
CITY OF EL LAGO 
 

MEETING OF THE CITY COUNCIL  
 

411 TALLOWOOD DRIVE, EL LAGO, TEXAS 77586 

May 19, 2021 – 7:00 P.M. 
 

 

NOTICE is hereby given of a meeting of the City Council of the City of El Lago, County of 

Harris, State of Texas, to be held at seven o’clock (7:00) PM on May 19, 2021 at the City 

Hall Events Room, 411 Tallowood Drive, El Lago, Texas, for the purpose of considering 

the numbered items below. 
AGENDA 

 

1. Call to Order 

 

2. Invocation and/or Pledge of Allegiance 

 

3. Declaration of a Quorum  
3.1. Announce Absent Members of Council  

 

4. Citizen Comments 
Citizens are invited & encouraged to speak for up to three (3) minutes on matters relating to the city and/or its Government. 
 

5. Consent Agenda 
5.1. Check Detail for checks printed from May 12, 2021 through May19, 2021. 

5.2. Minutes from the Council Meeting May 12, 2021. 
 

6. City Official, Board, Commission, Committee, & City Service Report 
6.1. Report on LPD activity in the City with Call for Service reports for April, 2021. (Chief Tom Savage) 

 

7. Old Business 
7.1. Consider/Approve Ordinance 477, amending Appendix “A” of the Zoning Code by adding the definition 

of “Wildlife Rehabilitation” and allowing Wildlife Rehabilitation through a special use permit. (Second 

reading) 

 

8. New Business 
8.1. Consider/Approve Resolution 2021-04 appointing officials, boards, and commissions, and setting their 

compensation where applicable, for the City of El Lago by Mayor Findley. 

8.2. Consider/Approve Ordinance 479 Adopting the Personnel and Procedures Manual for the City of El 

Lago and repealing all conflicting policies and ordinances related to the Personnel Policies and 

Procedures Manual. 

  

9. Move meeting into a Workshop Session to discuss the following: (no motions to be 

made during the workshop period) 
9.1. Discuss an audio/video system with streaming capability for the El Lago Council Chambers using PEG 

funds acquired from cable franchises allotted for this purpose.  

9.2. Discuss replacement of the projector screen for the El Lago Council Chambers using PEG funds 

acquired from cable franchises allotted for this purpose.  

 



10. Adjourn Workshop Session and move meeting back into Regular Session 

 

11. Future Agenda Item Requests 
 Scheduled     Not Scheduled 

 Budget Workshops – June 2nd & 16th  Short Term Rental Permit Ordinance  

 Sanitary & Sewer Agreement with WCID 50 Franklin Publishing Ordinance Review 

       Fire Inspection Fee Adjustment 

12.  Adjournment 

 

ALL AGENDA ITEMS ARE SUBJECT TO ACTION 
 

 The City Council of the City of El Lago, Texas, reserves the right to adjourn into executive session at any time during 

the course of the meeting to discuss any of the matters listed above, as authorized by the Texas Government Code, 

§551.071 (Consultation with Attorney), §551.072 (Deliberations about Real Property), §551.073 (Deliberations about 

Gifts and Donations), §551.074 (Personnel Matters), §551.076 (Deliberations about Security Devices), §551.077 (Agency 

Financed by Federal Government),§551.084 (Exclusion of Witness from Hearing), §551.086 (Meeting Concerning 

Municipally Owned Utility), §551.087 (Deliberations Regarding Economic Development), §551.088 (Deliberations 

Regarding Licensing Testing Exam), & §418.183(f) (Texas Disaster Act: regarding Critical Infrastructure). 

 

 

 

In compliance with the Americans with Disabilities Act, the City of El Lago will provide for reasonable accommodations 

for persons attending City Council Meetings.  Requests should be received 48 hours prior to the meetings.  Please contact 

the City office at 281-326-1951.  

 
I CERTIFY THAT A COPY OF THIS NOTICE OF THE CITY COUNCIL MEETING 

FOR THE DATE LISTED ABOVE WAS POSTED AT CITY HALL, 411 TALLOWOOD 

DRIVE, EL LAGO, TEXAS, AT LEAST 72 HOURS IN ADVANCE PER THE TEXAS 

OPEN MEETINGS ACT. 
 

 

__________________________ 

Rachel Lewis, City Secretary 



Type Num Date Name Memo Account Paid Amount

Paych... ACH... 05/13/2021 Baillie, Dea... 10102 · General...

70100 · Administ... (717.88)
25200 · FWT pa... 20.00
70220 · Social S... (44.51)
25300 · FICA Pa... 44.51
25300 · FICA Pa... 44.51
70220 · Social S... (10.41)
25300 · FICA Pa... 10.41
25300 · FICA Pa... 10.41

TOTAL (642.96)

Paych... ACH... 05/13/2021 De Leon, A... 10102 · General...

70120 · Mainten... (1,316.49)
70120 · Mainten... (154.88)
70120 · Mainten... (77.44)
25500 · Med. & ... 17.31
71300 · Telephone (20.00)
25200 · FWT pa... 140.00
70220 · Social S... (96.02)
25300 · FICA Pa... 96.02
25300 · FICA Pa... 96.02
70220 · Social S... (22.46)
25300 · FICA Pa... 22.46
25300 · FICA Pa... 22.46

TOTAL (1,293.02)

Paych... ACH... 05/13/2021 Hunter, Ch... 10102 · General...

70100 · Administ... (673.10)
25200 · FWT pa... 19.00
70220 · Social S... (41.73)
25300 · FICA Pa... 41.73
25300 · FICA Pa... 41.73
70220 · Social S... (9.76)
25300 · FICA Pa... 9.76
25300 · FICA Pa... 9.76

TOTAL (602.61)

Paych... ACH... 05/13/2021 Klingle, Br... 10102 · General...

74010 · Court Cl... (1,716.30)
74010 · Court Cl... (190.70)
25400 · Pension ... 114.42
70210 · Pension (114.42)
25400 · Pension ... 114.42
25200 · FWT pa... 169.00
70220 · Social S... (118.23)
25300 · FICA Pa... 118.23
25300 · FICA Pa... 118.23
70220 · Social S... (27.66)
25300 · FICA Pa... 27.66
25300 · FICA Pa... 27.66

TOTAL (1,477.69)

10:05 AM City of El Lago
05/18/21 Check Detail

May 12 - 19, 2021

Page 1



Type Num Date Name Memo Account Paid Amount

Paych... ACH... 05/13/2021 Lewis, Rac... 10102 · General...

70100 · Administ... (1,836.62)
25400 · Pension ... 128.56
71300 · Telephone (20.00)
25200 · FWT pa... 204.00
70220 · Social S... (113.87)
25300 · FICA Pa... 113.87
25300 · FICA Pa... 113.87
70220 · Social S... (26.63)
25300 · FICA Pa... 26.63
25300 · FICA Pa... 26.63

TOTAL (1,383.56)

Paych... ACH... 05/13/2021 Means, Der... 10102 · General...

70120 · Mainten... (1,730.69)
25400 · Pension ... 50.00
71300 · Telephone (20.00)
25200 · FWT pa... 156.00
70220 · Social S... (107.30)
25300 · FICA Pa... 107.30
25300 · FICA Pa... 107.30
70220 · Social S... (25.09)
25300 · FICA Pa... 25.09
25300 · FICA Pa... 25.09

TOTAL (1,412.30)

Paych... ACH... 05/13/2021 Michalak, ... 10102 · General...

77125 · Commu... (38.00)
70220 · Social S... (2.36)
25300 · FICA Pa... 2.36
25300 · FICA Pa... 2.36
70220 · Social S... (0.55)
25300 · FICA Pa... 0.55
25300 · FICA Pa... 0.55

TOTAL (35.09)

Paych... ACH... 05/13/2021 Reitberger,... 10102 · General...

74010 · Court Cl... (720.00)
25200 · FWT pa... 24.00
70220 · Social S... (44.64)
25300 · FICA Pa... 44.64
25300 · FICA Pa... 44.64
70220 · Social S... (10.44)
25300 · FICA Pa... 10.44
25300 · FICA Pa... 10.44

TOTAL (640.92)

10:05 AM City of El Lago
05/18/21 Check Detail

May 12 - 19, 2021
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Type Num Date Name Memo Account Paid Amount

Paych... ACH... 05/13/2021 Stokes, Dia... 10102 · General...

70100 · Administ... (740.75)
25200 · FWT pa... 96.00
70220 · Social S... (45.92)
25300 · FICA Pa... 45.92
25300 · FICA Pa... 45.92
70220 · Social S... (10.74)
25300 · FICA Pa... 10.74
25300 · FICA Pa... 10.74

TOTAL (588.09)

Liabilit... ACH... 05/13/2021 EFTPS 74-1612666  Payroll 202... 10102 · General...

74-1612666  Payroll 202... 25200 · FWT pa... (828.00)
74-1612666  Payroll 202... 25300 · FICA Pa... (143.74)
74-1612666  Payroll 202... 25300 · FICA Pa... (143.74)
74-1612666  Payroll 202... 25300 · FICA Pa... (614.58)
74-1612666  Payroll 202... 25300 · FICA Pa... (614.58)

TOTAL (2,344.64)

Liabilit... ACH... 05/13/2021 ICMA Retir... Payroll 2021-05-13 10102 · General...

B Klingle 25400 · Pension ... (114.42)
B. Kllingle 25400 · Pension ... (114.42)
R. Lewis 25400 · Pension ... (128.56)
D. Means 25400 · Pension ... (50.00)

TOTAL (407.40)

Bill P... ACH... 05/12/2021 Comcast 8777 70 112 0111874 fo... 10102 · General...

Bill 2021... 05/12/2021 11 fitness TV, 1 in event ... 71903 · Comput... (174.24)
Internet 50down/10up Cit... 71903 · Comput... (174.25)

TOTAL (348.49)

Bill P... ACH... 05/13/2021 Frontier Co... 5/10-6/9/2021 10102 · General...

Bill 2021... 05/13/2021 5/10-6/9/2021 71300 · Telephone (183.75)

TOTAL (183.75)

Bill P... ACH... 05/17/2021 Comcast 8777-70-112-0104051-9... 10102 · General...

Bill 2021... 05/17/2021 computer @ 98 Lakesho... 71903 · Comput... (89.19)
telephone @ 98 Lakesho... 71300 · Telephone (89.20)

TOTAL (178.39)

Bill P... 11611 05/12/2021 Barfield, R... April Judge Apperances 10102 · General...

Bill 04-2... 05/04/2021 April Judge Apperances 43202 · Court Te... (50.00)

TOTAL (50.00)

10:05 AM City of El Lago
05/18/21 Check Detail

May 12 - 19, 2021

Page 3



Type Num Date Name Memo Account Paid Amount

Bill P... 11612 05/12/2021 Beaton, Ta... 10102 · General...

Bill 2021... 04/21/2021 Bailiff Fee for court on 04... 74410 · Bailiff S... (75.00)
Bill 04-2... 04/29/2021 Bailiff fee for 04/27/2021 74410 · Bailiff S... (75.00)

TOTAL (150.00)

Bill P... 11613 05/12/2021 Blacksmith... April Warrant Recall 10102 · General...

Bill 04-2... 05/04/2021 April Warrant Recall 74600 · Warrant ... (615.00)

TOTAL (615.00)

Bill P... 11614 05/12/2021 Chiampi, C... Election Clerk- Training... 10102 · General...

Bill 2021... 05/01/2021 Election Clerk- Training ... 71800 · Elections (240.00)

TOTAL (240.00)

Bill P... 11615 05/12/2021 Chiampi, S... Election counter and tr... 10102 · General...

Bill 2021... 05/01/2021 Election counter and trai... 71800 · Elections (112.00)

TOTAL (112.00)

Bill P... 11616 05/12/2021 Clark, Diane April Judge Apperances 10102 · General...

Bill 04-2... 05/04/2021 April Judge Apperances 74200 · Municip... (300.00)

TOTAL (300.00)

Bill P... 11617 05/12/2021 Devries, D... Election Worker Traini... 10102 · General...

Bill 2021... 05/01/2021 Election Worker Training... 71800 · Elections (203.00)

TOTAL (203.00)

Bill P... 11618 05/12/2021 Digital Dol... Lysol Disinfecting Wip... 10102 · General...

Bill SIN0... 04/27/2021 Lysol Disinfecting Wipes ... 77203 · General ... (206.98)

TOTAL (206.98)

Bill P... 11619 05/12/2021 GreatAmeri... Konica Minolta bizhub ... 10102 · General...

Bill 2924... 05/05/2021 Konica Minolta bizhub C... 71903 · Comput... (150.39)

TOTAL (150.39)

Bill P... 11620 05/12/2021 Kosar, Rob... April 2021 timesheet 10102 · General...

Bill 2021... 05/05/2021 CRS Study 72001 · Floodpla... (437.50)
Flood Plain Inspections 72001a · CRS St... (191.67)

TOTAL (629.17)

10:05 AM City of El Lago
05/18/21 Check Detail

May 12 - 19, 2021

Page 4



Type Num Date Name Memo Account Paid Amount

Bill P... 11621 05/12/2021 Lawns and... maintenance, sprinkler ... 10102 · General...

Bill 1965 05/05/2021 monthly lawn care 70350 · Grounds... (2,625.00)
mow at 402 Cedar Lot 70350 · Grounds... (120.00)
sprinkler system - restro... 70300 · Building ... (350.00)
1" vale,sprinkler part 70300 · Building ... (31.00)
coupling, sprinkler part 70300 · Building ... (2.95)
90 degree sprinkler part 70300 · Building ... (3.50)
PVC sprinkler part 70300 · Building ... (3.00)

TOTAL (3,135.45)

Bill P... 11622 05/12/2021 Ong, Natali... Election Training and P... 10102 · General...

Bill 2021... 05/01/2021 Election Training and Pol... 71800 · Elections (203.00)

TOTAL (203.00)

Bill P... 11623 05/12/2021 Petty Cash mayor wall picture, ele... 10102 · General...

