEN R LONG

IOWA ONE CALL

NEWBERRY LANDSCAPING LLC
MCCLURE ENGINEERING CO
ASCENT AVIATION GROUP INC
NORRIS ASPHALT PAVING
SHARED ITINC

TRI-STATE HEATING & ELECTRIC
DRAKE HARDWARE & SOFTWARE
VERTICAL COMMUNICATIONS INC.
NAPA AUTO PARTS

ILLINOIS LIBRARY ASSOCIATION
EVORA ENERGY, LLC
BURLINGTON FIRE DEPARTMENT
BODDEKER BOATS LLC

BENJAMIN SPARROW

ELITE LAWN AND LANDSCAPE LLC
ACCESS SYSTEMS LEASING
MBMRE, LLC

JONES CONTRACTING CORP.
CENGAGE LEARNING INC./GALE
EOCENE ENVIRONMENTAL GROUP,INC
MCCLOUD SERVICES

BOLTON & MENK, INC.

LEE COUNTY FLORAL LLC

SPEX CERTIPREP LLC

COAST TO COAST CALIBRATIONS,
MICHELLE MORTIMER

ACCESS SYSTEMS LEASING
SOUTHEAST IOWA REGIONAL
IMON COMMUNICATIONS, LLC
TEKLAB, INC.

THE COMMAND POST

IOWA DEPT.OF NATURAL RESOURCES

REGISTER NO. 5556
SERVICE CALL WRRF
CONTRACT WORK
FRANCHISE FEE REBATE
SERVICE
INSURANCE PREMIUM
SUPPLIES LIBRARY
KEOKUK FIRE DEPT TESTING
POLICE DEPT SUPPLIES
CITY HALL JANITORIAL SERVICE
CUST#951 SERVICE SEWER DEPT.
NUISANCE MOWING
AIRPORT RENOVATE TERMINAL BLDG
AVIATION GAS/JET AW/ADDIT.AIRPRT
1/2' SURFACE STREET DEPT.
IT SERVICES KEOKUK FIRE DEPT.
NUISANCE MOWINGS
2 SENIOR CONSULTING SEIDC
SERVICE
PARTS
IREAD PURCHASE PUBLIC LIBRARY
ANNUAL TESTING KEOKUK AIRPORT
FY2026 ANNUAL EMS TRAIN.KFD
75MERCURY ALUM WELD KVEC
GRAND THEATER JANITORIAL
NUISANCE CLEANUPS
SERVICE LIBRARY
GRANT PMNT#1 600 BLOCK MAIN
S.18TH ST.RECONSTRUCTION FINAL
SUPPLIES LIBRARY
ELKEM CARBIDE
GENERAL PEST CONTROL SEIDC
PROFESSIONAL SERVICES
CRAFT & CHAT PUBLIC LIBRARY
SERVICE WWTP
SERVICE WRRF
GRAND THEATRE MANAGER FEE
AGREEMENT COPIER KPD
SERVICE
SERVICE
PHARMACEUTICAL WW TESTING
1YR MEMBERSHIP J.SYMMONDS KFD
CERTIFICATION 2YR. WWTP

P B B B P P O B P P H P P P PO P P P L DD P R DD S R L D R R R D A P R R R P R R

1,524.00
8,025.00
6,566.08
584.94
2,471.00
126.00
263.00
349.34
900.00
160.80
1,800.00
1,125.00
64,835.55
4,928.22
47.50
2,760.00
250.00
49.29
690.96
25.90
905.00
900.00
334.60
325.00
10,866.00
198.95
50,000.00
8,295.00
151.65
13,198.78
130.06
54,807.50
280.00
358.95
403.00
400.00
273.71
143.90
1,297.52
3,600.00
404.48
2,800.00

550,500.56



LR f COUNCIL ACTION FORM

KEO UK

p “ — ; “““““““ \ Date: August 6th, 2026
g ; \j/ \: " & F
Presented By: ~©fMeau
Subject: Resolution supporting CDBG Grant Application Agenda Item: 7a&b
Description:

The City has been proceeding with the Timea Street Reconstruction project for the past year, with
construction tentatively scheduled to begin next spring. A significant portion of the work involves
sewer separation work within the basin. Actions have already been taken for a State Revolving Fund
(SRF) loan for the sanitary/storm sewer work to be performed, and have also received up to
$1,200,000 of SRF eligible project costs related to the project. The City is also seeking to apply for
Community Development Block Grant (CDBG) funding of $500,000 to help pay for a portion of the
project costs as well. It should be noted that an associated cost within the grant is administrative
costs of $35,000 to cover costs incurred by SEIRPC for administration of all grant funds on our
behalf. Overall project costs are anticipated to be over $7,000,000 inclusive of all fees.

FINANCIAL

Is this a budgeted item? YESL | NO L

Line Ttem #: 301-767-6761 Title: Capital Improvement -Streets
Amount Budgeted: 3,500,000.00

Actual Cost:

Under/Over:

Funding Sources:

Departments:

Is this item in the CIP?  YES|V/ NO CIP Project Number:




COUNCIL ACTION FORM

Any previous Council actions:

Action Date
Set Public Hearing for August 6th July 16, 2026
Recommendation:

Recommend Approval.

Required Action

ORDINANCEL-

Additional Comments:

RESOLUTIONWY MOTION L_INO ACTION REQUIREDL_

MOTION BY: SECONDED BY:
TO
CITY COUNCIL VOTES
VOTES Ward 1 Ward 2 Ward3  AtLargel AtLarge2 Ward4 Ward5 Ward 6 Ward 7
ves | [ LJ 0 1 1 1 °J1 L[
NO [ A R A S A B e A e
aesent [ | | ] [ 1 [ CJ 1 1 [
1 e e e e e A R O e N e

ABSTAIN




RESOLUTION NO.

A RESOLUTION SUPPORTING THE CITY OF KEOKUK’S GRANT APPLICATION FOR
COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG) FUNDS FOR TIMEA STREET
SEWER SEPARATION PROJECT

WHEREAS, the City of Keokuk needs to separate its storm sewer infrastructure from the existing sanitary
system to reduce sewer overflows in their downstream treatment plant to comply with the Administrative
Consent Order (CWA-07-20085-0053) which requires removal of CSO’s throughout its sanitary system by
2030, and;

WHEREAS, the improvements will include installing approximately 7,625 LF of storm sewer, with sizes
ranging from 15 to 60” in diameter and rerouting the storm water outlet to a more sufficiently sized outfall
location, and;

WHEREAS, successful completion of the Timea Street Sewer Separation Project requires funding from a
number of sources, including a prospective award of $500,000 from the federal Community Development
Block Grant (“CDBG”) program administered by the lowa Economic Development Authority (“IEDA”),
and;

WHEREAS, the City of Keokuk and surrounding areas have low to moderate income (“LMI”) individuals
who will benefit from this project, with 61.9% of persons in Keokuk being classified as LMI according to
the 2016-2020 American Community Survey. The LMI data is attached hereto in Exhibit “A”, and;

WHEREAS, awarded funding from CDBG and other sources will allow the City of Keokuk to maintain
affordable sewer rates for Keokuk residents, particularly LMI individuals, and;

WHEREAS, that, subject to the award of funding for the project, Southeast lowa Regional Planning
Commission (“SEIRPC”) is hereby selected to complete the CDBG grant administration work at a price of
$35,000.

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Keokuk, Iowa:

That by this Resolution the City Council fully endorses and supports the submission of a CDBG Grant
application for necessary Timea Street Sewer Separation Project to the lowa Economic Development
Authority by SEIRPC on behalf of the City of Keokuk. After conducting a public hearing and Community
Development and Housing Needs Assessment, the City Council recognizes that the improvements to be
funded by CDBG funding and other funding sources are necessary to comply with the Administrative
Consent Order (CWA-07-20085-0053) to remove CSO’s throughout its sanitary system by 2030.

Passed and approved this 6™ day of August 2026.

Mark Smidt, Mayor
Attest:

Celeste El Anfaoui, City Clerk



Exhibit A: City of Keokuk 2016-2020 ACS LMI%

Exhibit A:



2000 (2007
update) census

2006-2010 ACS

2011-2015 ACS

% LMI % LMI LMI% City 2016-2020 ACS LMI%
34.4 46.81% 55.2% Kanawha city 55.2%
63.4 64.84% 58.9% Kellerton city 58.9%
32.6 38.18% 38.5% Kelley city 38.5%
42.0 42.50% 49.0% Kellogg city 49.0%
47.1 44.90% 70.9% Kensett city 70.9%
46.0f 56.16% 61.9% Keokuk city 61.9%
29.4 14.29% 23.1% Keomabh Village city 21.70%
48.0 40.98% 35.2% Keosauqua city 46.20%
435 37.98% 48.6% Keota city 35.60%
49.0 30.91% 52.0% Keswick city 49.20%
43.6 30.37% 38.9% Keystone city 44.80%
39.7 54.05% 55.9% Kimballton city 56.40%
46.9 38.02% 34.9% Kingsley city 32.60%
58.3 42.86% 87.5% Kinross city 61.50%
32:4 36.36% 35.7% Kirkman city 45.50%
50.5 21.74% 42.9% Kirkville city 28.00%
47.3 50.82% 60.9% Kiron city 71.90%
44.9 45.40% 50.0% Klemme city 50.00%
45.3 50.00% 43.8% Knierim city 7.30%
45.9 44.98% 49.1% Knoxville city 47.30%
38.1 62.86% 25.0% La Motte city 39.60%
42.4 34.88% 40.7% La Porte City city 46.50%
45.4 49.69% 49.4% Lacona city 48.50%
43.0 40.76% 64.1% Ladora city 35.60%
45.1 36.77% 49.7% Lake City city 43.4%
40.7 26.75% 44.8% Lake Mills city 45.8%
399 38.85% 31.8% Lake Park city 40.30%
56.2 53.70% 38.2% Lake View city 29.30%
35.5 16.67% 25.8% Lakeside city 35.00%
44.1 39.74% 66.0% Lakota city 56.30%
24.5 58.06% 28.2% Lambs Grove city 39.10%
48.6 26.09% 56.2% Lamoni city 56.10%
45.7 70.83% 55.3% Lamont city 62.50%
55.9 37.29% 69.6% Lanesboro city 42.9%
49.7 40.99% 57.2% Lansing city 57.6%
28.5 30.56% 30.5% Larchwood city 44.1%
65.3 47.37% 67.6% Larrabee city 60.7%
53.6 45.00% 46.2% Latimer city 55.70%
52.3 39.62% 46.0% Laurel city 43.60%
38.5 44.09% 52.4% Laurens city 63.20%
46.5 39.19% 43.9% Lawler city 40.00%
21.8 13.90% 17.8% Lawton city 20.50%
37.4 20.93% 22.9% Le Claire city 32.40%
36.5 41.82% 28.4% Le Grand city 45.20%




Loy e, COUNCIL ACTION FORM
KEOKUK

.;; . w\ : i\ ) \ - D Date: August 6th, 2026

Presented By: Férneau

2nd Reading Ordinance Amending Natural Gas Franchise

Subject: Agenda Item: 8

Description:

When the Fiscal Year 2027 Budget was approved by City Council, one of the items that was
approved to achieve a balance budget was to amend the franchise fee for both gas and electric
utilities to 5%. The current fees are 2% for the gas utility and 3% for the electric utility.

The following Ordinance is designed to amend the Franchise Fee portion of the current Natural Gas
Franchise with Liberty Utilities Corp. from 2% to 5%. After the three readings of the ordinance, we
will provide guidance to Liberty Utilities of the change. They will inform the lowa Utilities Board (IUB)
and will implement the new fee amount effective January 1, 2027, after all steps have been taken
and the IUB approves of the amendment.

FINANCIAL

Is this a budgeted item? YES [V NO

Line Item #: Title:

Amount Budgeted:

Actual Cost:

Under/Over:

Funding Sources:

Departments:

Is this item in the CIP?  YES No IV CIP Project Number:




COUNCIL ACTION FORM

Any previous Council actions:

Action Date
Public Hearing/1st Reading of Ordinance July 16, 2026
Recommendation:

Staff recommends approval.

Required Action

ORDINANCEL RESOLUTIONL- MOTION .—=NO ACTION REQUIREDL-

Additional Comments:

MOTION BY: SECONDED BY:

TO

CITY COUNCIL VOTES

VOTES Ward 1 Ward 2 Ward3  AtLargel AtLarge2 Ward4 Ward5 Ward 6 Ward 7

YES

L
NO [ |
L
L]

ABSENT
ABSTAIN




ORDINANCE NUMBER

AN ORDINANCE AMENDING THE CODE OF ORDINANCES OF THE CITY OF KEOKUK , IOWA, BY
MODIFYING PROVISIONS OF ORDINANCE 2017, THE CITY OF KEOKUK NATURAL GAS
FRANCHISE, RELATING TO FRANCHISE FEES

BE IT ENACTED BY THE CITY COUNCIL OF THE CITY OF KEOKUK, IA:

SECTION 1. PURPOSE. The City Council has determined that it is appropriate now to amend a
provision of the KEOKUK NATURAL GAS franchise, Ordinance 2017, relating to franchise fees. The franchisee,
Liberty Utilities Corp., has indicated its consent to the change in the ordinance as set forth herein. It is the intent of
the City Council that all provisions set forth in the KEOKUK NATURAL GAS franchise, Ordinance 2017, shall
remain in full force and effect except as modified specifically herein relating to franchise fees.

SECTION 2. REPEAL AND MODIFICATION. Section 3 of the KEOKUK NATURAL GAS
franchise, Ordinance 2017, is repealed and the following adopted in lieu thereof:

Section 3. The Company shall pay to the City a sum equal to five percent (5%) of its gross revenue from the
sale of natural gas to consumers in the City, and of transportation or distribution fees charges to other gas
suppliers using the gas distributions lines of the Company lying inside the City, excluding any revenue
derived from service supplied to the City (the “Franchise Fee”). For purposes of this Section, “gross revenue”
shall mean actual revenue received and collected from consumers by the Company. Said sums shall be
payable on or before the 25" day of each month on the basis of the preceding month’s gross revenue. The
City shall have the right to inspect the Company’s book and records during normal business hours in the
Company’s corporate headquarters, or to make reasonable requests for copies of records to be transmitted to
the City in order to verify compliance with this section. The City shall inform the Company of any changes in
the boundaries of the City’s limits.

This Franchise Fee shall begin on the first day of January following passage of this Franchise. The amount of
the Franchise Fee may be amended by the City upon request, notwithstanding the requirements of Section 2 of
this Franchise. To amend the Franchise Fee, the City shall provide at least one hundred and eighty (180) days
written notice to the Company of the City’s intent to amend the Franchise Fee. Any amendment to the
Franchise Fee shall become effective on the first day of January following the City’s amendment of this
Franchise. The City shall comply with the requirements of 364.2(4)(f) of the Code of Iowa regarding the
assessment and/or amendment of a Franchise Fee.

SECTION 3. CONFLICT AND REPEAL. All ordinances or parts of ordinances in conflict with the
provisions of this ordinance are hereby repealed.

SECTION 4. SEVERABILITY CLAUSE. If any section, provision or part of this ordinance shall be
adjudged invalid or unconstitutional such adjudication shall not affect the validity of the ordinance as a whole or any
section, provision or part thereof not adjudged invalid or unconstitutional.

SECTION 5. WHEN EFFECTIVE. This ordinance shall be in effect from and after its final passage and
approval, written acceptance by the Company, and publication as required by law. The Company shall begin collecting
the franchise fee upon receipt of written approval of the required tax rider tariff from the lowa Utilities Board.

Initial reading Passed & Approved this 16" day of July 2026.

CITY OF KEOKUK, LEE COUNTY, IOWA

Mark Smidt, Mayor

Attest:

Celeste El Anfaoui, City Clerk

ROLL CALL: MARSHALL — AYE WALKER - AYE MAHONEY - AYE MATLICK - AYE
DADE — ABSENT ANDREWS - AYE VANBERKUM —-AYE BRYANT- AYE GREENWALD —
AYES - 8 NAYS -0 ABSENT — 1



Second reading Passed & Approved this 8" day of August 2026.

CITY OF KEOKUK, LEE COUNTY, IOWA

Mark Smidt, Mayor

Attest:

Celeste El Anfaoui, City Clerk

ROLL CALL: MARSHALL — WALKER - MAHONEY — MATLICK - DADE -~ ANDREWS —
VANBERKUM - BRYANT - GREENWALD —

AYES - NAYS - ABSENT —



KEOKUK COUNCIL ACTION FORM

SRS e July 20,2026
Presented By: oM Wills
@
Subject: Wage Increase Agenda Item:
Description:

The Lab at the WRRF is required to have a chemist to run the lab. On July 1st, city workers received

a 4% raise. Our, as available, lab assistant (Skyler Weilandich) did not receive an increase due to
h|m not being part of the bargalnmg unit. Our chemist (lab manager) will be retiring soon and our
assistant is currently pursuing his chemistry degree at ISU and has expressed interest in moving into
the chemist position when his degree is completed and our chemist retires.

| would highly recommend Skyler Weilandich receive a 3% raise.

FINANCIAL
Is this a budgeted item? YES NO Q
Tuines Fhesen it 610-815-6010 Title: WAGES/FULL TIME OPERATIONS
Amount Budgeted: $20,000
Actual Cost:
Under/Over:

Funding Sources:

Departments:
WRRF

Is this item in the CIP? YES I:I NO ¥ CIP Project Number:




COUNCIL ACTION FORM

Any previous Council actions:
Action Date

Recommendation:

Staff Recommends Approval.

Required Action
ORDINAI\TCE_IZ_:_I RESOLUTION_‘:_ MOTION +:—INO ACTION REQUIREDQ

Additional Comments:

MOTION BY: SECONDED BY:
TO
CITY COUNCIL VOTES

VOTES Ward! Ward2 Ward3 Atlargel AtLarge2 Ward4 Ward5 Wardé  Ward7
ves [ 1 [0 O OO0 O OO
v O O OO O OO0 0o g™
sesent [ [ [ O O O OO O O
aestany [ [ [ OO O O OO0 O Od




RESOLUTION NO.

A RESOLUTION AUTHORIZING SKYLER WEILANDICH A WAGE
INCREASE AT THE WRRF

WHEREAS, The City of Keokuk owns and operates a lab as part of the Water Resource
Recovery Facility (WRRF) that requires properly compensated staffing; and

WHEREAS, Mr. Weilandich is not a part of the bargaining unit as he is employed part-
time; and

WHEREAS, Mr. Weilandich did not receive a wage increase July 1, 2026;

NOW THEREFORE; BE IT HEREBY RESOLVED BY THE CITY COUNCIL OF
THE CITY OF KEOKUK, IOWA: That the city council hereby approves the wage
increase for Skylar Weilandich equal to the bargaining unit of 3% taking him from $17
per hour to $17.51 per hour.

Passed & Approved this 6™ day of August 2026.

Mark Smidt, Mayor
Attest:
Celeste El Anfaoui, City Clerk




LR f COUNCIL ACTION FORM

KEO UK

- w TR ; ononononon ML\\ Date: 7-29-2026
3 O @ @& Tom Wills
Presented By: _°
Subject: Service Agreement With GPM Agenda Ttem: 10

Description:

The Water Resource Recovery Facility (WRRF) is requesting approval of a service agreement with
GPM to provide maintenance, inspections, troubleshooting, calibration and repair services for first
flush study equipment. The equipment is used to collect flow, rain, and water quality data necessary
for compliance under the EPAs administrative order CWA-07-2008-0053. Approval of this agreement
will ensure the equipment remains in proper working condition, minimizes downtime and provides

accurate and reliable monitoring data.
Funding for the agreement is available withing the First flush study budget line item

FINANCIAL
Is this a budgeted item? YESL | NO L
Line Ttem #: ©611-815-6750 Title: CAP IMPROV-WPC EQUIP REPLACE &
Amount Budgeted:

Actual Cost: $21,724.00

Under/Over:

Funding Sources:

Departments:

Is this item in the CIP?  YES NO CIP Project Number:




COUNCIL ACTION FORM

Any previous Council actions:
Action Date

Recommendation:

Staff recommends entering in this agreement with GPM

Required Action

ORDINANCEL RESOLUTIONL MOTION L-NO ACTION REQUIREDL-

Additional Comments:

MOTION BY: SECONDED BY:

TO

CITY COUNCIL VOTES

VOTES Ward 1 Ward 2 Ward3  AtLargel AtLarge2 Ward4 Ward5 Ward 6 Ward 7

YES

L
NO [ |
L
L]

ABSENT
ABSTAIN




RESOLUTION NO.

A RESOLUTION AUTHORIZING THE APPROVAL OF A SERVICE
AGREEMENT WITH GPM OF OMAHA, NEBRASKA FOR THE
MAINTENANCE AND REPAIR OF THE CITY’S FIRST FLUSH STUDY
EQUIPMENT

WHEREAS, the city of Keokuk utilizes specialized equipment for its first flush study to
collect and monitor data necessary for compliance of an Administrative Order (EPA
administrative order CWA-07-2008-0053); and

WHEREAS, routine maintenance, calibration, troubleshooting, and repair of this
equipment are imperative for reliable operation and accurate data collection; and

WHEREAS, GPM has the experience and technical expertise necessary to provide
maintenance and repair services for the equipment; and

WHEREAS, the City has received a proposal from GPM in the amount of $ 21,724 for the
Maintenance and repair services; and

WHEREAS, the funding for this agreement shall be paid from Capital Improvement
Equipment; and

WHEREAS, the city staff finds it to be in the best interest of the City of Keokuk to enter
into this agreement.

NOW THEREFORE; BE IT HEREBY RESOLVED BY THE CITY COUNCIL OF
THE CITY OF KEOKUK, IOWA:

1. The Service agreement between the City of Keokuk and GPM for the maintenance
and repair of the First Flush Study equipment in the amount of $ 21,724.00 is hereby
approved;

2. Funding from this agreement shall be paid from Capital Improvement Equipment;

3. The Mayor is authorized to execute the service agreement and related documents
necessary to carry out the intent of this agreement.

Passed & Approved this 6 day of August 2026.

Mark Smidt, Mayor

Attest:
Celeste El Anfaoui, City Clerk




ke T Hs COUNCIL ACTION FORM
KEOKUK

ST pate 028
@ v O & @ :

Presented By: Chief Z. Baum
Subject: Records Salary Agenda Item: '
Description:

On January 30th, 2026, during a budget meeting, a discussion related to the structure of the police department was had.
This discussion resulted in the elimination of a records position through attrition. During the discussion, it was determined
by a motion, second, and vote of the council that the Chief of Police would maintain $10,000 of the eliminated position's
salary within the budget to be allocated as he determined to the personnel that would be taking on the additional duties

of the eliminated position. That position was officially eliminated on 7/24/26.

Leading up to the elimination of the position, the department reviewed the duties and the additional workload that would
be shared. The allocation of the $10,000 has been determined as follows:

Alicia Jones: $8,000, increasing the salary from $42,866.72 to $50,866.72
Brett Davis: $2,000, increasing the salary from $58,708 to $60,708

This would take effect at the start of this next pay period, August 8th, 2026.

FINANCIAL
Is this a budgeted item? YES L NO L]
Line Item #; 001-113-6010 Title: Wages-Records
Amount Budgeted: $10,000.00
$10,000.00

Actual Cost:

Under/Over:

Funding Sources:
General Fund

Departments:
Police

Is this item in the CIP?  YES No IV CIP Project Number:




COUNCIL ACTION FORM

Any previous Council actions:

Action Date
Recommendation:
Required Action
ORDINANCEL- RESOLUTIONL- MOTIONL-NO ACTION REQUIREDL-
Additional Comments:
MOTION BY: SECONDED BY:
TO
CITY COUNCIL VOTES
VOTES Ward 1 Ward 2 Ward3  AtLargel AtLarge2 Ward4 Ward5 Ward 6 Ward 7
YES e e e I e s I e
NO L] [ | [ | e e e I e
ABSENT [ | | | L] L] (I e e e I e
L1 L L | [ | I e e e I e

ABSTAIN




RESOLUTION NO.

A RESOLUTION APPROVING SALARY INCREASE FOR ALICIA JONES &
BRETT DAVIS AT THE POLICE DEPARTMENT RESTRUCTURE (RECORDS)

WHEREAS, the City of Keokuk, lowa recognizes the importance of ensuring that
essential municipal functions continue to be performed efficiently and effectively
following organizational changes; and

WHEREAS, a City position has been eliminated, resulting in the reassignment of the
duties and responsibilities previously assigned to that position to two existing City
employees; and

WHEREAS, the City Council finds it appropriate to recognize the increased workload
and responsibilities assumed by those employees by allocating a portion of the salary
savings resulting from the eliminated position in the amount of $10,000.00, to be divided
between the two employees, $8,000.00 to Alicia Jones resulting in an increase in salary
for this records clerk position from $42,866.72 to $50,866.72, and $2,000.00 to Brett
Davis, resulting in an increase in salary for the Communications Supervisor position from
$58,708 to $60,708, in accordance with applicable personnel policies and payroll
procedures.

NOW THEREFORE, BE IT RESOLVED, BY THE CITY COUNCIL OF THE
CITY OF KEOKUK, STATE OF IOWA: that the City Council hereby approves the
reallocation of $10,000.00 from the budgeted salary of the eliminated position to the two
employees who have assumed the additional duties associated with that position, with the
appropriate authorized city employees to distribute the funds as determined by the Chief
of Police and to make all necessary budgetary and payroll adjustments to implement this
resolution on August 8%, 2026.

PASSED, APPROVED, AND ADOPTED this 6th day of August 2026.

Mark Smidt, Mayor

ATTEST:
Celeste El Anfaoui, City Clerk
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Sergeant Restructure

Subject: Agenda Item:

Description:

On January 30th, 2026, during a budget meeting, a discussion related to the structure of the police department was had. This
discussion resulted in the determination that the police department would re-implement a 4 Sergeant structure. In order to do so,
$2.14/hr will be moved from the night shift Captains pay to the night shift Sergeants pay once the promotional process is complete and
those positions are filled with in-house personnel. This is in the current budget and is a movement of funds, not an additional
expenditure.

This will result in a night shift Captain salary reduction from $91,694.28 to $87,020.52. A reduction of $4,673.76.

This will also result in a 1st Class Patrolman being allocated as a Sergeant position, increasing the salary from $77,971.81 to
$82.645.57. An increase of $4,673.76.

This would take effect on 8/8/2026.

There will be an additional transition for the remaining night shift Captain salary in the near future to complete the restructure.

FINANCIAL
Is this a budgeted item? YES L NO L_|
Line Item #; 901-110-6010 Title: Wages-Sergeants
Amount Budgeted: $4,673.76
$4,673.76

Actual Cost:

Under/Over:

Funding Sources:
General Fund

Departments:
Police

Is this item in the CIP?  YES No IV CIP Project Number:
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RESOLUTION NO.

