NOTICE OF AGENDA
City Council Workshop

FOREST LAKE, MINNESOTA
FOREST LAKE CITY CENTER
January 16, 2018, 7:00 PM
1. Call To Order
2. Pledge of Allegiance
3. Open Forum: Please sign in at the front table. The Open Forum is available for residents to
express personal opinions for any item on the agenda or of concern. Please limit your
comments to three (3) minutes.
4. Massage Therapist Ordinance-Dan Undem and Bridget Nason
5. Dangerous Dog Ordinance-Dan Undem and Captain Weiss
6. Rules of Procedure Amendment to Allow Remote Attendance-Aaron Parrish
7. Compost Site Lease Agreement-Aaron Parrish
8. Airport CIP Request and Commission Focus Discussion-Aaron Parrish
9. Planning Commission Composition-Aaron Parrish
10. City Administrator Recruitment Process-Aaron Parrish
11. Other
12. Adjourn

Staff Report
Date:
To:
From:
Re:

January 11, 2018
Honorable Mayor and Members of the City Council
Aaron Parrish, City Administrator
Summary of Workshop Agenda Items

Massage Therapist Ordinance Revisions
There have been some discussions that our massage therapist licensing requirements can be improved.
Attached are some suggested revisions to the ordinance that the Council can consider.
Dangerous Dog Ordinance
It came to our attention last fall that we lacked the proper ordinance to make a dangerous dog
declaration. Attached is a code amendment that outlines a process for making the declaration in the
event of a dog bite (s).
Rules of Procedure Amendment to Allow Remote Attendance
The options for meeting attendance via skype or other video conferencing has been discussed. Attached
is an amendment to the Rules of Procedure that would allow for that to occur. In addition, it is
estimated that it would take approximately $8000 in technology upgrades in the Chambers to ensure
that the statutory requirements are met (two way visibility etc . . . .).
Compost Site Lease Agreement
We have been working with the County on a lease to allow them to operate a regional compost site at
our current location. Our current operations cost approximately $30,000 per year and involves a
significant amount of staff hours. Based on our discussions, we have a conceptual agreement with the
County for a three year lease with two year renewal option. The site would operate in essentially its
current configuration.

By entering into a shorter term agreement we would be given time to develop a comprehensive plan for
the site that includes a layout for a compost site, possible public works location, business development,
and related items. This will allow the County to evaluate options for the location of a drop off site for
household hazardous waste as well.
Finally, we have had recent conversations with MNDOT about the potential for relocating the dirt
stockpiles at Highway 61 and 97. This would allow for the redevelopment of the South Building area by
allowing the underlying real estate to revert back to private ownership. A secure site for this could
easily be accommodated on this site. MNDOT thought a master plan for the site would help them to
determine if this was a viable option for their stockpile in the future. Toward that end, I think it would
be helpful to start thinking about a master plan for the property.
Attached is a copy of the draft lease that outlines the area that would be dedicated for compost site
operations. If the Council is comfortable with the suggested changes that the City Attorney has made,
we can forward this to the County for their review and consideration.
Airport CIP Request and Commission Focus Discussion
Attached is a copy of the Airport CIP request that needs to be submitted to MNDOT Aeronautics by
February 1st, 2018. The Airport Fund currently has approximately $70,000 in discretionary funds
available. The current CIP would use $12,331 for projects this year. The balance could be made
available for future projects, eliminate the $280 ground lease rent increase that was enacted a few years
ago, or be reserved pending the resolution of the current litigation.