Bill 2021... 04/30/2021 frame for mayor wall pict... 71200 · Special ... (25.96)
Village Pizza-tip for poll ... 71800 · Elections (5.00)
Nasa food Mart - water f... 71800 · Elections (11.96)
United States Postal Ser... 74001 · Court Fo... (7.00)
Unites States Postal Ser... 74001 · Court Fo... (55.00)
Space City Hardware-loc... 71800 · Elections (9.98)
Shutterfly-Mayor picture f... 71200 · Special ... (7.09)
Crown Trophy-plate for ... 71200 · Special ... (12.50)

TOTAL (134.49)

Bill P... 11624 05/12/2021 Poolsure Pool Acid bulk by Gallo... 10102 · General...

Bill 1412... 04/19/2021 Pool Acid bulk by Gallon ... 77201 · Pool Ch... (367.50)

TOTAL (367.50)

Bill P... 11625 05/12/2021 Texas Dep... Motor Vehicle Inquiries... 10102 · General...

Bill April ... 05/05/2021 Motor Vehicle Inquiries-A... 74500 · Court Mi... (23.12)

TOTAL (23.12)

Bill P... 11629 05/12/2021 Houston C... HCN Bay Area Citizen 10102 · General...

Bill 3410... 05/11/2021 HCN Bay Area Citizen 70700 · Advertisi... (1,749.85)

TOTAL (1,749.85)

Bill P... 11630 05/12/2021 Leslie's Po... 10102 · General...

Bill 0591... 05/06/2021 Soda Ash 50# Bag 77201 · Pool Ch... (41.57)
Conditioner 8# 4 @ 49.4... 77201 · Pool Ch... (197.96)

Bill 0282... 05/07/2021 Alkaup 50# - 4 bags @ $... 77201 · Pool Ch... (158.36)

TOTAL (397.89)

Bill P... 11631 05/12/2021 Olson & Ol... Total Legal Services fo... 10102 · General...

Bill 10778 05/11/2021 Total Legal Services for ... 71100 · Legal (1,794.50)

TOTAL (1,794.50)

10:05 AM City of El Lago
05/18/21 Check Detail

May 12 - 19, 2021
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Type Num Date Name Memo Account Paid Amount

Bill P... 11632 05/12/2021 Texas Mun... 591072382 10102 · General...

Bill 6411 05/11/2021 Cyber Liability 70230 · Workers... (22.23)

TOTAL (22.23)

Bill P... 11633 05/12/2021 Vascik, De... April 2021 Time Sheet 10102 · General...

Bill April ... 05/11/2021 April 2021 Time Sheet 72001a · CRS St... (258.75)

TOTAL (258.75)

Bill P... 11635 05/12/2021 Comcast Webmaster 10102 · General...

Bill 2021... 05/11/2021 Webmaster 71900 · Comput... (79.95)

TOTAL (79.95)

Bill P... 11636 05/12/2021 AmeriWast... April 2021 trash pick up... 10102 · General...

Bill 04-2... 05/01/2021 April  04/01-04/30/21 tras... 73200 · Solid W... (13,148.76)
April  04/01-04/30/21  rec... 73210 · Recycling (408.86)
Comm Containers 73200 · Solid W... (818.50)

TOTAL (14,376.12)

Bill P... 11637 05/19/2021 Fire Safe P... New Key Cards -100 Fit... 10102 · General...

Bill SM1... 05/14/2021 New Key Cards -100 Fitn... 77500 · Fitness ... (393.79)

TOTAL (393.79)

Bill P... 11638 05/19/2021 Hendricks, ... Bailiff Services 05/11/2... 10102 · General...

Bill 05-1... 05/12/2021 Bailiff Services 05/11/2021 74410 · Bailiff S... (75.00)

TOTAL (75.00)

Bill P... 11639 05/19/2021 Lakeview P... Arrest Fees for Jan-Mar... 10102 · General...

Bill 2021... 05/17/2021 Arrest Fees for Jan-Mar ... 74414 · Arrest F... (262.66)

TOTAL (262.66)

Bill P... 11640 05/19/2021 TXU Energy Electricity  03/05/2021 t... 10102 · General...

Bill 0561... 05/14/2021 ESI ID 10089010100065... 72100 · Utilities (6.16)
ESI ID 10089010767831... 72100 · Utilities (446.28)
ESI ID 10089010100065... 72100 · Utilities (94.46)
ESI ID 10089010100065... 72100 · Utilities (1,705.90)
ESI ID 10089010100065... 72100 · Utilities (16.23)
ESI ID  10089010100065... 72100 · Utilities (25.91)
ESI ID  10089010100350... 72100 · Utilities (21.67)
ESI ID  10089010249012... 72100 · Utilities (4.64)
ESI ID  10089010238105... 72100 · Utilities (7.95)
ESI ID 10089010238129... 72100 · Utilities (4.86)
ESI ID  10089010238046... 72100 · Utilities (16.25)
ESI ID  10089010238135... 72100 · Utilities (9.53)
ESI ID 10089010238017... 72100 · Utilities (7.00)
ESI ID 10089010076206... 72100 · Utilities (299.92)
ESI ID 10089010076206... 72100 · Utilities (10.34)
ESI ID 10089010119015... 72100 · Utilities (23.05)

10:05 AM City of El Lago
05/18/21 Check Detail
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Type Num Date Name Memo Account Paid Amount

ESI ID 10089010238048... 72100 · Utilities (15.69)
ESI ID 10089010076206... 72100 · Utilities (4.71)
ESI ID 10089010069005... 72100 · Utilities (807.44)
ESI ID 10089010229004... 77210 · Utilities-... (358.68)
ESI ID 10089010076206... 77210 · Utilities-... (322.24)

TOTAL (4,208.91)

Bill P... 11644 05/19/2021 Moore IT S... Trinity Back up w/onsit... 10102 · General...

Bill 2650 05/17/2021 Trinity Back up w/onsite ... 71903 · Comput... (20.59)

TOTAL (20.59)

Bill P... 11645 05/19/2021 Valero Flee... Fuel for City Truck 10102 · General...

Bill 7163... 05/17/2021 Fuel for City Truck 70311 · Fuel for ... (133.88)

TOTAL (133.88)

10:05 AM City of El Lago
05/18/21 Check Detail

May 12 - 19, 2021
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                             CITY OF EL LAGO 
         MINUTES OF THE MAY 12, 2020 

REGULAR CITY COUNCIL MEETING & WORKSHOP  
411 TALLOWOOD DRIVE, EL LAGO, 

TEXAS 77586 
 

 

1. Call to Order Mayor Skelton called the meeting to order at 7:03 PM.   

Mayor Skelton recognized the attendance of former Mayors Michael O’Brien and Robert White. 

2. Invocation and/or Pledge of Allegiance – Pledges were conducted. 

3. Declaration of a Quorum 

Present:   Mayor John Skelton 

Councilperson Shawn Findley 

  Councilperson Jeff Michalak  

  Councilperson Darin Clark 

  Councilperson Kris Kuehnel 

Absent: Mayor Pro Tem Ann Vernon 

4. Citizen Comments  

Sheila Brown of 1851 Raintree Circle – informed the Mayor and Council that the Watershed mural will be 

destroyed due to planned construction of a fire lane.  She urged Council to find a way to save the mural.  

Corinne Poel of 1210 Woodland Drive – thanked all involved who mowed the Hoban property.  She also 

asked that the senior exercise programs be reinstated so the seniors could have water aerobics this summer.    

Kathy Pierpoline of 1210 Woodland Drive- stated that she would also request that Council allow the 

water aerobic classes at the pool over the summer.   

Tiffany Wallace of 711 Crestwood Drive – asked about live streaming of the Council meetings.  Mayor 

Skelton stated this was listed as a future agenda item.   

5. City Official, Board, Commission, Committee, & City Service Report 

5.1. SVFD monthly activity report- Chief Andy Gutacker reported there were 8 calls during the month 

of April. One was a cooking call, 2 were false alarms, and 5 were medical calls.  Average 

response time was 4 minutes and 22 seconds.  He also reported that the fire boat was back in 

service.   

5.2. City Secretary, Rachel Lewis, to introduce the Court Clerk, Andrew Reitberger.  City Secretary 

Lewis introduced Andrew Reitberger as the new part-time Court Clerk at the Municipal Court.   

6. Consent Agenda City Official, Board, Commission, Committee, & City Service Report 

6.1. Check Detail for checks printed from April 22, 2021 through May 12, 2021. 

6.2. Minutes from the Council Meeting of April 21, 2021. 

Councilperson Michalak made a motion to approve, and Councilperson Findley provided a 

second.  The vote was unanimous to approve. 

7. New Business 

7.1. Proclamation honoring Chief Tom Savage for his years of service and declaring May 28, 2021 

Chief Tom Savage day in the City of El Lago. Mayor Skelton read a proclamation honoring Chief 

Tom Savage for 32 years of service and declared May 28, 2021 Chief Tom Savage Day in the 

City of El Lago.   

7.2. Consider/Approve Ordinance 478 canvassing the returns of the May 1, 2021 General Election 

and declaring results. Mayor Skelton read Ordinance 478 canvassing the returns of the May 1, 

2021 General Election.  Shawn Findley received a total of 175 votes and having no opposition 



was declared elected to the office of Mayor.  Charles Parette received a total of 138 votes and 

having received a plurality, was declared elected to the office of City Council Position 1.  Jeff 

Michalak received a total of 193 votes, and having no opposition was declared elected to the 

office of City Council Position 2.  Results are attached.  Councilperson Clark made a motion to 

approve and a second was provided by Councilperson Kuenel.  The vote to approve was 

unanimous.   

7.3. Administer Oaths of Office and Statements of Elected Officers to elected officials.  City Secretary 

Lewis administered the Oaths of Office and Statements of Elected Officers to Shawn Findley as 

Mayor, and to Charles Parette as Councilmember Position 1.   

7.4. Elected Mayor and Councilmember Position 1 assume seats.  Mayor Shawn Findley and 

Councilperson Charles Parette assumed their seats.   

7.5. Consider/Approve the appointment of Philip Carl Nunn as the Chief of Police for the Lakeview 

Police Department. Police Commissioners Michael O’Brien, Jeff Corbin, and Rob O’Donel 

introduced Philip Carl Nunn to the Mayor and Council as the newly selected Chief of Police for 

the Lakeview Police Department.  There were a total of 79 applicants for the position.  The offer 

to serve as Chief was extended to Mr. Nunn on April 20, 2021 to begin on June 1, 2021.  They 

asked for the support and confirmation from Council for this selection. Councilperson Michalak 

made a motion to approve, and Councilperson Clark seconded.  The vote was unanimous to 

approve the appointment of Philip Carl Nunn as the Chief of Police for the Lakeview Police 

Department.   

7.6. Consider/Approve the annual agreement with Marathon Fitness for quarterly fitness center 

equipment maintenance.  City Secretary Lewis explained that this contract renewal is for the 

maintenance of the equipment at the fitness center, and it is paid on a quarterly basis.  This 

contract increased the amount per quarter by $25.00.  Councilperson Clark made a motion to 

approve with a second from Councilperson Kuehnel.  Approval was unanimous.   

8. Future Agenda Item Requests 

 Scheduled       Not Scheduled 

 Ordinance 477 Wildlife Rehabilitation  Short Term Rental Permit Ordinance 

 PEG funds for A/V system  

 Budget Workshops  

9. Adjournment There being no further business, Mayor Findley adjourned the meeting at 7:39 PM.  
 

        

     ATTEST: 

 

 

                              _________________________   

            

Shawn Findley                                        Rachel Lewis    

Mayor          City Secretary           























Ord. City of El Lago – Zoning Code Amendment – Sections 5.04(20), 5.05(4)(j), 5.07(15), & 18.01 “Wildlife Rehabilitation” – 2.12.21 
Page 1 

ORDINANCE NO. 477 

 

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF EL LAGO, TEXAS (THE 

“CITY”), AMENDING APPENDIX “A” “ZONING”, OF THE CODE OF ORDINANCES 

OF THE CITY (THE “ZONING CODE”) BY ADDING THE DEFINITION OF 

“WILDLIFE REHABILITATION” TO CHAPTER XVIII OF THE ZONING CODE; 

AMENDING SECTIONS 5.04(20), 5.05(4)(j), AND 5.07(15) OF THE ZONING CODE BY 

ALLOWING WILDLIFE REHABILITATION THROUGH A SPECIAL USE PERMIT; 

PROVIDING A SAVINGS CLAUSE; PROVIDING A CONSISTENCY IN APPLICATION 

CLAUSE; AND, PROVIDING AN EFFECTIVE DATE. 

 

WHEREAS, the Planning & Zoning Commission (the “Commission”) of the City of El Lago, 

Texas (the “City”) during its joint meeting with the City Council of the City (the “Council”) on 

April 7, 2021, found that it is in the best interest of the citizens of the City to amend Appendix “A” 

“Zoning” of the Code of Ordinances of the City (the “Zoning Code”) by providing a definition for 

“wildlife rehabilitation” and by amending sections 5.04(20), 5.05(4)(j), and 5.07(15) of the Zoning 

Code by allowing wildlife rehabilitation through a special use permit; and 

 

WHEREAS, the Commission recommends that the Council so amend the Zoning Code to account 

for the Commission’s recommended amendment; and 

 

WHEREAS, the Council finds and determines that it is in the best interest of the health, safety, 

and welfare of the citizens of the City to amend the Zoning Code by adding the definition of 

“wildlife rehabilitation” and to allow for wildlife rehabilitation to be approved in certain zoning 

districts under a special use permit; and, NOW THEREFORE, 

 

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF EL LAGO, TEXAS: 

 

SECTION 1. THAT section 18.01 “Definitions”, of Chapter XVIII of Appendix “A” “Zoning”, 

of the Code of Ordinances, City of El Lago, Texas, is hereby amended to allow for a new definition, 

with such definition to be appropriately added in its alphabetical order into the existing list of such 

section, with such definition to read as follows: 

 

“Wildlife rehabilitation is the act of providing for the rehabilitation of wildlife by a person 

who is appropriately licensed by both the State of Texas and the United States, with the 

goal of such rehabilitation being the return of the wildlife to its native Texas habitat. 