A RESOLUTION APPROVING SALARY INCREASE FOR THE NIGHT SHIFT
SERGEANT POSITION AT THE POLICE DEPARTMENT

WHEREAS, the City of Keokuk, Iowa recognizes the need to maintain an effective
organizational structure within the Keokuk Police Department that supports operational
efficiency, supervision, and the effective delivery of police services; and

WHEREAS, the City has determined that the duties and responsibilities assigned to the
Night Shift Captain positions should be shared by Sergeants, resulting in a more efficient
allocation of supervisory resources while continuing to meet the operational needs of the
department; and

WHEREAS, the City desires to transfer the additional budgeted salary of $2.14/hr. from
the Night Shift Captain positions to Sergeant positions within the Police Department
without increasing the overall Police Department personnel budget resulting in the
reduction of one Night Shift Captain, Patrick Haw, salary from $91,694.28 to $87,020.52
a First-Class Patrolman position, Bruce Billings, transitioning to a Sergeant position
resulting in a salary increase from $77,971.81 to $82.645.57.

NOW THEREFORE, BE IT RESOLVED, BY THE CITY COUNCIL OF THE
CITY OF KEOKUK, STATE OF IOWA: that a portion of the budgeted salary funding
allocated to the Night Shift Captain position is hereby transferred to a Sergeant position
within the Keokuk Police Department, and the appropriate City officials are authorized to

make all necessary budgetary and payroll adjustments to implement this change on
August 8", 2026.

PASSED, APPROVED, AND ADOPTED this 6th day of August 2026.

Mark Smidt, Mayor
ATTEST:

Celeste El Anfaoui, City Clerk
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Resolution Amending Travel Policy Agenda Ttem:

Subject:

Description:

The Mayor requested that the Personnel Committee consider revising the meal reimbursement portion of the
Employee Handbook. The Personnel Committee reviewed the policy and recommended using the federal government's
per diem meal rates established by location traveled to as presented at www.gsa.gov under their travel tab. This site
provides a meal reimbursement amount per meal an employee is required to buy while traveling regardless of what they
spend on the meal, and eliminates the need to maintain receipts for the meal when using this policy. The department
head can still authorize an employee to pay for meals with the City credit card within the same per meal caps listed on
the U.S. General Services Administration (GSA) per diem tables. Employees who choose to use this method will need to

retain all receipts as in the current policy.
For reference, the Employee Handbook is included in your packet, with new language inserted on page 56 and the

current language also displayed with a line through it.
There is also a printout from the GSA website for the current per diem reimbursement amounts specifically for travel

within lowa. Each state/major metropolitan area has its own per diem amounts.
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RESOLUTION NO.
A RESOLUTION APPROVING AMENDMENT TO EMPLOYEE HANDBOOK

WHEREAS, the City Council of the City of Keokuk, Iowa has an Employee Handbook
in place to provide employees with an outline of the basic personnel policies, practice and
procedures established to provide an efficient, equitable and functional system of
personnel administration , and

WHEREAS, enclosed within this Employee Handbook is a section in regard to Travel
Expense Policy and Guidelines, and

WHEREAS, the Personnel Committee met to discuss proposed changes to the Meal
Reimbursement portion of the travel policy and determined that modifying the language
was in the best interest of the City, and

WHEREAS, the City Council now desires to amend the Employee Handbook in regard
to how Meal Reimbursements are addressed when employees travel,

NOW THEREFORE, BE IT HEREBY RESOLVED BY THE CITY COUNCIL OF
THE CITY OF KEOKUK, IOWA, that the attached Employee Handbook as amended
in regard to Meal Reimbursement is hereby approved.

PASSED, APPROVED, AND ADOPTED this 6th day of August 2026.

Mark Smidt, Mayor

ATTEST:
Celeste El Anfaoui- City Clerk
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PURPOSE, SCOPE, AND DISCLAIMER

Purpose: This Employee Handbook provides the City of Keokuk, lowa (also referred to throughout this
Handbook as “City” and “Employer”) employees with an outline of the basic personnel policies, practices
and procedures established to provide an efficient, equitable and functional system of personnel
administration. This Employee Handbook (“Handbook™) has been prepared to make employees aware of
what to expect in the way of privileges and benefits.

No policies in this Handbook shall supersede any provisions of state or federal law. If any policy in this
Handbook conflicts with state or federal law, only that policy shall be void. No policies in this Handbook
shall supersede a collective bargaining agreement entered into by the City. If this Handbook and the collective
bargaining agreement conflict, the collective bargaining agreement provision shall govern with respect to
Union employees.

The use of masculine or feminine pronouns in references or title shall be considered to include all genders or
identities and is not a limitation on sex or identity.

Not all policies and regulations or details concerning policies and regulations can be covered in this
Handbook. For example, some policies and benefits described in this Handbook, such as the group health
insurance plan, are covered in greater detail in official policy documents from the insurance carrier. Employees
should refer to those documents or contact their Supervisor for more information regarding any employment
policy.

DISCLAIMER

This Handbook is provided for informational purposes only. The policies, procedures, benefits and
plans described in the Handbook may be revised by the City without prior notice. The City retains
the exclusive right to revise the Handbook at any time. When changes are made, you will receive an
official supplement or a new Handbook. Any promises, representations or actions by a City official
or employee that are contrary to this Handbook are not the official policy of the City and are of no
force or effect.

This Handbook is neither a contract of employment nor a legal document. This Handbook is not
intended to create any contractual rights in favor of the employee or the City. This Handbook is not
to be construed as an employment contract or as a promise that the employee will be employed for
any specified period of time. Employment can be terminated at any time at the will of either the
employee or the City. Nothing in this Handbook changes the at-will nature of the employee’s
employment with the City.

This Handbook does not create or expand any state or federal legal liability imposed on the City.

It is the responsibility of employees who receive this Handbook to read and comply with the policies
in this Handbook and any future revisions made to this Handbook.

All sections of this Handbook shall apply to all employees unless otherwise specified and shall not
supersede any applicable section or clause of any approved collective bargaining agreement.

Hereinafter, the City of Keokuk will be called “the City”.
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SECTION I - DEFINITIONS

For purposes of this Employee Handbook, the following definitions shall apply and govern the employees
of the City.

Day: An eight (8) hour period of time.
Employee: A person legally holding a position in the City service.

At-Will Employment: Except for employees covered by Civil Service, City employees are considered at-
will employees. Consequently, the following definitions do not constitute an expressed or implied contract
of employment. An employee may terminate his/her employment at any time and the City may also
terminate the employee’s employment at any time, with or without cause. Unless otherwise provided by
contract or law, all employment with the City is to be considered “at-will”. In addition, the employer
reserves the unilateral right to change, withdraw or add to these definitions at any time.

Regular Full-Time Employee: An employee who has completed his/her probation period and who
generally works thirty (30) hours or more per week on a regular basis. A regular full-time employee may
be exempt or non- exempt under the Fair Labor Standards Act (FLSA) and is generally eligible to accrue
and receive fringe benefits as outlined in other sections of this Employee Handbook.

Regular Part-Time Employee: An employee, who has completed his/her probation period and who
generally, works less than thirty (30) hours per week on a regular basis. A regular part-time employee may
be exempt or non-exempt under the Fair Labor Standards Act (FLSA) and generally not eligible to receive
fringe benefits offered by the City, unless benefit eligibility is specifically granted by the City Council or
governing board.

Temporary or Seasonal Employee: A temporary employee is defined as an employee who is hired by the
City for a special project or a short-term period of time, generally related to seasonal work, with the
understanding that his/her employment will be terminated no later than upon completion of a specific
assignment, project or season, with a maximum employment period of one hundred eighty (180) days. A
temporary employee may be exempt or non-exempt under the Fair Labor Standards Act (FLSA), work any
number of hours a week, and is not eligible for fringe benefits offered by the City.

Contracted Employee: A temporary, seasonal, or part-time employee contracted through a temp agency
and paid by the temp agency. Contracted employees are subject to the policies in this handbook unless
superseded by the policies of the temp agency.

Volunteer Employee: A volunteer is an unpaid individual who performs work that is directed by and
benefits the City. Volunteers will be required to follow the same policies and standards of behavior that
paid employees are required to follow. Volunteers whose performance does not conform to the policies and
standards that apply to paid employees will be subject to discipline, and their volunteer services may be
terminated.

Contractors: The employer reserves the right, from time to time and as needed, to contract with self-
employed individuals, agencies, or organizations to perform certain services for the employer. These
persons or organizations shall be referred to as Contractors. Individuals employed under a Contractor
Agreement shall not be eligible for any of the fringe benefits offered by the employer and shall not be
considered employees of the City.

City Seniority: Length of service since the last date of hire with the City, divided into two (2) exclusive
and non- transferable categories: full-time and part-time.
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Departmental Seniority: Length of continuous service within a City department, divided into two (2)
exclusive and non- transferable categories: full-time and part-time.

New Employee: An employee who brings no City seniority to the position.

Supervisor: Person or persons directly above an employee on the chain of command and whom the City
Administrator, Mayor, and/or City Council, have delegated at least limited authority for various personnel
actions.

Compensation: The salary, wage, allowances and other forms of valuable consideration earned by or paid
to any employees by reason of service in any position, which does not include allowances authorized and
incurred incident to employment.

Disable Person/Employee: Any person who has a physical or mental impairment which substantially limits
one or more major life activities, has a record of such impairment or is regarded as having such an impairment,
as defined by applicable state law.

Layoff: The involuntary, non-disciplinary separation of an employee from a position because of a reduction
in force or funds.

Leave: An approved absence from work.

Overtime: All time worked which is in excess of forty (40) hours in a designated seven (7) day workweek
with the exception of public safety personnel as defined by Section 7(k) of the Federal Fair Labor
Standards Act. Section 7(k) of the FLSA provides that employees engaged in fire protection or law
enforcement may be paid overtime on a “work period” basis. A “work period” may be from 7 consecutive
days to 28 consecutive days in length. For work periods of at least 7 but less than 28 days, overtime pay is
required when the number of hours worked exceeds the number of hours that bears the same relationship
to 212 (fire) or 171 (police) as the number of days in the work period bears to 28. For example, fire
protection personnel are due overtime under such a plan after 106 hours worked during a 14-day work
period, while law enforcement personnel must receive overtime after 86 hours worked during a 14-day
work period.

Compensatory Time: Time off work granted to FLSA non-exempt employees in lieu of cash payment for
overtime worked at the rate of 1 2 times hours worked over 40.

Probation Period: Probationary period is defined as the time period that begins with the first date of
employment in a specified position with the employer and continues through the first ninety (90) days of
employment with the employer or longer based on lowa Code.

Exempt Employee: An exempt employee is defined as an individual, employed by the City, who has been
determined to be Exempt as defined by the Fair Labor Standards Act (FLSA) and consequently is not
required to receive overtime for work performed over forty (40) hours in an established seven (7) day
workweek. In recognition of their exempt status, these employees are not subject to the same rigid
scheduling requirements as non-exempt employees; however, it is expected that this provision will not be
abused and that exempt personnel shall set a good example by their attendance, promptness and job
dedication.

Non-Exempt Employee: A non-exempt employee is defined as an individual employed by the City, who
has been determined to be non-exempt as defined by the Fair Labor Standards Act (FLSA) and
consequently is required to receive overtime or compensation time at the rate of time and one-half for all
hours worked over forty (40) hours in an established seven (7) day workweek. A paid employee classified
as non-exempt, may not volunteer to perform the same type of work that he/she is normally compensated to

perform. Normal work schedules for non-exempt employees shall be set by their supervisor, and employees
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are expected to consistently follow that work schedule. Exceptions only allowed as approved by their
immediate supervisor.

Working Days: Except for those Departments that are required to have a 24-hour operation, the working
days are generally defined as Monday through Friday. The City reserves the right to change work
schedules, including hours of work, without prior notification to the employee.

SECTION II - GENERAL ADMINISTRATIVE PROVISIONS

Non-Discrimination

As provided in Federal and State law, no appointment, recruitment, training, promotion, discipline,
termination, or any other aspect of employment for any position with the City, shall be affected or
influenced in any manner by any consideration of race, creed, color, sex, pregnancy, religion, age, national
origin, gender identity, sexual orientation, disability, and/or any other classification protected by law,
except where specific occupational qualities are demonstrably necessary for proper and efficient operation
and administration of a job. In the application of these rules the use of the masculine or feminine gender in
reference or in title shall be considered to include both genders.

Management of Operations

The City shall have in addition to all powers, duties and rights established by constitutional provision,
statute, ordinance, charter or special act, the exclusive power, duty and the right to:

Direct the work of its employees.

Hire, promote, demote, transfer, assign and retain employees in positions within the City.
Suspend or discharge employees for proper cause.

Maintain the efficiency of governmental operations.

Relieve employees from duty because of lack of work or for other legitimate reasons.
Determine and implement methods, means, assignments and personnel by which the City's
operations are to be conducted.

Take actions as may be necessary to carry out the mission of the City.

e Initiate, prepare, certify and administer its budget.

Exercise all powers and duties granted to the City by law.

Special Conferences

Employees are encouraged to proceed through their supervisor and department director to obtain
information or discuss a personnel policy. If the matter extends to several different departments or goes
beyond the authority of the department director, the employee(s) may meet with the City Administrator to
review the question. Employees are also welcome to meet with the City Administrator to review any
personal problems which may be affecting their work.

Harassment & Sexual Harassment

Harassment

The City expressly prohibits any form of unlawful harassment of and/or unlawful discrimination against
employees and co-workers based on race, creed, color, sex, pregnancy, religion, age, national origin, gender
identity, sexual orientation, disability, and/or any other classification protected by law.

Harassment is defined as: Verbal or physical conduct which is insulting or intimidating; has the effect of
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interfering with an individual’s work or performance; or creates an intimidating, hostile or offensive work
environment. Illegal discrimination is defined as: actions and/or decisions taken because of an
individual’s legally protected characteristics or status which result in harming, limiting or reversing the
individual’s employment status and/or employment opportunities. Harassment may consist of a variety of
behaviors, including, but not necessarily limited to the following examples:

e Expressing comments, jokes, puns, innuendoes, bantering, and teasing that demean, insult, or
offend another person or persons.

e Expressing words, names, and statements that demean, insult or offend another person or persons.

e Leering, gawking, and making other nonverbal gestures that demean, insult or offend another
person or persons.

e Posting or displaying pictures, photos, illustrations or objects in the workplace that demean
or offend another person or persons.

Sexual Harassment

It is the policy of the City that all employees are responsible for maintaining a workplace free from sexual
harassment. Submission to sexual harassment shall not be a condition of employment or advancement with
the City and the City strongly disapproves of offensive or inappropriate sexual behavior in the workplace.

Sexual harassment is defined as illegal discrimination on the basis of gender. It can consist of
unwelcome sexual advances, requests for sexual favors, or other physical or verbal conduct of a sexual or
harassing nature by supervisors, managers, co-workers or others in the workplace.

Sexual harassment exists when:

e Submission to such conduct is made either explicitly or implicitly a term or condition of
employment;

e Submission to or rejection of the conduct is used as the basis for decisions affecting
employment; or

e The conduct has the purpose or effect of creating an intimidating, hostile or offensive work
environment.

Sexual harassment may consist of a variety of behaviors, including, but not necessarily limited to the
following examples:

e Verbal conduct such as sexual innuendo, suggestive comments, jokes of a sexual nature, sexual
propositions, or threats;

e Nonverbal or visual materials such as derogatory posters, photographs, graffiti, cartoons,
drawings, e-mail or gestures;

e Physical conduct such as unwelcome touching, hugging, kissing, coerced sexual contact, or
assault;

e Threats or demands to submit to sexual requests in return for work or job-related benefits; or
Retaliation for reporting or threatening to report harassment. The City expressly prohibits any form
of harassment or discrimination, sexual or otherwise, that interferes with the ability of any
employee to perform his/her job duties.

Any employee who has a complaint of sexual harassment at work, by anyone, including supervisors,
department heads, co-workers, or visitors to the workplace, should immediately report the problem to
his/her Department Head and/or the City Administrator.

All employees who observe sexual harassment (or discrimination) at work, by anyone, including
supervisors, co-workers or visitors to the workplace, shall immediately bring the problem to the attention
of his/her Department Head and/or the City Administrator. The City Administrator and/or the person
receiving a complaint of sexual harassment shall immediately name an impartial investigator.
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Investigations will be conducted in a timely manner. Confidentiality will be maintained to the extent that
is reasonably practical.

Investigation of a complaint normally will include interviewing the parties involved and any named or apparent
witnesses. All employees are expected to cooperate with an investigation. All employees shall be protected
from coercion, intimidation, retaliation, interference or discrimination for filing a complaint under this policy,
participating in an investigation or filing a complaint with a state or federal agency.

Any employee determined after investigation to have harassed another employee will be subject to
appropriate disciplinary procedures depending upon the severity of the behavior, up to and including
termination from employment. The City will take appropriate action intended to punish the offender and to
prevent further harassment.

Employees who make good faith claims of discrimination or harassment shall not be subjected to retaliation.
Witnesses who, in good faith, participate in any investigation regarding discrimination or harassment shall
not be subjected to retaliation. Retaliation is punishing an employee by demoting them, terminating them or
changing his/her work conditions in a material way. The City shall not tolerate retaliation. If an employee
believes that he/she is subject to retaliation, the employee should use the complaint procedure outlined in the
City’s policy in this Handbook.

Complaint Procedure for Claims of Discrimination, Harassment, and Retaliation

Any employee who feels he/she is being subjected to unlawful discrimination, harassment and/or retaliation
should immediately contact one of the persons listed below with whom the employee feels the most
comfortable. Complaints may be made orally or in writing to:

e Employee’s Supervisor
e City Administrator

The employee should be prepared to provide the following information:

Employee’s name, department and position title.

Name of the person or persons committing the unlawful conduct.

Date(s) and approximate time(s) of the unlawful conduct.

The specific nature of the unlawful conduct, how long it has gone on and any employment action
(demotion, failure to promote, termination, refusal to hire, transfer, etc.) taken against the employee
as a result of the harassment, or any other threats made against him/her as a result of the harassment.
e  Witnesses to the unlawful conduct, if any.

e Whether the employee has previously reported such unlawful conduct and, if so, when and to whom.

After receiving a complaint about unlawful discrimination, harassment and/or retaliation, the person receiving
the complaint shall document the complaint in writing. The employee shall sign the written complaint,
attesting to the accuracy and truthfulness of the incident. All information disclosed in the complaint procedure
will be held and will be disclosed only on a need-to-know basis in order to investigate and resolve the matter.

Investigation of Claims of Discrimination, Harassment, and Retaliation
It is the City Administrator’s responsibility to coordinate the investigation of unlawful discrimination,
harassment and/or retaliation complaints. If the City Administrator is the subject of the complaint, the Mayor

shall coordinate the investigation. The following procedures shall apply to the investigation of such
complaints:

Page 10 of 62



The person to whom the complaint is made shall immediately present it in writing to the City
Administrator.

The City Administrator shall name an impartial investigator who shall promptly begin the
investigation.

The investigator shall meet with the complainant and the respondent, as well as any witnesses who
may assist in the investigation.

The investigator shall notify the respondent of the allegations against them unless immediate
notification would jeopardize the investigation or result in a safety concern.

The respondent shall be given an appropriate opportunity to refute the allegation and present
information and/or witnesses on his/her behalf.

The investigator shall make and keep a written record of the investigation, including notes of verbal
responses made to the investigator by all persons interviewed about the unlawful conduct.

Based upon the investigative report, the City Administrator shall determine whether the respondent’s
conduct constituted unlawful discrimination, harassment and/or retaliation. In making that
determination, the City Administrator shall look at the record as a whole and the totality of
circumstances, including the nature of the conduct in question and the context in which the conduct,
if any, occurred. The City Administrator shall use the preponderance of the evidence standard in
determining whether the complaint about the unlawful conduct is substantiated or not substantiated.
If the City Administrator determines the complaint is substantiated, he/she shall determine the
appropriate disciplinary measures depending upon the nature and severity of the behavior, up to and
including termination of employment. The City Administrator shall take appropriate measures
intended to not only discipline the offender, but which are reasonably calculated to prevent further
discrimination, harassment or retaliation in the future.

This determination shall include whether a supervisory relationship exists, and any other factors the
City Administrator believes relate to fair and efficient administration of the City, including the effect
of the offense on employee morale, public perception of the offense, and the light in which it casts
the City. Upon the conclusion of the investigation, the City Administrator shall notify the
complainant and respondent of the determination (substantiated or not substantiated.) If any
disciplinary measures are implemented, they are confidential personnel matters which shall not be
disclosed to any employees. The City Administrator shall notify the complainant and respondent that
retaliation will not be tolerated and that if the complainant experiences retaliatory conduct, he/she
should report it to the City Administrator or complainant’s Supervisor.

Upon the conclusion of the investigation, the City Administrator shall notify the witnesses that the
matter has been concluded, and that if they experience retaliatory conduct, to promptly report it to the
City Administrator or their Supervisor.

If the City Administrator determines after reviewing the investigation report that the complainant did
not make the complaint in good faith or otherwise falsified the complaint, the City Administrator
shall determine the appropriate disciplinary measures depending upon the nature and severity of the
behavior, up to and including termination of employment.

Office of the Ombudsman

Pursuant to lowa Code Section 70A.29, the City is putting its employees on notice that l[owa Code Chapter
2C authorizes the State of [owa Office of the Ombudsman to investigate complaints. Any employee wishing
to contact the Ombudsman’s Office may do so by calling toll-free at 1-888-426-6283.

Conflict of Interest

The City expects the primary interest of employees to be the people the City serves. A conflict of interest
occurs when the interests of an employee or another outside party actually or potentially affect the City in a
negative way.

Actual and Potential Conflict of Interest
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Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts
of interest. Activities that are inconsistent, incompatible or in conflict with City employment include, but are
not limited to:

e Any employment activity or enterprise which involves the use of the City’s time, facilities, equipment
or supplies, prestige or influence of a City office or equipment to give the employee or the employee’s
immediate family members an advantage or pecuniary benefit that is not available to other similarly
situated members or classes or members of the general public.

e Any employment or activity that involves the receipt of, promise of or acceptance of money or other
consideration by the employee or a member of the employee’s immediate family from anyone other
than the City for the performance of any act that the person would be required or expected to perform
as part of the person’s regular duties during the hours during which the person performs service or
work for the City.

No City employee shall, directly or indirectly, control, inspect, review, audit or enforce the responsibility of
his/her office in any activity or enterprise in which he/she, or his/her immediate family or his/her partner or
an organization which employs or is about to employ any of the above, has a financial or other interest in the
firm selected.

No City employee or officer shall accept any consideration given to influence him/her in the performance of
his/her duty.

Employees may have outside business interests and outside employment so long as these do not interfere with job
performance. Employees may not earn profit from outside employment or business interests which directly results

from affiliation with the City.

Gifts and Gratuity

All employees shall comply with state law provisions involving conflict of interest. Employees shall not
accept personal gifts offered to them because of their employment with the City, provided that this rule shall
not apply to gifts of non-monetary value of less than $3.00.

No “presumption of guilt” is created by the mere existence of a relationship with outside firms. However, if
employees have any influence on transactions involving purchases, contracts or leases, it is imperative that they
disclose to the City as soon as possible the existence of any actual or potential conflict of interest so that
safeguards can be established to protect all parties.

Failure to abide by this policy is considered very serious and will result in immediate disciplinary action up
to and including termination.

Smoking

In compliance with the lowa Smoke Free Air Act, smoking is prohibited in all of the City’s buildings or on
any of the grounds surrounding the City’s buildings, including entrances to the City’s buildings and parking
lots. Smoking is also prohibited in or on all vehicles or equipment owned, leased or provided by the City to
employees for their use. Smoking includes vaping and use of vaping devices. Smoking is permitted only on
employee’s scheduled break periods.

Emplovment Status

Page 12 of 62



Staff levels, classifications, job descriptions and salaries shall be determined by the City Council. Staff
categories as established by the City are:

Regular Full-Time Employees
Regular Part-Time Employees
Temporary Employees
Seasonal Employees

These categories are defined in the “Definitions” policy of this Handbook.

Exempt and Nonexempt Employees

Employee classifications are determined by the Fair Labor Standards Act. They are “exempt” and
“nonexempt.”

“Exempt employees” include those who are not subject to the overtime provisions defined by
FLSA. Exempt employees are paid a set salary for any workweek in which they work any hours.
While exempt employees do not receive overtime for hours worked over forty (40), in recognition
of the extra hours exempt employees work over forty (40) hours per week, exempt employees are
permitted twenty-four (24) hours per calendar year for personal time. Certain exempt employees
are granted compensatory time, on an hour by hour basis, when approved by the City Council.
“Nonexempt employees” must comply with the overtime provisions of FLSA, regardless of
individual titles or duties. Any employee who does not meet the qualifications for exemption is
included in the term “nonexempt.”

SECTION III - RECRUITMENT AND EMPLOYMENT

Recruitment Procedures

The City fills job openings with qualified applicants. The following paragraphs summarize the major elements
of the City’s hiring policies for non-civil service positions. Hiring for civil service positions shall be governed
by applicable section of the Keokuk Municipal Code, Code of lowa, and departmental procedures.

Job openings and position vacancies shall be posted on the City’s website and advertised in
appropriate media, provided it has been six (6) months or more since the job opening or vacancy
was last advertised. Selection of employees will be completed in the following manner:

o City Administrator: Selection process determined by the City Council with
confirmation of hire by majority vote of the City Council.

o Department Heads: Selection through hiring committee of the City Council, in
consultation with City Administrator. Confirmation by majority vote of the City
Council.

o Department Managers: Selection by the City Administrator and Public Works Director
with confirmation by a majority vote of the City Council.

o All Other Employees: Selection by at least two (2) supervisory level employees with
confirmation by the City Administrator.

Any honorably discharged veteran as defined in lowa Code Chapter 35 and 35C is entitled to
preference in appointment and employment over other applicants of no greater qualifications.
All applicants for employment with the City shall file an application on a form provided by the
City. Written statements or documentation, such as resumes, transcripts or letters of
recommendation, may be attached, but the City shall not be responsible for the return of any
attachments.

The City relies upon the accuracy of information in the employment application, as well as the
accuracy of other data presented throughout the hiring process and employment. Any
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misrepresentations, falsifications, or material omissions in any of this information or data may
result in the City’s exclusion of the individual from further consideration for employment or, if
the person has been hired, termination of employment. False, incorrect, or incomplete
information given on the application may be grounds for termination.

e Qualified applicants will be interviewed by a hiring committee. Once the selection has been
made, the salary range, starting date, benefits, and personnel policies are reviewed with the
employee.

e As the City deems necessary, the employment application process may include reference checks
with previous employers or other relevant background information the City would require in the
determination of the applicant’s employment suitability.

Licenses and Certifications

Employees whose job requires a professional license or certification must present documentation of their
license or certification prior to employment. In some cases, employees may be required to obtain
certification and will be given a window of opportunity to secure the certification. Employees must
notify their Department Head of any changes in the status of their license or certification. If the City
mandates staff to be licensed or certified, the City will assume the cost associated with that initial cost
and the cost to maintain the certification or license. If an employee allows a license or certificate to lapse
or no longer qualifies for such license or certification, the employee shall be disciplined up to and
including termination of employment.