Planning Commission Composition
There are currently two vacancies on the Planning Commission which has a current composition of 9
members. There has been discussion on the potential to reduce the Commission to 7 members. Below
is a comparison of membership to our peer communities:

City
Elk River
Farmington
Hastings
Hugo
Lino Lakes
Prior Lake
Ramsey
Rosemount
Stillwater
White Bear Lake
Forest Lake

2016
Population
23,447
22,343
22,400
14,605
20,803
25,520
26,251
23,559
19,693
24,100
20,344

Number of
Planning
Commission
Members
7
5
7
7
7
5
7
5
7
7
9

City Administrator Recruitment Process
Attached is the memo that was provided to the Personnel Committee to discuss the City Administrator
recruitment process. The previous position profile and current position description are also included for
reference. The Committee requested that a salary survey be completed with our comparison
communities. This is included below:

Based on some of the preliminary discussion, there has been some discussion about an internal
recruitment as opposed to using an executive search firm. My previous memo summarizes the
advantages of using a search firm. If an internal process is used, below is the start of a work plan that
needs to be considered:
Process facilitation

Expectations and priorities
for the position

The Personnel Committee or designated Council representatives should
be designated to facilitate the recruitment process. If a staff member is
going to be a candidate for the position, most of the work should be
facilitated by the Council.
Dan has prepared a survey monkey that Council and staff can use to
solicit feedback on key attributes for a new administrator, priorities for
the position, etc . . . Below is starting point for the collection of this
information:
1) What are the top priorities the next City Administrator should
focus during their first 6-12 months?
2) What programs/initiatives put in place by the current City
Administrator would to like to see continue?
3) What areas of the organization could the next City
Administrator improve on?
4) What specific programs/services not currently being offered
would you like to see offered (internal and external)?
5) How should the next City Administrator communicate with
staff, members of the public?

6) What are the biggest issues facing the City of Forest Lake?
7) What leadership characteristics are important for the next City
Administrator to possess?
8) What leadership style would you like to in see the next City
Administrator?
9) How would you like to see the next City Administrator
implement technological innovations in the organization?
10) Other Comments/Feedback
Finalize any needed
revisions to the position
description
Advertise the position

Application Scoring

Identifying Semi Finalists
and/or Finalists for the
position

Attached is the current position description. This may need to be
amended based on priorities for the position
This typically involves the creation of a position announcement,
finalization of proposed compensation, creation of a position profile,
and having the position placed on certain websites. Most positions are
typically advertised on the League of MN Cities Website, in some cases
the sites of adjacent state’s Leagues, the International City and County
Managers Association, and in some cases the Association of Minnesota
Counties. During this phase there are often contacts and questions
that are put forward by potential candidates.
Criteria for scoring are developed based on the minimum and preferred
criteria in the position description. Some processes will have the
applicants submit supplemental questions that can be reviewed and
evaluated as well.
Once a pool of candidates is identified, the next steps are focused on
narrowing down the pool of candidates that will be invited to be semi
finalists or finalists for the position. This can include a variety of items
including, but not limited to:
1. Assessment using the various testing used by the City in the
past. This typically involves a cognitive ability test and
personality characteristics inventory. We have had some
applicants complete software testing and a writing test as well.
2. Video Interviews for the Council to review.
3. Submission of supplemental questions if not done in the
application phase.

Interview Phase

The interview phase can be accomplished in many ways. Some
examples include:
1. One on one interviews with each Councilmember. This does
not have to be public.
2. A panel interview with the entire Council. This is public.
3. An exercise or presentation for the City Council.
4. An open house for community members.
5. A staff panel that would typically involve Department Heads
and/or the Leadership Team.
6. A candidate tour of the community.

7. Reference checks of finalists before interview
8. Other

Negotiation with the
preferred candidate

All of the above requires some level of coordination prior to the
interviews being conducted including scheduling, interview question
development, community notifications, etc . . .
Once a conditional offer is made it is necessary to finalize the terms,
translate the terms into an employment agreement, complete
reference checks, and complete background checks. Once an
employment agreement is finalized applicants not selected for the
position need to be notified.

Of course, this is both an experience for the candidate and Council. It’s a process that requires time and
investment on both parties to determine if the candidate and community are good fit for each other.