Wildlife rehabilitation may occur only through a special use permit in certain zoning 

districts, with such permit being conditioned on the applicant’s showing that: 
 

(a) such rehabilitation is specifically limited to wildlife, and will not include rabies 

vector species; 
 

(b) the applicant has the requisite State and Federal permits to rehabilitate wildlife; 
 

(c) the applicant lives on the property where the wildlife rehabilitation will occur; 
 

(d) all wildlife associated with such use are at all times in an enclosure which is: 
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(i) in accordance with the most recent State or Federal standards, whichever is more 

restrictive; 
 

(ii) impermeable to pest and predators that may pose a threat to the wildlife; and, 
 

(iii) a minimum of one hundred feet (100’) from any type of residence, church, 

school, day care, or hospital, with the exception of the applicant’s residence; 
 

(e) all food for the wildlife is stored in pest-proof containers; and, 
 

(f) all required records for the wildlife being rehabilitated are maintained and available 

for inspection by any City official, with such records including immunizations and all 

other medical treatment records for the wildlife.” 

 

SECTION 2. THAT the Code of Ordinances, City of El Lago, Texas is hereby amended by 

adding a section, to be numbered 5.04(20) to Chapter XVIII of Appendix “A” “Zoning”, which 

section reads as follows: 

 

“(20) The city council by an affirmative vote of four (4) council members may grant a 

special use permit for wildlife rehabilitation. In granting a special use permit, the council 

will consider the public welfare, protection of property and property values, and prevention 

of objectionable influences in the community. The council shall impose special conditions 

and safeguards including a specific period of time for the permit. The special use permit 

shall be granted only after the potential proprietor has made application to the city council 

at a public hearing. The proprietor shall present his business objectives and specific plans 

for operation at this public hearing.” 

 

SECTION 3. THAT the Code of Ordinances, City of El Lago, Texas is hereby amended by 

adding a section, to be numbered 5.05(4)(j) to Chapter XVIII of Appendix “A” “Zoning”, which 

section reads as follows: 

 

“(j) Wildlife rehabilitation.” 

 

SECTION 4. THAT the Code of Ordinances, City of El Lago, Texas is hereby amended by 

adding a section, to be numbered 5.07(15) to Chapter XVIII of Appendix “A” “Zoning”, which 

section reads as follows: 

 

“(15) The city council by an affirmative vote of four (4) council members may grant a 

special use permit for wildlife rehabilitation. In granting a special use permit, the council 

will consider the public welfare, protection of property and property values, and prevention 

of objectionable influences in the community. The council shall impose special conditions 

and safeguards including a specific period of time for the permit. The special use permit 

shall be granted only after the potential proprietor has made application to the city council 

at a public hearing. The proprietor shall present his business objectives and specific plans 

for operation at this public hearing.” 
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SECTION 5. THAT should any paragraph, section, sentence, phrase, clause or word of this 

Ordinance be declared unconstitutional or invalid for any reason, the remainder of this Ordinance 

shall not be affected thereby. 

 

SECTION 6. THAT the intent of this Ordinance is to apply consistent changes to any portion of 

the Code of Ordinances of the City of El Lago that is or may be affected by the changes provided 

herein. This Ordinance is also intended to apply consistent changes to any Ordinance that has been 

approved by the City Council of the City of El Lago that is or may be affected by the changes 

provided herein. If this Ordinance has omitted any portion of the Code of Ordinances or any other 

Ordinance that should otherwise be affected by the changes provided herein, such omission is 

inadvertent and unintentional, and, upon the effective date of this Ordinance, any such omitted 

portion of the Code of Ordinances or other Ordinance shall be interpreted in such a manner as to 

comply with the changes provided herein. 

 

SECTION 7. THAT this Ordinance shall become effective, except as may otherwise be provided 

herein, upon its passage by the City Council of the City of El Lago. 

 

 

PASSED, APPROVED, AND ORDAINED ON __________________________, 2021. 

 

 

 

 

             

       ___________________________________ 

       SHAWN FINDLEY, MAYOR 

 

ATTEST: 

 

 

 

 

_________________________________________ 

Rachel Lewis, City Secretary 
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ORDINANCE NO. 479 

 

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF EL LAGO, TEXAS, 

ADOPTING THE PERSONNEL POLICIES AND PROCEDURES MANUAL FOR THE 

CITY OF EL LAGO, TEXAS, IN ORDER TO PROVIDE INFORMATION REGARDING 

GENERAL EMPLOYMENT, CITY POLICIES, COMPENSATION, EMPLOYEE 

BENEFITS, AND TERMINATION OF EMPLOYMENT; REPEALING ALL 

CONFLICTING POLICIES AND ORDINANCES RELATED TO THE PERSONNEL 

POLICIES AND PROCEDURES MANUAL; PROVIDING FOR SEVERABILITY; AND, 

PROVIDING AN EFFECTIVE DATE. 

 

*  *  *  *  *  *  * 

 

WHEREAS, the 1995 Policies and Procedures Manual (the “1995 Manual”) for the City of 

El Lago, Texas (the “City”) has not been the subject of a comprehensive review and examination 

by the Mayor and City Council (the “Council”) of the City since 2015; and 

 

WHEREAS, various provisions of the 1995 Manual must be updated to reflect changes in Federal 

and State law, and to reflect best practices for municipal personnel management practices; and 

 

WHEREAS, the Council desires to adopt a new policies and procedures manual for the personnel 

of the City as provided herein; and NOW, THEREFORE, 

 

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF EL LAGO, TEXAS: 

 

SECTION 1. THAT, the 2021 City of El Lago Personnel Policies and Procedures Manual (the 

“2021 Manual”) attached to this Ordinance as “Exhibit A” is hereby approved and adopted, and is 

incorporated into this Ordinance for all intents and purposes. 

 

SECTION 2. THAT, the 1995 Manual, including any amendments thereto, and any other 

personnel policies or Ordinances in conflict with the 2021 Manual or this Ordinance are hereby 

repealed, and the 1995 Manual, any amendments thereto, and all such personnel policies or 

Ordinances shall be replaced by the 2021 Manual and this Ordinance. 

 

SECTION 3. THAT, should any provision, section, subsection, sentence, clause, or phrase of 

this Ordinance or the 2021 Manual be held unconstitutional, void, or invalid, the validity of the 

remaining portions of this Ordinance and the 2021 Manual shall not be affected thereby and shall 

continue to be in full force and effect, and all provisions of this Ordinance and the 2021 Manual 

are declared to be severable for that purpose. 

 

SECTION 4. THAT, the this Ordinance and the 2021 Manual shall become effective upon the 

date of approval of this Ordinance. 

 

PASSED, APPROVED, AND ADOPTED this the 19th day of May, 2021. 
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      __________________________________________ 

      SHAWN FINDLEY, MAYOR 

 

 

ATTEST: 

 

 

 

________________________________ 

Rachel Lewis, City Secretary 
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EXHIBIT A – 2021 City of El Lago, Texas Personnel Policies & Procedures Manual 



RESOLUTION 2021-04 

 

A RESOLUTION CONFIRMING THE APPOINTMENT OF VARIOUS OFFICIALS, 

BOARD MEMBERS AND COMMISIONS OF THE CITY OF EL LAGO AND SETTING 

THEIR COMPENSATION, WHERE APPLICABLE. 

* * * * * * * * *  

 

WHEREAS, Ordinance No. 257 of the City of El Lago, Texas, provides for the appointment by 

the Mayor of Officials, Judges, Prosecutor, members of the Building Standards Commission, 

Board of Adjustment, Parks Board, and members of the Planning and Zoning Commission; 

and 

 

WHEREAS, Ordinance No. 257 also provides that such appointments shall be confirmed by 

resolution of the City Council; and 

 

WHEREAS, Ordinance 257 further provides that the compensation of these appointees, where 

applicable, shall be set by the City Council; and 

 

WHEREAS, the Mayor proposes the following appointments be confirmed for the remainder of 

the Mayor’s term: 

1) City Secretary – Rachel Lewis; Compensation as provided in the City Budget approved 

by Council 

2) Court Administrator – Brenda Klingle; Compensation as provided in the City Budget 

approved by Council 

3) Building Official – Armand Barbe; Compensation as provided in the City Budget 

approved by Council 

4) Emergency Management Coordinator – Allen “Russ” Gartman; Compensation as 

provided in the City Budget approved by Council 

5) Floodplain Administrator – Robert Kosar; Compensation as provided in the City Budget 

approved by Council 

6) Fire Marshal – Walter Horton; Compensation as provided in the City Budget approved by 

Council 

7) Municipal Judges – Robert Barfield, Diana Clark, Peter DeLeaf; Compensation as 

provided in the City Budget approved by Council 

8) Municipal Prosecutor – Eddie Calderon; Compensation as provided in the City Budget 

approved by Council 

9) Board of Adjustment – Keith Klemowitz, Ruben Aguirre, Charles Sager, Scott Greenlee, 

Vicky Kuehnel, Ken Paschall (alternate); at no compensation 

10) Building Standards Commission – Robert Wohrer, Scott Greenlee, Charles Sager, Ken 

Paschall, Chris Ulrickson; at no compensation 

11) Planning and Zoning Commission – Joe Neigut, Randy Roof, Al Strahan, Jeff Corbin, 

Jon Vernon; at no compensation 

12) Parks Board – Deanna Scott, Shirley Brasseaux, Ruth Tully, Rob Wohrer, Tiffany 

Bachner; at no compensation 

 



NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of El Lago, Texas 

that the above appointments are confirmed and are approved until the next Mayoral election 

in 2023. 

 

PASSED AND APPROVED this 19th day of May, 2021. 

 

 

             

       Shawn Findley, Mayor 

 

ATTEST: 

 

 

      

Rachel Lewis City Secretary 
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CITY OF EL LAGO CODE OF ETHICS 
The offices of elected and appointed officials, as well as city staff or volunteers, are one of trust and 

service to the citizens of El Lago. Staff and officials of the City of El Lago are expected to serve 

and govern in a manner associated with a commitment to the preservation of the values and 

integrity of representative local government and democracy, and a dedication to the promotion of 

efficient and effective governing. It is implied that all officials, staff and volunteers will adhere to 

the Texas Local Government Code and rulings of the Texas Ethics Commission. Furthermore, 

certain ethical principles as described below shall govern the conduct of every employee, council 

member, appointed official or volunteer; who shall:  

1. Be dedicated to the highest ideals of honor and integrity in all public relationships in order that 

they may merit the respect and confidence of the citizens of El Lago;  

2. Recognize that the chief function of local government at all times is to serve the best interests of 

ALL of the people, not just selected individuals;  

3. Be dedicated to the public, be cooperative and constructive, making the best and most efficient 

use of available resources;  

4. Refrain from any activity or action that may hinder one’s ability to be objective and impartial on 

any matter coming before the council;  

5. Refrain from any activity or action that may be perceived as, or is, a conflict of interest, and 

hold oneself to the highest authority for honesty and integrity; 

6. Not seek nor accept gifts or special favors; understanding that it is dishonest to seek personal 

gain by use of confidential information or misuse of public funds, property or time;  

7. Recognize that public and political policy decisions, based on established values, are ultimately 

the responsibility of the city council, and  

8. Conduct city business in open meetings in accordance with Texas Open Meetings Act (TOMA) 

in order to be directly accountable to the citizens of El Lago. 

Your agreement to follow and adhere to this City of El Lago Code of Ethics is a 

requirement for employment with the City of El Lago. Please complete the 

signature page of the City of El Lago Employee Personnel Manual and return to 

your Supervisor. 
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INTRODUCTION 
 

This Personnel Manual (or “Manual”) is a compilation of personnel policies, practices and 

procedures currently in effect at the City of El Lago (“City”). 

 

The Manual is designed to introduce you to our City, familiarize you with City policies, provide 

general guidelines on work rules, benefits and other issues related to your employment, and help 

answer many of the questions that may arise in connection with your employment.  

 

This Personnel Manual is not a contract. The City of El Lago does not offer individual 

employees formal employment contracts. This Manual does not create a contract, express or 

implied, guaranteeing you any specific term of employment, nor does it obligate you to continue 

your employment for a specific period of time. The purpose of the Manual is simply to provide 

you with a convenient explanation of present policies and practices at the City. This Manual is an 

overview or a guideline. It cannot cover every matter that might arise in the workplace. For this 

reason, specific questions regarding the applicability of a particular policy or practice should be 

addressed to the City Secretary or the Mayor. 

 

The City reserves the right to modify any of our policies and procedures, including those covered 

in this Manual, and will notify employees of such modifications by suppling an updated copy of 

the Personnel Manual. 

 

The policies and procedures contained in this manual shall be superior to and control over any 

contradictory oral statements made by any party, and any agreements or assurances concerning 

the terms, conditions or duration of an individual’s employment with the City are not binding 

unless such agreements are in writing and signed by the Mayor of the City. 

 

DEFINITIONS 

Please be aware of the intent of the following terms as used in the El Lago Personnel Policy: 

 

City – shall mean the City of El Lago in general to include its governing body. 

 

Mayor – shall mean the duly elected Mayor of the City of El Lago, the Mayor Pro Tem acting in 

the Mayor’s stead or other identified and appropriately designated City Official acting on the 

Mayor’s behalf.   

 

Employee – refers to one who is either currently working for the city or has recently accepted an 

offer of employment from the City. 

 

Immediate Family – refers to the employee’s child, spouse, parent, stepparent, grandchild, 

grandparent, sibling, parent-in-law or son/daughter-in-law 
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SECTION I - General Employment Information 
 
“At Will” Employment 
All non-elected officers and employees of the City shall be appointed or hired for an indefinite 

term and either the City or the employee can terminate the employment and compensation at 

will, at any time, with or without cause, and with or without notice.  Neither the policies 

contained in this manual nor the existence of the manual itself shall be considered evidence of 

any “contract” or agreement of any kind between the City and any employees of the City, nor 

shall they in any way affect the “at will” nature of employment with the City described herein. 