Driver’s License

All current employees and applicants for employment in job classifications that require a valid driver’s
license shall obtain and maintain a valid lowa driver’s license and/or Commercial Driver’s License as
required, within three (3) months of hire. An employee’s probationary period does not commence until
the Commercial Driver’s License has been obtained. Loss of license or loss of insurability by the City’s
insurance carrier may be cause for termination. Employee must notify their supervisor within seventy-
two (72) hours of an incident that could result in the loss of license.

Background Checks

The City does not have a policy of excluding all prospective employees with prior criminal histories,
convictions, or incarcerations. Decisions regarding each prospective employee will be made on an individual
basis. Upon receiving confirmation that a prospective employee has been convicted of a crime or
incarcerated, the City will consider several factors in determining whether the history precludes the
prospective employee’s employment with the City. These factors include:

e The length of time since the crime/conviction or sentence was completed: generally, a time
period of less than seven (7) years will preclude a prospective employee from employment.

The nature of the crime/conviction.

The prospective employee’s age at the time of the crime/conviction.

The number of crimes/convictions (e.g., habitual offenders).

How closely the crime/conviction relates to the prospective employee’s anticipated job duties.
The prospective employee’s rehabilitative efforts since the crime/conviction.

The prospective employee’s record of performance since the crime/conviction.

Any other mitigating factors identified or explained by the prospective employee.

If, based on the foregoing factors, the City determines that an offer of employment might be rescinded, the
prospective employee will be afforded an opportunity to explain his/her criminal history and why it should
not disqualify him/her from employment. Any disqualifications will be job-related and consistent with
business necessity.
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Although each decision will be made on an individualized basis, the following convictions normally will
cause the City to assess a prospective employee’s employability:

e Convictions pertaining to violent crimes, such as murder, sexual abuse, felony assault, violence
involving minors or crimes involving weapons.

e Offenses resulting in a person being placed on the sex offender registry.

e Felony drug convictions.

e Felony or serious misdemeanor convictions relating to property crimes, including robbery,
burglary, theft, embezzlement, forgery and arson.

e Driving records for anyone being considered for a driver role.

The foregoing list should not be considered all-inclusive. The City will review all prospective employees’
criminal conviction and incarceration histories closely to evaluate the conviction’s and/or incarceration’s
relatedness to a prospective employee’s actual job position. The City will keep all information obtained about
a prospective employee’s criminal history, including convictions and incarcerations, confidential and will
only use the information in the hiring process.

Bondable

All current employees and all applicants for employment that require a bond must be bondable by the
City’s insurance carrier. Loss of bondable status may be cause for termination.

Americans with Disabilities Act (ADA)

In compliance with the Americans with Disabilities Act (ADA), the City will consider reasonable
accommodation to enable qualified applicants or employees with disabilities to perform the essential
functions of the position. The City encourages applicants or employees to make suggestions regarding
reasonable accommodations to either their Department Head or the City Administrator. All requests for
reasonable accommodations and, also, any relevant information, including the reasonable accommodations
made, which are approved by the City Administrator, shall be documented and kept confidential in a
separate medical file of the employee with the disability.

Citizenship and Alien Status Verification

As an equal opportunity employer, it is the policy of the City to employ persons legally entitled to work in
the United States without regard to citizenship, ethnic background, or place of national origin. Therefore,
the City will comply with the following policies and procedures:

e No job applicant may be asked about, or categorized according to, citizenship or resident status.
Hiring decisions will be made without consideration of such questions.

e Applicants who are offered jobs will be advised that, solely for purposes of compliance with the
Immigration Reform and Control Act of 1986, they will be required to produce satisfactory
evidence of eligibility to work in the United States and that such proof will be a condition of
employment. A listing of acceptable verification documents will be provided to candidates ahead
of time.

e On the employees first scheduled day of work, the employee will be asked to provide original
documents verifying eligibility to work and to complete the U.S. Citizenship and Immigration
Services Form [-9. Section 1 of the form must be completed on the first day of employment and
the entire process must be completed no later than three (3) working days after commencement of
employment.
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Relocation Expenses

All relocation expenses incurred will be the sole responsibility of the new employee, unless relocation
expenses are specifically authorized by the City Council or governing board.

Probation Period

New employees shall serve a regular probationary period of ninety (90) days unless otherwise directed
by State Code. Termination of employees during or at the conclusion of the probation period shall be
final without right of appeal.

Promotions and Transfers

Persons promoted shall serve a probationary period of thirty (30) days. This probation period may be
reduced upon the recommendation of the department director and approved by the City Administrator
that the employee had demonstrated full capability of performing the work. If the employee does not
perform satisfactorily during or at the conclusion of the probation period, the employee's promotion shall
be terminated and he/she shall return to his/her prior classification and pay. Certain departments may
have different probationary periods.

Performance Evaluations

The performance of each employee shall be evaluated once each year during the first quarter of each year.
Employees on a probationary period shall be additionally evaluated as determined by their supervisor.

The performance evaluation shall be conducted in writing by the employee's immediate supervisor,
reviewed with the employee, the department director and by City Administrator and placed in the

employee's personnel file.

Physical Examinations

The City may require an applicant to submit to a job-related medical examination by a physician designated
by the City and at the City’s expense, or the prospective employee’s physician at the prospective
employee’s expense if the employee requests to see his/her own physician. The medical examination shall
occur after the applicant has been offered a position, but before the applicant starts work if the medical
examination is required of all entering employees in the classification. The results of the examination will
be kept in a confidential separate medical file.

Additionally, the City may require that an employee be examined by a qualified and licensed physician or
other appropriate medical professional selected by the City if there is any question concerning an
employee’s fitness for duty or fitness to return to duty following a layoff or leave of absence. Following the
examination, the employee shall provide a written statement from the physician indicating that the
employee is capable of performing the essential functions of the employee’s job, with or without reasonable
accommodations, or is capable of performing the essential functions of another job which is open/available
and for which the employee is qualified, with or without reasonable accommodations. The results of the
examination will be kept in a confidential file separate from other employee records.

Fire and police policies may provide additional requirements related to employees’ essential job functions
for employees employed by those departments.

Should the employee contest the report, he/she shall notify the City of his/her objections within ten (10)
days after he/she has received a copy of the report. The employee shall, within twenty
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(20) days after receiving the report, submit in writing to the City a report of a licensed medical practitioner
containing findings and opinions reached after a physical and/or medical examination of the employee. It
shall be the responsibility of the employee to make the necessary arrangements for such examination and
pay the cost thereof. Should the reports of the examining licensed medical practitioner of the employee's
choice confirm and document the employee's dispute, it shall become binding upon both parties. The City
may within ten (10) days of receipt of the report request clarification of the report, by directing questions
to the employee's selected examining practitioner. The cost of securing any supplemental or clarifying
opinion shall be borne by the City. Unless there is an alteration as a result of the request for clarification,
the original opinion and findings of the employee's selected examining physician shall be final.

Family Medical Leave Act (FMLA)

It is the City’s policy to provide unpaid leave to eligible employees in accordance with the requirements of
the federal Family and Medical Leave Act (FMLA). A general overview of FMLA leave is included below.
Whether a situation is covered by the FMLA depends on whether the law’s requirements have been met, not
on whether an employee actually requests FMLA leave. The City will designate leave as FMLA leave if the
employee is eligible for FMLA leave and if the law’s other requirements are satisfied, even if the employee
has not requested FMLA leave. If it is found that any provision of this policy conflicts with state or federal
law, including federal FMLA law, the law shall supersede this policy. In all respects, leave of absence under
this policy shall be administered and provided for in a manner consistent with the Family and Medical Leave
Act of 1993 and its published regulations.

Definitions

“Child” means a son or daughter under 18 years of age or a child 18 years of age or older who is
incapable of self-care because of a mental or physical disability. An employee’s child is one for
whom the employee has actual daily responsibility for care and includes a biological, adopted, foster
or stepchild.

“Parent” does not include parents-in-law.

“Serious health condition” means an illness, injury, impairment or physical or mental condition that
involves:

o An overnight stay in a hospital, hospice or residential medical care facility;

o A period of incapacity that requires absence from work for more than three (3) consecutive
calendar days AND involves either two (2) or more treatments by a health care provider, or
at least one (1) treatment by a health care provider plus a regimen of continuing treatment;

o Any period of incapacity due to pregnancy or for prenatal care;

o A chronic serious health condition that results in periods of incapacity and sometimes
requires treatment;

o Permanent or long-term conditions which require medical supervision; or

o Multiple treatments and recovery therefrom.

“Spouse” means a husband or wife as defined or recognized in the state where the individual was
married and includes individuals in a common law or same-sex marriage. Spouse does not include
an unmarried domestic partner.

The “12-month period” during which the leave entitlement occurs is designated as the 12-month
period measured forward from the first date of the leave.

“Married Employees™: If an employee and his/her spouse are both employed by the City and are both
eligible for family and medical leave, the employee and his/her spouse will be limited to a combined
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total of twelve (12) weeks of family and medical leave per year taken for any one or all of the
following reasons: birth of a child or to care for the child after birth; placement of a child with the
employee for adoption or foster care, or to care for the child after placement; or to care for the
employee’s parent with a serious health condition. This limitation does not apply in cases of leave to
care for the serious health condition of an employee’s spouse or child, or because of an employee’s
own serious health condition.

Circumstances that Qualify

The Family and Medical Leave Act provides that eligible employees may take up to twelve (12) weeks of
unpaid leave during a 12-month period for any of the following reasons:

e The birth of a child and to care for a newborn child within one (1) year of birth.

e The placement with the employee of a child for adoption or foster care and to bond with the newly
placed child within one (1) year of placement.

e A serious health condition that makes the employee unable to perform the functions of the employee’s
job.

e To care for an immediate family member (spouse, child or parent) with a serious health condition.

e Qualifying Exigency Leave: Eligible employees may take up to twelve (12) weeks of FMLA leave
to handle exigencies related to a family member’s active duty military service or call to active duty,
which means leave to deal with child care, financial or legal arrangements due to deployment, leave
to address issues arising from the death of the employee’s covered service member or leave to spend
time with a covered service member who is on short-term temporary rest and recuperation leave
during deployment, among other things.

e (Covered Service Member Family Leave: Eligible employees may take up to twenty-six (26) weeks
of FMLA leave to care for a spouse, son, daughter, parent or next of kin who has a serious injury or
illness incurred in the line of active duty in the United States Armed Forces.

Employee Eligibility

Only eligible employees are entitled to take FMLA leave. To be eligible to take family medical leave, an
employee must meet all of these criteria:

e Have worked for the City for twelve (12) months or more within the last seven (7) years (unless the
break in service was due to an employee’s fulfillment of military obligation or governed by a
collective bargaining agreement or other written agreement);

o Have worked at least one thousand two hundred fifty (1,250) hours for the City during the 12-month
period immediately before the date the FMLA leave is to start; and

e Be employed at a location where fifty (50) or more employees are employed by the City within
seventy-five (75) miles of that location.

How and When Leave May Be Taken

Family and medical leave is taken either in consecutive workweeks; intermittently in separate blocks of time
or by reducing the number of days the employee works per week or hours per day.

Duration of FMLA: Eligible employees may receive up to twelve (12) weeks of FMLA within a rolling
twelve-month period measuring backward from the date leave is requested. Spouses working for the City are
entitled to a combined twelve (12) weeks in a twelve-month period unless the leave is for a serious health
condition of either spouse. FMLA for the birth or placement of a child for adoption or foster care must be
concluded within twelve (12) months of the birth or placement of the child.

Intermittent/Reduced Schedule FMLA: FMLA for a serious health condition of the employee or an immediate
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family member may be taken intermittently in increments as small as one-fourth (%) hour or on a reduced
schedule basis. Medical certification will be required providing the need for intermittent or reduced schedule
leave. The employee shall attempt to schedule the employee’s intermittent or reduced schedule leave so as
to not disrupt City operations. In the event of a reassignment, the employee’s pay and benefits during this
time will be equivalent to the employee’s current pay and benefits.

Employees shall not work another job while on FMLA leave.
Certification

Any leave for a serious health condition, whether for the employee or for the employee’s child, spouse, parent
or covered service member, will require medical certification. Medical certification forms are available from
the Human Resource Specialist. The City may request a second or third opinion of a medical certification at
the City’s expense. Periodic re-certification at the City’s expense may also be required. Medical
certifications, if requested, must be provided within fifteen (15) calendar days of the request, unless special
permission is received from the Human Resource Specialist.

Employees will be required to periodically check in with the Human Resource Specialist during their leave
to keep the City apprised of their status and intent to return to work. Confidentiality regarding the request
will be maintained except for return-to-work information or required information to ensure safety. FMLA
files are considered medical records and will be kept separate from the personnel file. Certification will
include the date of onset, the probable duration, type of treatment and other appropriate medical facts
concerning the condition. If an employee is seeking leave for his/her own health condition, the certification
must also state that the employee is unable to perform the essential functions of his/her position. For leave to
care for a family member, the certification must state that the employee is needed to care for the family
member and an estimate of the amount of leave time the employee will need. Other certification requirements
apply in the case of intermittent or reduced schedule leave.

Employees shall be required to complete all necessary Family and Medical Leave Act documentation within
the timelines provided under the law prior to any leave being approved as family and medical leave. All
documents and forms shall be available from the Human Resource Specialist. If the employee fails to
complete and return all necessary Family and Medical Leave Act documentation and the leave is such that
would be covered as approved family and medical leave, the City may designate the leave as approved family
and medical leave.

The City reserves the right to require an employee to provide recertification for the need for leave, depending
on the amount of leave required.

The City reserves the right to require a copy of the covered service member’s active-duty orders or other
documentation issued by the military which indicate the service member is on active duty or called to active
duty status and the dates of the covered service member’s active duty service. This information need only be
provided to the City once.

Notice Requirements

An employee requesting family and/or medical leave must give the City at least thirty (30) days’ advance
notice if the reason for the leave is foreseeable. If thirty (30) days’ advance notice is not possible given the
particular circumstances of the employee’s request, the employee must notify the City as soon as is practicable
— generally within one (1) or two (2) business days from the time the employee first learns of the need for
leave. Employees must make a reasonable effort to schedule foreseeable or planned leaves of absence, so
they do not unduly disrupt the City’s operations.

In those cases where the leave is foreseeable and the employee should provide thirty (30) days’ advance notice
and fails to do so, the employee shall provide a written explanation to the City why such notice was not
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practicable upon request from the City. Failure to provide notice when required may result in discipline of
the employee.

If an employee returns from any period of absence which has not been designated as FMLA leave and the
employee wishes to have the leave counted as FMLA leave, the employee must notify the Human Resource
Specialist within two (2) business days of returning to work that the leave was for FMLA reasons. Failure to
provide this notice to the Human Resource Specialist may prevent the employee from making any later request
or claim that the absence should have been covered by FMLA. Upon notification of the request for
retroactively applied FMLA leave, the Human Resource Specialist will evaluate the employee’s request and,
if necessary, provide the employee with the necessary Notices as required by law.

Wages

FMLA Leave will be unpaid except as covered by any accrued sick leave, personal time, vacation time,
holidays, compensatory time and disability or workers’ compensation benefits, if applicable. An employee
who has available paid time off, including sick leave, personal time, vacation time and holidays, will be
required to use all appropriate paid leave in that order concurrently with his/her FMLA leave. The employee
may also elect to use compensatory time to supplement any unpaid FMLA leave. If an employee wishes to
use compensatory time to supplement unpaid leave, the employee must make that election to the City in
writing. If an employee is on workers’ compensation leave or disability leave for a condition qualifying as a
serious health condition under the FMLA, the employee will be required to run FMLA leave concurrent to
the workers’ compensation/disability leave. When an employee is on workers’ compensation or other
disability leave and FMLA, if the employee wishes to supplement any reduction in pay with paid leave, the
request shall be made to the Human Resource Specialist in writing. When an employee has exhausted all
available paid leave, the remainder of any FMLA leave will be without pay.

Continuation Of Insurance Coverage and Fringe Benefits

During the period of family and/or medical leave, the City will continue the employee’s group health plan
insurance at the same level and under the same conditions as if the employee had continued working with the
City in his/her assigned position. Employees will be required to make arrangements with the City to pay their
required shares of the cost of the health insurance premiums while on leave. If an employee does not return
from FMLA leave, the City reserves the right, in its discretion, to recover the City’s portion of the premiums
it has paid to maintain the employee’s health coverage.

All seniority rights to which an employee is entitled shall accumulate during FMLA leave provided the
employee returns to work after the requested leave. Additional sick leave and vacation time shall accrue
during the time the employee is on paid leave but will not accrue if on unpaid leave. Full-time employees on
paid leave will receive holiday pay when a holiday occurs. Employees on unpaid leave will not receive
holiday pay.

Coordination With Other Forms of Leave
FMLA leave is coordinated with other existing forms of leave as follows:

If an employee’s leave under lowa’s Workers’ Compensation laws also qualifies for FMLA leave, the
workers’ compensation leave will run concurrent to the employee’s FMLA entitlement.

When FMLA leave is used for the employee’s serious health condition that is covered by lowa’s Workers’
Compensation laws, the employee may be entitled to paid leave under lowa’s Workers” Compensation laws.
An employee will not be required to use any accrued paid leave provided by the City if the employee receives
paid leave under lowa’s Workers’ Compensation laws, however, the employee may elect to do so under the
requirements of the Workers” Compensation policy in the Handbook.
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If an employee’s use of pregnancy-related leave pursuant to lowa Code Chapter 216 also qualifies for FMLA
leave, the leave will be counted against the employee’s entitlement for both purposes.

Return To Work After Family and/or Medical Leave

An employee who qualifies for FMLA and has been unable to work due to a serious health condition must
provide the City with a written release to return to work from a health care provider before returning to work.
Failure to provide that certification will result in a delay in the restoration of the employee’s job and may
result in a denial of the restoration of the employee’s job. If the employee can perform the essential functions
of his/her job, the employee will be restored to his/her former position, if that position is vacant, or one with
equivalent pay, benefits and conditions of employment provided the employee has complied with the
requirements of this policy. If an employee’s health care provider states that the employee may return to
work, but that the employee has certain restrictions which limit the employee’s ability to perform certain
essential job functions, then such work restrictions shall be analyzed with respect to the essential functions to
determine whether or not a reasonable accommodation is possible.

Any employee who decides, during the period of family and/or medical leave or following the completion of
family and/or medical leave, that the employee will not return to work with the City, is asked to advise the
City of this fact in writing immediately. If an employee fails to return to work after exhaustion of his/her
twelve (12) weeks of FMLA leave, that employee’s employment may be terminated.

Termination of FMLA Leave
An employee’s FMLA leave and accompanying benefits will cease if any of the following occurs:

o The employee’s employment with the City would have been terminated due to other factors, even if
the employee had not taken FMLA leave.

e The employee informs the City of the employee’s intent not to return from leave in writing.
The employee fails to return from leave or continues on leave after exhausting the employee’s FMLA
leave entitlement.

e The employee fraudulently obtains FMLA leave.

Other Provisions

Exempt Employees: Salaried executive, administrative and professional employees of covered employers,
who meet the Fair Labor Standards Act (FLSA) criteria for exemption from minimum wage and overtime
under the FLSA regulations, do not lose their FLSA-exempt status by using any unpaid FMLA leave. This
special exemption to the “salary basis” requirements for FLSA’s exemption extends only to an eligible
employee’s use of FMLA leave.

Dishonesty: Any deliberate misrepresentation resulting in the misuse of FMLA leave will subject employees
to disciplinary action.

Enforcement: It is unlawful for any employer to interfere with, restrain or deny the exercise of or the attempt
to exercise any right provided by the FMLA. It is also unlawful for an employer to discharge or discriminate
against any individual for opposing any practice or because of involvement in any proceeding related to
FMLA.

The Wage and Hour Division is responsible for administering and enforcing the FMLA for most employees.
Most federal and certain congressional employees are also covered by the law but are subject to the
jurisdiction of the U.S. Office of Personnel Management or Congress. If an employee believes that his/her
rights under the FMLA have been violated, the employee may file a complaint with the Wage and Hour
Division or file a private lawsuit against his/her employer in court.
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For additional information, the employee should visit the Federal Wage and Hour Division Website:
http://www.wagehour.dol.gov and/or call the toll-free information and helpline, available 8§ a.m. to 5 p.m. in
the employee’s time zone, 1-866-4-USWAGE (1-866-487-9243). This publication is for general information
and is not to be considered in the same light as official statements of position contained in the regulations.

Seniority

General: City seniority shall be used to calculate any and all benefits; departmental seniority shall be used
to calculate departmental rights. Temporary employees shall not accumulate City or departmental
seniority.

Lay-off: Lay-offs shall operate on a departmental basis. When conditions in any department warrant a
reduction in the workforce, employees with the least departmental seniority shall be laid-off first unless
unique circumstances surrounding qualifications, experience, and or credentials, warrants the City to look
at each situation on a case by case basis and shall be reinstated in the reverse order of their lay-off,
contingent upon the employee’s ability to perform the work available in the department concerned.
Layoff procedures may be covered in departmental CBA. Please reference the appropriate document for
correct procedure.

Terminated Employees: Employees will lose all seniority rights.

Personnel Files, Privacy, and Emplovee Access

Personnel files are the property of the City. The City Administrator, or his/her designee, shall maintain
personnel files in a secure location on each employee. These files contain job-related information, including
performance appraisals, disciplinary records and some beneficiary designations. Any information contained
in the files will be released only as required by law, if the employee makes a written request for the City to
release the information, or to a Councilmember or Department Head in accordance with this policy. However,
upon request from a member of the public, the City will release information relating to dates of employment,
job description, salary and such other information as may be required pursuant to lowa Code Chapter 22. The
City will release any information relating to the results of federally required drug tests in accordance with the
applicable law.

To assure that City records are current, employees should notify their Department Head whenever there are
any changes in the employee’s home address, telephone number, marital status, emergency contact,
beneficiary designations and number of dependents. As stated in Section 91B.1 of the lowa Code, an
employee shall have access to and shall be permitted to obtain a copy of the employee’s personnel file
maintained by the City, including, but not limited to, performance evaluations, disciplinary records and other
information concerning employer-employee relations.

However, an employee’s access to a personnel file is subject to all of the following:

e The City Administrator and employee shall agree on the time the employee may have access to the
employee’s personnel file, and a representative of the City may be present.

e An employee shall not have access to employment references written for the employee.
The City may charge a reasonable fee for each page of a copy made for an employee of an item in the
employee’s personnel file. For purposes of this subsection, “reasonable fee” means an amount
equivalent to the amount charged per page for copies made by a commercial copying business.

In the event the City Administrator is unavailable to respond to a request for access to personnel files and
such unavailability to respond is reasonably anticipated to exist for forty-eight (48) hours or more, the City
Clerk shall, consistent with the terms of this policy, have authority to act in the place of the City Administrator.
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In the event the City Clerk shall act in the place of the City Administrator pursuant to the terms of this policy,
the City Clerk shall prepare a summary report to the City Administrator indicating who requested access to
the personnel files and what files were provided pursuant to the request.

Department Heads may obtain information from the personnel files only on employees within their respective
departments. The City Council may request personnel records be provided for review by the entire City
Council without the consent of the employee when it is a business necessity and for legitimate employment-
related reasons. Care shall be taken to protect the privacy rights of all persons mentioned in the records at
any meeting, whether closed or public. Any Councilmember or Department Head seeking to review a
confidential personnel record of a City employee shall provide reasonable prior written notice of the request
to the City Administrator. Upon providing such notice to the City Administrator, the Councilmember or
Department Head shall be permitted, during normal business hours, to review the confidential personnel
records of the City employee listed on the written request. The City Administrator may be present during the
review of personnel records and shall inventory the file prior to any authorized review of the file. Confidential
personnel records or any portion of confidential personnel records shall not be removed from City Hall.
Copies of confidential personnel records shall not be made by anyone, except for an employee obtaining
information from his/her own file, or except for use by the City in a matter involving the employee. A record
of the time and date of the authorized review of the confidential personnel file shall be maintained by the City
Administrator.

SECTION IV — GENERAL EMPLOYEE CONDUCT

Statement of Conduct

A City employee shall not engage in any employment, activity, or enterprise which is inconsistent,
incompatible, or in conflict with the duties, functions and responsibilities of the department by which
he/she is employed, or in conflict with City employment.

In addition, City employees shall recognize there is an obligation on the part of each individual to give
honest, efficient and economical service in the performance of his/her duties. Consequently, all employees
shall strive to cooperate with and maintain a respectful and cooperative attitude towards each other and their
supervisors.

Incompatible Activities

The following activities, said listing not to be construed as comprehensive, shall be considered
inconsistent, incompatible or in conflict with City employment.

e Any employment activity or enterprise which involves the use for private gain or advantage of
the City’s time, facilities, equipment or supplies, prestige or influence of a City office or
equipment.

e No City employee or officer shall, directly or indirectly control, inspect, review, audit or enforce
the responsibility of his/her office in any activity or enterprise in which he/she, or his/her
immediate family, or his/her partner, or an organization which employs, or is about to employ any
of the above, has a financial or other interest in the firm selected for an award.

e No employee shall directly or indirectly solicit, accept or receive any gift having avalue of three
dollars or more in any one occurrence, in accordance with the Code of lowa. No employee shall
accept money or gifts for an act which the employee would be required, or is expected, to render
in the course of his/her regular duties as a City employee.

e No weapons of any kind other than pocket-knives shall be brought to the workplace, except for
those employees who are certified and specifically authorized to carry and use, if necessary,
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weapons in the course of their employment with the City.

e Personal weapons may be housed as the law provides in personal locked vehicles only. At no
time shall any weapons be displayed, carried or stored in any other way on City of Keokuk

property.

e Failure to abide by this policy is considered very serious and will result in immediate disciplinary
action up, to and including termination.

