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2-3-1 GENERAL DUTIES. Each municipal officer shall exercise the powers and perform the
duties prescribed by law and Ordinance, or as otherwise directed by the City Council unless
contrary to State law or City charter.

(Code of Iowa, Sec. 372.13(4))

2-3-2  BOOKS AND RECORDS. All books and records required to be kept by law or
Ordinance shall be open to inspection by the public upon request, except records required to be
confidential by state or federal law.

(Code of Iowa, Sec. 22.1, 22.2, and 22.7)

2-3-3  DEPOSITS OF MUNICIPAL FUNDS. Prior to the fifth day of each month, each office
or department shall deposit all funds collected on behalf of the municipality during the preceding
month. The officer responsible for the deposit of funds shall take such funds to the City Clerk,
together with receipts indicating the sources of the funds.

2-3-4  TRANSFER OF RECORDS AND PROPERTY TO SUCCESSOR. Each officer shall
transfer to the official's successor in office all books, papers, records, documents and property,
together with an invoice of the same, in the official's custody and appertaining to the official's
office.

2-3-5 POWERS AND DUTIES OF THE MAYOR. The duties of the Mayor shall be as
follows:

1. The Mayor shall supervise all departments of the City and give direction to department
heads concerning the functions of the departments. The Mayor shall have the power to examine
all functions of the municipal departments, their records, and to call for special reports from
department heads at any time.
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(Code of Towa, Section 372.14(1))

2. The Mayor shall act as presiding officer at all regular and special City Council meetings.
The Mayor pro tem shall serve in this capacity in the Mayor's absence.
(Code of Towa, Sec. 372.14(1) and (3))

3. The Mayor may veto an Ordinance, amendment, or resolution within fourteen days after
passage. The Mayor shall explain the reasons for the veto in a written message to the City Council
at the time of the veto. Within thirty days after the Mayor’s veto, the City Council may pass the
measure again by a vote to not less than two-thirds of all of the members of the City Council. If
the Mayor vetoes an ordinance, amendment, or resolution and the City Council repasses the
measure after the Mayor’s veto, a resolution becomes effective immediately upon repassage, and
an Ordinance or amendment becomes a law when the Ordinance or a summary of the Ordinance
is published, unless a subsequent effective date is provided within the Ordinance or amendment.

If the Mayor takes no action on an Ordinance, amendment, or resolution, a resolution becomes
effective fourteen days after the date of passage and an Ordinance or amendment becomes a law
when the ordinance or a summary of the Ordinance is published, but not sooner than fourteen days
after the date of passage, unless a subsequent effective date is provided within the Ordinance or
amendment.

(Code of Towa. Sec. 380.6)

(Amended during 2008)

4. The Mayor shall represent the City in all negotiations properly entered into in accordance
with law or Ordinance. The Mayor shall not represent the City where this duty is specifically
delegated to another officer by law or Ordinance.

5. The Mayor shall, whenever authorized by the City Council, sign all contracts on behalf
of the City.

6. The Mayor shall call special meetings of the City Council when the Mayor deems such
meetings necessary to the interests of the City.

7. The Mayor shall make such oral or written reports to the City Council at the first meeting
of every month as referred. These reports shall concern municipal affairs generally, the municipal
departments, and recommendations suitable for City Council action.

8. Immediately after taking office the Mayor shall designate one member of the City
Council as Mayor pro tempore. The Mayor pro tempore shall be vice-president of the City
Council. Except for the limitations otherwise provided herein, the Mayor pro tempore shall
perform the duties of the Mayor in cases of absence or inability of the Mayor to perform the duties
of the office. In the exercise of the duties of the office the Mayor pro tempore shall not have power
to appoint, employ or discharge from employment officers or employees without the approval of
the City Council. The Mayor pro tempore shall have the right to vote as a member of the City
Council.
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(Code of Towa, Sec. 372.14(3))

9. The Mayor shall appoint the following officials, with City Council approval:

®

City Attorney;

b. Library Board of Trustees;

c. Parks and Recreation Commission;
d. Zoning Board of Adjustment;
e. Police Chief;

f. Fire Chief;

g. Assistant Chief;

h. Community Center Board;

i. Water and Sewer Committee
j. Streets Committee

k. Finance Committee;

1. Personnel Committee;
Code of lowa, Sec. 372.4)

10. The Mayor shall, upon order of the City Council, secure for the City such specialized
and professional services not already available to the City. In executing the order of the City
Council the Mayor shall conduct said duties in accordance with the City Ordinance and the laws
of the State of lowa.