 

Classifications of Employment 
The following terms will be used to describe employment classifications and status: 
 

Exempt Employees 
Exempt employees are not subject to the overtime pay provisions of the federal Fair Labor 

Standards Act (FLSA). An exempt employee is one whose specific job duties and salary 

meet all of the requirements of the U.S. Department of Labor’s regulations. In general, an 

exempt employee is one who is paid on a salary basis at not less than the federally approved 

amount per week* and holds an administrative, professional, or management position.  

*Effective January 2020, the minimum salary amount for exempt employees established by 

the Department of Labor in 29 CFR 541 is $684 per week. 

 

Non-Exempt Employees  
Salaried employees who are not administrative, professional, or managerial employees (as 

defined by the U.S. Department of Labor) and hourly employees whose regular weekly rates 

do not exceed the federally approved amount as listed under Exempt Employees are 

generally not exempt from the FLSA’s overtime provisions and shall be compensated at 1.5 

times their hourly pay beyond 40 working hours per work week or provided comp time at a 

rate of 1.5 hours per hour worked beyond 40 hours per work week. 

 
Full-Time Employee 
Full-time employees are those who are regularly scheduled to work 40 hours per week, not 

hired on a temporary basis, and have been employed by the City. Full-time employees are 

eligible for all City benefits. 

 
Part-Time Employee 
Part-time employees are those who are regularly scheduled to work fewer than 35 hours per 

week. These employees are considered non-exempt and will be paid on a straight hourly 

wage basis. Part-time employees regularly working 35 or more hours per week are eligible 

for certain City paid benefits as contained herein. 

 
Temporary or Seasonal Employee 
Temporary employees may be hired for an interim period of time, usually to fill in for 

vacations, leaves of absence, or projects of a limited duration. Temporary employees are paid 

as a non-exempt employee and are not eligible for City paid benefits except for health 
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insurance as required by the Affordable Care Act (ACA) for employees working 30 or more 

hours per week. If your status changes from temporary (or seasonal) to part-time or full-time, 

you are considered hired on the date you become a part-time or full-time employee for the 

purposes of calculating eligibility for benefits. 
 
Equal Employment Opportunity 
The City is an equal opportunity employer. We will extend equal opportunity to all individuals 

without regard to race, religion, color, sex (including pregnancy, sexual orientation and gender 

identity), national origin, disability, age, genetic information, or any other status protected under 

applicable federal, state, or local laws. Our policy reflects and affirms the City’s commitment to 

the principles of fair employment and the elimination of all discriminatory practices. Details of 

our equal employment opportunity policies are further explained in the Anti-Discrimination and 

Harassment sections in SECTION II – City Policy Awareness below. 

 
Hours of Work 
The work week is generally Monday through Friday, with varying departmental operating hours 

and includes up to a one hour lunch each day. Maintenance employees generally work from 7:30 

A.M. to 4:30 P.M. Monday through Friday. Administrative staff work from 8:30 A.M. to 5:30 

P.M. Monday through Friday.  Individual or departmental employee work hours are determined 

based upon the needs of the City and may be changed and approved by the Mayor. 

 
Immigration Law Applicable to All Employees 
The City complies with the Immigration Reform and Control Act of 1986 by employing only 

U.S. citizens and non-citizens who are authorized to work in the United States. All employees 

are asked on or before their first day of work to provide original documents verifying the right to 

work in the United States and to sign a verification form required by federal law (Form I-9). If 

you cannot verify your right to work in the United States within three (3) days of hire, the City is 

required by law to terminate your employment. 

 

Inclement Weather 
The City is open for business unless there is a government-declared state of emergency or as 

advised otherwise by a supervisor or the Mayor. Use common sense and best judgment when 

traveling to work in inclement weather. 

 

In the event that the City’s facilities are closed by the City, State or Federal government, 

employees will be paid for the day. If the City’s facilities are open and you are delayed getting to 

work or cannot get to work due to inclement weather, the absence will be charged to (1) personal 

days; (2) vacation time; or (3) unpaid time off, in that order may be paid as approved by the 

Mayor.  

 

When severe weather develops or is anticipated to develop during the day and a decision is made 

by the Mayor to close early, employees will be compensated to the end of regularly scheduled 

hours for that day. If an employee elects to leave prior to the time the Mayor closes the City, 

employees will be required to use personal and/or vacation days in an amount equal to the 

number of hours between the leaving and the time the office closed. 
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Office and Maintenance Attire  
Employees of the City are expected to present a clean and professional appearance. Any dress 

code exceptions on designated “special days” will be identified and specified by the Mayor. 

 

All employee clothing should be modest and at no time should reveal the midriff, back, cleavage 

or under garments such as bras or underwear. Clothing and shoes should be in good repair and 

without holes, tears, frayed bottoms or excessive fading. 

Administrative Personnel 

The dress code for Administrative Personnel is business-casual attire. Example of appropriate 

attire include the following: 

 

Men – tucked-in button down, polo or other collared shirt; slacks; dress socks; closed-toe 

leather shoes (or an equivalent) or dress boots.  

  

Women – Dresses; blouses, button-downs, or polo shirts; slacks, dress Capri/crop pants 

or skirts; pumps, dressy sandals, loafers, boots or flats. 

 

Examples of attire not allowed include, but are not limited to, the following: hats, caps, any 

article with images or advertisements other than a modest logo (example of small alligator or 

polo logo), T-shirts of any sort unless worn as an underlayer, hoodies, sweatshirts, 

sweatpants, jeans of any sort (excluding a denim dress slack for women), painter style pants 

of any color or material, shorts, skirts or dresses that are three or more inches above the knee, 

rubber or beach-style flip-flops, gardening shoes, athletic shoes, or heels above 4 inches, 

platforms exceeding an inch or highly sparkled footwear. 

Maintenance Personnel 

Men and Women – City provided clothing including shirts with City logo, caps, outerwear, 

work boots, and employee provide blue jeans (or other work pant) with the exception for 

when working on the pool, in which case cargo or other shorts are allowed. 

 

Office Equipment 
Certain equipment is assigned to staff depending on the needs of the job, such as a calculator, 

camera, scanner, computer, printer and access to our server. This equipment is the property of 

the City and cannot be removed from the office without prior approval from your supervisor. It is 

expected that you will treat this equipment with care and report any malfunctions immediately to 

staff members equipped to diagnose the problem and take corrective action. 

 

Ombudsman 
The City Council has an appointed Ombudsman for employees to contact when concerns or 

conflicts arise, and the employee is not comfortable seeking the consult of a supervisor. The 

Ombudsman, at the employee’s request, may talk with the employee’s supervisor or other 

involved parties to resolve or mediate the situation. While directed to help defuse conflict and aid 

in employee relations with one another, residents or supervisors, at no time is the Ombudsman 

considered to be legal counsel and is always working on behalf of the interest of the city at large. 
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Organizational Chart 
 

 
 
Orientation Period 
Every new employee, full or part-time, is placed on “orientation” status for the first six months 

of employment, during which time the employee’s job performance is evaluated. The employee 

shall not be eligible for a salary increase, the payment of a bonus, or other additional financial 

compensation until such time as the employee is no longer on orientation status.  However, 

employees on orientation status are eligible for city benefits as contained herein.   

 
Overtime Hours 
Your job may periodically require working additional hours on certain days or weekends. 

Employees should not work overtime hours without prior approval of their Supervisor except in 

emergency circumstances. For budgetary reasons, every attempt should be made to compensate 

for any additional hours worked by using a flex schedule in that same week. All changes to the 

regular schedule to compensate for unscheduled hours will be predetermined between the 

Supervisor and the employee.  
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Personnel Records 
It is important that the City maintain accurate personnel records at all times. You are responsible 

for notifying the City Secretary or the Mayor of any change in name, home address, telephone 

number, marital status, number of dependents, immigration status, or any other pertinent 

information. Promptly notifying the City of such changes will help avoid compromise of your 

benefit eligibility, the return of W-2 forms, or other documents and/or notifications. 

 

Performance Reviews 
An employee's first performance review will take place after 6 months of employment with 

the City. Thereafter, performance reviews will normally be conducted on an annual basis. All 

performance reviews will be completed in writing by your supervisor on a form designated by 

the City and reviewed during a conference with you. Factors considered in your review include 

the quality of your job performance, your attendance, meeting the requirements of your job 

description, dependability, attitude, cooperation, compliance with City employment policies, any 

disciplinary actions, and year-to-year improvement in overall performance. Compensation 

increases or decreases are given by the City at its discretion in consideration of various factors, 

including your performance review. 

 
Punctuality and Attendance 
Employees are expected to report to work on time and when scheduled to avoid unnecessary 

interruptions and absences. The City recognizes that illness or other circumstances beyond an 

employee’s control may cause an absence from work from time to time. However, frequent 

absenteeism or tardiness may result in disciplinary action up to and including discharge. 

Excessive absenteeism or frequent tardiness puts an unnecessary strain on your co-workers and 

can have a negative impact on the function of the City. 

 

Whether a tardy appearance or absence is known in advance or is unexpected, in all situations 

the employee’s immediate supervisor should be promptly notified by a phone CALL to either the 

office during working hours or to the supervisor’s cell phone during off hours. An email or text 

message is not considered appropriate notification unless it is responded to immediately. In the 

event your immediate supervisor is unavailable, the City Secretary or the Mayor, (in that order) 

should be notified. If a voicemail must be left, it should be left on both the supervisor’s city 

phone voicemail and their cell and a phone number must be provided in the voicemails where the 

employee may be reached. 

 
Workspace 
Employees are responsible for maintaining the workspace assigned to them. A clean, orderly 

workspace provides an environment conducive to working efficiently. Employees should keep in 

mind that their workspace is part of a professional environment that portrays the City’s overall 

dedication to serving its citizens. Therefore, your workspace should be clean, organized and only 

include limited personal items.  
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SECTION II - City Policy Awareness 

 

Anti-Discrimination Policy 

The City is an equal opportunity employer and makes all employment decisions without regard 

to race, religion, color, sex (including pregnancy, sexual orientation and gender identity), 

national origin, disability, age, genetic information, or any other status protected under 

applicable federal, state, or local laws. This policy applies to all terms and conditions of 

employment, including but not limited to, hiring, placement, promotion, termination, layoff, 

recall, transfer, leaves of absence, benefits, compensation and training. The City complies with 

all applicable federal, state and local laws related to discrimination. 

 

The City makes decisions concerning employment based strictly on an individual’s qualifications 

and ability to perform the job under consideration, the comparative qualifications and abilities of 

other applicants or employees, and the individual’s past performance within the organization. 

 

If you believe that an employment decision has been made that does not conform with 

management’s commitment to equal opportunity, you should promptly bring the matter to the 

attention of your immediate supervisor, the City Ombudsman, a member of City Council or the 

Mayor. Your complaint will be promptly, thoroughly and impartially investigated. There will be 

no retaliation against any employee who files a complaint in good faith, even if the result of the 

investigation produces insufficient evidence to support the complaint. 

Americans with Disabilities Act 

The federal Americans with Disabilities Act (ADA) prohibits discrimination against qualified 

individuals with disabilities in job application procedures, hiring, firing, advancement, 

compensation, fringe benefits, job training and other terms, conditions and privileges of 

employment. The ADA does not alter the City’s right to hire the best-qualified applicant, but 

it does prohibit discrimination against a qualified applicant or employee because of his or her 

disability, or because of a perceived disability. As a matter of City policy, the City prohibits 

discrimination of any kind against people with disabilities.  

Disability Defined 

Under the ADA, an applicant or employee is considered to have a disability if the person (1) 

has a physical or mental impairment that substantially limits one or more major life activities; 

(2) has a record or past history of such an impairment even if they do not currently have the 

impairment; or (3) is regarded or perceived (correctly or incorrectly) as having such 

impairment. 

 

A qualified employee or applicant with a disability is an individual who satisfies the requisite 

skill, experience, education and other job-related requirements of the position held or desired, 

and who, with or without reasonable accommodation, can perform the essential functions of 

that position. 

 

Reasonable Accommodation 
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A reasonable accommodation is any change in the work environment (or in the way things 

are usually done) to help a person with a disability apply for a job, perform the duties of a 

job, or enjoy the benefits and privileges of employment. 

 

Qualified applicants or employees who have a disability should request reasonable 

accommodation from their immediate supervisor, the City Secretary or Mayor in order to 

allow them to perform a particular job. On receipt of a request for accommodation, a meeting 

will be scheduled to discuss the disability and appropriate accommodation. Additionally, 

information from your health care provider(s) regarding the nature of your disability and the 

nature of your limitations or other steps necessary to help determine viable options for 

reasonable accommodation may be requested. It will then be determined whether your 

disability can be reasonably accommodated, and alternatives will be explored endeavoring to 

implement a mutually agreeable accommodation.  

 

Reasonable accommodation may take many forms and may vary from one employee to 

another. Please note that according to the ADA, the City does not have to provide the exact 

accommodation requested and if more than one accommodation works, the City will 

determine which accommodation to provide. Furthermore, the City does not have to provide 

an accommodation if doing so would cause undue hardship to the City. 

 

Communication Policy 
The City has an approved Communication Policy, a copy of which should have been provided to 

you and is available through the City Secretary’s office. The Communication Policy reviews 

procedures for employees and City Officials alike on topics including, but limited to, the 

following: 

Email 

Internet 

Social Media 

Television and News Media Relations 

Confidentiality 

 

Read the policy thoroughly and carefully as you will be held accountable for its contents; and 

retain the policy for your reference.  

 
Conflict of Interest Policy 
The City expects all employees to act in the best interests of performing their job responsibilities.  

A conflict of interest occurs when an employee prioritizes, promotes, or protects the gains or 

interests of themselves, another person, a political group, organization, or other outside party and 

those acts/interests have an actual or potential adverse impact on the City and/or its citizens.  

Employees are not allowed to receive gifts, gratuities, free trips, free meals, personal property, or 

any other item of value from any outside person or organization as an inducement to do business 

with or provide services for, or in recognition of having done business with them or provided 

services for them. Employees receiving gifts or gratuities in violation of this paragraph may be 

terminated without prior notice at the determination of the Mayor.  Employees may accept 

unsolicited non-monetary gifts only if they are items of less than $50 and as long as the 

acceptance of such gift is not intended to serve as a reward for any official action on their part or 
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could be reasonable inferred or expected that the gift was intended to influence them in the 

performance of their official duties.  