Political Activity

The City encourages employees as private citizens to take an active interest in government and to participate
in political affairs. All employees have the right to express their opinions on political issues and candidates
and are also encouraged to exercise these rights. However, such employee activity is subject to the following
conditions:

e  Non-partisan position of this City: No action will be allowed by any person that infringes upon the right of
any employee to decide which candidates or positions to support.

e The City will not endorse or contribute to any political candidate, party or cause.

e Individual actions: No employee is allowed to give the impression that any political action or position
represents the City. All political activities are to be done as the actions of individuals, on their own
personal time, without use of City property or facilities.

e No employee is allowed, directly or indirectly, to coerce, attempt to coerce, command or advise any
other employee to pay, lend or contribute anything of value to a party, committee, organization,
agency or person for political purposes.

e Employees seeking political office: Employees who wish to seek elective office should inform their
Department Head or the City Administrator. The City grants unpaid personal leave to employees who
are candidates of elective office. An employee is considered to be a candidate for elective office once
all statutory requirements have been met to qualify as a candidate. Employees who are granted leave
under this policy must comply with the City policy for unpaid personal leave in its entirety. An employee
who is unsuccessful in his/her campaign shall be returned to his/her employment on the same terms and
conditions of any other employee taking a leave of absence without pay. If an employee refuses to take
an unpaid leave of absence, the employee may also terminate his/her employment with the City.

e An employee of the City may not use his/her official authority or influence for the purpose of
interfering with or affecting the result of an election or a nomination for office. An employee of the
City may not, directly or indirectly, coerce, attempt to coerce, command or advise another employee
to pay, lend or contribute anything of value to a party, committee, organization or person for political
purposes.

e The purpose of this policy is to prevent and avoid the appearance of impropriety on the part of any
City employee. City employees are neither appointed to, nor retained in, the City’s service on the
basis of their political affiliations or activities.
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Nepotism and / Employment of Relatives

It is the City’s policy to avoid nepotism in the workplace. While this does not mean that relatives cannot
work together at the City; it does mean that the City’s policy is to be selective in the work assignments that
relatives might receive and/or the positions they hold. Iowa Code Chapter 71 shall apply when appropriate.
The following guidelines will govern these situations:

e No employee will be permitted to hire the employee’s relative.

e When related persons work for the City, a relative may not supervise another relative.

e Related persons will not be involved in evaluating each other’s job performance or in making
recommendations for salary adjustments, promotions or other budget decisions.

e No City employee shall be required to terminate employment due to the election of a relative to an
elected City office.

This policy applies to all City departments and all categories of employment, including full-time, part-
time, and temporary classifications. The City Administrator shall determine whether a hiring,
appointment, transfer, or promotion violates the terms of this policy.

Attendance

The City relies on employees to report to work regularly and on time. If an employee is going to be late or
absent, the employee must contact his/her Department Head as soon as possible but at least fifteen (15) minutes
prior to the start of the employee’s shift or as otherwise specified by department. If an employee has to leave
early, the employee must obtain approval from his/her Department Head.

The City may take disciplinary action, up to and including termination of employment, where an employee
fails to report to work timely or at all or leaves work without prior authorization. This policy shall not be
construed to conflict with the Americans with Disabilities Act, the Family and Medical Leave Act (if
applicable), the lowa Civil Rights Act and other applicable federal and state laws.

Employees who miss work for three (3) consecutive days without notifying their Department Head or have
three (3) consecutive days of unexcused absences, are considered to have abandoned their jobs and voluntarily

resigned.

Emplovee Appearance

As representatives of the City, employees are expected to exhibit a neat, well-groomed appearance. Some
employees are issued uniforms and must wear the uniforms during work hours at all times. Radical departure from
conventional dress or personal grooming is not permitted. The City will not be held liable for damage to clothing
or accessories while an employee is on duty.

Employees in the General Unit shall be provided the following protective equipment: (1) the operator on the oil
truck shall be furnished protective clothing to be determined by the City; (2) the sanitation department shall be
provided with gloves; (3) the City will provide employees one (1) pair of non-prescription safety glasses each year
and will contribute $37.50 toward prescription safety glasses; and (4) employees whose duties require them to
work outside shall be provided winter coveralls as needed; (5) the City will provide $120.00 toward the purchase
of steel toed boots annually or provide $200 toward the purchase of steel toed boots once every two years.

Employees in the Water Pollution Control Unit shall be provided the following protective equipment: (1) rain
gear; (2) rubber boots; (3) rubber gloves; (4) the City will provide employees one pair of non-prescription safety
glasses each year and will contribute $37.50 toward prescription safety glasses; (5) employees whose duties require
them to work outside shall be provided winter coveralls as needed; and (6) the City will provide $120.00 toward
the purchase of steel toed boots annually or provide $200 toward the purchase of steel toed boots once every two
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years. Employees in this unit who have successfully completed their probationary period shall be provided an
annual uniform allowance in the amount of $300.00, less taxes payable as soon as practical after July 1, of every
year.

Employees provided clothing and/or uniforms by the City shall be reimbursed upon paid receipt and return of the
damaged or worn-out clothing.

If the Department Head decides that an employee is in violation of the dress code, the employee will be asked
to go home and change. The time required to do this is unpaid.

Departments not covered in this section should refer to their collective bargaining agreement for dress code
requirements and benefits. Administrative personnel shall refer to the Benefits Supplemental for dress code.

Use of City Property

Employees will not directly or indirectly use or allow the use of property, equipment or supplies belonging to the
City for any purpose other than for City business, unless otherwise offered to the general public. Pursuant to
Iowa Code Section 68B.2A, use of City equipment otherwise not available to the general public for personal
or non-work-related purposes is strictly prohibited and may result in disciplinary action or criminal charges.

No employee shall willfully alter, mutilate, abuse, or waste any property, equipment or supplies belonging to
the City or located on City property. The improper, careless, negligent, destructive, or unsafe use or operation
of equipment or vehicles can result in disciplinary action, up to and including termination. Employees
authorize the City to withhold the cost of repair or replacement for any property damage caused by the
employee.

If, in the course of normal business use, an employee notices that any equipment, machines, tools or vehicles
appear to be damaged, defective or in need of repair, the employee should notify the Department Head as soon
as possible. Prompt reporting of damages, defects and the need for repairs could prevent deterioration of
equipment and possible injury to employees or the people the City serves.

Each mechanic in the Garage and Mechanical Maintenance Department shall provide his/her own hand tools
of a sufficient quantity and quality. The City shall provide each mechanic in the Garage and Mechanical
Maintenance Department with a Eight Hundred Dollar ($800.00) per year tool allowance, which will be
reimbursed to the mechanic upon paid receipt.

Use of City Vehicles

City vehicles shall be used only for City business except as authorized by the City Council. Any approved
use of City vehicles shall be counted as taxable income to the employee per IRS guidelines.

The safety of City employees is of critical importance to the City. Therefore, each employee has a
responsibility to not only protect the employee when on the road, but also to protect those around the
employee. Employees that are required to drive on City business at any time will be expected to consistently
follow the policies below:

e Operate the vehicle safely, economically and in strict compliance with all traffic and parking
regulations.
Comply with routine maintenance schedules as established by the City Council.

e  Assume responsibility for reporting needed repairs and maintaining the cleanliness of the interior and
exterior of the vehicle.

e Radio-equipped vehicles shall maintain radio contact with an appropriate base station when on duty
or on call.
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No posters, stickers or advertisements shall be placed on City vehicles without prior approval of the
City Council.

City vehicles may be used for transportation to and from meals only when assigned to an employee
on a full-time basis or when in use by employees required by job assignments to take their meals in
the field.

Meet all City licensing, registration, insurance and driving record requirements.

Smoking is prohibited in all City vehicles.

Employees driving City vehicles shall operate the vehicle in a safe and courteous manner.
Employees shall wear seat belts at all times while in a moving vehicle being used for City business,
whether driving or riding as a passenger. Employees shall require that all passengers they are
transporting wear seat belts while in a moving vehicle.

Employees shall not allow anyone to ride in a City vehicle or a personal vehicle on City time without
receiving prior written approval from the Department Head.

Employees shall strictly follow the City’s drug and alcohol policy when operating a vehicle on City
time or a City vehicle.

All accidents must be promptly reported to law enforcement, the City Administrator and/or the
employee’s Department Head. Employees must cooperate fully with any insurance claims
investigation that occurs.

Any moving violations or parking violations received while on City time or in a City vehicle must be
promptly reported to the City Administrator and/or the employee’s Department Head.

An employee shall not use a City vehicle while on medication or suffering from a medical condition
that impacts his/her ability to safely operate a vehicle.

Distracted Driving:

The employee shall take all appropriate steps to ensure that he/she is not distracted by the cellular
phone or other mobile device to the point that safety is compromised.

Employee use of hands-free mobile devices is encouraged.

The employee shall use care when dialing the cellular phone to ensure that safety is not compromised
by the dialing process. This may require the employee to safely pull over to the side of the road in
order to look up numbers or dial the phone;

The employee shall use care to ensure that phone-related activities do not interfere with the
employee’s safe operation of the vehicle. If the employee must make notes during the phone call, the
employee shall safely pull over to the side of the road before making said notes.

Employees using City-issued phones for personal calls on their own time are encouraged to use
appropriate safety accessories and guidelines.

Under no circumstances shall employees view or engage in texting, emailing, Internet surfing, social
media use, or similar while driving.

Violations of this policy will be considered serious and may result in the imposition of discipline up to and
including termination.

The City reserves the right to monitor and/or verify any employee’s driving record at any time.

NOTE: The Police Department is exempt from this section and shall establish their own policy based
on the nature of their daily operations and technology in the vehicle.
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Drug and Alcohol Free Workplace Policy

The City is committed to providing a safe and productive environment for those individuals employed by and
the individuals affected by its operations through commitment to a drug-free workplace. It is well recognized
that individuals who use illicit drugs or use alcohol are more likely to have workplace accidents and perform
their work in an inefficient and substandard manner.

To effectuate this commitment, the City has determined that it must take the necessary steps to ensure that City
employees are free from the influence of drugs and/or alcohol while performing their duties. The City has
developed the following Drug and Alcohol Testing Policy which covers all City employees not otherwise
affected by state or federal drug testing laws. This policy is applicable to all applicants for City positions and
all City employees at any time they are actually performing, preparing to perform or immediately available to
perform any paid function as designated by the City.

All employees in positions requiring Commercial Driver’s Licenses are subject to the federal and state laws
requiring drug and alcohol testing, and where those laws conflict with this policy, those laws shall supersede
such provisions of this policy. The Federal Transit Administration has adopted drug and alcohol testing
procedures covering safety-sensitive employees engaged in mass transit and those laws also supersede the
provisions of this policy. For purposes of DOT/FMCSA testing, the Public Works Director or his/her designee
will serve as the City’s designated representative (DER).

Definitions

Safety-Sensitive Employee: A safety-sensitive employee is an employee working in a position wherein an
accident or an error could cause the loss of human life, serious bodily injury, or significant property or
environmental damage, including a position with duties that include immediate supervision of a person in a
job that meets the requirements of this paragraph. However, the City reserves the right to add or remove
positions from its list of safety-sensitive positions at any time. This includes part-time safety-sensitive
employees.

Reasonable Suspicion Drug and Alcohol Test: Drug or alcohol tests based upon evidence that an employee is
using or has used alcohol or other drugs in violation of this written policy. Evidence in support of such a
violation is drawn from specific objectives, articulable facts and reasonable inferences drawn from those facts
in light of training and experience. For the purposes of this paragraph, facts and inferences may be based upon,
but are not limited to, any of the following:

e Observations while at work, such as direct observation of alcohol or drug use or abuse, or physical
symptoms or manifestations of being impaired due to alcohol or drug use as described in the
educational materials provided to employees.

e Abnormal conduct or erratic behavior while at work or a significant deterioration in work performance.

e A credible source’s report of alcohol use or the use of drugs. The City Administrator will have the
final determination of who is a credible source.

e Evidence that an individual has tampered with any drug or alcohol test during the individual’s
employment with the City.

e Evidence that an employee has caused an accident while at work which resulted in an injury to a person
for which injury, if suffered by an employee, a record or report could be required under Chapter 88 of
the Iowa Code, or an accident that resulted in damage to property, including equipment, in an amount
reasonably estimated at the time of the accident to exceed One Thousand Dollars ($1,000.00).

e Evidence that an employee has manufactured, sold, distributed/solicited, possessed, used or transferred
drugs while on the City’s premises, or while operating the City’s vehicle, machinery or equipment.

e The employee’s statement or admissions of drug use while he/she is a City employee.
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Positive Test: An employee tests positive for drugs if any trace of an illegal substance is detected following a
drug test. An employee tests positive for alcohol if he/she has a blood alcohol concentration equal to 0.04 or
greater.

lllegal Drugs/Substances: Any substance that is illegal by law, has not been legally obtained or which cannot
be legally obtained. This includes prescription medication for which the employee does not have a prescription
and/or is not taken according to the prescription.

Prohibited Activity

No employee shall illegally use, sell, transfer, purchase or possess drugs, alcohol, controlled substances or
drug paraphernalia, or any combination thereof, while in a City facility, vehicle, vessel or aircraft or while
performing City business, including business conducted in the employee’s own home.

No employee shall report for work while under the influence of illegal drugs or alcohol. Furthermore, no
employee shall report to work within four (4) hours of consuming alcohol even if the employee does not believe
he/she is under the influence of alcohol during that time. No employee shall use illegal drugs or consume
alcohol while at work.

No employee shall use prescription drugs unless: (1) a doctor has prescribed the medication to the employee;
and (2) the doctor has advised the employee that the drug will not adversely affect the employee’s ability to
perform the essential duties of his/her job without endangering the public’s, co-workers’ or the employee’s
safety.

Any employee using properly prescribed drugs that may impair the employee or affect the employee’s job
performance shall notify his/her immediate Supervisor about the use of the drug. A drug may impair an
employee or affect an employee’s job performance if it may cause the employee dizziness or drowsiness or the
employee or the employee’s doctor believes the drug will impair the employee or affect the employee’s job
performance in some way.

If an employee is using a prescription drug and his/her doctor has advised him/her that the drug may adversely
affect the employee’s ability to perform the essential duties of his/her job, the employee shall advise his/her
Supervisor of the adverse effects and the prescribed period of use.

Supervisors shall document this information through the use of an internal memorandum and maintain this
memorandum in the medical file of the employee maintained by the Human Resource Specialist. Information
regarding the storage of drug test results and other medical information is provided in a following subsection.

Any employee using properly prescribed prescription drugs must carry the medication in its original container
and the container must be labeled with the employee’s name, the name of the employee’s doctor, the dosage
and the name of the drug prescribed.

Any employee who unintentionally ingests or is made to ingest a controlled substance shall immediately report
the incident to his/her Supervisor so that appropriate medical steps may be taken to ensure the employee’s
health and safety.

The City reserves the right to offer employees who violate this policy participation in an approved
rehabilitation or drug abuse assistance program as an alternative to discipline. If such a program is offered and
accepted by the employee, he/she must satisfactorily participate in it as a condition of continued employment.
Notification

The City will notify applicants of this drug and alcohol testing policy at the time of his/her first interview.
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The City will provide all employees with drug and alcohol education, including the effects of drugs and alcohol,
signs and symptoms of drug and alcohol use, assistance available for those abusing drugs and alcohol, drugs
and alcohol to be tested, and drug and alcohol testing requirements.

All drug testing results and other confidential information will be kept confidential.

Each employee and applicant will sign a form acknowledging receipt of these materials.

For CDL Employees: The FMCSA Clearinghouse is an electronic database that will contain information
about commercial motor vehicle drivers’ drug and alcohol program violations. FMCSA regulations require

employers to inform drivers and driver-applicants that the following information will be reported to the
Clearinghouse (beginning 1/16/2020):

e A verified positive, adulterated or substituted drug test result;
e An alcohol confirmation test with a concentration of 0.04 or higher;
e A refusal to submit to a drug or alcohol test required by FMCSA regulations;
e An employer’s report of actual knowledge of:
o On duty alcohol use (see 49 CFR § 382.205);
o Pre-duty alcohol use (see 49 CFR § 382.207);
o Alcohol use following an accident (see 49 CFR § 382.209);
o Controlled substance use (see 49 CFR § 382.213);
o A substance abuse professional’s report of the successful completion of the return-to-duty
process;
o A negative return-to-duty test; and
o An employer’s report of completion of follow-up testing.
Types Of Drug Testing

Prospective Employee Drug Testing:

All prospective, safety-sensitive employees who have been extended a conditional offer of employment with
the City shall be informed that a condition of employment includes passing a drug test as part of the pre-
employment process.

If a prospective, safety-sensitive employee refuses to take a pre-employment drug test when scheduled or tests
positive for a substance, that employee is ineligible for City employment for one (1) calendar year from the
date of the drug test. If an employee is transferred to a safety-sensitive position, drug and alcohol testing under
this policy is a condition of the transfer.

Emplovee Drug Testing:

Post-Accident Testing: After an accident, testing shall be conducted on employees whose performance could
have contributed to the accident if (1) it is required by state or federal law; or (2) reasonable suspicion exists.

Reasonable Suspicion Testing: When any Supervisor or manager has reasonable suspicion that a City
employee is under the influence of drugs or alcohol while on duty, or otherwise violating the terms of this
policy, that Supervisor or manager shall require reasonable suspicion testing. If reasonable suspicion testing
is required, the employee will not be permitted to drive to or from the testing or while at work until the test is
returned, and then only if the test produces negative results. The City will provide transportation to/from the
testing at the City’s expense, if necessary.
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Random Testing: Because of the safety-sensitive nature of their employment, employees with safety-sensitive
job duties may be required to take a drug test as a condition of continued employment in order to ascertain
prohibited drug use, as provided below:

e The City may conduct random drug and alcohol testing on safety-sensitive employees who are not
covered by another drug/alcohol testing policy mandated by the state or federal government without
individualized suspicion.

e The selection of employees to be tested from the pool of employees subject to testing shall be done
based on a computerized randomly generated selection process administered by a third-party, in which
each member of the employee pool has an equal chance of selection.

e All random drug testing will be uniform and unannounced.

e The City Administrator will determine the frequency and timing of the random drug testing.

Drug Testing Procedures

Drug and alcohol testing shall require the employee to present a reliable form of photo identification to the
person collecting the sample. Drug testing will be conducted at a location designated by a supervisor or the
City Administrator. The City will designate the type of testing to be performed on the sample collected. Drug
and alcohol testing shall normally occur during or immediately before working hours begin or immediately
after working hours. The time required for such testing shall be considered work time for the purpose of
compensation and benefits.

The drug screening tests selected shall be capable of identifying every major drug likely to be abused including,
but not limited to, marijuana, cocaine, heroin, amphetamine and barbiturates. Personnel utilized for testing
will be certified as qualified to collect urine samples or adequately trained in the collection process. A
specimen testing positive will undergo an additional test to confirm the initial result. Any employee who
breaches the confidentiality of testing information shall be subject to discipline.

The City shall pay all testing costs for pre-employment, reasonable suspicion, regularly scheduled or follow-
up drug or alcohol testing ordered by the City.

In conducting drug or alcohol testing pursuant to this policy, the laboratory, the Medical Review Officer and
the City shall ensure, to the extent feasible, that the testing records maintained by the City show only such
information required to confirm or rule out the presence of prohibited alcohol or drugs in the body.

Post-Testing Procedures

Employees having negative drug test results shall receive a memorandum stating that no illegal drugs were
found. The employee may request a copy of the memorandum be placed in the employee’s confidential
medical file.

An employee who has a positive drug or alcohol test, either from random testing or reasonable suspicion
testing, shall be subject to disciplinary action up to and including discharge.

If the employee is permitted to return to work, the employee may be required to submit to evaluation by a
Substance Abuse Professional and undergo treatment recommended by the Substance Abuse Professional prior
to returning to work. If the employee successfully completes the treatment, no further disciplinary action will
be taken against the employee. If the employee refuses to submit to the evaluation or fails to successfully
complete treatment, the employee will be subject to further discipline up to and including discharge.

If the Substance Abuse Professional determines that the employee has a drug- or alcohol-related problem, the
employee will be required to do follow-up testing upon the employee’s return to work. All follow-up testing
will be unannounced and without prior notice to the employee and will be at the employee’s expense.
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Drug Test Results

All records pertaining to required drug tests shall remain confidential and shall not be provided to other
employees or agencies, with the exception of the City Administrator and the employee’s immediate Supervisor,
without the written permission of the person whose records are sought. The City Administrator and the
employee’s immediate Supervisor shall have access to the records for purposes of employment decisions.
Computerized recordkeeping shall comply with this provision of the policy.

Drug test results and records shall be stored and securely retained for an indefinite period in a confidential
employee medical file maintained by the City Clerk.

Responsibility

It shall be the responsibility of the City Administrator to enforce this policy. Employees are expected to report
any suspicious behavior or suspected drug abuse of an employee. It is the responsibility of each employee to
abide by the procedures as outlined. Any employee refusing to submit to a drug test request made under this
policy will be subject to discipline up to and including termination.

SECTION V DISCIPLINE
Work Rules

In order to maintain safe, efficient and harmonious operations, and to continue to provide the highest standard
of public service, the City has adopted the following rules for its employees. Each rule reflects a common
understanding of what behavior is acceptable in the workplace.

These rules are not exclusive, and discipline may be taken in other instances of misconduct. Certain
departments may have additional rules and employees shall be presented those rules in conjunction with this
handbook. The City can modify these rules as changing conditions warrant. The City may take whatever
disciplinary action it deems appropriate in response to an offense, even if it is not included in the following
list.

Employees must understand that any offense, whether or not it is included in these work rules, may result in
disciplinary action up to and including discharge, without prior warning. Each case shall be considered on its
own merits with due consideration to the nature of the offense, the cause, the background, the likelihood of
repetition and the attitude of the offender.

While it is not possible to list all of the work rules, the following are examples of inappropriate, unacceptable
conduct:

Unsatisfactory work performance.
Dishonesty or lying, including falsifying employment or other job-related records.
Violating the City’s policy against workplace harassment, discrimination or retaliation of any kind.
Establishing an unacceptable pattern of tardiness or absenteeism. Absence without leave for a period
of three (3) duty shifts shall be considered cause for automatic termination of employment and
separation from City Service.
e Unauthorized failure to return from a leave of absence.
Engaging in unauthorized use of City property, equipment or supplies, particularly for personal use.
e Consuming, having unauthorized possession of, being under the influence of, or reporting to work
intoxicated or under the influence of non-prescribed drugs, alcohol or other substances.
e llegally manufacturing, possessing, using, selling, distributing or transporting drugs.
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e Bringing, possessing or consuming alcoholic beverages to or in City workplaces or using alcoholic
beverages while engaged in City business off of City premises.

e Fighting or physically assaulting an individual or using obscene, abusive or threatening language.

e Stealing, willfully destroying or unauthorized use or alteration of property of co-workers, customers,
clients or the City.

e Having unauthorized firearms, knives, explosives or other weapons on City premises or while on
City business.

e Disregarding smoking, safety or security regulations.

e Engaging in insubordination or failing to cooperate with assigned employees, co-workers,
supervisors or managers.

e Failing to follow City job instructions or to perform work requested by a supervisor or manager.

Violating a City safety rule or practice or creating or contributing to unsafe, unhealthy or unsanitary

conditions.

Failing to maintain confidentiality of City, client or customer information.

Failing to maintain necessary licenses and/or certifications.

Failing to maintain motor vehicle insurability, if required.

Unauthorized copying of City records.

Refusal to work without good reason when called in for emergency situations.

Sleeping, or giving the impression of sleeping, during work hours.

Failing to notify an employee’s Supervisor in advance of an absence from work, including arriving

late or leaving early.

Making untruthful or malicious statements about fellow employees.

e Threatening, coercing or intimidating fellow employees or others.

e Modifying another employee’s timecard without authorization from the appropriate Supervisor or
asking another employee to modify his/her own timecard.

e Gambling on City property or on working time.

Soliciting monetary contributions or disturbing non-work materials without proper permission of the

City Administrator.

Discourteous treatment of any kind to the public.

Failure to report an occupational injury.

Failure to keep necessary certifications and credentials.

Violation of any employee requirements in this Handbook.

Progressive Discipline

It is the City’s policy to follow a system of progressive disciplinary action as outlined below. However, a
violation of a serious nature may be cause for stronger disciplinary action or immediate discharge, in the
City’s discretion. Situations the City believes will respond to corrective discipline will normally be handled as
follows:

e Counseling: The employee’s Supervisor may give the employee a verbal warning.

e Written warning: If the unsatisfactory conduct continues, the employee’s Department Head may
issue a written warning. The written warning will state the reasons for the warning and the
consequences of continued action. The employee shall acknowledge receiving the written warning by
his/her signature on the written warning. A copy shall be given to the employee and a copy shall be
placed in the employee’s personnel file.

o Suspension: If sufficient improvement has not been made, or if the conduct continues, the employee
may be suspended without pay. The suspension shall be documented and state the reasons for the
suspension and the consequences of continued action. The employee shall acknowledge receiving
documentation of the suspension by his/her signature on the documentation. A copy of the
documentation shall be given to the employee and a copy shall be placed in the employee’s personnel
file.
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e Termination: If the conduct continues, the City may terminate the employment of the employee.

The City reserves the right to use whatever discipline it decides is appropriate in any situation, up to and
including discharge, without regard to the progressive discipline guidelines explained above.

Employees are free to resign their employment with the City at any time and for any reason and the City
retains the same right regarding termination of employment.

Certain departments may have additional discipline guidelines. Employees shall be given those guidelines
in conjunction with this handbook.

Complaint Procedure

Any employee who has a complaint regarding his/her employment with the City shall follow the following
complaint procedure. Note, complaints regarding discrimination, harassment and retaliation shall be handled
following the procedure outlined in this Handbook.

An employee having a complaint should attempt to resolve the problem informally with his/her Department
Head as soon as possible. If a solution cannot be reached, the employee may present a complaint, in writing,
(see Appendix for form), to the City Administrator.

All complaints will be handled in a timely manner. As a goal, this City attempts to resolve a complaint within
twenty (20) working days from the time of its initiation, however, more time may be necessary. The decision
of the City Administrator regarding the complaint shall be final.

Applicable CBA sections will supersede this subsection. Complaint procedure for Public Works Bargaining
Units is attached as supplemental.

SECTION VII - HEALTH AND SAFETY
General

The City strives to ensure a safe workplace. It is the responsibility of each employee to adhere to the
following:

e Work according to good safety practices as posted, instructed and discussed.

e Refrain from any unsafe act that might endanger oneself, the people the City serves or co-workers.

e Use all safety devices provided. Failure to comply could result in immediate termination.

e Report any unsafe situations or acts immediately to the Department Head.

First aid supplies are located at each facility. For the purposes of workers’ compensation, all injuries should
be reported to a Department Head and an accident form filled out within twenty-four (24) hours and turned
in at the City Clerk’s office.

Reporting and Treatment of Work Related Injuries and/or Accidents

All work-related injuries and/or accidents must be reported immediately to the employee’s immediate
supervisor, the City Administrator, or the City Clerk. In addition, a call to the Company Nurse must be
made as soon as practical after the accident to ensure coverage under the Worker’s Compensation Law, if
appropriate.

If you need medical treatment due to a work-related injury or illness, seek treatment at:
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Blessing Health Keokuk Clinic, 1414 Main St
Company Nurse, 1-888-770-0928, www.companynurse.com

For a serious injury or illness (or any treatment that should not wait until clinic hours the next day)
seek immediate treatment at the nearest emergency facility. If you choose to be treated by any other
medical facility and/or physician, you may not qualify for any workers’ compensation insurance
benefits and you may be responsible for all medical costs related to this incident. This is in
accordance to our state’s workers’ compensation statute.