CITY OF FOREST LAKE
WASHINGTON COUNTY, MINNESOTA
ORDINANCE NO. __________

AN ORDINANCE REPEALING FOREST LAKE CITY CODE,
TITLE IX, CHAPTER 115 RELATED TO MASSAGE BUSINESSES AND MASSAGE
THERAPISTS

THE CITY COUNCIL OF THE CITY OF FOREST LAKE ORDAINS AS FOLLOWS:
Section One. Repeal and Replacement. Title IX, Chapter 115, of the Forest Lake City
Code is hereby repealed in its entirety and replaced as follows and the following is hereby
ordained and adopted:

115.01 Purpose and Findings.
(A) Purpose. The purpose of this chapter of the city code is to prohibit the operation of
massage businesses and the offering of massage services to the public except by those
licensed as therapeutic massage businesses and massage therapists pursuant to this
section. The licensing regulations prescribed herein are necessary in order to protect
businesses that are operating legitimate businesses, to prevent criminal activity and to
protect the health and welfare of the community. The purpose of this section is not to
impose restrictions or limitations on the freedom of protected speech or expression.

(B) Findings of the city council. The city council makes the following findings regarding
the need to license therapeutic massage businesses and massage therapists and to
prohibit all other types of massage businesses and services to the public:
(1) Persons who have bona fide and standardized training in therapeutic massage,
health, and hygiene can provide a legitimate and necessary service to the general
public.
(2) Health and sanitation regulations governing therapeutic massage businesses and
therapists can minimize the risk of the spread of communicable diseases and can
promote overall health and sanitation.
(3) Establishing license qualifications for therapeutic massage businesses and
therapists can minimize the risk that such businesses and persons will facilitate
prostitution and other criminal activity in the community.
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(4) Massage businesses which employ persons with no specialized and standardized
training can tax law enforcement services because such businesses are more likely
to be operated as fronts for prostitution and other criminal activity than operations
established by persons with standardized training.
(5) The training of professional massage therapists at accredited institutions is an
important means of ensuring the fullest measure of protecting the public health,
safety, and welfare.

115.02 Definitions.
The following words and terms when used in this chapter shall have the following
meanings unless the context clearly indicates otherwise:
Accredited institution means an educational institution holding accredited status with the
United States Department of Education or Minnesota Office of Higher Education.
Accredited program means a professional massage program accredited by the
Commission on Massage Therapy Accreditation (COMTA).
Clean means the absence of dirt, grease, rubbish, garbage, and other offensive, unsightly,
or extraneous matter.
Good repair means free of corrosion, breaks, cracks, chips, pitting, excessive wear and
tear, leaks, obstructions, and similar defects so as to constitute a good and sound condition.
Issuing authority means the city council.
Massage or massage services means any method of pressure on, or friction against, or the
rubbing, stroking, kneading, tapping, pounding, vibrating, stimulating, or rolling of the external
parts of the human body with the hands or with the aid of any mechanical or electrical apparatus,
or other appliances or devices, with or without such supplementary aids as rubbing alcohol,
liniment, antiseptic, oil, powder, cream, lotion, ointment, or other similar preparations.
Massage therapist means an individual who practices or administers massage to the
public who can demonstrate to the issuing authority that he or she:
(1) Has current insurance coverage of $1,000,000.00 for professional liability in the
practice of massage;
(2) Is affiliated with, employed by, or owns a therapeutic massage business licensed
by the city; and
(3) Provides proof that the applicant has met the academic requirements of the issuing
authority by providing both of the following:
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a. A certified copy of a transcript of academic record from an accredited
program or accredited institution that has been approved by the issuing
authority; and
b. A copy of the diploma or certificate of graduation from an accredited
program or accredited institution that has been approved by city. The
accredited program or accredited institution must confirm that the
applicant has successfully completed at least 600 hours of certified
therapeutic massage training with content that includes the subjects of
anatomy, physiology, hygiene, ethics, massage theory and research, and
massage practice from the same accredited program or accredited
institution.