11. The Mayor shall sign all licenses and permits which have been granted by the City
Council, except those designated by law or Ordinance to be issued by another municipal officer.

12. Upon authorization of the City Council, the Mayor shall revoke permits or licenses
granted by the City Council when their terms, the Ordinances of the City, or the laws of the State
of lowa are violated by holders of said permits or licenses.

13. The Mayor shall order to be removed, at public expense, any nuisance for which no

person can be found responsible and liable. This order shall be in writing. The order to remove
said nuisances shall be carried out by the Police Chief.
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2-3-6 POWERS AND DUTIES OF THE CLERK. The duties of the Clerk shall be as follows:

1. The Clerk shall attend all regular and special City Council meetings and prepare and
publish a condensed statement of the proceedings thereof, to include the total expenditure from
each City fund, within fifteen (15) days of the City Council meeting. The statement shall further
include a list of all claims allowed, a summary of all receipts and the gross amount of the claims.

(Code of Towa, Sec. 372.13(4) and (6))

2. The Clerk shall record each measure taken by the City Council, stating where applicable
whether the Mayor signed, vetoed, or took no action on the measure and what action the City
Council made upon the Mayor's veto.

(Code of Iowa, Sec. 380.7(1))

3. The Clerk shall cause to be published either the entire text or a summary of all Ordinances
and amendments enacted by the City. "Summary" shall mean a narrative description of the terms
and conditions of an Ordinance setting forth the main points of the Ordinance in a manner
calculated to inform the public in a clear and understandable manner the meaning of the Ordinance
and which shall provide the public with sufficient notice to conform to the desired conduct required
by the Ordinance. The description shall include the title of the Ordinance, an accurate and
intelligible abstract or synopsis of the essential elements of the Ordinance, a statement that the
description is a summary, the location and the normal business hours of the office where the
Ordinance may be inspected, when the Ordinance becomes effective, and the full text of any
provisions imposing fines, penalties, forfeitures, fees, or taxes. Legal descriptions of property set
forth in Ordinances shall be described in full, provided that maps or charts may be substituted for
legal descriptions when they contain sufficient detail to clearly define the area with which the
Ordinance is concerned. The narrative description shall be written in a clear and coherent manner
and shall, to the extent possible, avoid the use of technical or legal terms not generally familiar to
the public. When necessary to use technical or legal terms not generally familiar to the public, the
narrative description shall include definitions of those terms.

The Clerk shall authenticate all such measures except motions with said Clerk's signature,
certifying the time and place of publication when required.
(Code of Towa, Sec. 380.7(1) and (2))

4. The Clerk shall maintain copies of all effective City Ordinances and codes for public
review.
(Code of Iowa, Sec. 380.7(4))

5. The Clerk shall publish notice of public hearings, elections and other official actions as
required by State and City law.
(Code of Towa, Sec. 362.3)

6. The Clerk shall certify all measures establishing any zoning district, building lines, or
fire limits, and a plat showing each district, lines or limits to the recorder of the county containing
the affected parts of the City.
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(Code of Towa, Sec. 380.11)
7. The Clerk shall be the chief accounting officer of the City.

8. The Clerk shall keep separate accounts for every appropriation, department, public
improvement or undertaking, and for every public utility owned or operated by the City. Each
account shall be kept in the manner required by law.

(Code of Iowa, Sec. 384.20)

9. Following City Council adoption for the budget, the Clerk shall certify the necessary tax
levy for the following year to the County Auditor and the County Board of Supervisors.
(Code of Iowa, Sec. 384.16(5))

10. The Clerk shall report to the City Council at the first meeting of each month the status of
each municipal account as of the end of the previous month.