 

Disciplinary Policy 
The City requires employees follow rules of conduct that will protect the interests and safety of 

the City, its citizens and employees. Any violation of the rules of conduct or actions warranting 

discipline (described further below) may result in discipline.  

 

Progressive Discipline 
In certain instances, the City will use a progressive disciplinary system. Progressive 

discipline gives an employee the ability to correct their actions and understand the City’s 

expectations before further discipline is administered.  The City is not obligated to use all of 

the progressive disciplinary steps and may begin the disciplinary process at any level, up to 

an including immediate discharge. The disciplinary steps used will depend upon the severity 

of the conduct, the employee’s work performance, prior disciplinary history, and any 

mitigating circumstances.  Disciplinary action may consist of one or more of the following: 

 

• Oral Warning – given for a minor infraction. The employee shall be made verbally aware 

of the infraction and advised of what is expected in the future and consequences for 

failure of improvement. 

• Written Warning – given for a more severe infraction or when an oral warning did not 

provide satisfactory results. A written warning is made part of the employee’s personnel 

file and should include a description of the infraction with associated dates, time and 

names of witnesses if applicable. The written warning will be discussed with the 

employee with opportunity for the employee to explain the infraction. The employee 

shall be required to read and sign the warning, acknowledging it was read and discussed 

before being placed in the personnel file. The receipt of three (3) written warnings shall 

be grounds for the immediate discharge of the employee. 

• Suspension (with or without pay) – given to discipline an employee for a serious 

violation of City rules, policies or procedures; or to discharge a volatile situation pending 

investigation into alleged offenses or violations of City policies. Such action will be 

directed by the Mayor and documented for the employee’s personnel file. City council 

will be apprised of the suspension at the next scheduled meeting and decide whether the 

employee will be paid or not paid during the suspension. Any employee who is 

suspended longer than 60 days may continue insurance coverage by paying the entire cost 

of the premium according to the provisions of the insurance plan and subject to 

applicable law, or elect COBRA coverage to maintain insurance coverage.   

• Termination –imposed when no other form of discipline will serve to correct or improve 

a situation. Only serious offenses will warrant discharge for a first offense. Before any 

employee is discharged, all facts shall be investigated, documented, and reviewed with 

the employee. The Mayor shall take the final action on the discharge. 

 

Actions Warranting Discipline 
The following are some, but not all, grounds for discipline and discharge, if deemed 

appropriate; 
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• The use, possession, sale, purchase, transfer or under the influence of intoxicants, 

alcoholic beverages and/or illegal drugs while on duty on City premises or City work 

sites or while operating or using city vehicles or any private vehicles on City premises; 

• The falsification of official City records, including time records; 

• Theft, willful damage, and/or unauthorized use of City property, including records and 

confidential information; 

• The unauthorized use of City vehicles for personal business; 

• The failure to follow established safety guidelines; 

• The abuse of sick leave or other leave or vacations procedures contained herein; 

• Absence from City employment without authorization; 

• Fighting or engaging in disorderly conduct which may endanger any person or City 

equipment or property; 

• Immoral and/or indecent conduct on City premises or while conducting City business; 

• The use of City time, material and/or equipment for personal or unauthorized use; 

• Engaging in the sexual harassment of an employee of the City or permitting or tolerating 

such harassment of another employee of the City; 

• A violation of any City policy, procedure, manual, or local, state or federal law; 

• The acceptance of a gift, meal or gratuity over fifty ($50.00) from any individual or firm 

with which the City does business; 

• Failure to satisfactorily perform your job duties; 

• Insubordination; or 

• The receipt of three (3) written warnings. 

 
Appeal Rights 
Where a disciplinary action involves the termination of an employee, the employee may, 

within ten (10) days after termination, request an appeal hearing before City Council to 

explain and request a different judgement. 

 

Felonies and Misdemeanors 
Employees must immediately notify their supervisor if they are arrested, charged, indicted, 

convicted, received deferred adjudication, or plead nolo contendere to any misdemeanor or 

felony offense.  An employee arrested, charged, or indicted for a misdemeanor, federal 

offense, or accused by information of official misconduct or other serious criminal violations 

may be suspended (with or without pay) until the charge, indictment or information is 

dismissed or fully adjudicated without trial, and if tried, until the trial and appeal are 

completed.  Such determination will be made by the Mayor. City Council will determine if 

the employee is to be paid while suspended. 

 

Drug and Alcohol Abuse Policy 
The City takes drug and alcohol abuse seriously and is committed to providing a workplace that 

is absolutely free of illegal drugs for its employees. 

 

The use, possession, selling, distribution, concealing or transporting on or in City property of 

illegal drugs, controlled substances, unauthorized alcoholic beverages and other intoxicating 

substances is absolutely prohibited. 
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All employees are absolutely prohibited from engaging in the unlawful manufacture, possession, 

use, distribution, concealing, transporting or purchase of illicit drugs, alcoholic beverages or 

other intoxicants, as well as the misuse of prescription drugs on City premises or at any time and 

any place during working hours.  

 

All employees are required to report to their jobs in appropriate mental and physical condition, 

ready to work and without any intoxicating substance impairing mental faculties. Employees that 

are taking prescription drugs that may interfere with their ability to perform their job are required 

to report such use to their Supervisor or the Mayor. The City may require employees in safety-

sensitive positions to refrain from working while taking any drug or medication until written 

authorization from the employee’s physician about their ability to perform the job safely is 

received. 

 

Substance abuse is an illness that can be treated. Employees who have an alcohol or drug abuse 

problem are encouraged to seek appropriate professional assistance. Employees should inform 

their immediate supervisor, the City Secretary or the Mayor when seeking assistance in 

addressing substance abuse. Help under the City’s medical insurance plan may also be available. 

 

When work performance is impaired, admission to or use of a treatment or other program does 

not preclude appropriate action by the City. The City reserves the right to conduct reasonable 

suspicion drug testing on an employee if there is reasonable suspicion to believe that the 

employee has violated the prohibitions of this policy while in the course and scope of 

employment.  Employees who work in safety-sensitive positions may be subject to random 

testing for drugs and alcohol at the discretion of the City. 

 

Any violator of this substance abuse policy will be subject to immediate discipline, which may 

include discharge. 

Email and Internet Access Policy 

Access to email and the Internet is given principally for work-related activities or approved 

educational/training activities. Incidental and occasional personal use is permitted. This privilege 

should be used only in accordance with the City’s Ethic’s and Communication Policies and in no 

case affect the employee’s performance or employment-related activities. 

 

No Confidentiality 
The City email and Internet system is a City-provided privilege and is, at all times, the 

property of the City. By using email and/or accessing the Internet, Intranet and electronic 

mail services through facilities provided by the City, you acknowledge that the City (by itself 

or through its Internet Service Provider) may from time to time monitor, log and gather 

statistics on employee Internet activity and may examine all individual connections and 

communications. There is no expectation of privacy. Note that all email is archived on the 

server in accordance with our records retention policy, and all emails are subject to review 

by the City. The release of specific information is subject to applicable open records laws and 
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City rules, policies and procedures. Existing rules, policies and procedures governing the 

sharing of confidential information also apply to the sharing of information via commercial 

software.  

 

Responsibilities and Obligations 
Employees may not access, download or distribute material that is illegal, or which others 

may find offensive or objectionable, such as material that is pornographic, discriminatory, 

harassing, or an incitement to violence.  

 

You must respect and comply with copyright laws and intellectual property rights of both the 

City and other parties at all times. When using web-based sources, you must provide 

appropriate attribution and citation of information to the websites. Software must not be 

downloaded from the Internet without the prior approval of qualified persons within the City. 

 

Violation of this Policy  
In all circumstances, use of Internet access and email systems must be consistent with the law 

and City policies. Violation of this policy is a serious offense and, subject to the requirements 

of the law, may result in a range of sanctions, from restriction of access to electronic 

communication facilities to disciplinary action, up to and including termination.  
 
Employee Privacy Policy 
The privacy and security of employee’s personal information which we collect from our 

employees is important to us. It is equally important for employees to understand how this data is 

handled. The City will not knowingly collect or use personal information in any manner not 

consistent with this policy and applicable laws. 

Collection and Use of Information 

In the course of conducting our business and complying with federal, state, and local 

government regulations governing such matters as employment, payroll, tax, insurance, etc., 

we must collect personal information from you. The nature of the information collected 

varies somewhat for each employee, depending on your employment responsibilities, the 

location of the facility where you work, and other factors. We collect personal information 

from you solely for business purposes, including those related directly to your employment 

with the City, and those required by governmental agencies. 

 

The primary purposes for collection, storage and/or use of your personal information include, 

but are not limited to:  

• Human Resources Management. We collect, store, analyze, and share (internally) 

Personal Information in order to attract, retain, and motivate a highly qualified 

workforce. This includes recruiting, compensation planning, succession planning, 

reorganization needs, performance assessment, training, employee benefit administration, 

compliance with applicable legal requirements, and communication with employees 

and/or their representatives. 

• Business Processes and Management. Personal Information is used to run our business 

operations including, for example, scheduling work assignments, managing City assets, 
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reporting and/releasing public data (e.g., annual reports, etc.); and populating employee 

directories. Information may also be used to comply with government regulation. 

• Safety and Security Management. We use such Personal Information as appropriate to 

ensure the safety and protection of employees, assets, resources, and communities. 

• Communication and Identification. We use your Personal Information to identify you and 

to communicate with you. 

Limited Disclosure 

The City acts to protect your Personal Information and ensure that unauthorized individuals 

do not have access to such information by using security measures to protect Personal 

Information. We will not knowingly disclose, sell, or otherwise distribute your Personal 

Information to any third party without your knowledge and, where appropriate, your express 

written permission, except where disclosure is reasonably necessary to comply with the law. 

 
Ethics Policy 
The City has a City Council approved Ethics policy, a copy of which is provided in this manual, 

Please read the policy thoroughly, sign your agreement and submit the Acknowledgement and 

Agreement Signature Page to your supervisor. Your signed agreement will be retained in your 

permanent employment file. 

Grievance Policy 

Any employee who believes they have not been afforded the rights and privileges to which they 

are entitled under the terms of this Personnel Policy or the laws of the State of Texas or the 

United States, or who feels that they have experienced illegal discrimination in the application or 

interpretation of the terms of this Personnel Policy, has the right to file a grievance. 

 

It is expected that any employee with a grievance must first try to resolve the grievance with 

their immediate supervisor within a reasonable time following the incident. This may be done 

orally in an informal discussion. If informal attempts to resolve the matter are not successful, the 

formal grievance procedure may be followed as outlined below.  

Grievance Procedure 

1. The employee should submit the grievance in writing to their immediate supervisor 

(unless the grievance is against the immediate supervisor, in that case proceed #3 below). 

The grievance report should include the employee’s name, the date of submission, the 

date/time/place of the incident, a list of all those involved or present as witnesses and a 

detailed description of the grievance. 

2. The supervisor is required to respond in writing as soon as is practicably possible, but no 

later than ten (10) working days following receipt of your grievance.    

3. If the employee is not satisfied with the response of the supervisor or if the grievance is 

against the employee’s immediate supervisor, the employee must submit the grievance 

report as outlined in #1 above, to the Mayor. 

4. The Mayor will respond in writing as soon as is practicably possible, but no later than ten 

(10) working days following receipt of your grievance. 
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5. If the employee is not satisfied with the response of the Mayor, they may submit their 

grievance report to the City Council via the City Secretary’s office within ten (10) 

working days after receiving the Mayor’s response 

6. At the next regularly scheduled City Council meeting, City Council will review the 

grievance and make arrangements for any necessary investigation with the intent to 

resolve the grievance as expeditiously as possible. The grievance will be addressed, and 

the Council’s decision will be by formal action at a regularly scheduled City Council 

meeting. The City Council action will be considered the final resolution for the 

grievance. 

Harassment (Sexual or Otherwise) in the Workplace Policy 

The City is committed to providing a work environment that provides employees equality, 

respect and dignity. In keeping with this commitment, the City has adopted a policy of “zero 

tolerance” with regard to employee harassment. Harassment is defined under federal law as 

unwelcome conduct that is based on race, color, religion, sex (including pregnancy, sexual 

orientation and gender identity), national origin, age (40 or older), disability or genetic 

information. Harassment becomes unlawful when: 

(1) enduring the offensive conduct becomes a condition of continued employment; or 

(2) the conduct is severe or pervasive enough to create a work environment that a reasonable 

person would consider intimidating, hostile, or abusive.   

 

This policy applies to all terms and conditions of employment. Harassment by an employee 

toward a fellow employees, contractors, visitors, citizens or customers, whether at work or 

outside of work, is grounds for immediate termination. The City will make every reasonable 

effort to ensure that all employees, contractors, visitors, or citizens are familiar with this policy 

and understand that every complaint received will be promptly, thoroughly and impartially 

investigated and resolved appropriately. The City will not tolerate retaliation against anyone who 

complains of harassment or who participates in an investigation.  

  

Sexual Harassment 
Sexual harassment is prohibited by federal, state and local laws, and applies equally to men 

and women. Federal law defines sexual harassment as unwelcome sexual advances, requests 

for sexual favors and other verbal or physical conduct of a sexual nature when the conduct: 

(1) explicitly or implicitly affects a term or condition of an employee’s employment; (2) is 

used as the basis for employment decisions affecting the employee; or (3) unreasonably 

interferes with an employee’s work performance or creates an intimidating, hostile or 

offensive working environment.  

 

Such conduct may include, but is not limited to: subtle or overt pressure for sexual favors; 

inappropriate touching; lewd, sexually oriented comments or jokes; foul or obscene 

language; posting of suggestive or sexually explicit posters, calendars, photographs, graffiti, 

or cartoons; and repeated requests for dates. City policy further prohibits harassment and 

discrimination based on sex stereotyping. (Sex stereotyping occurs when one person 

perceives a man to be unduly effeminate or a woman to be unduly masculine and harasses or 

discriminates against that person because he or she does not fit the stereotype of being male 

or female.) The City encourages reporting of all perceived incidents of sexual harassment, 
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regardless of who the offender may be. Every employee is encouraged to raise any questions 

or concerns about this policy to the Mayor. 