(4) In lieu of the academic requirement in Section (3) above, the applicant may
provide proof of passage of the National Certification Exam offered by the
National Certification Board for Therapeutic Massage and Bodywork and a
minimum of seven (7) years of full-time work experience as a massage therapist
within the United States. The applicant is still required to provide proof of
Sections (1) and (2).
Operate means to own, manage, or conduct, or to have control, charge, or custody over.
Person means any individual, firm, entity, association, partnership, corporation, joint
venture, or combination of individuals.
Therapeutic massage business means an entity which operates a business which hires
only massage therapists licensed by the city to provide therapeutic massage to the public. The
owner/operator of a therapeutic massage business need not be licensed as a therapeutic massage
therapist if he or she does not at any time practice or administer massage to the public. A
therapeutic massage business may employ other individuals such as cosmetologists and
estheticians, and these individuals are not required to have a massage therapist license as long as
they are not providing therapeutic massage to the public.
Within the city means includes physical presence as well as telephone referrals such as
phone-a-massage operations in which the business premises, although not physically located
within the city, serves as a point of assignment of employees who respond to requests for the
provision of massage services to various locations within the city.
115.03 License required.
(A)

Therapeutic massage business license. It shall be unlawful for any person or
entity to own, operate, engage in, or carry on, within the city, any type of massage
services to the public for compensation without first having obtained a therapeutic
massage business license from the city pursuant to this section.
3

(B)

Massage therapist license. It shall be unlawful for any individual to practice,
administer, or provide massage services to the public for compensation within the
city without first having obtained a personal massage therapist license from the
city pursuant to this section.

(C)

Exceptions.

A therapeutic massage business or massage therapist license is not required for the
following persons and places:
(1) Persons duly licensed by this state to practice medicine, surgery, osteopathy,
chiropractic, physical therapy, or podiatry, provided the massage is administered
by the individual in the regular course of the medical business and not provided as
part of a separate and distinct massage business.
(2) Persons duly licensed by this state as beauty culturists or barbers, provided such
persons do not hold themselves out as giving massage treatments and provided the
massage by beauty culturists is limited to the head, hand, neck, and feet and the
massage by barbers is limited to the head and neck.
(3) Persons hired or employed by a person duly licensed by this state pursuant to
Minnesota Statutes Chapters 147, 148, or a dental professional licensed under
Chapter 150A. Such persons shall only be authorized to provide massage services
on the business premises of the employer.
(4) Places duly licensed or operating as a hospital, nursing home, hospice, sanitarium,
or group home established for the hospitalization or care of human beings.
(5) Students of an accredited institution who are performing massage services in the
course of a clinical component of an accredited program of study, provided that
the students are performing the massage services at the location of the accredited
institution and provided the students are identified to the public as students of
massage therapy. Students of an accredited institution may perform massage
services at clinics or other facilities located outside of the accredited institution
provided that they have at least 150 hours of certified therapeutic massage
training at the accredited institution prior to performing the therapy outside of the
institution, have proof of liability insurance, and are identified to the public as a
student of massage therapy.
(6) Persons or organizations providing temporary Massage Services such as “chair
massages” provided the following requirements are met:
i.

The massage is provided in a place of business where the Massage can
easily be seen by any employee or visitor on the premises;
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ii.

The location does not hold a license to sell alcoholic beverages;

iii.

Massages are offered at the location no more than ten days per calendar
year;

iv.

Each recipient of a massage remains in an upright position, either sitting
or standing; and

v.

Each recipient of a massage remains in the normal daytime attire worn
when entering the business and does not remove any clothing except
outwear such as a coat or jacket.