11. The Clerk shall balance all funds with the bank statement at the end of each month.

12. The Clerk shall prepare the annual public report, publish it, and send a certified copy to
the State Auditor and other State officers as required by law.
(Code of Towa, Sec. 384.22)

13. The Clerk shall maintain all City records as required by law.
(Code of Iowa, Sec. 372.13(3) and (5))

14. The Clerk shall have custody and be responsible for the safekeeping of all writings or
documents in which the municipality is a party in interest unless otherwise specifically directed by
law or Ordinance.

(Code of Iowa, Sec. 372.13(4))

15. The Clerk shall file and preserve all receipts, vouchers, and other documents kept, or that
may be required to be kept, necessary to prove the validity of every transaction and the identity of
every person having any beneficial relation thereto.

16. The Clerk shall furnish upon request to any municipal officer a copy of any record, paper
or public document under the Clerk's control when it may be necessary to such officer in the
discharge of the Clerk's duty. The Clerk shall furnish a copy to any citizen when requested upon
payment of the fee set by City Council resolution. The Clerk shall, under the direction of the
Mayor or other authorized officer, affix the seal of the corporation to those public documents or
instruments which by Ordinance are required to be attested by the affixing of the seal.

(Code of Iowa, Sec. 380.7(4), Sec. 22.2 and 22.7)

17. The Clerk shall attend all meetings of committees, boards and commissions of the City.
The Clerk shall record and preserve a correct record of the proceedings of such meetings.
(Code of Iowa, Sec. 372.13(4))
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18. The Clerk shall keep and file all communications and petitions directed to the City
Council or to the City generally. The Clerk shall endorse thereon the action of the City Council
taken upon matters considered in such communications and petitions.

(Code of Towa, Sec. 372.13(4))

19. The Clerk shall issue all licenses and permits approved by the City Council, and keep a
record of licenses and permits issued which shall show a date of issuance, license or permit
number, official receipt number, name of person to whom issued, term of license or permit, and
purpose for which issued.

(Code of Towa, Sec. 372.13(4))

20. The Clerk shall inform all persons appointed by the Mayor or City Council to offices in
the municipal government of their position and the time at which they shall assume the duties of
their office.

(Code of Iowa, Sec. 372.13(4))

21. The Clerk shall preserve a complete record of every City election, regular or special and
perform duties required by law or Ordinance of the City Clerk in regard to elections.
(Code of Iowa, Sec. 376.4)

22. The Clerk shall draw all warrants/checks for the City upon the vote of the City Council.
(Code of Towa, Sec. 372.13(4))

23. The Clerk shall show on every warrant/check the fund on which it is drawn and the claim
to be paid.
(Code of Iowa, Sec. 372.13(4))

24. The Clerk shall keep a warrant/check record in a form approved by the City Council,
showing the number, date, amount, payee's name, upon what fund drawn, and for what claim each
warrant/check is issued.

(Code of Towa, Sec. 372.13(4))

25. The Clerk shall bill and collect all charges, rents or fees due the City for utility and other
services, and give a receipt therefor.
(Code of Towa, Sec. 372.13(4))

26. Annually, the Clerk shall prepare and submit to the City Council an itemized budget of
revenues and expenditures.

(Code of Towa, Sec. 384.16)

27. The Clerk shall keep the record of each fund separate.
(Code of Iowa, Sec. 372.13(4) and 384.85)
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28. The Clerk shall keep an accurate record for all money or securities received by the Clerk
on behalf of the municipality and specify date, from whom, and for what purposes received.
(Code of Towa, Sec. 372.13(4))

29. The Clerk shall prepare a receipt in duplicate for all funds received. The Clerk shall give
the original to the party delivering the funds, and retain the duplicate.
(Code of Towa, Sec. 372.13(4))

30. The Clerk shall keep a separate account of all money received by the Clerk for special
assessments.
(Code of Towa, Sec. 372.13(4))

31. The Clerk shall, immediately upon receipt of monies to be held in the Clerk's custody
and belonging to the City, deposit the same in banks selected by the City Council in amounts not
exceeding monetary limits authorized by the City Council.