Supervisors' Responsibilities  

• All supervisors are expected to ensure a work environment free from sexual and other 

harassment by: 

o Encouraging employees to report any violations of this policy before the 

harassment becomes severe or pervasive; 

o Making sure the Mayor is aware of any inappropriate behavior in the workplace; 

and 

o Creating a work environment where sexual and other harassment is not permitted. 

Procedures for Reporting and Investigating Harassment 

Employees should report incidents of inappropriate behavior or sexual harassment as soon as 

possible after the occurrence. Employees who believe they have been harassed, regardless of 

whether the offensive act was committed by a supervisor, co-worker, vendor, visitor, or 

citizen, should promptly report the incident to the Mayor. If the employee’s complaint 

involves the Mayor of the City, either as respondent or as a witness, all actions required to be 

taken by the Mayor contained herein shall be taken by the Mayor Pro Tempore or the next 

senior member of City Council not involved in the complaint as a respondent or witness. 

After reporting the incident, the employee reporting the incident should, as soon as is 

practicable, submit the report in writing specifying in as much detail as is possible the nature 

and details of the complaint.  Every claim of harassment will be treated seriously, no matter 

how trivial it may appear. All complaints of harassment, sexual harassment, or other 

inappropriate sexual conduct will be promptly, thoroughly and impartially investigated by the 

City. No City Council member named in the complaint may participate in any action on the 

complaint. 

 

There will be no retaliation for filing or pursuing a harassment claim. To the extent possible, 

all complaints and related information will remain confidential except to those individuals 

who need the information to investigate, educate, or take action in response to the complaint.  

 

Employees who believe they have been unjustly charged with harassment can defend 

themselves verbally or in writing at any stage of the investigation. To protect the privacy of 

persons involved, confidentiality will be maintained throughout the investigatory process to 

the extent practicable and appropriate under the circumstances. All employees are expected 

to cooperate fully with any ongoing investigation regarding a harassment incident. 

Investigations may include interviews with the parties involved, and where necessary, 

individuals who may have observed the alleged conduct or who may have relevant 

knowledge. 

 

At the next regularly scheduled meeting of the City Council or, if circumstances warrant, at a 

specially called meeting of the City Council, the City Council shall review the allegations of 

the complaint and the investigation, and at said meeting take whatever disciplinary action is 

deemed by the City Council to be appropriate or, if necessary, direct the Mayor, City 
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Attorney, or other City Official to conduct such further investigation as is determined 

necessary in order for the City Council to take such action as is required. 

Penalties for Violation of Anti-Harassment Policy 

If it is determined that inappropriate conduct has occurred, the City will act promptly to 

eliminate the offending conduct and take such action as is appropriate under the 

circumstances. Such action may range from counseling to termination of employment, and 

may include such other forms of disciplinary action as the City deems appropriate and in 

accordance with applicable law. 

 

Smoking Policy 
By City Ordinance, smoking is strictly prohibited at all times in all public places within the City, 

with certain exceptions as outlined in the City Code of Ordinances, Section 7.5-53. This 

prohibition includes all City buildings. Additionally, smoking is prohibited within twenty-five 

(25) feet outside the entrance, exit or wheelchair ramp serving any entrance or exit, operable 

windows, and ventilation systems of any enclosed area where smoking is prohibited, so as to 

ensure that tobacco smoke does not enter the enclosed area. The prohibition also includes the 

City Tennis and Pool enclosures. 

 
Telephone and Cell Phone Policy 
Access to the City telephone system is given principally for work-related activities. Incidental 

and occasional personal use is permitted. This privilege should not be abused and must not affect 

the employee’s performance of employment-related activities.  Telephone usage should be based 

upon cost-effective practices that support the City’s mission and should comply with applicable 

rules and regulations. 

 

You should use common sense and your best judgment when making or receiving personal 

phone calls at work, whether on the City system or on a personal cell phone. To the extent 

possible, employees should make personal cell phone calls during their breaks or lunch times. 

The use of cameras on cell phones during work hours is prohibited to protect the privacy of the 

City as well as that of fellow employees. However, this restriction will not apply to any 

recordings made in the exercise of any rights granted to an employee by federal law. 

 

The City telephone system is at all times the property of the City. By accessing the telephone 

system through facilities provided by the City, you acknowledge that the City has the right to 

monitor its telephone system from time to time to ensure that employees are using the system for 

its intended purposes. 

 

The City prohibits the use of hand-held cellular devices while driving a City vehicle or 

performing City business. Employees are strongly encouraged to use a hands-free cellular device 

while driving, should the use become a necessity in the course of employment. Sending and/or 

receiving text messages is expressly prohibited while operating any City vehicle. 

Safety Policy 

The City makes every effort to provide a clean, hazard-free, healthy, safe environment in which 

to work and to comply with all relevant federal, state and local occupational health and safety 
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laws, including the federal Occupational Safety and Health Act. As an employee, you have a 

duty to comply with the safety rules of the City, and you are expected to take an active part in 

maintaining this hazard-free environment. You should observe all posted safety rules, adhere to 

all safety instructions provided by your supervisor and use safety equipment where required. 

Your workspace should be kept neat, clean and orderly. You are required to report to a 

supervisor any accidents or injuries, breaches of safety or unsafe equipment, working condition, 

process or procedure. In addition, if you become ill or injured while at work, you must notify 

your supervisor immediately. Failure to do so may result in a loss of benefits under the state 

workers’ compensation law. 

 

Failure to abide by the City’s safety and accident rules may result in disciplinary action, up to 

and including termination.  

Violence Prevention in the Workplace Policy 

The City is committed to the safety and security of its employees. Any workplace violence 

would be considered a serious occupational safety hazard to our organization, staff, and citizens. 

 

Workplace violence includes any physical assault or act of aggressive behavior occurring where 

an employee performs any work-related duty in the course of his or her employment including, 

but not limited to, an attempt or threat whether verbal or physical, to inflict physical injury upon 

an employee; any intentional display of force which would give an employee reason to fear or 

expect bodily harm; intentional and wrongful physical contact with a person without his or her 

consent that entails some injury; or stalking an employee with the intent of causing fear of 

material harm to the physical safety or health of such employee. 

 

Acts of violence by or against any of our employees where any work-related duty is performed 

will be thoroughly investigated and appropriate action will be taken, including involving law 

enforcement authorities when warranted. All employees are responsible for helping to create an 

environment of mutual respect for each other as well as citizens and visitors; following all 

policies, procedures and practices and assisting in maintaining a safe and secure work 

environment. 
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SECTION III - Compensation 
 

Direct Deposit 

Employees must have paychecks deposited directly into an employee bank account. The direct 

deposit authorization form is supplied with the initial new employee documents or a copy can be 

obtained through the City Secretary’s office. 

Payroll Schedule 

Employees are paid bi-weekly on Thursdays. If the regularly scheduled payroll date falls on a 

holiday then the payroll date will take place the banking day preceding that holiday.  

 

Salary Deductions and Withholding 

The City will withhold the following from employee’s paychecks:  

Taxes 

Federal, state and local taxes, as required by law, as well as the required FICA (Social 

Security and Medicare) payments. 

Insurance 

Employee’s contribution to dependent’s health and/or dental insurance, vision insurance or 

other insurance premiums for yourself and any eligible family members.  

Retirement 

Should you elect to contribute to the City’s offered 457 Retirement Plan, contributions are 

deducted from your pay and submitted. For more information, see 457 Retirement Plan under 

Section IV – Benefits. 

Garnishment as Required by Law 

Any legally garnishment (such as child support, etc.) will take place after being notified of 

the requirement. 

Other Miscellaneous Deductions 

Please note that should any other miscellaneous deductions need to be deducted from pay, 

employee’s will be notified in advance for authorization. 
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SECTION IV – Employee Benefits  

 
This section describes the benefits provided by the City and information on your eligibility for 

the benefits. This is a brief summary; detailed information may be obtained through the City 

Secretary’s office. 

457 Retirement Plan 

The International City Manager’s Association (ICMA) tax deferred 457 retirement plan is 

available to all full-time employees and part-time employees working more than 35 hours per 

week.  Employees may elect to begin contributing at any time and any amount up to the 

designated amount stated in the most recent ICMA Contributions Limit Report.  After five (5) 

years employment, the City will match up to 6% contributions. 

Insurance 

The City offers certain health, dental, life, retiree, and vision insurance and reserves the right 

to modify, discontinue, or expand those benefits at any time. 

Enrollment, Additions and Changes 

At the time of hire, employees are given an opportunity to elect and enroll in certain insurance 

benefits. If the employee waives participation in any of these programs for either themself or 

eligible dependents, they are generally not allowed to apply for entry into the various plans 

until the next Open Enrollment period, which is usually August 15 to September 15th of each 

year. Additionally, employees may make additions or changes to their plan selections only 

during Open Enrollment or at the occasion of certain significant life events. Significant life 

events would include hire, marriage, new birth, adoption, death or termination. Employees 

must generally request the addition or change within 30 days of the significant event. 

Otherwise, all enrollments and/or changes are required to take place during the Open 

Enrollment period.  

 

SPECIAL NOTE - At any time employees may change beneficiaries on their Life Insurance. 

Health Reimbursement Account (HRA) 

The City provides a Health Reimbursement Account (HRA) to reimburse insured employees 

for plan deductions and/or medical expenses. This account is in the form of a prepaid Visa 

style card and can be used for doctor/medical payments or to purchase medical supplies such 

as aspirin, crutches or bandages. Annually, a $1,000 HRA card is provided to the employee 

and if/when family is added to the plan, an additional $1,000 is provided for an annual 

maximum of $2,000. 

Medical, Dental and Life Insurance 

The City offers medical, dental and life insurance to all full-time or part-time employees 

working thirty-five (35) or more hours per week. This insurance is paid 100% by the City. 

Details of the medical and dental plan may be found in the insurance documents or online 

once enrolled in the TML Health portal.  
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The City offers coverage for dependents of all full-time employees and part-time employees 

working thirty-five (35) or more hours per week.  The City will contribute towards premiums 

for dependent coverage as follows: 

 0% for first year after hire 

 50% after one full year of employment 

 75% after two full years of employment 

 100% after three full years of employment 

Retiree Insurance 

For purposes of this document, “Retiree” means any person who has retired from employment 

with the City after fifteen years of continued full-time employment or twenty years of 

continued part-time employment of thirty-five or more hours per week.  TML Health medical 

insurance, Medicare Supplemental Plan with prescription and dental coverage are all available 

to retirees and are paid for 100% by the retiree.   

Vision Insurance 

Employees may elect to participate in the Vision plan which is 100% funded by the employee. 

Please refer to the vision plan documentation for an explanation of the plan benefits and 

limitations. 

Paid Leave (Holiday, Personal, Sick, Vacation, etc.) 

The City provides paid leave to employees. You are expected to get approval from your 

supervisor before taking planned paid leave as outlined below and approval for planned leave 

may be denied if the operations of the City could be adversely impacted. When you are absent 

from work for whatever reason and your absence has not been previously scheduled, you must 

personally notify your immediate supervisor or manager as soon as you are aware that you will 

be late or unable to report to work. Every attempt should be made to contact the immediate 

supervisor and if unsuccessful, contact should be made with the City Secretary or ultimately the 

Mayor. Leaving a voicemail or a message with another staff member does not qualify as 

notifying your supervisor. Sending a text message is not considered proper notice unless the 

supervisor immediately responds to the text. 

Holiday Pay 

Full-time and part-time employees who work thirty five (35) hours or more per week are 

entitled to the following paid holidays: 

 

• New Year's Day 

• Memorial Day 

• Independence Day 

• Labor Day 

• Thanksgiving Day 

• Friday following Thanksgiving 

• Christmas Eve 

• Christmas Day 

• Two floating holidays 
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Jury Duty 

Leave with full pay will be granted by the employee’s supervisor for required jury duty.  

When the employee is not actually assigned to a case or is released early from jury duty, the 

employee will report to his or her regular job immediately.  No overtime will be allowed for 

jury duty.  A leave of absence without pay may be granted to an employee upon request 

when the employee is required to appear under subpoena or in his or her own behalf in 

litigation involving personal or private matters.  Should any city employee be subpoenaed in 

matters related to their duties as a City employee, the employee shall receive full pay plus 

travel expense from the City for the time spent in response to the subpoena. 

Leave of Absence 

A leave of absence, up to three months without pay, may be granted for employees in special 

situations where other forms of paid leave are unavailable. However, all requested leave of 

absence time must be approved by the Mayor and is subject to rescission if the staffing needs 

of the City require the employee’s presence. Any employee who is granted leave longer than 

60 days may continue insurance coverage by paying the entire cost of the premium according 

to the provisions of the insurance plan and subject to applicable law, or elect COBRA 

coverage to maintain insurance coverage.   

Personal Leave 

Any Permanent full-time employee, or any part-time employee who works thirty-five or 

more hours per week, and who has completed one year of employment with the City will be 

eligible for three days (24 hours) of personal leave annually.  These days must be taken 

before the employee’s next anniversary date and will not carry over from one year to the 

next.  No pay will be given in lieu of personal leave.  These days may be used for any reason 

the employee deems necessary.  Personal days must be taken in 8-hour increments and 

scheduled with your supervisor as far in advance as possible. Unused personal leave is not 

paid upon separation from employment.    

Military Service Leave 

Employees serving in the uniformed services, including the Army, Navy, Marine Corps, 

Air Force, Coast Guard and Public Health Service commissioned corps, as well as the reserve 

components of each of these services, may take unpaid military leave, as needed, to enable 

them to fulfill their obligations as servicemembers. Servicemembers must provide advance 

written or verbal notice to the City for all military duty unless giving notice is impossible, 

unreasonable or precluded by military necessity. Employees should provide notice as far in 

advance as is reasonable under the circumstances. In addition, employees may, but are not 

required to, use accrued vacation and/or personal days while performing military duty. 