115.04 License application. Licenses shall expire on December 31st of each year. All applicants
shall complete and submit the requisite license application form provided by the city and provide
all information required therein, as well as comply with providing the following information:
(A) Therapeutic massage business license application. An application for a
therapeutic massage business license shall be made on a form supplied by the city
clerk and shall request the following information:
1. All applicants. For all applicants:
a. The legal description of the premises to be licensed together with a plan of
the area showing dimensions, location of buildings, street access, and
parking facilities.
b. The floor number, street number, suite number(s) and rooms where the
massage services are to be conducted.
c. Whenever the application is for premises either planned or under
construction or undergoing substantial alteration, the application shall be
accompanied by a set of preliminary plans showing the design of the
proposed premises to be licensed. If the plans for design are on file with
the city’s building and inspection department, no plans need be submitted
to the issuing authority.
d. All applications for licenses, whether business or individual applications,
shall be signed and notarized. If the application is that of a natural person,
it shall be signed and notarized by such person; if by a corporation, by an
officer thereof; if by an incorporated association, by the manager or officer
thereof; if by a limited liability company (LLC), by a member thereof.
Any falsification of information on the license application shall result in
the denial, suspension or revocation of the license.
e. Whether the applicant has had an interest in, as an individual or as part of
a corporation, partnership, association, enterprise, business or firm, a
massage license that was revoked or suspended within the last five years
of the date the license application is submitted to the issuing authority.
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f. Such other information as city staff or the city council shall require.
2. Individuals. For applicants who are individuals:
a. Proof of whether the applicant is a citizen of the United States or a
resident alien or has the legal authority to work in the United States.
b. Whether the applicant is currently licensed in other cities to perform
massage therapy, and if so, where.
c. Names and addresses and contact information including phone numbers
and email addresses of the applicant’s employers for the preceding five
years and dates for such employment.
d. Whether the applicant has ever been convicted of any felony, crime, or
violation of any ordinance other than a minor traffic offense. If so, the
applicant shall furnish information as to the time, place and offense for
each conviction.
e. Whether the applicant has ever been engaged in the operation of a
massage business. If so, applicant shall furnish information as to the name,
place and length of time of the involvement in such an establishment and
if the applicant has ever had a therapeutic massage license suspended,
revoked, or not renewed in any other city.
3. Partnerships. For applicants that are partnerships: the names and addresses of
all general and limited partners and all information concerning each general
partner as is required in paragraph (b) of this section. The managing partners
shall be designated and the interest of each general and limited partner in the
business shall be disclosed. A true copy of the partnership agreement shall be
submitted with the application, and if the partnership is required to file a
certificate as to a trade name under Minn. Stat. § 333.02, a certified copy of
such certificate shall be submitted. The license shall be issued in the name of
the partnership.
4. Corporations and other organizations or entities. For applicants that are
corporations or other types of organizations:
a. The name of the organization, and if incorporated, the state of
incorporation.
b. A true copy of the certificate of incorporation, and, if a foreign
corporation, a certificate of authority as described in Minn. Stat. § 303.02.