(Code of Iowa, Sec. 372.13(4))

2-3-7  POWERS AND DUTIES OF THE POLICE CHIEF. The duties of the Police Chief shall
be as follows:
(Code of Iowa, Sec. 372.13(4))

1. The Police Chief shall wear upon the Police Chief's outer garment and in plain view a
badge engraved with “Police”, and such uniform as may be specified by the City Council.

(Police Chief is not required to wear a uniform or wear a badge that is in plain view.)

2. The Police Chief shall assist prosecutors in prosecuting any persons for the violation of
an Ordinance by gathering all the facts and circumstances surrounding the case.

3. The Police Chief shall be sergeant-at-arms of the Council chamber when requested by
the City Council.

4. The Police Chief shall report to the City Council upon activities as Police Chief when
requested.

5. The Police Chief shall protect the rights of persons and property, preserve order at all
public gatherings, prevent and abate nuisances, and protect persons against every manner of
unlawful disorder and offense.

6. The Police Chief shall have charge of the City jail when such is provided and of all
persons held therein. The Police Chief shall execute all orders of the court referring to the jail.
The Police Chief shall feed and shelter persons jailed in the usual manner and as required by law.
When no City jail is provided, the Police Chief shall make arrangements to convey any persons
requiring detention to the County jail as provided by law and agreements with the County.
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7. The Police Chief shall, whenever any person is bound over to the district court, convey
the prisoner to the County jail.

8. The Police Chief shall execute all lawful orders of any board or commission established
by the City Council.

9. The Police Chief shall be in command of all officers appointed for police work and be
responsible for the care, maintenance and use of all vehicles and equipment for the department.

10. The Police Chief may appoint one or more assistant Police Chiefs, with approval of the
City Council, who may perform the Police Chief's duties and who shall be members of the police
force.

11. The Police Chief shall make such rules, not in conflict with the provisions of this
Ordinance, as needed for the detailed operation of the police department, subject to the approval
of the City Council. Such rules shall cover off-duty and on-duty conduct and activity of members,
the wearing and care of the uniform, the use and practice with side arms and other police weapons,
the use of police radio and other communications, attendance at training meetings and such other
matters as the Police Chief determines to be necessary for the operation of the police department.
The Police Chief shall see that the discipline and conduct of the department conforms to rules of
the department. In the event of an emergency the Police Chief may make temporary rules for the
protection of the health, safety, and welfare of the City and its citizens until due consideration by
the City Council may be had.

12. The Police Chief shall, when requested, aid other municipal officers in the execution of
their official duties.

13. The Police Chief shall report all motor vehicle accidents the police department
investigates in the regular course of duty to the lowa Department of Public Safety as provided by
law.

14. The Police Chief shall keep a record of all arrests made in the City by police officers.
The Police Chief shall record whether said arrest was made under provisions of the laws of the
State of lowa or Ordinances of the City. The record shall show the offense for which arrest was
made, who made the arrest, and the disposition made of the charge.

At least every year the Police Chief shall review and determine the current status of all lowa arrests
reported, which are at least one year old with no disposition data. Any lowa arrest recorded within
a computer data storage system which has no disposition data after four years shall be removed
unless there is an outstanding arrest warrant or detainer on such charge.

2-3-8  POWERS AND DUTIES OF THE CITY ATTORNEY. The duties of the City Attorney

shall be as follows:
(Code of Towa, Sec. 372.13(4))
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1. Upon request, the City Attorney shall attend regular meetings of the City Council and
attend those special meetings of the City Council at which the City Attorney is required to be
present.

2. The City Attorney shall, upon request, formulate drafts for contracts, forms and other
writings which may be required for the use of the City.

3. The City Attorney shall keep in proper files a record of all official opinions and a docket
or register of all actions prosecuted and defined by the City Attorney accompanied by all
proceedings relating to said actions.

4. The City Attorney shall, upon request, give an opinion in writing upon all questions of
law relating to municipal matters submitted by the City Council, the Mayor, members of the City
Council individually, municipal boards or the head of any municipal department.