Religious Observance 

Federal and state equal opportunity laws generally require employers to accommodate the 

religious beliefs of employees, but do not require them to provide paid leave. The City 

respects your religious beliefs, however, and therefore, provides three (3) personal paid leave 

days and two floating holidays which  can be used to accommodate these religious days. 

Employees who require additional time off may use vacation time with required advance 

notice as described herein. 
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Sick Leave 

Paid sick leave may be taken when an employee must be absent due to his/her non-job-

related illness or injury or the illness or injury of their immediate family. Immediate family, 

as define by in the Introduction portion of this Manual, is an employee’s child, spouse, 

parent, stepparent, grandchild, grandparent, sibling, parent-in-law or son/daughter-in-law.  

Unused Sick leave is not paid upon separation from employment.  Sick leave is earned and 

subject to use as follows: 

 

• Sick leave is accrued at the rate of 6.66 hours per month of service. 

• Unused sick leave hours may be carried over from one year to the next up to a maximum 

of 160 hours. 

• Sick leave may not be “cashed-in” for financial compensation. 

• A day of sick leave is NOT permitted on any day immediately before or immediately 

after an eligible employee’s vacation leave, personal leave, jury service leave, leave of 

absence, disability leave or holiday as described herein. 

• Sick leave may be used for the following reasons:  

o Medical, psychological and dental appointments for yourself or immediate family 

members as defined above;  

o Your personal illness or that of an immediate family member for which the employee 

must provide care; or 

o Up to 3 days for the funeral of an immediate family member. 

• When absence is due to illness or medical appointment, the City reserves the right to 

require appropriate medical documentation. Such documentation need only include the 

employee’s name, the date and time the employee was seen, and if applicable, a specific 

instruction regarding the employee’s incapacity to perform his or her job. 

Sick Leave Donation 

An employee may donate any amount of their own accrued sick leave to another 

employee who is employed by the City and has exhausted their own sick leave. An 

employee may not provide or receive remuneration or a gift in exchange for a sick leave 

donation. 

Vacation 

The City recognizes the importance of vacation time in providing rest, recreation and 

personal enrichment. Full-time employees, and part-time employees working thirty-five 

hours or more per week will earn vacation time based on service time and earned monthly as 

follows: 

 

Earning Vacation Hours 

Year of Service Time Off  

1st year through 4th year of 

employment 

Ten (10) days at 6.66 hours per 

month 

5th year of employment and beyond 
Fifteen (15) days at 10 hours per 

month 

Accrual and Carryover 
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Employees begin accruing vacation when they begin work for the City as a Full-time 

employee or part-time employee working thirty-five hours or more per week. Employees 

may use their vacation at any time after their first month of employment. Employees may 

generally carry over vacation days from one year to the next. However, to encourage 

employees to use vacation, there is a cap on the amount of vacation that can be 

accumulated. Employees with under 5 years of service will cap at 80 hours which is equal 

to 10 8-hour working days; and employees with 5 years or more of service will cap at 120 

hours which is equal to 15 8-hour working days. No provision will be made for pay in 

lieu of vacation time.  Unused vacation time is paid upon separation from employment.  

 

Scheduling Vacation 

Requests for vacation time should be submitted on a Vacation Request form to the 

employee’s supervisor for approval. This form should be submitted as soon as the 

employee knows the dates of when they wish to take vacation and a minimum of two 

weeks prior to the time requested so that sufficient scheduling of employees, projects, etc. 

can be addressed. Vacation requests are granted on a first-come, first-served basis. In the 

event of a conflict in vacation requests, your supervisor will consider the City’s staffing 

needs during the relevant period, as well as the employee’s length of service with the 

City. 

Voting 

The City encourages all employees to vote. Most polling facilities for elections for public 

office are scheduled to accommodate working voters. The City, therefore, requests that 

employees schedule their voting for before or after their work shift. An employee who 

expects a conflict, however, should notify his or her supervisor in advance so that schedules 

can be adjusted if necessary. 

 

Reimbursable Expenses  

The City may reimburse employees for certain expenses related to City business. All employees 

are encouraged to plan ahead with their Supervisor so that it is unnecessary to incur reimbursable 

expenses. However, from time to time, reimbursable expenses are unavoidable. For simple, 

single purchases, employees should note on the receipt what the purchase was, why it was 

necessary and the budget line item it is to be charged against (if known). All receipts must be 

approved by the employee’s supervisor and submitted to the City Secretary’s office for 

reimbursement. 

 

For multiple items, an expense report must be completed with all receipts attached. See Expense 

Report below for more information. 

Expense Reports 

All multiple expenses for which an employee seeks reimbursement must be itemized on an 

expense report. Expense reports must be submitted within one week of incurring the expense 

or one week after returning to the office following travel completion. 

 

The following information must be included in each expense report submitted:  
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• Employee’s name 

• Itemized list of all expenses for which reimbursement is requested, including the amount 

the City-related purpose for each and the budget line item (if known) 

• For travel-related expenses, an itemization of the dates, location, and purpose of the trip 

and the expenses incurred (transportation, lodging, meals, etc.) 

 

Receipts are required for all expenses and must be attached to the expense report. Any 

employee expense report received without the receipts will be returned to the employee. It is 

the employee’s responsibility to work with their Supervisor, explain the missing receipts and 

get the Supervisor’s approval for the receipt-less expense.  

Non-Reimbursable Expenses 

Non-Reimbursable expenses include, but are not limited to, the following:  

• Personal entertainment expenses such as movies, games, and health clubs 

• Costs incurred by failure to cancel transportation or hotel reservations 

• Traffic and/or parking violation fines 

• Spouse or other family member expenses 

• Laundry service 

• Alcoholic beverages 

Travel Expenses 

All travel for city related work or expenses should be approve in advance by the employee’s 

supervisor or the Mayor. Upon approval for the travel and with all receipts and proper 

documentation of the expenses, the following expenses may be reimbursed: 

 

SPECIAL NOTE – All receipts for expenses are required for reimbursement! 

 

Mileage 

The standard mileage reimbursement, set by the IRS, includes the costs of operating an 

automobile and includes such costs as depreciation, maintenance, repairs, tires, gasoline, 

oil, insurance, taxes, and vehicle registration fees. Normal personal commuting costs are 

not subject to reimbursement, only those directly related to the necessary and approved 

travel. A record of the beginning and ending vehicle mileage must be submitted or an 

internet generated mileage report such as from Mapquest is adequate. 

 

Air Travel 

If traveling by air, only coach class is reimbursable.   

 

Other Transportation 

Record on the receipt the starting and ending point for the trip and who is being 

transported when more than one employee is traveling. Ground transportation, including 

tips, parking and tolls, is reimbursable when reasonable and customary.  Rental cars (and 

gas) shall be of the most economical variety.  When two or more employees are traveling 

together, rental cars and taxis should be shared) when practical. 

 

Accommodations 
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Travelers are strongly encouraged to use standard accommodations at reasonably priced 

mid-market hotels or motels. 

 

Meals 

Employees will be reimbursed for reasonable and actual expenses for meals incurred 

during business related travel. The City will generally reimburse travelers for three meals 

a day. Reasonable expenses are outlined below:  

o Breakfast $8.00 

o Lunch $12.00  

o Dinner $20.00 

Gratuities are included in the above amounts 

Training & Education 

In an effort to encourage the education and professionalism of its employees, the City will 

provide tuition and book fee reimbursement based upon grade obtained to any Full-time or part-

time employee who works thirty-five (35) hours per week and who enrolls in college level or 

vocational courses directly related to their employment.  Reimbursement will be made on a 

sliding scale basis:  A-100%, B-75%, C-50%, D-0.  Prior approval from the Mayor must be 

received and the course, study and homework time must not interfere with the employee’s 

regular work schedule.  An employee may also be assigned to take a training course at City 

expense determined by their supervisor as necessary for better job performance.  

Workers' Compensation Insurance 

To provide for payment of your medical expenses and for partial salary continuation in the event 

of a work-related accident or illness, employees are covered by workers’ compensation insurance 

provided by the City and based on state regulations. The amount of benefits payable, as well as 

the duration of payments, depends upon the nature of the injury or illness. However, all medical 

expenses incurred in connection with an on-the-job injury or illness and partial salary payments 

are paid in accordance with applicable state law. If you become ill or injured as a result of your 

job, immediately report the injury or illness to City Secretary or the Mayor. This ensures that the 

City can help obtain appropriate benefits. Failure of prompt notification may delay benefits or 

jeopardize your receipt of benefits. Questions regarding workers’ compensation insurance should 

be directed to the City Secretary’s office. 
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SECTION V - Termination of Employment 

Death 
Deceased employees will be removed from the City’s payroll at the end of the day in which the 

death occurred.  The employee’s estate shall receive payment for the employee’s salary, accrued 

unused vacation time, insurance and any other benefits due. 

 
 

Discharge, Release and Resignation 
Any administrative action necessary to terminate an employee will be taken by the Mayor or the 

Mayor’s designee as contained herein. 

 

All resigned, released or discharged employees are required to return any and all items belonging 

to the City which have been in the employee’s possession. It is the responsibility of the 

employee’s Supervisor to see that all property is returned before the employee receives their final 

paycheck. A forwarding address should also be obtained from the employee. 

Exit Interview 

All employees are invited to participate in an exit interview prior to leaving the City. The exit 

interview is an opportunity for the City to better understand how to meet the needs of 

employees and also give opportunity to provide information on insurance continuation and/or 

other benefits for which the employee may be eligible. The Exit Interview is also the final 

opportunity for the employee to return any keys, card keys or other city property. 

 

Discharge 

Any employee may have his or her employment terminated by the City at any time for any or 

no reason with cause or without cause, and with or without notice. Unused personal, sick and 

vacation leave shall be forfeited by the discharged employee if the employee is discharged 

for cause. 

 

Release 

Employees who have been employed by the City for more than 6-months may be released by 

the City for reasons of excessive absences or reduction in force. Permanent full-time 

employees and eligible part-time employees being released will receive two week’s 

severance pay and all other benefits still owing at the time of release. 

 

Release during Orientation Period 

During the Orientation Period which is the first six (6) months of an employee’s hire, the 

employee may be released for any reason by final action of the Mayor or Mayor’s designee 

after a report from the employee’s supervisor is filed. 
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Resignation 

Employees, whether part-time or full-time, who voluntarily desire to terminate their 

employment with the City are required to give two weeks-notice of their intent to resign. 

Such notice will be a requirement for re-hire and failure to provide such notice may be noted 

on future reference requests. Employees who give notice of intent to resign may be assigned 

to other work without a change in their rates of pay. Employees who resign may not receive 

pay in lieu of working the remainder of the notice period. 

 

Upon resigning from the City in good standing, an employee may be considered for re-hire; 

however, all re-hired employees will, for all intents and purposes, be considered a new 

employee and will be subject to orientation and minimum employment requirements for the 

receipt of benefits. 
 

Discharged Employee Appeal Process 

Should an employee of the City be discharged from his/her employment, such employee shall 

have the right to appeal said action through the Grievance Procedure as outlined in Section II – 

Grievance in this Personnel Manual within ten (10) days after the date of discharge.  
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ACKNOWLEDGEMENT AND AGREEMENT SIGNATURE PAGE 
 

Acknowledgement of Receipt of City of El Lago Employee Manual 

 

I acknowledge that I have received a copy of City of El Lago Employee Manual. I understand 

that I am responsible to read and understand and abide by all policies and procedures in this 

Manual. I also understand that this Employee Manual will be updated from time to time and that 

I will be responsible for reading and understanding the updates as well as all other policies and 

procedures of the City.   

 

I also understand that the purpose of this Employee Manual is to inform me of the City’s policies 

and procedures, and it is not a contract of employment. Nothing in this Employee Manual 

provides any entitlement to me or to any City employee, nor is it intended to create contractual 

obligations of any kind. I understand that the City has the right to change any provision of this 

Employee Manual at any time and that I will be bound by any such changes. 

 

 

 

__________________________________  _______________ 

Signature      Date 

 

__________________________________ 

Full Name (please print) 

 

 

 

Agreement to the City of El Lago Code of Ethics 

 

By my signature below, I acknowledge that I have received and read the City of El Lago Code of 

Ethics as contained in the City of El Lago Employee Manual. Additionally, I agree to follow and 

adhere to the City of El Lago Code of Ethics in all my efforts and dealings with and on behalf of 

the City of El Lago. 

 

 

 

__________________________________  _______________ 

Signature      Date 

 

__________________________________ 

Full Name (please print) 

 

Please sign and date this Acknowledgement and City of El Lago Code of Ethics Agreement and 

return it to City Secretary, or the Mayor. Retain a second copy for your reference. 

 



INVOICE
1322 Space Park Dr, Ste C185
Houston, TX 77058 DATE 4/27/2021
Phone: (713) 314-6612 INVOICE # 5030

CUSTOMER ID El Lago
Website: avdesignpros.com DUE DATE

BILL TO
Rachel Lewis
City of El Lago
411 Tallowood, El Lago, TX 77586
325-227-0379

DESCRIPTION TAXED AMOUNT
[Projector Screen Replacement]
Da-Lite WUXGA Projector Screen (Silent Motor, 60"x96", no door) ( 3,497.00)               
[Labor]
Install, Lift Rental ( 1,200.00)               
[Shipping] ( 125.00)                  

[42]

Subtotal ( 4,822.00)               
Taxable ( -  )                      

OTHER COMMENTS Tax rate 8.250%
Tax due ( -  )                      
Other ( -  )                      

TOTAL ($ 4,822.00)           

Make all checks payable to
AV Design Pros

If you have any questions about this invoice, please contact
Matt Elliott - (713) 314-6612 - matt@avdesignpros.com

Thank You For Your Business!