6

c. The name of the general manager, corporate officers, proprietor, and other
person in charge of the premises to be licensed, and all the information
about said persons as is required in paragraph (b) of this section of this
chapter.
d. A list of all persons who own or control an interest in the corporation or
organization or who are officers of said corporation or organization,
together with their addresses and all the information regarding such
persons as is required in paragraph (b) of this section.
(B) Massage therapist license application. An application for a massage therapist
license shall be made on a form supplied by the city clerk and shall request the
following information:
1. The applicant’s home telephone and cell phone number.
2. The applicant’s physical description, including weight, height, color of eyes,
and color of hair. The applicant shall provide a color photocopy of the
applicant’s driver’s license or state-issued I.D. front and back, or any other
government-issued I.D.
3. Whether the applicant has ever been convicted of any felony, crime, or
violation of any ordinance other than a minor traffic offense and, if so, the
time, place, and offense for each conviction.
4. Whether the applicant has had an interest in, as an individual or as part of a
corporation, partnership, association, enterprise, entity, business or firm, a
massage license that was revoked, suspended, or not renewed within the last
five years of the date the license application is submitted to the issuing
authority.
5. Three (3) names, residential and business addresses, and current contact
information, including a phone number, for three residents within the
metropolitan area, of good moral character, not related to the applicant or
financially interested in the premises of the business, who may be referred to
to attest to the applicant’s character.
6. Proof of whether the applicant is a U.S. citizen or resident alien or has the
legal authority to work in the United States.
7. Proof that the applicant has met the definition of a massage therapist in this
chapter.
8. Whether the applicant is currently licensed in other communities to perform
massage therapy, and if so, where as well as whether the applicant has ever
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had a massage license suspended, revoked, or not renewed in any other
community.
9. Whether the applicant has ever been engaged in the operation of massage
services, and if so, information as to the name, place, dates and length of time
of the involvement in such an establishment.
10. Such other information as the city council shall require.
115.06 License fee.
The fees for therapeutic massage business and massage therapist licenses shall be as set in the
city’s fee scheduled found in Chapter 35 of the City Code. An investigation fee shall be charged
for therapeutic massage business licenses and individual massage therapist license. Each
application for a license shall be accompanied by payment in full of the required license and
investigation fees. An application shall be deemed incomplete unless it is accompanied with the
required fees, all documentation required by this chapter, and is completed in its entirety.
115.07 License application investigation. An investigation is required prior to the issuance of
any license. No investigation fee in part of whole shall be refunded. Out of state investigations
shall require the applicant to pay actual out-of-pocket expenses. A deposit for an out-of-state
investigation shall be required in advance, pursuant to city council resolution and the applicant
shall be refunded any unused deposit upon completion of the investigation. The city council may
order and conduct such additional investigation as it deems necessary. Upon completion of the
investigation by the police department, the council shall approve or deny the license.
115.08 Inspections. In light of the high risk of involvement with illegal conduct an
establishment providing massage therapy poses to the general public, city staff and/or the police
department shall have the right to enter, inspect, and search the licensed premises during the
hours in which the licensed premises is open for business to ensure compliance with all
provisions of this chapter. Any search of the licensed premises is subject to reasonableness
standards as recognized by the courts; search warrants will be secured when applicable. Any
entry into a private residence will require consent, exigent circumstances, or a search warrant.
With reasonable notice, the business records of the licensee, including income tax returns, shall
be available for inspection during the hours in which the licensed premises is open for business.
115.09 License denial, suspension or revocation. In addition to the grounds found elsewhere
in the city code, the following reasons are grounds for the denial, suspension, or revocation of an
individual license or business license:
(A) The applicant has been convicted of criminal prostitution, similar sex offenses, or
other crimes directly related to the offering of massage therapy services or the
running of a therapeutic massage business and has not shown competent evidence
of sufficient rehabilitation and present fitness to perform the duties and
responsibilities of a licensee as prescribed by Minnesota Statutes Section 364.03,
subd. 3.
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(B) The applicant is a partnership, corporation, or other entity which has in its employ
or is owned by any persons convicted of criminal prostitution, similar sex
offenses, or other crimes directly related to the offering of massage therapy
services or the running of a therapeutic massage business.
(C) The applicant is not the real party in interest of the enterprise.
(D) The owner, manager, lessee or any of the employees are found to be in control or
possession of any alcoholic beverages, narcotic drugs or controlled substances, as
defined by state statutes, on the premises.
(E) If the holder of a business license fails to maintain with the issuing authority a
current list of all employees of such licensed premises. The list shall include all
massage therapists licensed under this chapter.
(F) A material variance in the actual plan and design of the premises from the plans
submitted.
(G) There is any fraud, deception, or misstatement on the license application.
(H) The owner, manager, lessee, or their employees or any massage therapist, are
convicted of any ordinance violation or crime occurring on the licensed premises.
(I) The licensed premises are not located in an approved zoning district or otherwise
do not meet the health and safety standards found within the city code for the
licensed premises.
(J) The applicant is delinquent upon its payment to the city of taxes, fines, or
penalties assessed or imposed against the applicant.
(K) The licensed activity is conducted in such a manner as to constitute a breach of
the peace, a menace to the health, safety, or welfare of the public, or a disturbance
of the peace or comfort of the residents of the city, upon recommendation of the
Police Chief or an appropriate city official.
(L) The licensee fails to continuously comply with all conditions required as
precedent to approval of the license and all provisions of this chapter.
(M) Based on the findings of a background investigation, granting a license would be
a menace to the safety, health, morals, or welfare of the public.
(N) The applicant or licensee is not of good moral character.
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The City Council may suspend or revoke a massage therapist or therapeutic massage business
license following provision of written notice to the licensee and a hearing. Notice shall be
provided to the license holder in writing at least seven (7) days prior to the hearing and shall state
the nature of the charges against the licensee. The notice shall be mailed by regular mail to the
licensee at the most recent address listed on the license application.