5. The City Attorney shall prepare those Ordinances when the City Council may desire and
direct to be prepared and report to the City Council upon all Ordinances before their final passage
by the City Council and publication.

6. The City Attorney shall act as Attorney for the City in all matters affecting the City's
interest and appear on behalf of the City before any court, tribunal, commission or board. The
City Attorney shall prosecute or defend all actions and proceedings when so requested by the
Mayor or City Council.

7. The City Attorney shall, however, if directed by the City Council, appear to defend any
municipal officer or employee in any cause of action arising out of or in the course of the
performance of the duties of his or her office or employment.

8. The City Attorney shall sign the name of the City to all appeal bonds and to all other
bonds or papers of any kind that may be essential to the prosecution of any cause in court, and
when so signed the City shall be bound upon the same.

9. The City Attorney shall make a written report to the City Council and interested
department heads of the defects in all contracts, documents, authorized power of any City officer,
and Ordinances submitted to said City Attorney or coming under said City Attorney's notice.

10. The City Attorney shall, upon request, after due examination, offer a written opinion on
and recommend alterations pertaining to contracts involving the City before they become binding
upon the City or are published.

2-3-9  POWERS AND DUTIES OF THE DIRECTOR OF PUBLIC WORKS. The duties of

the director of public works shall be as follows:
(Code of Iowa, Sec. 372.13(4))
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1. The Director shall be responsible for the management, operation and maintenance of all
streets, alleys, public grounds, water system, wastewater system, and storm sewer system.

2. The Director shall keep records of accounts payable, revenues, accounts receivable,
expenditures made, depreciation of plant and equipment and a continuous up-to-date inventory of
all goods and supplies. The Director shall keep all other records ordered to be kept by the Mayor
in addition to those provided for by law or Ordinance.

3. The Director shall supervise the installation of all storm sewers in the City in accordance
with the regulations of the department of public works pertaining to the installation of storm
sewers.

4. The Director shall supervise maintenance and repair of sidewalks, alleys, bridges, and
streets and keep them in a reasonably safe condition for travelers. The Director shall immediately
investigate all complaints concerning the existence of dangerous or impassable conditions of any
sidewalk, street, alley, bridge, underpass or overpass, or other city property. The Director is
charged with the duty of correcting unsafe defects.

5. The Director shall, whenever snow or ice imperil travel upon streets and alleys, be in
charge of removing snow and ice from the streets and alleys in the City and shall do whatever else
is necessary and reasonable to make travel upon streets and alleys of the City safe.

6. The Director shall compile and maintain written records of purchases, accomplishments,
disposition of equipment and manpower, an up-to-date inventory and activities contemplated by
the street department. The Director shall make monthly oral or written reports of the activities of
the department to the Mayor.

7. The Director shall supervise the installation of private sewers and their connections with
public sewers in the city and enforce all regulations pertaining thereto in accordance with Chapter
2 of Title 6 of this code of ordinances. This shall apply to all replacements of existing sewers as
well as to new sewers. The Director may make such regulations as are necessary and that do not
conflict with Chapter 2 of Title 6.

8. The Director shall give each person employed by him or furnishing material for his
department, a certificate of an itemized bill specifying the amount due to each person or persons
for labor or material, or both and shall enter the same in his record book, and the name of the
person or persons to whom the same was issued,

9. The Director shall keep an account, in a book provided for that purpose, of each days
work as done on the streets by him or her or under his or her supervision, showing the streets, alley
or public ground on which the work was performed and the name of each laborer.

10. At each regular meeting of the Council, if required by them, the Director shall report
fully regarding his or her acts and all money collected since the prior meeting of the council or his
or her preceding report. The Director shall each month pay to the clerk-treasurer all money
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received by him or her as street commissioner taking receipts in duplicate therefor, one copy of
which he or she shall file with the clerk.

11. Atthe end of each fiscal year, the Director shall make a final settlement with the Council
or committee thereof, and shall present his or her books for examination, together with a full and
detailed report in writing, showing the total amount of money received and paid to the clerk-
treasurer, the amount of money expended during the year, and the amount spent upon each street,
alley or public ground. This report shall be carefully compared with his or her books, and, after
being approved by the Council, shall be deposited with the clerk-treasurer, and a new account
opened for the succeeding year.