INVOICE
1322 Space Park Dr, Ste C185
Houston, TX 77058 DATE 10/23/2020
Phone: (713) 314-6612 INVOICE # 4150

CUSTOMER ID El Lago
Website: avdesignpros.com DUE DATE

BILL TO
Rachel Lewis
City of El Lago
411 Tallowood, El Lago, TX 77586
325-227-0379

DESCRIPTION TAXED AMOUNT
[Livestream Camera and Extra Mic Package]
Blackmagic UltraStudio 4K Mini ( 995.00)                  
PTZ Optics PT12X HDMI-SDI ( 1,699.99)               
Ceiling Mount ( 90.00)                   
PTZ Optics Joystick ( 995.00)                  
RevoLabs Executive Elite 2 Channel System ( 1,638.00)               
RevoLabs Executive Elite 12" Gooseneck Wireless Mic (2 @ 558.00 each) ( 1,116.00)               
SDI Cable (100') ( 109.00)                  
POE Switch ( 90.00)                   
Cabling ( 125.00)                  
[Labor]
Installation, System Tie-in, Calibration, Training ( 3,000.00)               

[42]

Subtotal ( 9,857.99)               
Taxable ( -  )                      

OTHER COMMENTS Tax rate 8.250%
1. Single Camera Option for Council meetings. This option will not allow 
to livestream over internet.

Tax due ( -  )                      
Other ( -  )                      

TOTAL ($ 9,857.99)           

Make all checks payable to
AV Design Pros

If you have any questions about this invoice, please contact
Matt Elliott - (713) 314-6612 - matt@avdesignpros.com

Thank You For Your Business!



INVOICE
1322 Space Park Dr, Ste C185
Houston, TX 77058 DATE 10/23/2020
Phone: (713) 314-6612 INVOICE # 4150

CUSTOMER ID El Lago
Website: avdesignpros.com DUE DATE

BILL TO
Rachel Lewis
City of El Lago
411 Tallowood, El Lago, TX 77586
325-227-0379

DESCRIPTION TAXED AMOUNT
[Livestream Camera and Computer Package]
Dell Small-Form-Factor Computer (i7, 32gb RAM, 1TB HDD) ( 989.00)                  
Delvcam Rackmount Monitor ( 799.00)                  
Rackmount Keybord ( 398.00)                  
42 U Rack ( 1,300.00)               
Blackmagic UltraStudio 4K Mini ( 995.00)                  
PTZ Optics PT12X HDMI-SDI ( 1,699.99)               
Ceiling Mount ( 90.00)                   
SDI Cable (100') ( 109.00)                  
POE Switch ( 90.00)                   
Cabling ( 125.00)                  
[Labor]
Installation, System Tie-in, Calibration, Training ( 3,000.00)               

[42]

Subtotal ( 9,594.99)               
Taxable ( -  )                      

OTHER COMMENTS Tax rate 8.250%
1. Option to create a livestreaming system in the conference room Tax due ( -  )                      

Other ( -  )                      

TOTAL ($ 9,594.99)           

Make all checks payable to
AV Design Pros

If you have any questions about this invoice, please contact
Matt Elliott - (713) 314-6612 - matt@avdesignpros.com

Thank You For Your Business!



Council Video Streaming Solution

 

PRESENTING BETTER SOLUTIONS

PROPOSAL TO:
City of El Lago

December 11, 2020

Q-692

CCS Account Executive
Kyle Hoffman

khoffman@ccsprojects.com
(214) 577-1846



HARDWARE TOTAL $8,153.35

COUNCIL CHAMBER

HARDWARE
QTY DESCRIPTION PRICE PRICE EXT

1
Roland Professional AV VR-4HD Roland VR-4HD Digital Streaming Mixer supporting HDMI,
Multiple Audio Formats, USB, Unified Communications inputs (Microsoft Teams/Zoom Support
with built in USB Echo Cancellation Features)

$2,900.00 $2,900.00

1 Vaddio 999-95750-400 ROBOSHOT 12E HDBT ONELINK SYSTEM BLACK $4,400.00 $4,400.00

1 Luxul XFS-1084P 8-Port Fast Ethernet Switch w/4 PoE Port $95.24 $95.24

1 COVID MC-HD2-06 Slim Line HDMI 2.0 Cable, 6ft $10.95 $10.95

2 COVID MC-HD2-03 Slim Line HDMI 2.0 Cable, 3ft $9.08 $18.16

1 Middle Atlantic SS SLIDING SHELF $129.00 $129.00

1 CCS IMATS Installation Materials, Cables, Connectors, & Misc Parts $600.00 $600.00

1

O.F.E. Desktop Computer Owner Furnished / Existing Computer or Server required for Streaming
content over the network. For MS Teams & Zoom a PC with Windows 10, Intel I7 Processor 16GB
Memory, 512 - 1TB solid state hard drive, strongly recommended with dual HDMI 1080p video
output, USB 3.0 are minimum specifications.

$0.00 $0.00

 

CCS Presentation Systems Confidential Proposal

 

Version 1.0 December 11, 20202 of 4



PAYMENT SCHEDULE
To be determined

EQUIPMENT TOTAL $8,153.35

ENGINEERING $340.00
INSTALLATION $6,450.00
MANAGEMENT $320.00

PROGRAMMING $1,080.00
LABOR TOTAL $8,190.00

SHIPPING $119.64

SUBTOTAL $16,462.99
TOTAL TAX (TAX EXEMPT) $0.00

PROJECT TOTAL $16,462.99

ACCEPTANCE

FINANCIAL

TERMS
I accept this proposal and hereby authorize CCS Presentation Systems Texas to proceed with the installation of the included systems at the facilities of City
of El Lago constructing at El Lago, Tx as described in the totality of this document. I further authorize CCS Presentation Systems Texas to be granted the
facility access that will be required to complete this project in a workmanlike and timely manner and for payment to be made to CCS Presentation Systems
Texas. In keeping with the Terms of Payment listed above. It has been made clear to me that there exist no understandings regarding this project with any
relevant party unless and until City of El Lago and CCS Presentation Systems Texas agree to such additional or alternate understandings in writing. Project
cost and pricing are dependent upon a continual flow of work without interruption or delays imposed by City of El Lago or their staff, construction, other
building trades or any other party, and additional costs may be incurred by City of El Lago from CCS Presentation Systems Texas. If such delays result in
additional costs that are not covered by the pricing in this proposal. I agree that any additions to and/or deletions from the materials and labor to be
provided by my acceptance of this proposal and any resulting change(s) in cost of this project shall only be by way of written change order(s) and shall be
valid only after being signed by City of El Lago and CCS Presentation Systems Texas. This proposal is valid only if accepted in writing by City of El Lago and
deposit payment received no later than December 30, 2020.

 

Confidential Proposal

 

Version 1.0 December 11, 20203 of 4Equipment prices include  any required accessories. Labor
prices include design, engineering, installation and
programming.



SIGNED DATE

PRINT NAME TITLE

SIGNED DATE

PRINT NAME TITLE

ACCEPTANCE

CITY OF EL LAGO

CCS PRESENTATION SYSTEMS TEXAS

 

Confidential Proposal

 

Version 1.0 December 11, 20204 of 4Equipment prices include  any required accessories. Labor
prices include design, engineering, installation and
programming.



A u d i o  V i s u a l  P r o p o s a l

AV Refresh

City of El Lago

411 Tallowood Drive

El Lago, Texas 77586

281-326-1951

Revision : 5/12/20210 Last Modified :

for

6650 W. Sam Houston Pkwy S.  |  Houston, TX 77072  |  713-881-5300

5215 North O’Connor Blvd 11th Floor | Irving, TX 75039 | 817-288-2700

TIPS Contract Number: 200105

Note: This proposal is valid until 6/11/2021

DVXA-12414

Jeff Dixon

System Design

Allen Allen, CTS

Account Manager



D a t a V o x  C o r p o r a t e  P r o f i l e
Advanced Technology Solution Partner Since 1988

Since 1988, thousands of businesses have counted on DataVox to be their trusted advanced technology partner.

With DataVox, your organization can enjoy the convenience of working with a single company to design, implement

and maintain all aspects of their technology needs. From audio visual, to data center, cloud, network technology,

network cabling, phone systems and physical security solutions. Our award-winning customer service team is here to

assist your organization 24  hours a day, 7 days a week.

DataVox Summary

Products and Services

Audio Visual Cisco Systems Data Center

Technologies

IT Support &

Managed

Services

Network

Cabling
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Technology

Phone

Systems

Physical

Security

Cloud
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Security
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S C O P E  O F  W O R K
This section describes the standard Audio Visual services that DataVox will provide the Customer. The services are described by typical

location or room.

Scope of Work

DataVox will provide detailed scope of work upon final revision.

Training

DataVox will provide one hands-on training session as coordinated with the Customer. All users of the system should be present at this

training session to learn basic operation and light maintenance. Additional training sessions are available upon request at additional charge.

Out of Scope Services

The following services are outside the scope of work:

· All conduits, such as high voltage wiring panels, breakers, relays boxes, and receptacles

· Any related electrical work, including but not limited to 110VAC, conduit, core drilling, raceway and boxes

· Concrete saw cutting and core drilling

· Firewall, ceiling, roof and floor penetration patching, removal or fire stopping

· Any audio visual consulting services to configure existing audio visual devices outside the audio visual devices provided within this

SOW and the Audio Visual Proposal.

· Necessary sheet rock replacement and repair

· Necessary ceiling tile or T-bar modifications, replacement and repair

· Any and all millwork (for example, molding and trim). All millwork or modifications to project millwork to accommodate equipment

· Permits (unless specifically provided for in this SOW.)

· HVAC and plumbing relocation

· Rough-in, bracing, framing, or finish trim carpentry for installation

· Cutting, structural welding, or reinforcement of structural steel members required for support of assemblies, if required

· Any applicable taxes, permits, or bonds related to the project

· Unless specified in this SOW, the warranty provisions in this contract do not cover owner furnished equipment. Additionally, owner

furnished equipment will not be controlled unless specifically stated in this SOW

\sowi1\
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L O C A T I O N  S U M M A R Y
* Location Pricing Excludes all Optional and Alternate Components

Location Installed Price

Multi-Purpose Room $22,596.47

$22,596.47Total Price (Excludes Sales Tax):
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B I L L  O F  M A T E R I A L S Note: Installed Price Includes Equipment and Labor

Multi-Purpose Room Installed Price

Projectors & Screens

Chief KITES003P
Suspended Ceiling Projector Mount Kit - Includes Universal Projector Mount, 3"

Column Pipe, Speed-Connect Ceiling Tile Bridge, and Above Tile Storage

Accessory

$612.901

Da-lite 137'' - ADVANTAGE DELUXE ELECTROL - 16:10 - HC Matte White
72.5 x 116 - 137 Diagonal - Advantage Deluxe Electrol - 16:10 Wide Format -

HC Matte White

$4,002.691

DataVox DECOMMISSIONING
Labor To Un-Install Existing Owner Furnished Equipment

Note: The Customer is responsible for transportation, storage, and/or disposal

of all decommissioned equipment.

$432.001

Panasonic PT-VMZ60U
6,000 Lumen Solid Shine Laser LCD WUXGA Projector, Standard Lens, White

$3,516.631

Projectors & Screens $8,564.22

Recording & Streaming

C2G 12' HDMI Cable
12' High Speed HDMI Cable With Ethernet

$23.791

C2G 56783
6FT High speed HDMI® cable with ethernet

$17.941

Crestron Electronics HD-DA2-4KZ-E
1:2 HDMI® Distribution Amplifier w/4K60 4:4:4 & HDR Support

$334.001

Epiphan Systems, Inc Pearl Mini
Pearl Mini All-In-One Video Production System - Video Capture, Recording, &

Streaming

$3,620.621

Recording & Streaming $3,996.35

Video Sources

Belden 1585A D15U1000
CAT5e (200MHz), 4-Pair, U/UTP-unshielded, Plenum-CMP, Premise Horizontal

Cable - Blue

$318.00300

Vaddio 999-2225-118
In-wall enclosure for RoboSHOT camera

$290.701

Vaddio 999-99190-000W
ROBOSHOT 30E QUSB SYSTEM WHT

$5,428.451

Video Sources $6,037.15
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Owner Furnished Equipment

DataVox INSTALL LABOR
Installation Services

$432.001

Owner Furnished Equipment $432.00

General & Administrative

DataVox CAD SERVICES
CAD and Revit Drawings, One-Lines and As-Built Documentation

$560.001

DataVox COMMISSIONING
Commissioning Services, Testing and Tuning

$216.001

DataVox DESIGN
AV Design and Engineering Services

$280.001

DataVox DVX-MISC-CABL (By Project)
Miscellaneous Cables, Connectors, and Hardware

$854.311

DataVox PROJECT MANAGEMENT
Project Management - Planning, Scheduling, Order Processing, Construction

Meetings and Wrap Up

$840.001

DataVox SHIPPING (By Project)
Shipping and Handling Charges

$384.441

DataVox TRAINING
User Documentation and Hands-On Training

$432.001

General & Administrative $3,566.75

$22,596.47Total:
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P R O J E C T  P R I C I N G  S U M M A R Y

$22,596.47Total Installation Price:

$22,596.47Grand Total:
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PURCHASE OPTIONS

Cash Purchase Terms of Payment:

\cp1\

Total Payments (Excluding Sales Tax): $22,596.47

Billing Milestones Amount Due

Phase 1 - Receipt of Goods $14,687.71%65.00

Phase 2 - Professional Services $7,908.76%35.00

5 Year Extended Support Agreement (Years 2-5) $1,355.79

$1,581.75

(1st year free, Excludes sales tax, Billed annually, Extended support begins 1 year after first substantial use)

Annual Charge

3 Year Extended Support Agreement (Years 2-3)

Description ( For details see Terms & Conditions Support Agreement Obligations):

Included\sas1\

(90 day warranty on workmanship, manufacture warranties still apply, all other labor billable after 90 days)

Standard Support Agreement (90 days)

Support Options (Select One):

(1st year free, Excludes sales tax, Billed annually, Extended support begins 1 year after first substantial use)

\sas2\

\sas3\

* Payment per month

* Payment per month

60 Month Lease (FMV):

$590.47

$1,630.45

$815.23

$1,180.94

* Deposit (2) months

Technology Payment  (Includes Extended Support Agreement) :

* Deposit (2) months

36 Month Lease (FMV):

* Payment Excludes Sales Tax

* Payment Excludes Sales Tax

\cp2\

\cp3\

\poi1\
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