Worker Compensation

Employees are protected under the state workers’ compensation law against loss of income due to injury or
death that occurs during work activities. Employees may be eligible to receive benefits for injuries arising
out of and in the course of employment pursuant to the lowa Workers’ Compensation Act. The City pays
the entire cost of the workers’ compensation insurance premium. Employees must report all job-related
accidents, injuries and illness immediately after experiencing a symptom. The insurance carrier will
determine the benefits, if any, the employee deserves.

REPORTING: Any employee injured on the job will report the injury immediately, (no later than twenty-
four (24) hours), to his/her Department Head, regardless of whether the injury is minor or of no apparent
significance. If an employee fails to report such injury, he/she shall be disciplined accordingly.

INCIDENT REPORT: An incident report will be completed promptly by the Department Head to ensure
documentation and expedite compensation.

Failure to report an injury could result in the employee not being covered under workers’
compensation.

Work Related Injury - Light Duty Policy

Definitions

Light duty: Limited and/or modified duty assignments which excuse an employee from performing some or
all of the essential job functions in his/her position or in another position for a temporary period of time in
order to permit the employee to continue working and earning pay during his/her period of
recovery/recuperation from a mental or physical impairment (including pregnancy and pregnancy or
childbirth-related conditions).

Light duty shall not continue indefinitely. Light duty shall not be provided for permanent impairments which
impact the employee’s ability to perform some or all of the essential functions of his/her job. Instead, when
an impairment becomes permanent, the City and employee shall discuss, through the interactive process,
whether the employee’s permanent impairment is a disability as defined by the lowa Civil Rights Act or the
Americans with Disabilities Act as amended and whether reasonable accommodations that do not present an
undue burden can be implemented.

Non-work-related injury: A mental or physical injury or injuries that occur(s) off the job and which result(s)
in temporary physical limitations/restrictions certified by the employee’s health care provider that temporarily
impact(s) the employee’s ability to perform the essential functions of his/her position as set forth in the job
description.

Temporary disability: A mental or physical impairment or impairments (including pregnancy and pregnancy
or childbirth-related conditions) which result(s) in temporary physical limitations/restrictions certified by the
employee’s health care provider which temporarily impact(s) the employee’s ability to perform the essential
functions of his/her position as set forth in the job description.
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Temporary: Lasting for a limited period of time. An interim measure, which is not permanent. However,
this term will be defined on a case-by-case basis depending upon the availability of light duty, the anticipated
length of time needed for the light duty and the creation of any undue burden on the City’s operations and its
employees.

Policy

The City is committed to encouraging employees to return to work when their health care provider certifies
that they are physically and mentally able to perform some or all of the essential job functions of their position
or in another position. This permits the employee to continue working and earning pay; accruing benefits;
avoiding loss of sick leave; and avoiding expiration of any applicable leaves of absence under the Handbook
or the applicable collective bargaining agreement, or expiration of leave under the Family and Medical Leave
Act (“FMLA”).

Accordingly, if an employee with a temporary disability as defined above requests light duty and if light duty
is available within the employee’s limitations and restrictions certified by the employee’s health care provider,
the City shall offer temporary light duty to the employee.

Light duty shall extend only for the temporary period the light duty is available and the temporary period
during which the employee’s health care provider certifies the need. Light duty is not applicable to permanent
impairments. (See definitions.) Employees shall remain in regular communication with the City regarding
their status and need for light duty. Employees shall provide all health care provider status updates or changes
to the City in writing.

All temporary light duty requests shall be made in writing and attaching the employee’s health care provider’s
written certification of the need for temporary light duty with an express and detailed explanation of the
limitations/restrictions on employee’s mental or physical abilities, and in relation to employee’s essential job
functions. Employees shall deliver the light duty request to their Supervisor with a copy to the Human
Resource Specialist. The City shall provide the written offer of light duty to the employee, the employee’s
Supervisor and the Personnel Department.

All materials related to requests for light duty, health care providers’ written communications and the offer
of light duty shall be kept in the employee’s confidential medical file.

Light duty hours shall be paid strictly on the hours of work performed. Thus, for example, if an employee
who normally works a twelve-hour shift begins working light duty for only eight (8) hours per day, pay will
be reduced accordingly.

Light duty is limited to non-public safety positions only.

Personnel Safety Policy

It shall be the policy of the City of Keokuk that employees follow the safety requirements of the
operator’s manual for each vehicle or machine used in the operations and functions of the City
Departments.

Employees must not ride on the outside of machines and vehicles such as front-end loaders,

back-hoes, and dump trucks, unless the vehicle is specifically designed to carry passengers on the outside
of the vehicle, such as a Sanitation Truck. Seat belts must be worn in vehicles equipped with them. This
applies to passengers and operators alike. All other such requirements as laid out in the individual
operator’s manuals for each piece of equipment are to be observed.

It is the responsibility of the City to provide each employee with access to the operator’s manual prior to
their use of the piece of equipment, and the department head’s responsibility to inform employees,
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especially new employees, of the policy. It shall be the responsibility of each employee to comply with
this policy and of each department head to monitor this compliance.

Hazardous Chemical Communication

This policy is to ensure, under The Employee Right to Know law, that each employee or contractor who is
employed by the City is aware of the hazardous chemicals used, stored or generated in any City facilities. It
will be accomplished by the following:

Listing of all chemical products used or generated on City property.

Appropriate labels on containers of all chemical products.

Material safety data sheets (MSDS) will be available for all chemical products on City property.
Employees will be trained to recognize and interpret labels, warnings, color-coding, signs, etc. that
are affixed to containers in order to properly protect themselves against potential hazards.

e Employees will be trained to understand the elements of Material Safety Data Sheets (MSDS) and to
recognize possible risks to health and physical harm so employees can properly protect themselves
against potential hazards.

The written hazard communication in its entirety will be available upon request to employees, their designated
representatives, and to local/state/federal officials who have proper authority.

Bloodborne Pathogens

The City is committed to providing a safe and healthy work environment for all employees. In pursuit of this
goal, an exposure control plan (ECP) is provided in Appendix B of this Handbook to eliminate or minimize
occupational exposure to bloodborne pathogens in accordance with OSHA standard 29 C.F.R. §1910.1030,
“Bloodborne Pathogens.” The ECP is a key document to assist the City in implementing and ensuring
compliance with the standard, thereby protecting City employees. This ECP includes:

e Determination of employee exposure.
Implementation of various methods of exposure control, including:
o Universal precautions.
o Engineering and work practice controls.
o Personal protective equipment.
o Housekeeping.
Hepatitis B vaccination.
Post-exposure evaluation and follow-up.
Communication of hazards to employees and training.
Recordkeeping.
Procedures for evaluating circumstances surrounding exposure incidents.

Employees should familiarize themselves with the ECP and direct any questions regarding the ECP to their
Department Head.
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SECTION VIII - SEPARATION OF EMPLOYEES

Termination

An employee shall be terminated for the following reasons:

e He/she resigns or retires.

e He/she is terminated by the City.

e He/she is absent for three (3) consecutive working days without notifying the City.
(Exceptions to this may be made by the City.)

e He/she does not return from an unpaid leave of absence.

e He/she does not return to work when recalled from layoffs as set forth in therecall
procedure. (Exceptions to this may be made by the City.)

e He/she is laid off and is not reemployed within twelve (12) months from the date of
layoft.

e He/she is separated upon settlement covering total disability.

e He/she is separated for disability when he/she cannot perform the required duties of his/her
position because of physical or mental impairment. Attempts will be made to make
reasonable accommodations and if one cannot be made or is not feasible then the employee
will be transferred to a vacant position, if one exists, provided the employeeis qualified for
that position.

Lavyoff and Recall

When it is determined by the City that a reduction of working forces within a department is
necessary, the following procedures shall be followed in making layoffs.

Layoffs shall be by department.

Seasonal, temporary and part-time employees shall be laid off first, in any order; then the
probationary employees shall be laid off, in any order.

If additional layoffs are necessary, employees in the affected department shall be laid off in
reverse order of their length of service, provided that those employees not laid off because of their
length of service must be able to perform the remaining work without additional training or
additional supervision.

Employees to be laid off for an indefinite period shall have at least seven (7) calendar days’
notice prior to layoft.

When the working force is increased after a layoff the employees shall be recalled in the reverse
order of their layoff, i.e. the last person laid off shall be the first recalled, the second to last person
laid off shall be the second recalled, etc. unless unique circumstances surrounding qualifications,
experience, and or credentials, warrants the City to look at each situation on a case by case basis
and shall be reinstated in the reverse order of their lay-off, contingent upon the employee’s ability
to perform the work available in the department concerned.

Notice of recall shall be sent to the employee at his/her last known address by receipted mail.
Additionally, the City will attempt to make contact with the employee at the last known
telephone number on file with the City.

LAYOFF AND RECALL PROCEDURES FOR PUBLIC WORKS BARGAINING UNIT ARE
ATTACHED AS SUPPLEMENTAL.

Retirement

An employee must notify the City in writing of his/her retirement at least thirty days in advance of the
retirement date. Once the City has been notified of such retirement date it cannot be changed unless
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agreed upon by the City. In cases where there is mutual agreement between the City and the employee the
thirty (30) day notice requirement may be waived and a date less than thirty (30) days from the date of
notice may be agreed upon.

All regular full-time employees of the City shall be afforded coverage under the lowa Public Employees
Retirement System (IPERS) or Municipal Fire and Police Retirement System of lowa (MFPRSI)
depending on job classification and the Social Security Program of the Federal Government. Contributions
required to be made on behalf of the City employees shall be made in order to implement this provision of
these policies. Any contribution required by the employee to maintain coverage under either IPERS,
MFPRSI, or the Social Security Program of the Federal Government shall be deducted from the wages of
the employee on a uniform payroll deduction program.

Employees who are not continued in regular full-time employment status by the City may be eligible for
employment by the City on a part-time basis at the option of the City.

Final Pay

Employees who leave the service of the City for any reason shall receive all pay which may be due them, with
the following qualifications:

e Regular employees providing at least ten (10) working days’ notice of voluntary resignation will be
paid for all unused vacation days. Employees who leave before completing their first year of
employment are not entitled to any accrued vacation and, therefore, shall not be paid for any unused
vacation days.

e Regular employees who give fewer than ten (10) working days’ notice of voluntary resignation or are
involuntarily terminated shall not receive pay for their accrued vacation.

e Separation date for all employees is the last day of actual work or approved leave. Final pay received
by an employee will not be construed to extend his/her employment with the City beyond the
separation date.

e All City equipment shall be returned to the City on the date of the employee’s termination of
employment unless other arrangements are made with the City. Failure to return City issued keys,
uniforms, material or other items or if these items are damaged shall result in an amount equal to their
value being deducted from the employee’s final paycheck.

e Employees will be advised of their rights under the Consolidated Omnibus Budget Reconciliation
Act of 1986 (COBRA). This act entitles employees and their dependents to continue their coverage
under the City’s health insurance plan at their own expense.

Any management employee who is terminated from the City for a reason other than for disciplinary or
performance reasons is entitled to severance pay equal to one (1) month's pay for every one (1) year of service,
up to a maximum of three (3) months’ pay. To receive severance pay, the employee must have completed a
minimum of twenty-three (23) months of service to the City.

Exit Interview and Exit Interview Form

An employee who has resigned his/her employment may be required to complete an exit interview
process that will be conducted by the City Administrator and/or the employee’s Department Head. In
addition to obtaining information that might enhance the overall performance of the City, the employee
may be given an Exit Interview Form to complete.

Completion of the Exit Interview Form is voluntary.
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SECTION IX - HOURS OF WORK

Work schedules differ between the various departments. Department Heads shall establish guidelines for
their departments. All employees are entitled to a 30-minute unpaid lunch break and two (2) paid 10-minute
breaks; one in the morning and one in the afternoon. Such breaks shall be taken at times that are not
disruptive to the City’s work. All employees are required to show up for work on time. Employees who are
unable to report to work will notify their Department Head at least fifteen (15) minutes before the start of
their shift. Exempt employees may be required to work beyond the designated work schedule. Certain
departments may have notification requirements that differ from this section.

Flexible schedule: Some departments within the City may offer flexible schedules to accommodate
employees’ situations. The Department Head must be notified of such a request by the employee in writing.
(See Appendix for form.) Every attempt will be made to accommodate the employee, but only if it does not
have a negative impact on the overall operation or causes another employee hardship doing his/her job. If
flex hours are granted, the employee must stick to these hours or lose the privilege.

In case of emergency work, no employee shall work a tour of duty in excess of sixteen (16) hours and shall
not return to work earlier than eight (8) hours after completing the first extended tour of duty.

SECTION X - PAY AND COMPENSATION

Wages

The determination of wages for City positions are the responsibility of the Department Heads and City
Administrator. Salaries for each job title are commensurate with the nature of the position, taking into
consideration the following:

The diversity and complexity of duties.

The amount of responsibility and judgment exercised.
Location of position within the organizational chart.
Qualifications required to perform the job.

Total compensation to employees includes salaries, fringe benefits and a vehicle and shall also be based on
the following:

e Prevailing rates for similar work in other cities and private businesses.
e National, as well as local, salary patterns.
e Standards established by professional organizations.

Each employee’s salary is reviewed annually. These reviews take into account the employee’s
performance, community conditions, comparison of similar positions and the City’s financial position.

Non-union Wage and Salary

1. Exempt and non-exempt non-union employees of the City of Keokuk will be paid wages according
to the Non-union Employee Wage Schedule, a copy of which is attached hereto, based upon the title
of their position within the City.

2. New hires shall be given an annual salary commensurate with qualifications and experience but
shall not receive less than the minimum nor more than the maximum for the salary range of their
position.

3. The Non-union Employee Wage Schedule ranges will increase annually by the December to
December change in CPI for All Urban Consumers: US City Average- All Items.
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4. Non-union employees shall receive an annual base salary increase (BSI), unless the employee has
reached the maximum range. The BSI shall be determined by the City Council and shall be
independent of any and all wage increases negotiated by any and all bargaining units recognized by
the City of Keokuk.

5. Employees are eligible to receive an additional .5-2% wage increase based upon their annual
performance evaluation. Based on total performance scoring, the employee will earn an additional
0.5% for every full half point above the score for average on the performance evaluation.
Performance related increases shall not cause employee’s total salary to exceed the maximum
range.

6 Non-exempt non-union employees that have reached the maximum range shall annually receive the
annual CPI increase for their range.

7. All wage scales shall be reviewed once every three (3) years to ensure wages are comparable and
competitive with similar positions in both the public and private sectors.

Longevity

Employees shall receive longevity pay under the circumstances and in the amounts according to specific
departmental schedules. An employee’s eligibility for longevity pay shall be calculated based on the
employee’s completed years of service as of the anniversary date of his/her employment with the City.

Pavroll Deductions

All required deductions, including those for state and federal taxes and all authorized voluntary deductions,
including health and dental insurance contributions, will be automatically withheld from the employee’s
paycheck.

Direct Deposit

Staff members are paid every other Friday. Each paycheck will include earnings for all work performed
through the end of the previous payroll period. The workweek begins at 12:00 A.M. Sunday and ends at
12:00 A.M. the following Saturday.

Employees will have pay directly deposited into their bank accounts, and they shall provide advance written
authorization to the City. Employees who do this will receive an itemized statement of wages when the City
makes a direct deposit. (See Appendix for form.)

Garnishments

By law, the City is required to honor legal garnishments of employees’ wages or salaries. The City will

give an employee written notification of any garnishments received and copies will be retained by the
City Clerk.

Deferred Compensation

The City of Keokuk offers to all regular full-time employees the opportunity to enroll in a 457 Deferred
Compensation Plan. This benefit allows the employee to purchase and contribute to a tax-deferred
annuity for the purpose of increasing the individual’s retirement income. The employee’s contribution is
pre-tax and consequently lowers the employee’s gross annual taxable income. The employer does not
contribute to the deferred compensation plan. An employee should contact the city clerk’s office for
additional information.
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Overtime

Overtime shall constitute work in excess of forty (40) hours in a workweek with the exception of civil
service employees which may have alternate work periods in accordance with the Fair Labor Standards
Act.

If an employee is classified as a nonexempt employee, the employee will receive compensation for overtime
worked at the rate of time and one-half (1/2) or compensatory time as described in this Handbook for each
hour actually worked over forty (40) hours in the workweek. Employees are not permitted to work over forty
(40) hours in any week unless they receive prior approval from their Department Head. Certain seasonal
employees may be exempt from this provision pursuant to the FLSA. Only hours actually worked count as
hours worked for purposes of calculating overtime. Bereavement Leave, Sick Leave, Vacation, Holidays and
Compensatory Time are not counted as hours actually worked. Certain departments may have different
overtime rules. Please consult the appropriate CBA for details.

Non-police officer nonexempt employees working a regular shift during the holiday shall receive pay equal to
two (2) times their rate of pay.

Overtime, All Full-Time Police Officers Except Exempt Employees

If a police officer employee is classified as a nonexempt employee, the employee will receive compensation
for overtime worked at the rate of time and one-half (1'%) or compensatory time as described in this Handbook
for each hour actually worked over one hundred seventy-one (171) hours in a 28-day period. Employees are
not permitted to work over one hundred seventy-one (171) hours in a 28-day period unless they receive prior
approval from their Department Head. Only hours actually worked count as hours worked for purposes of
calculating overtime. Bereavement Leave, Sick Leave, Vacation, Holidays and Compensatory Time are not
counted as hours actually worked.

Nonexempt police officer/employees working a regularly scheduled shift during a holiday shall receive pay
as prescribed in the collective bargaining agreement.

Overtime Court Appearance

It is the policy of the City that certain employees may be required to appear in court or some other legal
proceeding on behalf of the City during their off-duty time and compensation for that time will be in the form
of additional pay.

A court appearance reimbursement shall be a minimum of four (4) hours of the requesting employee’s regular
rate of pay. If the court appearance is cancelled less than twenty-four (24) hours before the appearance, the

employee shall receive two (2) hours at the employee’s regular rate of pay.

Any court appearance in which time is spent in excess of the minimum, as set out above, shall accrue at the
requesting employee’s regular rate of pay.

Compensatory Time Off

The City recognizes that on occasion during the course of a pay period employees may accumulate pre-
approved overtime. The City also recognizes that employees may have personal matters to attend to,
therefore, with the approval of the Department Head nonexempt employees may convert overtime earned into
compensatory time off under the following guidelines:

Nonexempt employees shall be allowed to convert overtime hours worked into compensatory time off at a
rate of time and a half (172). An employee shall notify his/her Department Head of his/her desire to take
overtime as compensatory time at such time when the overtime accrues.
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Employees are limited to converting a maximum number of hours into compensatory time and limits vary by
department.

Compensatory time off shall be taken in no less than 1-hour increments, provided that the time off does not
result in overtime to cover the employee’s absence.

Employees must be permitted to use compensatory time on the date requested unless doing so would unduly
disrupt City operations. All scheduling of compensatory time off shall be at the discretion of the Department
Head and/or the City Administrator. If an employee’s employment is terminated while he/she has unused
compensatory time, such compensatory time shall be paid to the employee upon termination.

Accrual and use of compensatory time varies by department. See Benefit Supplemental attached to this
policy.

On-call Time

Employees of the Streets, Sewer and Wastewater Departments will be required to be available during
weekends and holidays in case emergencies arise requiring a response from the employees of these
departments. In order to respond to emergency situations that do not require the entire work force of a

department a rotating schedule will be established to assign weekend and holiday on-call duty. This
schedule will be drawn up so that this duty is as equally shared as is possible.

SECTION XI HOLIDAYS

Designated Holidays

The following eleven (11) holidays will be observed by City employees. If the holiday falls on Saturday, it
will be observed on the preceding Friday. If the holiday falls on Sunday, it will be observed on the following
Monday.

Holidays include:

New Year’s Day
Presidents Day
Good Friday
Memorial Day
Independence Day
Labor Day
Veterans Day
Thanksgiving Day
Day After Thanksgiving
Christmas Eve
Christmas Day

THIS LIST OF HOLIDAYS IS GENERAL. SOME DEPARTMENTS MAY HAVE DIFFERENT
HOLIDAYS. SEE BENEFIT SUPPLEMENTAL FOR SPECIFIC DEPARTMENTAL HOLIDAYS.

Any employee with an unexcused absence on the last regular working day preceding such a holiday or on the
next regular working day following such a holiday will forfeit his/her right for holiday payment.

Any employee who is asked to work and works on a holiday, except a floating holiday, and is eligible for
overtime shall be paid a rate specific to their department. See Benefit Supplemental.
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For employees working a continuous shift, the above holidays shall be observed on their actual date.

Any employee will be granted an additional paid day of leave for any holiday which is observed during
his/her vacation.

Upon resignation or termination from City employment, an employee will be paid for all accrued holidays.

An employee who is on an unpaid leave of absence of more than thirty (30) consecutive calendar days, or
who is receiving worker compensation payments for work absence, shall not be eligible for holiday pay.

SECTION XII - VACATION LEAVE

The City provides paid vacation for rest and relaxation which the City believes is important for employees’
physical and mental health. Employees accrue vacation time based on years of experience. Vacation may
not be taken within an employee’s first six (6) months of employment. Employees begin earning vacation on
their first date of employment and vacation will be credited and available for use in equal pay period
increments (annual amount divided by twenty-six (26)). A day of vacation pay equals eight (8) hours unless
otherwise stated in collective bargaining agreement or departmental sections of this policy and will be paid at
the employee’s regular straight-time rate of pay in effect for that employee immediately preceding the
vacation. Full-time employees accrue vacation time according to specific departmental schedules. See
Benefit Supplemental.

When an employee takes a vacation, the days shall be subtracted from the accumulated earned vacation time.
No employee may accumulate vacation in excess of thirty-nine (39) times the employee’s accrual rate plus
forty (40) hours.

Vacation requests should be made in advance, based upon departmental procedures, and submitted on a
vacation leave form. (See Appendix for form). Requests are granted upon approval of the Department Head
and subject to the needs of the department.

Upon resignation or termination from City employment, an employee will be paid for all vacation time
accrued.

Vacation time may be taken by the week, day or half-day.
Vacation Use

The employee shall be informed on a bi-weekly basis through information on his/her payroll check stub. It
is the responsibility of the employee to ensure that the amount shown on this pay stub is correct with
his/her records. Employee's requests for vacation should be submitted in writing to the department director
no later than two (2) weeks prior to the intended vacation. However, the department director may waive
this notice requirement if no purpose would be served by it. It shall be the discretion of the department
director to determine how many employees may be gone on vacation at any one time. Priority for vacation
time shall be determined on the basis of who made the vacation request for a particular time first. However,
if two or more requests are filed on the same day, priority shall be given on the basis of seniority.

Vacation Pavout Upon Termination of Employment

Upon termination of employment, employees shall be entitled to receive pay for all accumulated vacation
leave unless one of the following conditions apply:
e An employee fails to give at least ten (10) working days’ notice in advance of his/her termination.

For purposes of this provision, working days shall mean days actually on the job working and not
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on a leave other than verified sick leave and scheduled holidays.
An employee leaves the City prior to completion of his/her original probationary period.
An employee is involuntarily terminated from employment.

SECTION XIII - SICK LEAVE

Sick Leave Accrual

Sick leave benefits shall accrue at a rate of one (1) day per normal work shifts per month for each full
month of employment.

Sick leave benefits may be accumulated and utilized in future years. Accumulation rights shall be accrued to
90 days or 720 hours. When sick leave accumulation reaches maximum accumulation, the employee will
stop accumulation of additional hours until he/she uses hours and drops below the maximum amount that is
permitted to be accumulated. The City will notify each employee of any accumulated sick leave by means
of the biweekly payroll check stub. Certain departments have different accrual rates and limits. See benefit
supplemental.

Sick Leave Use

Sick leave provides time off with pay for periods of illness or incapacity resulting from injury or sickness
according to the following:

Sick leave accrual and maximum sick leave hours differ by department. See Benefit Supplemental
for specific department accrual rates and maximums.

New employees shall be advanced six (6) days of sick leave upon employment but shall not earn
or accumulate additional sick leave until they have been employed for six (6) months, whereupon
they shall earn and accumulate sick leave at a rate of four (4.0) hours per pay period. Employees
covered under collective bargaining agreements may accrue sick leave at different rates.

An employee on leave because of an occupational disability related to his/her employment may take
sick leave allowance to which he/she is entitled, and the prorated amount will be added to the amount
of disability workers’ compensation which will result in an equivalent payment to the employee of a
full salary for any particular period.

An employee may take sick leave when he/she is medically unable to work. Up to (5) five days per
year for care of spouse and/or children. Employees may take sick leave for doctor and dental
appointments when they cannot be scheduled during non-working hours.

If an employee is absent from work for longer than three (3) days, the Department Head shall require
a doctor’s note to substantiate the illness or injury.

If not otherwise specified by department rules, each employee is required to notify his/her Department
Head at least fifteen (15) minutes prior to the start of each workday if the employee is unable to attend
work that day. All Department Heads will report to the City Administrator, and the City
Administrator will report to the Mayor.

(See Appendix for form.)
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Sick Leave Notification

An employee, who is to be absent due to sickness or injury, shall notify his/her supervisor as described
above or according to departmental policy. Unless waived by the City, the employee shall continue to give
notice for each succeeding day he/she is to be absent. Failure to give such notice may result in the loss of
the employee's entitlement to sick leave benefits and may result in disciplinary action up to and including
termination. Failure to provide notification for three (3) consecutive days of absence may result in
disciplinary action up to and including termination.

Sick Leave and Other Paid Leave

An employee, may at his/her discretion, utilize unused and earned vacation leave to extend his/her
compensation as provided below, until the vacation leave has been exhausted.

Once accrued sick leave benefits have been exhausted, earned vacation time, personal, and earned
compensatory time may be used for a sick leave absence. In this case, the employee’s unused

earned leave benefits will be banked until his/her return or paid to the employee at his/her request.

Sick Leave Abuse

In the event the City suspects that an employee is abusing sick leave, the City shall have the right to
demand verification. The City may request an employee to submit to a physical examination by a
physician of the City's choice. The City shall pay for the examination.

Should the City determine that an employee is abusing the sick leave provisions, the City shall have the
right to take appropriate disciplinary action.

Maternity Leave

Prenatal/Postnatal Care: In accordance with FMLA, any pregnant employee is entitled to time off for
prenatal and postnatal care. Employee shall use any accrued leave during time off for absences covered
under this section. If no leave is available, employee may receive time off with no pay.

Modified-Duty Assignments: At such time that the employee is physically unable to perform their regular
duties due to pregnancy and before commencement of maternity leave, as verified, in writing, by a medical
doctor, the City shall identify temporary modified- duty assignments. A temporary assignment, if available,
allows the employee to work, while providing the City with a productive employee during the temporary
period. Duty assignments may be assigned outside of the employee’s regular department and may result in
change of schedule and work hours, but will not exceed employee’s regularly scheduled hours within a pay
period. A pregnant employee shall not be involuntarily transferred to a temporary modified-duty
assignment.