115.10 License Restrictions.
(A) Posting of license.
1. Business License. A therapeutic massage business license must be posted in a
conspicuous place on the premises for which it is issued. Rates for massage
services must be posted, and only those services shown on the list of services
may be offered.
2. Massage Therapist License. A person licensed as a massage therapist shall
post the massage therapist license, along with a color photo, in a conspicuous
place on the premises at which the therapist is associated. A massage therapist
shall have readily available at all times that therapeutic massage services are
rendered a government-issued photo identification card.
(B) Licensed premises.
1. Business License. A therapeutic massage business license is only effective for
the compact and contiguous space specified in the approved license
application. If, following issuance of the license, the licensed premises is
enlarge, altered, or extended, the licensee shall inform the city clerk of the
same within ten (10) business days of the enlargement, alteration, or
extension. The licensee shall meet with designated city staff who shall
confirm that the enlarged, altered, or expanded space is in full compliance
with all city regulations, including the building code. If the enlarged, altered,
or expanded space is in full compliance with all city regulations, the business
license shall be amended to encompass the larger space.
2. Massage Therapist License. A massage therapist license shall entitle the
licensed therapist to perform on-site massage at a licensed therapeutic
massage business. It shall be the continuing duty of each licensee to notify the
city clerk, within ten business days, of any change in the information or facts
required to be furnished on the application for license and failure to comply
with this section shall constitute cause for revocation or suspension of such
license.
(C) Affiliation with business required. A massage therapist shall be employed by,
affiliated with, or own a massage business licensed by the city, unless a person or
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place is specifically exempted from obtaining a therapeutic massage business
license pursuant to this chapter.
(D) Employment of unlicensed massage therapists prohibited. No therapeutic
massage business shall employ or use any person to perform massage services
who is not licensed as a massage therapist under this section, unless the person is
specifically exempt from obtaining a therapist license pursuant to this chapter.
(E) Coverage of genitals during massage. The licensee shall require that the person
who is receiving the massage shall at all times have his or her genitals covered
with non-transparent material or clothing.
(F) Therapist dress requirements. Any therapist performing massage shall at all
times be dressed professionally and at no time shall the therapist fail to remain
fully clothed while performing massage services.
(G) Massage of certain body parts prohibited. At no time shall the massage therapist
intentionally massage or offer to massage the penis, scrotum, mons veneris, vulva,
breasts, or vaginal area of a person.
(H) Restrictions regarding hours of operation. No therapeutic massage business shall
be open for business, nor will any therapeutic massage therapist offer massage
services before 8:00 a.m. or after 10:00 p.m. any day of the week. No customers
or patrons shall be allowed to remain upon the licensed premises after 10:30 p.m.
and before 8:00 a.m. daily. Support activities such as cleaning, maintenance and
bookkeeping are allowed outside of business hours.
(I) Illegal activities. In addition to the license restrictions set forth in this section, any
advertising by a licensee of any potential unlawful or erotic conduct at the
licensed establishment or by a licensed massage therapist shall be prohibited. A
licensee under this chapter shall be strictly responsible for the conduct of the
business being operated in compliance with all applicable laws and ordinances,
including the actions of any employee or agent of the licensee on the licensed
premises.
(J) Restrictions involving minors. No license may be issued to a person under 18
years of age. No person under the age of 18 shall be permitted at any time to be in
or on the licensed premises as a customer, guest, or employee, unless
accompanied by his/her parent or guardian. Persons under the age of 18 may
receive massage services provided the parent or guardian of such person has
provided written permission for them to receive such services.
(K) Restrictions regarding sanitation, health and safety.
(1) Toilet room requirements. A licensed therapeutic massage business shall be
equipped with adequate and conveniently located toilet rooms for the
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accommodation of its employees and patrons. The toilet room shall be well
ventilated by natural or mechanical methods and be enclosed with a door. The
toilet room shall be kept clean and in good repair and shall be adequately lighted.
(2) Paper/linen requirements. A licensed therapeutic massage business shall provide
single-service disposal paper or clean linens to cover the table, chair, furniture, or
area on which the patron receives the massage; or in the alternative, if the table,
chair, or furniture on which the patron receives the massage is made of material
impervious to moisture, such table, chair, or furniture shall be properly sanitized
after each massage.
(3) Washing of hands required. The licensed business premises shall contain an onsite sink. The massage therapist shall wash his or her hands and arms with water
and soap, anti-bacterial scrubs, alcohol, or other disinfectants prior to and
following each massage service performed.
(4) Door latches and locks. Doors on massage therapy rooms shall not be locked or
capable of being locked. Locks, latches or other devices intended to secure a door
so as to prevent it from being opened by any person from either side of the door
with or without a key cannot be present on any doors of rooms intended for
massage therapy.