12. The Director shall not be interested, directly or indirectly, in any contract or job of work
or material or the profits thereof or services to be performed for the town.

13. The Director shall enforce all ordinances and resolutions of the council in reference to
the water works system, and see that all contracts in relation to the water works are faithfully
complied with.

14. The Director shall have supervision of all buildings, machinery, pipes, meters, hydrants,
and everything connected with the water works system, shall attend to the running and operation
of the pumps and the machinery connected therewith, and superintend and direct all work of
extending the water works system and keeping the same in repair.

15. The Director shall flush all hydrants and mains at regular intervals and immediately after
any fire shall inspect all hydrants used to see that the same are in good working order.

16. The Director shall make regular inspections of the entire water works system, inspect
and see that all new service lines, taps, and all other connections with the water works system
comply with all laws or ordinances.

17. The Director shall receive notice from the clerk-treasurer of all permits issued for
connection with the water mains and all such connections shall be made by him or her or under his
or her direction and subject to his or her written approval.

18. The Director shall read all water meters and aid the clerk-treasurer in the billing and
collection of water rates as provided by Chapter 5 of Title 6 of this code of ordinances.

19. The Director shall place or supervise the setting of all meters, test the same when required
by the Council or whenever he or she has reason to believe a meter is not registering properly and
when necessary replace old meters.

20. The Director shall have such other powers and perform such other duties as may be
provided by the council, the ordinances of the town or the laws of the state, and shall transmit to
his or her successor in office all books, papers, records, documents and property together with an
invoice of the same, in his or her custody and appertaining to his or her office.
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2-3-10 POWERS AND DUTIES OF THE FIRE CHIEF. The duties of the Fire Chief shall be
as follows:
(Code of Iowa, Sec. 372.13(4))

1. The Fire Chief shall be charged with the duty of maintaining the efficiency, discipline
and control of the fire department. The members of the fire department shall, at all times, be
subject to the direction of the Fire Chief.

2. The Fire Chief shall enforce all rules and regulations established by the City Council for
the conduct of the affairs of the fire department.

3. The Fire Chief shall exercise and have full control over the disposition of all fire
apparatus, tools, equipment and other property used by or belonging to the fire department.

4. The Fire Chief shall cause to be kept records of the fire department personnel, operating
cost and efficiency of each element of fire fighting equipment, depreciation of all equipment and
apparatus, the number of responses to alarms, their cause and location, and an analysis of losses
by value, type and location of buildings.

5. The Fire Chief shall make written reports on or annually or as needed to the Mayor and
City Council concerning the general status and efficiency of the fire department, the number of
alarms answered during the month previous, and additional information that may be requested by
the Mayor or the City Council. The Fire Chief shall compile an annual report based upon the
records maintained by the fire department and summarizing the activities of the fire department
for the year. This report shall be filed with the Mayor. The annual report shall also contain
recommendations for the improvement of the department.

6. The Fire Chief shall enforce all Ordinances and, where enabled, state laws regulating the
following:

a. Fire prevention.

b. Maintenance and use of fire escapes.

c. The investigation of the cause, origin and circumstances of fires.

d. The means and adequacy of exits in case of fire from halls, theatres, churches,
hospitals, asylums, lodging houses, schools, factories and all other buildings in which the public

congregates for any purpose.

e. The installation and maintenance of private fire alarm systems and fire extinguishing
equipment.
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7. The Fire Chief shall have the right of entry into any building or premises within the Fire
Chief's jurisdiction at a reasonable time and after reasonable notice to the occupant or owner. The
Fire Chief shall there conduct such investigation or inspection that the Fire Chief considers
necessary in light of state law, regulations or Ordinance.

8. The Fire Chief shall make such recommendations to owners, occupants, caretakers or
managers of buildings necessary to eliminate fire hazards.

9. The Fire Chief shall, at the request of the State Fire Marshal, and as provided by law, aid

said Marshal in the performance of the Marshal's duties by investigating, preventing and reporting
data pertaining to fires.
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