Maternity Leave Pay: An employee on maternity leave may take up to twelve (12) weeks of leave under
FMLA. The employee shall use any accrued leave while on maternity leave. If no leave or insufficient
leave has been accrued by the employee, the employee can continue on maternity leave with no pay. The
City shall provide two (2) weeks of paid maternity leave. These two (2) weeks shall be considered part of
the twelve (12) weeks afforded under FMLA. Maternity leave will be granted under the same conditions as
above when employee adopts a child.
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Paternity Leave

Prenatal/Postnatal Care: In accordance with FMLA, any employee is entitled to time off for prenatal and
postnatal care of their partner and child. Employee shall use any accrued leave during time off for absences
covered under this section. If no leave is available, employee may receive time off with no pay.

Paternity Leave Pay: An employee on paternity leave may take up to twelve (12) weeks of leave under
FMLA. The employee shall use any accrued leave while on paternity leave. If no leave or insufficient
leave has been accrued by the employee, the employee can continue on paternity leave with no pay. The
City shall provide two (2) weeks of paid paternity leave. These two (2) weeks shall be considered part of
the twelve (12) weeks afforded under FMLA. Paternity leave will be granted under the same conditions as
above when employee adopts a child.

SECTION XIV — OTHER LEAVES

Voting Leave

Employees are encouraged to fulfill their civic responsibilities by participating in elections. Generally, employees
are able to find time to vote either before or after their regular work schedule. However, if employees are unable
to vote in an election during nonworking hours, they may be granted up to one-half hour of paid time off to vote.

Employees should request time off to vote from their Department Head at least one (1) day in advance of the
election day. Advance noticed is required so that necessary time off can be scheduled at the beginning or end
of the work shift, whichever provides the least disruption to the normal work schedule.

Military Leave

Temporary Military Leave

In the case of temporary military leave (less than thirty (30) days) full-time employees of the City shall be
accorded all rights as prescribed by Section 29A.28 of the Code of lowa (1987). In such event, the
employee must present a statement to the City Clerk's Office after termination of his/her military service
which must contain the following information:

The date it is prepared.

The date of induction.

The date of release from duty.

The employee's name.

The employee's rank.

The title and address of the commanding officer who prepared and executed the
statement or certificate.

Failure to file such a statement and to report promptly after completion of military service shall subject
the affected employee to loss of benefits which have been accrued to employee during his/her absence,
and to loss of entitlement to pay during the period of time between his/her termination of service and
his/her attempted return to work for the City.

Military Leave Longer Than Thirty (30) Days

Absences required for military service that exceed thirty (30) calendar days shall be granted in
accordance with the employer’s policies on vacation, and with applicable state and federal law. An
employee’s eligibility for reemployment with the employer after he/she has completed military service
will be determined in accordance with applicable state and federal law.
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Conditions for reemployment are briefly explained as follows:

e The employee or an appropriate officer of the uniformed service in which the employee serves,
must give advance written or verbal notice of the employee’s service to his/her immediate
supervisor, unless military necessity prevents the employee from giving notice or if it is otherwise
impossible or unreasonable;

e The cumulative length of the absence and all previous absences from employment with the employer
for reason of military service must not exceed five (5)years;

e The employee’s discharge from military service must be honorable; and

e When the employee returns from military service, he/she must report to work or submit a timely
application for reemployment according to the following schedule:

e For service of thirty-one (31) to one hundred eighty (180) calendar days the employee must apply for
reemployment within fourteen (14) days aftercompleting service.

e For service of one hundred eighty-one (181) calendar days or more the employee must apply for
reemployment no later than ninety (90) days after completing service.

e Employees on leave for military service and any of their dependents entitled to coverage under the
employee’s health, dental, life and disability insurance plans are entitled to coverage as follows:

o An employee that leaves employment for less than thirty-one (31) calendar days is entitled to
continued health, dental and life insurance coverage, and will not be required to pay more then
what an active employee would pay for coverage.

o An employee that leaves employment for thirty-one (31) or more calendar days is allowed to
elect to receive continued coverage under the employer’s health and dental insurance plan for up
to eighteen (18) months following separation from employment or until the employee’s
reemployment rights expire, whichever event occurs first. The employer may require the
employee to pay up to one hundred two percent (102%) of the premium. Life insurance will not
be available to an employee on active military duty for more than thirty (30) calendar days.

Jury/Subpoenaed Leave

If employees are called to serve on jury duty, they should notify their Department Head immediately. All
regular employees will be on paid status while on jury duty.

Employees will be paid the difference between their regular salary and the amount received as jury pay (where
applicable). A copy of the jury summons must be handed in to the employee’s Department Head in order for
the employee to receive pay.

If an employee is served with a subpoena requiring him/her to serve as a witness, that employee will be
permitted time off to attend hearings/trial without loss of pay or threat of loss of pay or job. Subpoenaed
employees will be paid the difference between their regular salary and the amount received as the witness fee
(where applicable). Documentation of witness times and fees must be submitted to the employee’s
Department Head.

Upon verification from court personnel (i.e., letter from prosecutor/attorney, etc.), victims of a crime may
submit a written request for “court attendance” to their Department Head. The request must be approved by
the Department Head. Time off will be charged to accrued vacation time, or the employee may opt for time
off without pay. Employees must provide verification of attendance from court personnel.
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Terminal Leave

Upon resignation or retirement, an employee may elect to take terminal leave. The employee will establish a
last day of work and a termination date. The last day of work is the last day the employee will report for their
regular shift. Between the last day of work date and the termination date, the employee will receive any
accrued vacation as regular pay on regularly scheduled paydays. The termination date shall be the day, in
whole or in part, when the total of all accrued vacation is exhausted. Health insurance will continue through
to the termination date and until the end of the last day of the following month provided all premiums for the
following month have been deducted from the employee’s pay checks.

SECTION XV — INSURANCE BENEFITS

Insurance Coverage

All eligible, full-time employees may participate in the City’s group health insurance program thirty (30) days
following the first of the month after first date of employment, except General Unit and Wastewater covered
positions which are sixty (60) days following the first of the month after first date of employment. The cost
to provide this benefit is paid by the City up to the level determined by the City Council, for individual and
family coverage, not including partial self-fund coverage exposure payments. Eligible dependents of regular
full-time employees may also participate in the City’s group health insurance program. Coverage eligibility
shall be subject to the terms and conditions of the insurance carrier selected by the City.

The following is a more detailed description of coverage.

Dependents are defined by the City’s policy and state and federal law.
Regular part-time employees and their dependents can be eligible for insurance if the City wishes to offer this
as part of an employment agreement.

If an employee does not have a dependent at the time of enrollment in the plan, but later acquires a dependent,
this person becomes eligible to participate in the plan on the date that he/she becomes the employee’s dependent.
The employee has thirty (30) days to register the dependent automatically.

The cost of coverage will be determined by the City Council. All employees’ contributions will be deducted
automatically through each employee’s payroll.

Employees who have been enrolled in the City plan for at least six (6) months and whose coverage would
have otherwise terminated because of layoff or approved leave of absence shall have the right to continue
his/her coverage at his/her own expense.

Health Care Coverage Extension (COBRA)

Under Retirees, the law states that “most employers sponsoring group health plans must offer covered
workers and their families the opportunity for a temporary extension of health coverage, called
continuation coverage, at group rates and at the employee’s expense in certain instances where coverage
under the plan would otherwise end”. The employer will charge one hundred and two percent (102%) of
the premium cost as allowed by law. Contact the City Administrator or the City Clerk concerning the
COBRA rights of employee and/or employee’s dependents.
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Life Insurance

Term life insurance is provided to all full-time IPERS covered employees in the amount of $20,000.00.
MFPRSI full-time employees shall be covered in the amount of $40,000.

SECTION XVI - GENERAL POLICIES AND PROVISIONS

Inclement Weather

City offices and services will not close due to inclement weather, unless expressly authorized by the City
Administrator due to safety reasons. In the event of inclement or adverse weather conditions, if an
employee feels that he/she cannot safely report to work, the employee shall notify his/her Department
Head, the City Clerk or the City Administrator. An employee who is unable to report to work due to
inclement weather shall be required to utilize vacation hours, a personal day or compensatory time in
order to receive pay.

Information Technology/Personal Use Policy

SOME DEPARTMENTS MAY HAVE ADDITIONAL GUIDANCE ON USE OF TECHNOLOGY.

“Information Technology” means the City’s computers, computer files, networks, Internet access and
software which are furnished to employees.

This “Information Technology” is the City’s property and is intended for conducting City business. However,
employees may use the City’s Information Technology for personal purposes, such as email or Internet
surfing, only if it is of reasonable duration and frequency; does not interfere with the performance of the
City’s business; is not related to political or religious uses; does not cost the City additional expenses; is not
related to any illegal, discriminatory or harassing behavior or business; would not cause the City public
embarrassment; and does not compromise City security or confidential information. The City reserves the
right, in its sole discretion, to define what is reasonable or permissible personal use.

The City reserves the right, in its sole discretion, to block access to offensive, malicious and non-business
web content or websites. The content of all communications created or disseminated through the use of any
City Information Technology is the property of the City and shall comply with all policies. Employees should
not access files or retrieve any stored information or communications without authorization. Employees
should access those files only as necessary for the performance of their duties. Employees using the City’s
Information Technology shall not attempt to exceed the access rights granted by the City.

Excessive messages with little useful information for all employees slow down productivity and overburden the
system. Any questions about whether one may circulate certain information to all employees shall be directed to
the City Administrator before proceeding.

Employees shall not print, display, download or send offensive or harassing statements or language, including
disparagement of others based on their protected class status.

Employees shall not print, display, download or send any sexually explicit or offensive messages, cartoons, jokes,
drawings, photographs, animations or like material. If employees receive such items from another person, they
are to immediately advise the sender that they are not permitted to receive such information or items and that the
sender is not to send such again. If the employee needs assistance in responding to such situations, the employee
may contact the City Administrator or his/her Supervisor.

Employees shall not use the City’s Information Technology for commercial purposes or for personal profit.
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Employees shall not disseminate or print copyrighted materials in violation of copyright laws.

The installation of personal software onto City-owned Information Technology is prohibited. The copying
of purchased or leased software, unless authorized by the software vendor, is prohibited. Additionally, sharing
user identification and/or passwords for any City Information Technology is prohibited, unless directed by
the City Clerk or Mayor for legitimate business reasons. Employees shall change their user passwords every
ninety (90) days or as directed by their department head.

By opening email, sending or receiving information, using the voicemail system, logging on to the Internet or by
using any of the City’s Information Technology, employees agree and understand that this technology has been
provided by the City at its own expense and that it is the City’s property. It is another tool for employee use in
business transactions or business communication.

All communications over and activity conducted on the City-owned Information Technology are the City’s
property. Employees shall have no expectation of privacy when using City-owned Information Technology,
even with respect to Information Technology where the emplovee has a personalized username and/or
password. Department Heads and the City Administrator may review, audit or download messages that
employees send or receive, and may monitor employee Internet access. Additionally, all messages and data sent
over City Information Technology may be subject to public open records requests or subpoenas.

Employees also may not interfere with or disrupt any City network or Internet users, services, programs or
equipment. Disruptions include, but are not limited to, propagation of computer worms, viruses or other
debilitating programs and using the City network to make unauthorized entry to any other machines accessible
via the network or Internet. Deliberate attempts to degrade or disrupt system performance will be viewed as
criminal activity under applicable state and federal law.

Each City employee is directly responsible for any and all activity that occurs on his/her computer or under
his/her email name or Internet account. All employees are to lock their computers or shut them down after
City hours.

In accordance with lowa Code Chapter 22, employees must retain all email, text messages, or any other
electronic messaging sent or received on a city electronic device. Failure to preserve these communications

can result in finding the employee in violation of lowa Code Chapter 22 and a fine of $100-$500.

Employees found to have violated this policy or to have engaged in illegal or unethical practices will be
subject to disciplinary action in accordance with this Handbook.

Social Media Policy

SOME DEPARTMENTS MAY HAVE ADDITIONAL GUIDANCE ON SOCIAL MEDIA USE.
Definitions

Posting: Any writing, image, video, download, audio file and hyperlink to other websites, or media which is
downloaded, referenced, inserted or placed upon any City social media site.

Social media or site: Includes, but is not limited to, electronic communication through which users create
online communities to share information, ideas, personal messages, photographs, videos and other content.
Examples of the types of social networking sites covered by this policy include, but are not limited to: blogs,
LinkedIn, Facebook, Google+, Twitter, YouTube, Instagram, Pinterest, Snapchat, Tik Tok, YikYak, photo
and video sharing sites, micro-blogging, podcasts, wikis, news sites, as well as viewable comments posted on
Internet sites. This policy is not meant to address only certain forms of social media, but rather social media
in general as advances in technology will occur and new tools will emerge that are also expected to be used
in accordance with this policy.
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All City employees are expected to always use City computers, tablets, mobile phones, computer applications
and programs, Internet resources and network communications in a responsible, professional, ethical and
lawful manner. This includes use of all social media utilizing these devices. Employees should be aware that
all content, including social media, on these devices is not private and the City could access any information
saved to, accessed by, created on, transmitted on, downloaded to, exchanged over or discussed on these
devices, including social media, at any time. Consequently, employees have no reasonable expectation of
privacy when engaging in these activities and employees should use common sense in all communications,
particularly on a website or social networking site accessible to anyone.

In addition, employees are expected to follow all other City policies with regard to their use of social media.
Any employee who violates this policy may be subject to disciplinary action up to and including termination.

Procedures

The procedures for using social media are presented in two categories: (1) City-sponsored sites used to
provide citizens with official, accurate and unbiased information, and (2) procedures governing employees’
conduct while on social media sites.

City-Sponsored Sites:

The City’s social media are limited public forums. The sites are not an editorial page or blog for visitors, and
they are subject to the commenting restrictions listed below in this policy. The City does not intend by its
social media sites to create or allow the creation of an unlimited public forum for the public to post comments
of any kind.

The establishment and use by any City department of City social media sites are subject to approval by the
City Administrator. At the time such site is approved, the City Administrator must determine who will be
responsible for developing this site, including establishing an administrative profile, designating who will
have authority for speaking on behalf of the City and who will keep the site up to date, including answering
questions in a timely manner.

City social media accounts will only become affiliated with (i.e., “like,” “follow,” etc.) another social media
page if it is related to official City business, services and events. The Mayor shall have the final determination
if another social media page is related to official City business, services and events.

Wherever possible, City social media sites should link back to the official City website for forms, documents,
online services and other information necessary to conduct business with the City.

The City Administrator or his/her designee will monitor the City’s social media accounts to ensure that the
social media cites further the City’s policies, interests and goals.

Comments containing any of the following inappropriate forms of content will not be allowed on the City’s
social media sites and are subject to removal by the City:

e Comments unrelated to the original topic;

e Comments that are obscene, vulgar or profane;

Content that promotes, fosters or perpetuates discrimination of any protected class under local, state
or federal law;

Defamatory or personal attacks;

Threats to any person or organization;

Comments in support of, or in opposition to, any political campaigns or ballot measures;
Solicitation of commerce, including, but not limited to, advertising of any business or product for
sale;
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Conduct in violation of any federal, state or local law;

Encouragement of illegal activity;

Information that may tend to compromise the safety or security of the public or public systems; or
Content that violates a legal ownership interest, such as a copyright.

Comments that are threatening in nature will be forwarded as appropriate to law enforcement.

The City reserves the right to restrict or remove any content that is deemed in violation of City policy,
including this policy, or applicable law. Any content removed based on these guidelines must be retained
by the City Administrator or his/her designee for a minimum of ninety (90) days, including the time, date
and identity of the poster, when available.

Comments posted by the public on the City’s social media site express the opinions of the commentators or
posters. Such comments do not necessarily reflect the opinions or policies of the City, and the publication
of such comments does not imply endorsement or agreement by the City.

The City is not responsible for and has no control over the accuracy, subject matter, content, information or
graphics when viewing links attached to its social media sites. The City also does not endorse any
organizations sponsoring linked websites or the views or products they offer.

The City is not liable for the content of postings by individuals employed by the City or third parties not
affiliated with the City on any City social media sites.

The City reserves the right to deny access to its social media site for any individual who violates the City’s
policies or the law, at any time and without prior notice. The City reserves the right to restrict or remove
any content that is deemed in violation of this policy or any applicable local, state or federal law.

The City’s website at https://www.cityofkeokuk.org will remain the City’s primary and predominant Internet
presence.

Employees representing the City via social media accounts must conduct themselves at all times as
representatives of the City and must identify themselves as representatives of the City when doing so.
Employees that fail to identify themselves and/or conduct themselves in an appropriate manner shall be
subject to discipline up to and including termination.

Employees’ Personal Use of Social Media

Employees should limit their use of social media during working hours or on equipment provided by the
City unless such use is work-related or authorized by a Supervisor. Employees shall not use City-provided
email addresses to register on social networks, blogs, or other websites for personal use. Employees should
note that this provision is not meant to prohibit employees from engaging in concerted protected activity,
where prohibited by law.

An employee may not, unless expressly authorized in writing, make statements on behalf of the City on the
employee’s social media accounts. If an employee wishes to make a work-related statement on his/her social
media, the employee should consider including a disclaimer indicating that the opinions are the employee’s
personal opinions not the opinion of the City.

Employees shall not use City-provided email accounts to sign up for or access social media unless expressly
authorized to do so by the employee’s Supervisor.

Employees shall have no expectation of privacy if they access their social media using City email, City
networks, City servers, City devices and/or any other City resources when accessing social media.

Page 53 of 62



Employees shall not post, transmit or otherwise disseminate any information to which they have access as a
result of their employment with the City unless expressly authorized. In addition, employees are expected
to respect the privacy of their co-workers and citizens and must take steps to protect the privacy and
confidentiality of others.

Employees are not to use the City’s intellectual property, such as trademarks, logos, letterhead, etc., when
posting on social media or in any other actions, unless expressly authorized in writing. This includes posting
pictures of the employee or others wearing City uniforms or other apparel bearing the City’s name or logo.

Employees are not allowed to use photographs or other depictions related to City business, including as
discussed in the paragraph above, unless expressly authorized in writing. This includes, but is not limited
to, posting, transmitting and/or disseminating any photographs or videos of City training, activities or work-
related assignments.

Employees shall not post material that is abusive, obscene, libelous, threatening, profane or otherwise
inappropriate about the City, its employees or its citizens.

Employees shall not post material that may be determined to be discriminatory, harassing, or retaliatory
under local, state, or federal law about the City, its employees or its citizens.

Nothing in this policy is intended to infringe upon any employee’s legitimate First Amendment rights and
employees are free to express themselves as private citizens on social media sites. The intent of this policy
is to prevent employees from engaging in unlawful speech, improperly impairing the working relationships
of the City, impeding the performance of City duties and/or negatively affecting the public perception of the
City. As public employees, employees are cautioned that speech made pursuant to an employee’s official
duties is not protected speech under the First Amendment and may form the basis for discipline.

The City’s social media sites may be considered public records under lowa Public Records laws. If
requested, the City may be compelled to disclose public records to third party requestors. The City in its
sole discretion shall determine whether postings on its social media websites are public records and whether
exemptions from disclosure apply.

Travel Expense Policy And Guidelines

Purpose

To establish a standard procedure for handling payment of funds for City officials/employees who travel on
City business.

Policy
The City shall provide for travel and related expenses incurred by employees/officials in connection with City
business in such a manner that the individual will not suffer, nor gain, financially as a result of such travel or

expense.

City VISA cards have been issued to certain employees/departments and should be used, when at all possible,
for allowable travel expenses.

Each City traveler shall submit expense reports designating all expenses actually incurred and those requiring
reimbursement under the established procedure.

The individual incurring the expense shall prepare all expense reports.
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All expense reports and travel requests shall be approved by the Department Head and reviewed by the
Finance Officer for conformance with policy.

Travel Request

City employees planning to travel outside of the following counties must submit a travel request to the
Department Head:

e lowa: Lee; Des Moines; Henry; Van Buren
e [llinois: Hancock; Adams
e Missouri: Clark

Travel Expense Reports

City employees shall submit to the Department Head a travel expense report on the original Travel Request
and Expense Form within seven (7) working days upon returning from travel. All appropriate receipts shall
be attached, including, but not limited to, registration fees, hotel/motel bills, receipts for meals when
applicable and transportation tickets. All expenses must be detailed in the expense report section of the Travel
Request and Expense Form. After review by the Department Head, the form will be forwarded to the Finance
Officer.

Authorized Travel Expenses
Transportation
o Inter-City Travel - (Mode of travel shall be up to the employee and as approved in the travel request.)

e Air, Train, Bus - The cost of a round trip, coach ticket. A receipt must be provided. All air travel
must be booked at the lowest fare to fit the needs of the traveler, with approval of the Department
Head.

e Personal Vehicles - Use of private vehicles will be allowed when a City-owned vehicle is not available
or when the traveler is to be accompanied by his/her children, and upon approval of the Department
Head. Reimbursement for mileage allowance will be computed on the basis of the standard allowance
accepted by the Internal Revenue Service, but in no instance will reimbursement exceed the cost of
coach airfare. If more than one employee travels in the same vehicle, mileage will be paid only to
the owner of the vehicle.

e City-Owned Vehicles - When travel is in City-owned vehicles, the cost of gasoline and oil will be
allowed. Other expenditures related to automobile operations will be allowed when justified.
Travelers using City-owned vehicles are expected to leave the City with a full tank of gasoline.
Spouses are allowed to accompany City travelers in City-owned vehicles with approval of the
Department Head.

Expenses incurred while at the destination city shall be placed on City VISA cards when possible. All other
expenses will be reimbursed on an actual basis only. This includes taxicabs, bus, limousine, parking fees,
bridge and toll fees, and transportation to and from air, train and bus terminals. Receipts are to be obtained
whenever possible. When a rental vehicle is needed, employees are encouraged to rent cars at the lowest fare
based on their needs, with the approval of the Department Head, and opt for the additional insurance coverage.

Intra-City Travel - Expenses incurred while on City business within the aforementioned counties will be
reimbursed on an actual basis when VISA card usage is unavailable. Receipts for all expenses must be
detailed and presented to the Department Head promptly.
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Spouse and Children - The City recognizes that many conferences plan for and encourage a spouse and
children to accompany the employee/official on the trip. Only spouses may be permitted to ride in a City-
owned vehicle with approval of the Department Head. The traveler must use his/her personal vehicle when
children are to accompany the traveler and will receive reimbursement as prescribed above for use of a
personal vehicle.

Destination City - Eligible Expenses

e Lodging - Detailed hotel receipts must be submitted with the expense report. For ease of
transportation and safety, lodging should be at the conference hotel or a hotel that is recommended
for the conference attendees by the sponsoring entity. Many hotels have government rates; before
departure travelers should call the hotel to see what documentation they will need to show in order to
secure the lower rate. The City will pay the lowest possible rate for lodging that meets the needs of
the employee/official only. Any increase in lodging necessary to accommodate accompanying
spouses or children shall be paid for by the traveler at the time of registration at the hotel/motel.
Lodging changes must concur with the scheduled conference or meeting dates with the following
exception:

o Lodging for one night prior and/or one night after the authorized meeting shall be allowed if
the schedule or location is such that it is inconvenient for the traveler to arrive or depart the
same day the conference begins or terminates. In such case, supportive documentation will
be required.

e Meal Allowance — For employees and officials on out-of-town and overnight training, a daily per
diem totaling per diem rates allowed by the most current IRS Revenue Procedure would be
reimbursed after the travel is complete. See www.gsa.gov for the current per diem rates for major
metro areas.

1) Please subtract $5 from the M&IE (meals and incidental expenses) rate listed for metro
areas on the website www.gsa.gov to remove incidentals and get to the meal expense.

2) When claiming per diem reimbursement receipts are not necessary.

3) Per diems are not to be claimed if meals are provided at no cost to the employee.

4) When there is an overnight stay, the breakfast allowance will be reimbursed when travel is

started before 6:00 a.m. The lunch allowance will be paid when an employee is out of town
during the lunch period. For the day of return from overnight travel, dinner will be allowed
if the return is after 7:00 p.m.

5) The department head may allow meal reimbursement to occur with the submittal of receipts
rather than on a per diem basis, subject to each specific meal’s reimbursement cap
established within the IRS Revenue Procedure identified above. No alcoholic beverages
will be allowed. Detailed receipts showing meals and drinks purchased shall be obtained
whenever possible. Gratuity shall count towards the specific meal allowance total allowed.

e (alls to City Hall Offices - Travelers without a City cell phone required to call their office while out
of town shall charge the call to the City VISA card or call collect.
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e Registration Fees - Registration fees for the conference or meeting, excluding meal tickets which
shall be included as part of the daily meal allowance.

e Fees for Special Events - Fees for special events directly related to the purpose of the conference or
meeting.

e  One personal phone call per day.

e Internet Service - Daily fees for internet connection at the traveler’s lodging site. Free internet service
shall be used whenever possible and feasible.

Unallowable Expenses
e Travel insurance.
e Laundry, cleaning, pressing of clothes.
e Personal grooming (haircut, sauna, bath, etc.).
e Expenses for events for personal enjoyment not connected with the conference (golf, theatre, sporting

events, etc.).

Expenses incurred by the traveler’s spouse or children.
Loss of personal property.

Gifts and items for personal use.

More than one personal phone call per day.

Alcoholic beverages.

Video rentals.

Discounts

Many hotels or motels and automobile rental agencies offer discounts to persons on government business.
Employees should inquire about these discounts prior to traveling so they can be prepared to show the proper
documentation.

Upon Return

Upon return to his/her City office, the traveler should issue a memo to his/her immediate Supervisor on what
was gained from the trip and how the traveler will incorporate what he/she learned into his/her operation.

Professional Conferences and Dues

Dependent upon funding in each fiscal year budget, all exempt personnel shall be permitted to attend one
state conference of a professional association each year and department directors may request to attend one
national conference of a professional association each year upon written approval from the city
administrator. Specific authorization to attend a conference shall be obtained from the city administrator.

Residence Policy

All employees, with the exception of sworn police officers, employed by the city must reside within the
State of lowa within sixty days of their first day of work, and must remain a resident of lowa throughout
the period of his/her employment with the city. In addition, all city employees shall, within sixty days of
their first day of work, reside within ten miles of the corporate limits of the city as per an approved on-line
mapping service such as, but not limited to, Google Maps or MapQuest, as determined by the Department
Head. Exceptions to this residency requirement may be made by resolution of the city council.

All sworn police officers employed by the city must reside within the State of lowa within sixty days of
their first day of work and must remain a resident of lowa throughout the period of his/her employment with
the city. In addition, all sworn officers shall, within sixty days of their first day of work, reside within forty-
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five (45) minutes of the Keokuk Public Safety building as measured by the most direct route from the
employee’s residence as verified by a mapping system. Exceptions to this residency requirement may be
made by resolution of the city council.

This section shall not require an employee to move if the employee does not reside within the limits
established by this section at the time this section becomes effective except that, should any such employee
change his/her residence after the effective date of this section, the employee’s new residence shall comply
with the provisions of this section. Any newly hired employee who resides outside these limits at the time
of hire shall, as a condition of continued employment, comply with this provision within six (6) months of
hiring or within six (6) months of the completion of his/her probationary employment, if any, whichever
event occurs last.

The word “reside” or words “place of residence” as used in this section mean that dwelling or a place where
an employee actually lives and from which the employee will normally depart to travel to his/her place of
employment within the City. A home, dwelling, apartment owned or rented by an employee but not actually
occupied by an employee during his/her customary hours of sleep shall not be considered to be the
employee’s place of residence.

Telephone Calls

This policy is intended to establish guidelines for City employees who use City-owned telephones and who
are issued City cellular phones regarding proper use of the cellular phones and their technologies.

Telephone or Personal Cellular Phone Usage:

e Personal use of City-owned office telephones for long distance or toll calls is prohibited.

e Employees may use City office telephones or their own personal cellular telephones during work
hours to make local personal calls of a reasonable duration and frequency; when they do not interfere
with the performance of the City’s business; if it is not related to any illegal, discriminatory or
harassing behavior or business as described in this Handbook; if it would not cause the City public
embarrassment; and if it does not compromise City security or confidential information.

e The City reserves the right, in its sole discretion, to define what is reasonable or permissible personal
use.

e Families and friends should be encouraged to call employees only when urgent or necessary; and such
calls must be kept to a minimum. Employees are requested to make personal calls, when necessary,
during their breaks or meal periods.

City-Owned Cellular Phone Eligibility and Usage:

e The City Council may assign City-owned cellular phones to employees or otherwise make a cellular
phone available for use when a valid mission-related purpose exists.

e Personnel to whom City-owned cellular telephones may be assigned include those persons whose
duties require frequent mobility but who must remain readily accessible due to the specific nature of
their duties, and those who must be available for emergency response or consultation after normal
business hours.

e The City Administrator shall evaluate the needs and requests of those personnel who will be utilizing
the cellular telephones in selecting appropriate telephones and peripheral devices or accessories.

e The City may opt to allow for a stipend for use of an employee’s personal cellular phone in lieu of
issuing a City-owned cellular phone.

e The primary use of City-owned cellular phones is for official business. Limited and incidental
personal use is allowable, as long as the employee’s use does not go beyond the plan minutes allowed.
Individual employees are subject to additional costs attributed to charges above the plan assigned to
them. The following uses of cellular phones are prohibited:

Page 58 of 62



o Offensive or harassing statements or language because of a person’s protected class status as
described in this Handbook.

o Use for commercial purposes or for personal profit.

o Anything that violates accepted ethical principles or any other use in conflict with the City’s
Personnel Policies and Guidelines.

The City-owned and issued cellular telephones are the property of the City. Employees are responsible for
the care and use of cellular phones. The City is not responsible for replacing cellular phones damaged by
employee carelessness.

Employees have no reasonable expectation of privacy with regard to use of City-owned and issued cellular
phones. The City may review the contents of these phones at any time and for any reason. Additionally, the
content of these phones may be subject to public open records requests. Content includes, but is not limited
to, call logs, text messages, email, browser history, application devices and other communications.

In the event any cellular phone or other related equipment is damaged in the course of business under
reasonable circumstances, the item should be brought to the employee’s Supervisor for direction as to

contacting the vendor for repair or replacement.

Lost or stolen cellular equipment shall be immediately reported to the employee’s Supervisor so the service
may be cancelled; a timely police report should also be filed.

NOTE: Some departments may have additional guidance on use of cellular phones. Employees shall
be given those guidelines in conjunction with this handbook.

Outside Employment

Outside employment is defined as when a City employee holds a second job with another employer.
Employees shall not engage in or accept outside employment or render services with a person, firm or
corporation when such service or employment:

e [s incompatible with the proper discharge of the duties and responsibilities of employment with the
City, or would impair independence of judgment or actions in such employment; or

e Involves such hours or work or physical effort that it would or could reasonably be expected to reduce
the employee’s quality or quantity of service to the City.

Occasionally, an employee may request to work part time, in addition to his/her regular job, in some other
capacity at the City. Permission to do so will be given in accordance with this policy on outside employment. In
such cases, the U.S. Department of Labor, Wage and Hour Division has established guidelines that require hourly
employees to be paid overtime for hours worked in excess of forty (40) per week, as long as job responsibilities
are similar.

Employment Disclosure

Any employee who is engaged in or is planning to engage in outside employment shall request clearance from
his/her Department Head as to whether such current and planned activities are prohibited. If they are not
prohibited, the employee shall then complete an Outside Employment Request Form. (See Appendix for form.)
The Department Head may require the employee to furnish such other information as may be appropriate in
considering the clearance request. The Department Head may grant clearance only when he/she believes such
activities would be consistent with this regulation. If clearance is not granted, the employee shall not commence
or continue the outside employment or activity. If the Department Head elects to grant a clearance, it shall be
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issued in writing. Employees on medical or family leave are not eligible. The Department Head or City
Administrator may revoke clearance of outside employment at any time if it violates this policy.
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Employee Acknowledgment of Receipt of Handbook

This Employee Handbook describes important information about employment with the City of Keokuk
(“City”). It has been prepared to make me aware of what I can expect in the way of privileges and benefits;
and what the City will expect of me in terms of behavior and performance during my employment.

Since departments vary in their duties and responsibilities, not all policies and regulations can be covered in
this Handbook. I understand that I may direct inquiries for additional information to my Department Head
or the City Administrator.

The use of masculine or feminine gender in references or titles shall be considered to include both genders
and is not a sex limitation.

No policies in this Handbook shall supersede any provisions of state or federal law. The policies in this
Handbook are intended to apply to all City employees.

Since the information, policies and benefits described herein are necessarily subject to change, I acknowledge
that revisions may occur; and that such changes will be communicated to me through official notices. Only
the City Council can adopt any revisions to the policies in this Handbook.

By signing below, I provide full authority for the City to withhold the amounts identified above in Policies
from my final paycheck. By signing below, I acknowledge the parties intend this to serve as a valid
authorization for withholding from a final paycheck under lowa Code Section 91A.5, as amended from time
to time.

I have entered into employment with the City voluntarily and acknowledge there is no specified length of
employment. lowa law allows me, or the City, to terminate the employment relationship "at will" at any time.
Furthermore, I acknowledge this Handbook is neither a contract of employment nor a legal document. I have
received the Handbook and I understand it is my responsibility to read and comply with the policies contained
in this Handbook and any revisions made to it.

Employee’s Name (Printed)

Employee’s Signature
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ATTACHMENT B

Drug-Free Workplace Policy Acknowledgement

I, , an employee of the City of Keokuk, hereby certify that [ have received
a copy of the employer’s policy regarding the maintenance of a drug-free workplace. I realize that the
unlawful manufacture, dispensation, possession or use of a controlled substance is prohibited on this
employer’s premises or while conducting the employer’s business. A violation of this policy can subject
me to discipline up to and including dismissal. I realize that as a condition of employment, I must abide by
the terms of this policy and will notify the employer of any criminal drug conviction no later than five

(5) days after such conviction. I further realize that federal law mandates that the employer communicate
this conviction to the federal agency, and I hereby waive any and all claims that may arise for conveying
this information to the federal agency.

Employee’s signature Date

Supervisor’s signature Date

Page 62 of 62



APPENDIX I
BLOODBORNE
PATHOGENS



DEFINITIONS

Bloodborne Pathogens: pathogenic microorganisms that are present in human blood and can cause disease in
humans. These pathogens include, but are not limited to, hepatitis B virus (“HBV”) and human
immunodeficiency virus (“HIV”).

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

Decontamination: the use of physical or chemical means to remove, inactivate or destroy bloodborne
pathogens on a surface or item to the point where they are no longer capable of transmitting infectious particles
and the surface or item is rendered safe for handling, use or disposal.

Engineering controls: controls (e.g., sharps disposal containers, self-sheathing needles, safer medical devices,
such as sharps with engineered sharps injury protections and needleless systems) that isolate or remove the
bloodborne pathogens hazard from the workplace.

Exposure Incident: a specific eye, mouth, other mucous membrane, non-intact skin, or parenteral contact
with blood or other potentially infectious materials that results from the performance of an employee’s duties.

Handwashing facilities: a facility providing an adequate supply of running potable water, soap and single-
use towels or air-drying machines.

Occupational Exposure: 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.

Other Potentially Infectious Materials (“OPIM”™): Includes:

(1) The following human body fluids: semen, vaginal secretions, cerebrospinal fluid, synovial fluid,
pleural fluid, pericardial fluid, peritoneal fluid, amniotic fluid, saliva in dental procedures, any
body fluid that is visibly contaminated with blood, and all body fluids in situations where it is
difficult or impossible to differentiate between body fluids;

(2) Any unfixed tissue or organ (other than intact skin) from a human (living or dead); and

(3) HIV-containing cell or tissue cultures, organ cultures, and HIV- or HBV-containing culture
medium or other solutions; and blood, organs, or other tissues from experimental animals infected
with HIV or HBV.

Personal Protective Equipment (“PPE”): specialized clothing or equipment worn by an employee for
protection against a hazard. General work clothes (e.g., uniforms, pants, shirts or blouses) not intended to
function as protection against a hazard are not considered to be personal protective equipment.

Sterilize: the use of a physical or chemical procedure to destroy all microbial life including highly resistant
bacterial endospores.

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

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

e The City Administrator is responsible for implementation of the ECP. The City
Administrator will maintain, review and update the ECP at least annually, and
whenever necessary to include new or modified tasks and procedures. The
contact location is Blessing Health Keokuk Clinic, 1414 Main St.

e This ECP shall be provided to employees during their orientation/onboarding with the City.
Additionally, the City shall make this ECP available to employees upon their request in a reasonable
timeframe, place and manner. In no case shall the employee’s request for a copy of this ECP take
longer than fifteen (15) working days.

e Those employees who are determined to have occupational exposure to blood or other potentially
infectious materials (OPIM) must comply with the procedures and work practices outlined in this
ECP.

e The Public Works Director will provide and maintain all necessary PPE, engineering controls (e.g.,
sharps containers), labels and red bags as required by the standard and will ensure that adequate
supplies are available in the appropriate sizes.

e The Department Heads will be responsible for ensuring that all medical actions required by the
standard are performed and that appropriate employee health and OSHA records are maintained.

e The Department Heads, in conjunction with Human Resources, will be responsible for training,
documentation of training and making the written ECP available to employees, OSHA and NIOSH
representatives.

e The City Administrator is responsible for reviewing and updating this policy at least annually and
whenever needed. The review shall include any changes in technology utilized by the City that
eliminate or reduce exposure to bloodborne pathogens and shall document the City’s annual
consideration and implementation of appropriate commercially available and effective safer medical
devices designed to eliminate or minimize occupational exposure.

EMPLOYEE EXPOSURE DETERMINATION

While the exposure risk for employees is low due to the types of roles and positions at the City, the City wants
to make sure all employees understand the potential risks accompanying exposure. No positions or employees
at the City are reasonably anticipated to come into contact with blood or OPIM. In addition, those trained in
First Aid, CPR and AED may have exposure should they choose to utilize the skills learned in these courses.
Note, employees choosing to utilize AED skills must follow the City’s AED policy when doing so.

METHODS OF IMPLEMENTATION AND CONTROL

Universal Precautions

All employees will utilize universal precautions.

Exposure Control Plan

Employees covered by the bloodborne pathogens’ standard receive an explanation of this ECP during their
initial training session. It will also be reviewed in their annual refresher training. All employees can review

the ECP at any time during their work shifts by accessing the Employee Handbook. If requested, the City
will provide an employee with a hard copy of the ECP within fifteen (15) days of the request.
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Engineering Controls and Work Practices

Engineering controls and work practice controls will be used to prevent or minimize exposure to bloodborne
pathogens. The specific engineering controls and work practice controls used are listed below:

o Employees shall utilize appropriate PPE.

e Handwashing facilities are available to all employees, and, if handwashing is not feasible, an
employee shall request appropriate antiseptic hand cleanser and clean clothes/towels or antiseptic
towelettes. If the employee indicates that handwashing is not feasible, the City will provide the
employee with one of these items.

e  Sharps disposal containers are inspected and maintained or replaced by Department Heads whenever
necessary to prevent overfilling.

The City identifies the need for changes in engineering controls and work practices through review of OSHA
records, employee interviews and safety checks. The City evaluates new procedures and new products
regularly by reviewing literature and supplier information, and by consulting the City’s risk control consultant.
Both Supervisors and employees are involved in this process in the following manner: through review of
work practices and discussion about changes and/or concerns. The City Administrator is responsible for
ensuring that these recommendations are implemented.

Personal Protective Equipment (PPE)

PPE is provided to City employees at no cost to them. Training in the use of the appropriate PPE for specific
tasks or procedures is provided by the employee’s Department Head. The types of PPE available to employees
are as follows: gloves, eye protection and masks. PPE is located in the kits located at each AED unit. The
Public Works Director is responsible for ensuring PPE is available.

All employees using PPE must observe the following precautions:

Wash hands immediately or as soon as feasible after removing gloves or other PPE.

Remove PPE after it becomes contaminated and before leaving the work area.

Used PPE may be disposed of in biohazard bags which are also located at the AED units.

Wear appropriate gloves when it is reasonably anticipated that there may be hand contact with blood

or OPIM, and when handling or touching contaminated items or surfaces; replace gloves if torn,

punctured or contaminated, or if their ability to function as a barrier is compromised.

e Utility gloves may be decontaminated for reuse if their integrity is not compromised; discard utility
gloves if they show signs of cracking, peeling, tearing, puncturing or deterioration.

e Never wash or decontaminate disposable gloves for reuse. The City will properly dispose of
contaminated disposable gloves.

e Wear appropriate face and eye protection when splashes, sprays, spatters or droplets of blood or
OPIM pose a hazard to the eye, nose or mouth.

e Remove immediately or as soon as feasible any garment contaminated by blood or OPIM, in such a
way as to avoid contact with the outer surface.

e When PPE is removed it shall be placed in the designated area or container for storage, washing,
decontamination or disposal (see the following section “Housekeeping”).

e For all PPE that is not disposable, the City shall clean, launder or dispose of all contaminated PPE.

Employees shall not attempt to clean, launder or dispose of contaminated PPE on their own.
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Housekeeping

The City shall ensure that its worksites are maintained in a clean and sanitary condition. Any employee who
has concerns regarding the cleanliness of his/her worksite shall provide those concerns to his/her Department
Head or the City Administrator.

Regulated waste is placed in containers which are closable, constructed to contain all contents and prevent
leakage, appropriately labeled or color-coded (see the following section “Labels”), and closed prior to removal
to prevent spillage or protrusion of contents during handling. The Public Works Director is responsible for
handling sharps disposal containers and other regulated waste.

Contaminated sharps are discarded immediately or as soon as possible in containers that are closable,
puncture-resistant, leak proof on sides and bottoms, and appropriately labeled or color coded. Sharps disposal
containers are available in restrooms. If a sharps disposal container is not located in an employee’s location’s
rest room and the employee would like one, the employee should contact the Public Works Director. Bins
are cleaned and decontaminated as soon as feasible after visible contamination. Broken glassware that may
be contaminated is only picked up using mechanical means, such as a brush and dustpan.

Labels

The following labeling methods are used in this facility: a red bag with a biohazard label. The Public Works
Director is responsible for ensuring that warning labels are affixed or red bags are used as required if regulated
waste or contaminated equipment is brought into the facility. Employees are to notify the Public Works
Director if they discover regulated waste containers, refrigerators containing blood or OPIM, contaminated
equipment, etc., without proper labels.

HEPATITIS B VACCINATION

Human Resources will provide training to employees on hepatitis B vaccinations, addressing safety, benefits,
efficacy, methods of administration and availability. The hepatitis B vaccination series is available to any
employee reasonable anticipated to come into contact with blood or other OPIM at no cost after initial
employee training and within ten (10) days of initial assignment. Employees reasonably anticipated to come
into contact with blood or OPIM are identified in the exposure determination section above. For those
employees identified in the exposure determination section above, vaccination is encouraged unless:
1) documentation exists that the employee has previously received the series; 2) antibody testing reveals that
the employee is immune; or 3) medical evaluation shows that vaccination is contraindicated. However, if an
employee declines the vaccination, the employee must sign a declination form. Employees who decline may
request and obtain the vaccination at a later date at no cost. Documentation of refusal of the vaccination is
kept in the employee’s confidential medical file. Vaccination will be provided by a licensed health care
professional to be determined by the employee receiving the vaccination and the City. Following the medical
evaluation, a copy of the health care professional’s written opinion will be obtained and provided to the
employee within fifteen (15) days of the completion of the evaluation. It will be limited to whether the
employee requires the hepatitis vaccine and whether the vaccine was administered.

POST-EXPOSURE EVALUATION AND FOLLOW-UP

Should an exposure incident occur, employees shall contact their Department Head. An immediately
available confidential medical evaluation and follow-up will be conducted by a licensed health care
professional to be determined by the affected employee and the City. The medical evaluation and follow-up
shall be at no cost to the employee. Following initial first aid (clean the wound, flush eyes or other mucous
membrane, etc.), the following activities will be performed:

e Document the routes of exposure and how the exposure occurred.
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Identify and document the source individual (unless the City can establish that identification is
infeasible or prohibited by state or local law).

Obtain consent and make arrangements to have the source individual tested as soon as possible to
determine HIV, HCV and HBV infectivity; document that the source individual’s test results were
conveyed to the employee’s health care provider.

If the source individual is already known to be HIV, HCV and/or HBV positive, new testing need not
be performed.

Assure that the exposed employee is provided with the source individual’s test results and with
information about applicable disclosure laws and regulations concerning the identity and infectious
status of the source individual (e.g., laws protecting confidentiality).

After obtaining consent, collect exposed employee’s blood as soon as feasible after exposure incident,
and test blood for HBV and HIV serological status.

If the employee does not give consent for HIV serological testing during collection of blood for
baseline testing, preserve the baseline blood sample for at least ninety (90) days; if the exposed
employee elects to have the baseline sample tested during this waiting period, perform testing as soon
as feasible.

Post-exposure prophylaxis, when medically indicated, as recommended by the U.S. Public Health
Service.

Counseling, if requested.

Evaluation of reported illnesses.

ADMINISTRATION OF POST-EXPOSURE EVALUATION AND FOLLOW-UP

The Department Head ensures that the health care professional(s) responsible for an employee’s hepatitis B
vaccination and post-exposure evaluation and follow-up are given a copy of OSHA’s bloodborne pathogens
standard. The Department Head ensures that the health care professional evaluating an employee after an
exposure incident receives the following:

a description of the employee’s job duties relevant to the exposure incident.
route(s) of exposure.

circumstances of exposure.

if possible, results of the source individual’s blood test.

relevant employee medical records, including vaccination status.

The Department Head provides the employee with a copy of the evaluating health care professional’s written
opinion within fifteen (15) days after completion of the evaluation.

PROCEDURES FOR EVALUATING THE CIRCUMSTANCES SURROUNDING AN EXPOSURE
INCIDENT

The Department Head will review the circumstances of all exposure incidents to determine:

engineering controls in use at the time.

work practices followed.

a description of the device being used (including type and brand).

protective equipment or clothing that was used at the time of the exposure incident (gloves, eye
shields, etc.).

location of the incident (O.R., E.R., patient room, etc.).

procedure being performed when the incident occurred.

employee’s training.

The Department Head will record all percutaneous injuries from contaminated sharps in a Sharps Injury Log.
Logs will be forwarded to Human Resources on a annual basis.

If revisions to this ECP are necessary, the City Administrator will ensure that appropriate changes are made.
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EMPLOYEE TRAINING

All employees who have occupational exposure to bloodborne pathogens receive initial and annual training
offered by City. All employees who have occupational exposure to bloodborne pathogens receive training on
the epidemiology, symptoms and transmission of bloodborne pathogen diseases. In addition, the training
program covers, at a minimum, the elements required by OSHA.

Training materials are available by contacting Human Resources.
RECORDKEEPING
Training Records

Training records are completed for each employee upon completion of training. These documents will be
kept for at least three (3) years from the date on which the training occurred. The training records include the
dates of the training sessions, the contents or a summary of the training session, the names/qualifications of
persons conducting the training session and the names/job titles of all persons attending the training sessions.
An employee’s training records shall be available to the employee for examination and copying upon request
of the employee. The records shall be made available in a reasonable timeframe, but under no circumstances
will the City take longer than fifteen (15) days to comply with the request.

Medical Records

Medical records are maintained for each employee with occupational exposure in accordance with 29 C.F.R.
§ 1910.1020, “Access to Employee Exposure and Medical Records.” Human Resources is responsible for
maintenance of the required medical records. These confidential records are kept at City Hall for at least the
employee’s duration of employment plus thirty (30) years. Employee medical records are provided upon
request of the employee, or to anyone having written consent of the employee, within fifteen (15) working
days of the request. Such requests should be sent to: City of Keokuk lowa, Attn: City Clerk, 501 Main St,
Keokuk, IA 52632.

OSHA Recordkeeping

An exposure incident is evaluated to determine if the case meets OSHA’s Recordkeeping Requirements (29
C.F.R. § 1904). This determination and the recording activities are done by Human Resources.

Sharps Injury Log

In addition to the § 1904 Recordkeeping Requirements, all percutaneous injuries from contaminated sharps
are also recorded in a Sharps Injury Log. All incidences must include at least:

date of the injury.

type and brand of the device involved (syringe, suture needle).
department or work area where the incident occurred.
explanation of how the incident occurred.

This log is reviewed as part of the annual program evaluation and maintained for at least five (5) years
following the end of the calendar year covered. If a copy is requested by anyone, it must have any personal
identifiers removed from the report.
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HEPATITIS B VACCINE DECLINATION
(MANDATORY FOR IDENTIFIED EMPLOYEES)

I understand that due to my occupational exposure to blood or other potentially infectious materials I may be
at risk of acquiring hepatitis B virus (HBV) infection. I have been given the opportunity to be vaccinated
with hepatitis B vaccine, at no charge to myself. However, I decline hepatitis B vaccination at this time. [
understand that by declining this vaccine, I continue to be at risk of acquiring hepatitis B, a serious disease.
If in the future I continue to have occupational exposure to blood or other potentially infectious materials and
I want to be vaccinated with hepatitis B vaccine, I can receive the vaccination series at no charge to me.

Signed: (Employee Name)

Date:
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APPENDIX 11
FORMS




EMPLOYER'S FIRST REPORT OF INJURY

The Employer's First Report of Injury must be prepared by the employer:

When an employer or the employer’s representative has actual knowledge of the occurrence of an injury;
or

when an employee or someone on an employee’s behalf gives notice of an alleged job-related condition
or injury.

This is not an admission of liability. This is your required record per the lowa Workers' Compensation Act.*

The Employer's First Report of Injury must be filled in completely on both sides and signed by the employer. Refer
to the directions under each required line. Please type or print legibly. All sections provide valuable information in
handling the claim.

If you question whether a claim should be reported or need help filling out any portion of the report, contact the
IMWCA claims department.

Items 1 through 16 give specific identification for the employer and the employee. Phone numbers, place of injury or
exposure and occupation are very important.

Items 17 through 23 assist the claims handler in determining the type of investigation necessary to establish whether
compensation benefits are due under the lowa Workers’ Compensation Act.

Items 24 through 35 alert the IMWCA claims department when an employee is losing time from work. Correct dates
assure timely and accurate payments. Attach the supporting forms found in your claims packet.

Items 36 through 42 are necessary to calculate workers’ compensation rates for compensable claims. An injury which
temporarily disables an employee for more than three (3) days or results in permanent total disability, permanent partial
disability or death may entitle an employee to payment of weekly benefits at the workers’ compensation rate. This
information needs to be as accurate as possible. Be sure to sign items 43 and 44.

Items 45 through 48 are on the reverse side of the form. Please list all medical contacts with complete mailing addresses
and phone numbers.

If you have any concerns as to the legitimacy of the claim, alert the IMWCA claims department by attaching a

separate memo explaining your concerns. List the names and phone numbers of persons to contact for further
details. The memo and all contacts will be handled as confidential.
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WORKERS’ COMPENSATION MATERIAL
SPECIAL INSTRUCTIONS

Keep this packet with the rest of your workers’ compensation materials. The forms in this packet should be
retained as originals - please make additional copies of the forms and instructions as needed.*

If an employee is injured:

Step one: The employer must complete an Employer’s
First Report of Injury.

Step two: The employee must complete an Employee’s
Report of Injury.

Step three: The employee must sign the Authorization for

Medical Records and Reports.

The IMWCA claims department must receive these completed forms as soon as possible following
an injury.

If the employee needs medical attention:

Step four: The employer must complete the top portion of the Patient
Status Report before the employee sees a physician. The employee must take
this form to the appointment and return it to the claims contact after the
appointment.

If the employee misses more than four full days of work:

Step five: The employer must complete and return the Disability and/or
Return to Work Notice. This form must also be completed when the injured
employee returns to work.

These two forms should be returned to the IMWCA claims department as needed i.e., after
appointments, etc.

Preferred Provider Organizations (PPOs) should be used whenever possible to help reduce your workers’
compensation costs. To identify participating physicians and hospitals in your area, call (800) 729-3834.
You will need to identify yourself as an IMWCA member.

* If you have any questions about the claims process, please contact the IMWCA claims
department at (800)257-2708 or (515)244-2708. Thank you for your cooperation.
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CITY OF KEOKUK

REPORT OF CITY EMPLOYEE ACCIDENT/INJURY FORM

This form must be completed by all City employees within twenty-four (24) hours following any vehicular
accident with a City-owned vehicle or by employees who have sustained an on-the-job injury. Please provide all
necessary information as completely as possible. The form shall then be given to your immediate supervisor and
Department Head for review and signature. Injuries requiring medical care and/or absence from work should also
be reported to the Company Nurse at 888-770-0928 by the employee, the supervisor, or the HR Specialist.

NAME

DEPARTMENT JOB TITLE

DRIVER'S LICENSE#

WHERE DID ACCIDENT (nearest intersection)/INJURY OCCUR?

DATE OF ACCIDENT/INJURY TIME OF DAY TIME SHIFT BEGAN
WEATHER CONDITIONS

VEHICLE NUMBER

Year Make Model POLICE REPORT# (if applicable)

DESCRIBE WHAT HAPPENED. (BE SPECIFIC-Attach additional sheet if necessary)

DESCRIBE DAMAGE TO VEHICLE (if any)

IN YOUR OPINION, WHAT COULD HAVE BEEN DONE TO PREVENT THIS ACCIDENT?

ARE THERE SAFETY ISSUES YOU FEEL NEED TO BE ADDRESSED? IF YES, EXPLAIN.

NAME OF OTHER DRIVER INVOLVED (if applicable)

ADDRESS

HOME PHONE WORK PHONE

WERE THERE ANY INJURIES?

NAME OF PERSON(S) INJURED
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DESCRIBE THE INJURIES.

WAS THERE DAMAGE TO ANYONE ELSE'S PROPERTY? PLEASE DESCRIBE.

WERE THERE ANY WITNESSES? NAME, ADDRESS AND PHONE#

EMPLOYEE SIGNATURE DATE

For Supervisor/Department Head Use

Immediate Supervisor's Review and Comments

Did you visit the site of the accident for review?

SUPERVISOR SIGNATURE DATE

Department Head's Review and Comments

Was this employee sent for a post-accident drug test?

DEPARTMENT HEAD SIGNATURE DATE

Disposition:

For City-wide Safety Awareness Committee Only

Date Received by Committee

ATTACH DIAGRAM OF ACCIDENT TO THIS
REPORT. (IF VEHICULAR ACCIDENT)
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CORRECTIVE ACTION NOTICE

Should an incident that requires disciplinary action take place, the form below should be completed.

Date:

Employee:

Department:

Corrective Action:

Statement of problem (violation of rules, policies, standards, practices or unsatisfactory performance):

Prior discussion or warnings on this subject (oral, written, dates):

Statement of necessary corrective action to be taken:

Consequences of failure to improve performance or correct behavior:

I, , acknowledge that I received and understand this corrective action form
and have had the opportunity to discuss the incident described in this form with my Department Head.

Employee’s Signature Date
Department Head’s Signature Date
City Administrator’s Signature Date

Original: City Clerk’s Office; One copy: Employee; One copy: Department Head.
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OUTSIDE EMPLOYMENT REQUEST

Employees shall complete this form to request permission to work at an outside employer.

Employee’s name:

Department supervisor:

Date of request:

Name of outside employer:

Address:

City/State/ZIP:

Phone number:

How many hours a week do you plan to work for this employer?

What is the nature of this employment?

If you wish to work in another department of this nonprofit, complete the following:

Department:

How many hours do you plan to work there?

What is the nature of the work?

Employee’s Signature Date

Department Head’s Signature Date
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COMPLAINT REPORT

When an employee fails to reach an informal agreement with his/her Department Head regarding a grievance,
he/she has the right to file a formal complaint with the City Administrator. All formally presented complaints
should be written in memo form or outlined in a Grievance Report form.

Date:

Name:

Position/Title:

Department Head:

Description of the problem:

I first reported this problem on:

Steps I have taken to solve the problem:

Employee’s Signature Date

City Administrator’s Signature Date
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TIME OFF REQUEST

DATE:

EMPLOYEE NAME:

DATE(S) REQUESTED:

TOTAL HOURS
REQUESTED:

REASON:

L vacation U Personal Time
O Birthday Holiday U Bereavement

O Out of Town Assignment/Seminar/ Conference

(Please attach information)

U Sick Leave
QO Jury Duty/Military Duty

QU Other (Specify)

APPROVED BY:

DATE
DENIED BY:

DATE
REASON FOR DENIAL:

Note: Copies of all time off requests must be sent to the Human Resources at City Hall for recording.

Page 79 of 62



TRAVEL REQUEST AND EXPENSES

EMPLOYEE REQUESTING TRAVEL:

REASON FOR TRAVEL:

DATES OF TRAVEL:

DESTINATION:

METHOD OF TRAVEL (CHECK ALL THAT APPLY):

CITY VEHICLE RENTAL CAR TRAIN
AIRLINE PERSONAL VEHICLE

ISLODGING REQUIRED: 'Y N IF YES, NAME AND ADDRESS OF HOTEL WHERE YOU WILL
BE STAYING:

THE REQUEST FOR TRAVEL IS HEREBY APPROVED.

DEPARTMENT HEAD DATE

THE REQUEST FOR TRAVEL IS HEREBY DENIED.

DEPARTMENT HEAD DATE

REASON FOR DENIAL:
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ks, Ji;(k COUNCIL ACTION FORM

R RS s S e . August 6th, 2026
@ 06 @ ® D2
Presented By: Férneau
Subject: Resolution Amending Hunting Rules Agenda Item: 14
Description:

The City received a request to consider amending the Hunting Rules for the City of Keokuk's
Urban Deer Management Program. Our current rules have been in place for several years. Notably,
even the the State of lowa allows individuals to obtain a hunter safety card in order to participate in
Deer Hunting at the age of 16, our Hunting Rules require individuals to be at least 18 years of age.
The request we received was to allow individuals to participate in the program at the age of 16, in
conformity with the State of lowa's rules. What is presented for consideration for the City Council is
an alteration to allow an alteration to the rules for this younger age cohort if they are accompanied by
a parental guardian. The Council can choose to amend the rules in this manner, amend the rules by
simply changing the age from 18 to 16, or leave the program as it currently operates.

FINANCIAL

Is this a budgeted item? YES NO [V

Line Item #: Title:

Amount Budgeted:

Actual Cost:

Under/Over:

Funding Sources:

Departments:

Is this item in the CIP?  YES NO CIP Project Number:




COUNCIL ACTION FORM

Any previous Council actions:
Action Date

Recommendation:

Staff can work with the program as presented, or leave it as is currently structured.

Required Action

ORDINANCEL RESOLUTIONL- MOTION .—=NO ACTION REQUIREDL-

Additional Comments:

MOTION BY: SECONDED BY:

TO

CITY COUNCIL VOTES

VOTES Ward 1 Ward 2 Ward3  AtLargel AtLarge2 Ward4 Ward5 Ward 6 Ward 7

YES

L
NO [ |
L
L]

ABSENT
ABSTAIN




RESOLUTION NO.

A RESOLUTION AMENDING HUNTING RULES ASSOCIATED WITH
THE CITY OF KEOKUK URBAN DEER MANAGEMENT PROGRAM

WHEREAS, the City of Keokuk, lowa has maintained an Urban Deer
Management Program for several years; and

WHEREAS, the City Council of the City of Keokuk has implemented Hunting
Rules to govern the operation of the program; and

WHEREAS, the City received a request to consider an alteration to the program
to allow individuals who are at least 16 years of age but have not reached the age
of 18 to participate in the program under the same requirements of having a valid
Iowa hunter safety card; and

WHEREAS, the City Council is willing to consider the alteration to the program
for this age group if they are accompanied by a parental guardian.

NOW THEREFORE, BE IT HEREBY RESOLVED BY THE CITY
COUNCIL OF THE CITY OF KEOKUK, IOWA, that the attached amended
Hunting Rules for the City of Keokuk Urban Deer Management Program are
hereby approved.

PASSED, APPROVED, AND ADOPTED this 6th day of August 2026.

Mark Smidt, Mayor

ATTEST:
Celeste El Anfaoui, City Clerk




HUNTING RULES

CITY OF KEOKUK URBAN DEER MANAGEMENT PROGRAM

The purpose of this program is to SAFELY reduce the deer population within Keokuk.

1) Each hunter must possess a State of lowa hunting license and a City of Keokuk
Deer Hunting Permit. In order for the permit to be issued, the hunter must agree to
abide by the following rules and regulations. Non-compliance with these rules is a
violation of the Keokuk Municipal Code.

(2)  Hunters must pass an authorized archery proficiency test each year with the
weapon they will use to hunt with in Keokuk. The tests will not allow for any
warm up shots and will only allow for a maximum of two (2) attempts each year to
successfully complete the test. The test will consist of 5 total shots at twenty 20
yards (15 yards for traditional hunters). The hunter must score at least an 80%
within an eight-inch (8”) circle.

(3)  Tests must be administered by a representative of the City of Keokuk Deer
Management Program.

(4)  After completion of the proficiency test and safety course, hunters must obtain a
special use permit from Keokuk City Hall, 415 Blondeau Street, Keokuk, lowa.
Hunters must be 18 years of age or older and have a valid lowa hunter safety card to
participate independently. Hunters who are at least 16 years of age but younger than
18 years of age who have a valid lowa hunter safety card may participate while in the
presence of a parental guardian.

(5)  Hunters must comply with the City of Keokuk Hunting Ordinance as well as
Department of Natural Resources (DNR) rules and regulations for the State of
Iowa. Keokuk permits are only good within the city limits of Keokuk.

(6)  Hunters must obtain a state license for each deer. A hunter shall not harvest more
than three (3) deer in a single day. A hunter must carry their [owa hunting license
and special use permit.

(7)  Hunters on private property must abide by the rules of the property owner in
addition to the lowa Department of Natural Resources and the rules of the City of
Keokuk. A hunter must submit a signed letter from the property owner who has
given permission to hunt on private property.

(8)  Safety is our foremost concern. Hunters must insure that all shots are made
carefully and safely.



©)

(10)

(11)

(12)
(13)

(14)

(15)
(16)

(17)

(18)

(19)

All shots must be made from an elevated position toward a deer that is not more
than 25 yards from the hunter’s location. Shots must be oriented away from
maintained roads, trails and structures.

Only portable stands may be used on city property and property not owned by the
hunter unless permission is granted by the owner. Ground blinds are not allowed.
Tree stands can be erected no sooner than one (1) week prior to local season and
removed no longer than one (1) week after, on city owned property. No “screw in”
foot holds on city property/trees. All city-owned property is considered closed to
hunting unless a notice is published via the local media indicating otherwise.

The hunter agrees to maintain a minimum distance of 150 feet from any property
line or occupied buildings unless permission is granted from property owner(s);
150 feet from any property owned by the Keokuk School District; 85 feet from
any unoccupied buildings; and 85 feet from any street or trail.

No baiting, driving, or stalking of deer is allowed.

Field dressing inside the city limits is not allowed (unless on owned property or
with permission of the property owner).

Hunters must cover harvested deer or have them enclosed so they are not visible
when transporting.

All deer taken shall be processed for meat or the meat given to charity.

Hunters must remove themselves immediately from any harassment situation and
contact the Keokuk Police Department at 319-524-3131.

Any violation may result in the revocation of the permit or criminal charges, as
appropriate.

Hunters must bring harvested deer within 12 hours to the Keokuk Fire
Department. Data is important to the overall success of this hunt. All deer
harvested in the city must also be reported to the lowa Department of Natural
Resources through their harvest reporting system.

Hunters in the 2018 season that take in three (3) doe by January 20, 2019, will be
placed on a list in order they complete the taking of three (3) doe deer. These deer
must be taken to the Keokuk Fire Dept. for review and recorded. From this list, the
City of Keokuk will place a request with the DNR for the special buck tags. One
incentive buck tag per hunter will be permitted. The number of buck tags issued
will be at the discretion of the lowa DNR and will be issued for the following year.



itz % COUNCIL ACTION FORM
KEOKUK

TR T 8/6/26
@ e & @ )
Presented By: JIM Ferneau
Subject: Approval of Banking Services Agenda Item:

Description:

The City has maintained a majority of their regular day to day banking services with Pilot Grove Savings Bank since
2013. In May, the City sent a Request for Proposals to all local banks to determine their level of interest in providing
services to us under the conditions proposed. We received 3 responses: 1) Connection Bank declined to provide
services due to not being able to meet our minimum interest rate requirements while also meeting the pledging
requirements to back our funds, 2) State Central Bank provided a response at 10 basis points above the Federal Funds
rate, though later stated they could not do this for the full amount of funds we had, and 3) Pilot Grove Savings Bank
provided a response at 50 basis points above the Federal Funds rate. Based on response to the RFP process, it is
recommended to continue banking services with Pilot Grove Savings Bank.

We also recognize a desire to have funds invested in several local banks to the extent possible. With this in mind, we
recommend going through a process of seeking to invest $1.25 million in a one year CD each quarter, providing all local
banks with the opportunity to participate in meeting our banking needs. Each quarter, the City Clerk will seek competitive
quotes from all local banks and will invest in the bank providing the best rate of interest at that time, provided they are
higher than our current rate of return in our main bank account.

FINANCIAL

Is this a budgeted item? YES NO

Line Item #: Title:

Amount Budgeted:

Actual Cost:

Under/Over: -

Funding Sources:

Departments:

Is this item in the CIP?  YES No IV CIP Project Number:




COUNCIL ACTION FORM

Any previous Council actions:

Action Date
Recommendation:
Required Action
ORDINANCEL- RESOLUTIONL- MOTIONL-NO ACTION REQUIREDL-
Additional Comments:
MOTION BY: SECONDED BY:
TO
CITY COUNCIL VOTES
VOTES Ward 1 Ward 2 Ward3  AtLargel AtLarge2 Ward4 Ward5 Ward 6 Ward 7
YES e e e I e s I e
NO L] [ | [ | e e e I e
ABSENT [ | | | L] L] (I e e e I e
L1 L L | [ | I e e e I e

ABSTAIN




RESOLUTION NO.

A RESOLUTION AUTHORIZING THE EXECUTION OF AN
AGREEMENT WITH PILOT GROVE SAVINGS BANK FOR BANKING
SERVICES

WHEREAS, the City of Keokuk, Iowa has maintained a banking services
arrangement with Pilot Grove Savings Bank for several years; and

WHEREAS, the City Council felt it was important to review options for the
provision of banking services for the City of Keokuk; and

WHEREAS, the City conducted a Request for Proposal (RFP) process and
received and reviewed three submittals for banking services; and

WHEREAS, it is determined by the City that the proposal received from Pilot
Grove Savings Bank was the most responsive to the RFP and meets the City’s
needs.

NOW THEREFORE, BE IT HEREBY RESOLVED BY THE CITY
COUNCIL OF THE CITY OF KEOKUK, IOWA, , that the attached Banking
Services Agreement is approved and that the Mayor is hereby authorized to sign it.

PASSED, APPROVED, AND ADOPTED this 6th day of August 2026.

Mark Smidt, Mayor

ATTEST:
Celeste El Anfaoui- City Clerk




BANKING SERVICES AGREEMENT

This BANKING SERVICES AGREEMENT (this “Agreement”) is made effective this
day of , 2026 (the “Effective Date”), by and between the City of Keokuk, lowa, a municipal
corporation in the State of lowa (the “City”), and Pilot Grove Savings Bank, an Iowa state bank
with an office located at 600 Main Street, Keokuk, Iowa 52632 (the “Bank’). The City and the
Bank are each a “Party” to this Affirmation and may collectively be referred to as the “Parties.”

RECITALS

A. In May 2026, the City issued a Request for Proposals (“RFP”) for banking services,
attached as EXHIBIT A, which was provided to various local financial institutions, including the
Bank;

B. The Bank responded to the RFP, and submitted a proposal under which it would
act as the primary depository institution for the City for a period of three years (the “Proposal”),
attached as EXHIBIT B, in response to the City’s RFP to provide the services as described and set
forth in the RFP;

C. The City desires to accept the Bank’s Proposal in order for the Bank to render
services to the City as provided herein;

D. The purpose of this Agreement is to set for certain terms and conditions for the
provision of banking services by the Bank to the City.

NOW, THEREFORE, the City hereby affirms its desire to continue to engage the services
of the Bank, and in consideration of the mutual promises herein contained, the sufficiency of which
is hereby acknowledged by both parties, the parties agree as follows:

AGREEMENT

1. Provision of Banking Services. The City and Bank affirm that the Bank will continue to
serve as the primary depository institution for the City for a period of three years beginning on
September 1, 2026, and will maintain one or more accounts for the City, all of which will accrue
interest at an annualized interest rate that will be calculated by adding 0.50% (50 basis points or
50/100ths of 1 percent) to the IORR rate, adjusted on a monthly basis. Interest will be compounded
and credited monthly and calculated on a daily balance method.

2. Term. The term of this Agreement will commence on September 1, 2026 (the
“Commencement Date”), and will continue until August 31, 2029, unless earlier terminated as
stated herein (the “Initial Term”). Following the Initial Term, the parties may agree to renew this
Agreement for one or more successive one-year periods (each an “Extension Term”) in a writing
mutually executed by the parties.

3. Scope of Services. The Bank agrees to provide those services as described in the City’s
RFP, unless otherwise provided in the Bank’s Proposal. The Bank acknowledges that all services
performed by the Bank are subject to the approval of the City. If any provisions of the RFP, the
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Proposal, or this Agreement are in conflict, this Agreement, the RFP, then the Proposal will control
in that order.

4. Accounts; Service Charges. The Bank will provide all depository accounts reasonably
requested by the City, including but not limited to, savings accounts, money market accounts, and
checking accounts. All services relating to the establishment and maintenance of any account the
City holds with the Bank will be performed at no cost to the City. Service charges that the Bank
has agreed to waive include but are not limited to: Analysis Fees’ Account Maintenance; Checks
Written; Transit Items Deposited; Outgoing Wire Transfers; Incoming Wire Transfers; Wraps of
Coins; Straps of Currency; Stop Payment; Return Item Charges; and EFTs.

5. Account Balances. Any account held by the City will not be subject to a minimum or
maximum account balance requirement, either on a per account basis or in the aggregate.
6. Interest Rates. Unless otherwise agreed upon by the parties, all accounts held by the City

will accrue interest at a rate schedule set forth below: Beginning at the Commencement Date of
this Agreement and continuing until the conclusion of this Agreement and any Extension Term,
each Account will accrue interest at a rate equal to the Federal Reserve Interest Rate on Required
Reserves (IORR rate) plus 0.50% (the “Variable Account Rate”). The IORR rate will be reviewed
by the Bank on the first of every month, and the Bank will adjust the Variable Account Rate equal
to any change in the IORR rate.

7. Specifically Required Services and Information. The Bank will provide the City:

a. Access to the Bank’s online banking system. The online banking system must
allow the City to authorize multiple users with unique account restrictions or limits,
as desired by the City. The Bank’s online banking system must also allow the City
to view account balances and transaction history, transfer funds between accounts
on demand, view monthly banking statements, initiate accounts payable and payroll
files, receive accounts receivable payments electronically, and initiate outgoing
wire transfers.

b. Remote deposit access to allow the City to deposit checks electronically and deposit
funds at any time the City desires. The Bank will further provide the City with the
digital imaging capture devices necessary for remote deposit access.

c. Monthly statements for each account held by the City showing, at a minimum,
account balances, deposits, withdrawals, checks cleared, and such other
information as the parties agree is pertinent.

d. The ability to stop payments by directly calling the Bank.

8. Account Officer. The initial officers responsible for the City’s accounts will be Donell
Rule & Tonya Thurman. Any change to the officer of the City’s accounts must be mutually agreed
to between the parties.

9. Exclusivity. This Agreement will not be construed to limit the City’s authority to maintain
depository accounts at other financial institutions. Although the City desires to have most of its
funds with the Bank, the City reserves the right to maintain and open accounts with other financial
institutions at its discretion. The City further maintains the authority to seek quotes for Certificates
of Deposit, loans, and bonds at any time from other financial institutions.

10. Compliance with Applicable Law. During the Term of this Agreement, the Bank must
comply with Chapter 12C of the lowa Code, authorizing the Bank to accept public fund deposits
in excess of federal insurance limits, and must maintain all licenses that are required to do business
in the State of lowa.
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11. Recitals. The recitals set forth above are incorporated into this Agreement as true and
correct statements.

12. Reimbursement. If the Bank fails to provide an interest rate equal to the rates required by
this Agreement, the Bank must reimburse the City for any interest income the City has lost as a
result of the Bank’s failure to provide the required interest rates.

13.  Force Majeure. Neither party will be considered to be in default with respect to any delay
or failure to carry out any obligation under this Agreement if prevented from fulfilling such
obligations by reason of uncontrollable forces, the term uncontrollable forces being deemed for
the purposes of this Agreement to mean any forces caused by or resulting from acts or events
beyond the control of the party affected, including but not limited to, acts of God; flood,
earthquake, explosion, storm, lightning, fire; epidemic, pestilence; war, hostilities (whether war is
declared or not), invasion, riot, civil disturbance, labor disturbance, sabotage, terrorist threats or
acts whether foreign or domestic, cyberattack; national or regional emergency; extraordinary
actions, restraint, orders, or regulations by government, court, or public authority, the terms of
which cannot be reasonably anticipated in advance with adequate notice to make arrangements to
avoid the effect of such actions, restraint, orders, or regulations; or any other events, whether
similar or dissimilar, beyond the control of the affected party, any one or all of which by due
diligence and foresight such party could not reasonably have been expected to avoid. The party
affected shall, if practicable under the circumstances, give notice of the uncontrollable forces to
the other party within a reasonable time, stating the period of time the occurrence is expected to
continue, if known. The party rendered unable to fulfill any obligation by reason of uncontrollable
forces shall exercise due diligence to remove such inability and to minimize the effects of such
uncontrollable forces, to the extent within its control.

14.  Default; Termination of Agreement. If the Bank fails to timely perform the Scope of
Services or is in material breach of a term or condition of this Agreement, the City may give written
notice to the Bank specifying the default and provide the Bank a thirty-day opportunity to cure. If
the Bank does not remedy the default within the thirty-day opportunity to cure, the City may
terminate this Agreement immediately.

15.  Notices. Any notice given under this Agreement shall be deemed received if it is in writing,
and is sent by hand delivery, facsimile transmission, receipt confirmed, overnight courier which
provides confirmation of delivery, or certified mail, returned receipt requested, sent to the
following:

To the City: City of Keokuk
Attn: Celeste El Anfaoui
500 Main Street
Keokuk, IA 52632

To the Bank: Pilot Grove Savings Bank

Attn: Matthew R. Morrison
1341 Pilot Grove Rd.
Pilot Grove, 1A 52648

16. General.

a. Binding Effect; Assignment. All of the terms, covenants and conditions of this
Agreement will be binding upon and inure to the benefit of and be enforceable by,
the parties and their respective successors, heirs, executors and permitted assigns
upon approval of this Agreement by the City Council of the City by resolution.
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Neither party may assign this Agreement without the written consent of the other
party.

Severability. If any provision of this Agreement is determined to any extent to be
invalid, the remainder of this Agreement, except as to the provision held invalid,
will not be affected and every other provision of this Agreement will be valid and
in force to the fullest extent allowed by law.

Waiver. No failure on the part of any party to exercise, and no delay in exercising,
any right, power or remedy under this Agreement will preclude any other or further
exercise thereof or the exercise of any other right, power or remedy.

Governing Law; Venue. This agreement will be governed by the law of the State
of lowa. Any dispute between the parties will be venued in the lowa District Court
for Iowa Judicial District 8.

Entire Agreement. This Agreement, the RFP, and the Proposal, and the Bank’s
general service policies, contain the entire agreement between the parties with
respect to the subject matter hereof, and any agreement made hereafter will be
ineffective to change, modify, or discharge the terms of this Agreement, unless such
agreement is in writing and signed by the party against whom enforcement of the
change, modification or discharge is sought.

Counterparts; Execution. This Agreement may be executed in one or more
counterparts, each of which will be considered an original document, but all of
which will be considered one and the same agreement and will become binding
when one or more counterparts have been signed by each of the parties. This
Agreement may be executed by .pdf, email scan, facsimile, or similar means and
all such signatures are deemed original signatures for all purposes.

[Signature Page Follows]
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Executed effective as of the date first listed above.

CITY BANK

CITY OF KEOKUK PILOT GROVE SAVINGS BANK
By Mark Smidt By Matthew R. Morrison
Its Mayor Its President/CEO
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EXHIBIT A
City of Keokuk’s Request for Proposal of Banking Services
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EXHIBIT B
Pilot Grove Savings Bank Banking Services Proposal
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His f( COUNCIL ACTION FORM

206 6@ D2

Presented By: Jim Ferneau
Subject: Approval Website contract with MunicipalOne Agenda Item: 16
Description:

One of the items that the Mayor has expressed significant concern with over the past several months
has been the quality of our current website. The Mayor led a review team of website users within
various departments to evaluate possible providers of a revamped website. Three main providers
were reviewed, including one local company as well as two providers that have developed web
pages for multiple communities both within lowa and across the country. Ultimately, the group
recognized the value of having a company that has familiarity with what local governments typically
display on their website, as well as the dynamic requirements that are placed on us by outside
entities that we don't necessarily always realize are being enforced on us.

Although all three providers were seen having the ability to be of assistance to improving our online
presence, the group ultimately recommended working with MunicipalOne due to their familiarity with
our needs and ability to proactively help us improve our online presence.

FINANCIAL
Is this a budgeted item? YES L NO L_|
Line Ttem #: 206-611-6710 Title: Captl improvement - data processing
Amount Budgeted: 70,000.00
9,500.00

Actual Cost:

Under/Over:

Funding Sources:

Departments:

Is this item in the CIP?  YES No IV CIP Project Number:




COUNCIL ACTION FORM

Any previous Council actions:

Action

Date

Recommendation:

Recommend Approval.

Required Action
ORDINANCEL- RESOLUTIONL MOTION LINO ACTION REQUIREDL—
Additional Comments:
MOTION BY: SECONDED BY:
TO
CITY COUNCIL VOTES

VOTES Ward I

YES
NO
ABSENT
ABSTAIN

Ward 2 Ward3  AtLargel AtLarge2 Ward 4

Ward 5

Ward 6 Ward 7




RESOLUTION NO.
A RESOLUTION APPROVING WEB SERVICES AGREEMENT

WHEREAS, the City of Keokuk, Iowa has maintained a municipal website for
several years; and

WHEREAS, the City Council of the City of Keokuk desires to ensure that the
City’s website is up to date, is consistent with comparable community websites
with similar capabilities, and meets not only current display requirements but
those that will be required in the foreseeable future; and

WHEREAS, the City reviewed several website providers, both local and regional,
with experience in meeting the needs of local governments and the requirements
that are placed on them; and

WHEREAS, MunicipalOne demonstrated significant experience providing
municipal website services, inclusive of needs not only now but into the
foreseeable future.

NOW THEREFORE, BE IT HEREBY RESOLVED BY THE CITY
COUNCIL OF THE CITY OF KEOKUK, IOWA, that the attached Order
Form with MunicipalOne is hereby approved.

PASSED, APPROVED, AND ADOPTED this 6th day of August 2026.

Mark Smidt, Mayor

ATTEST:
Celeste El Anfaoui- City Clerk




(4 MunicipalOne Order Form

Municipal One, LLC

19570 County Line Road Date: 7/30/2026
Smithville, MO 64089

816-207-2110

sales@municipalone.com

CLIENT:
City of Keokuk
501 Main Street
Keokuk, IA 52632

Description Amount

One-time implementation and online training $9,500

e Mobile-responsive ADA-compliant website design
e |nitial content setup and system configuration
e Agenda management setup and system configuration
e Two live online training sessions
Municipal One annual website service bundle $8,900/year

e Web-based content management system with unlimited users
Agenda management system

Secure hosting with SSL and DDoS mitigation

Technical support 7 a.m. to 7 p.m. Central

Software updates and security patches

24/7 system monitoring with emergency support

Terms and Conditions:

1. The totalfirst year fee is due within 30 days of contract signing and includes 12 months of
service beginning on the date of contract signing.

2. Annualfees are paid in advance and due on the anniversary of contract signing.

3. This agreementis subject to Municipal One Terms and Conditions which can be found at
https://www.municipalone.com/terms

Agreed To By: CLIENT MUNICIPAL ONE
/ { 9
Signature of Authorized Person: /0"" '
Name of Authorized Person: _Toni Oesterle
Title of Authorized Person: _Director of Client Services
Date: _7/30/2026

816-207-2110 | www.municipalone.com