Section Two. Effective Date. This Ordinance shall be in full force and effect
upon its publication as provided by law.
Passed in regular session of the City Council on the ____day of _______________, 2018.
CITY OF FOREST LAKE

By: ________________________________
Ben Winnick
Its:
Mayor
Attested:

By: ________________________________
Bailey Fencil
Its:
Deputy City Clerk
(Published in the Forest Lake Times on __________________, 2018)
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Dangerous Dog
DEFINITIONS:
DEFINITIONS:
DANGEROUS DOG: Any dog that has:
a) Without provocation, inflicted substantial bodily harm on a human being on public or private
property;
b) Killed a domestic animal without provocation while off the owner's property; or
c) Been found to be potentially dangerous, and after the owner has notice that the dog is
potentially dangerous, the dog aggressively bites, attacks, or endangers the safety of humans
or domestic animals.
GREAT BODILY HARM: Pursuant to Minnesota statutes, section 609.02, subdivision 8, great bodily
harm means bodily injury which creates a high probability of death, or which causes serious
permanent disfigurement, or which causes a permanent or protracted loss or impairment of the
function of any bodily member or organ or other serious bodily harm.
POTENTIALLY DANGEROUS DOG: Any dog that: a) when unprovoked, inflicts bites on a human or
domestic animal on public or private property; b) when unprovoked, chases or approaches a person,
including a person on a bicycle, upon the streets, sidewalks, or any public or private property, other
than the dog owner's property, in an apparent attitude of attack; or c) has a known propensity,
tendency, or disposition to attack unprovoked, causing injury or otherwise threatening the safety of
humans or domestic animals.
PROPER ENCLOSURE: A secure indoor confinement or a secure locked pen or structure suitable
to prevent the animal from escaping and to provide protection for the animal from the elements. A
proper enclosure does not include a porch, patio, or any part of a house, garage, or other structure
that would allow the animal to exit of its own volition, or any house or structure in which windows are
open or in which door or window screens are the only barriers that prevent the animal from exiting.
The enclosure must not allow the egress of the animal in any manner without human assistance. A
"proper enclosure" must meet the following minimum specifications:
a) The floor must have a minimum overall area of thirty two (32) square feet.
b) The side walls must have a minimum height of five feet (5') and be constructed of 11-gauge or
heavier wire. Openings in the wire may not exceed two inches (2"). Support posts must be one
and one-fourth inch (11/ 4 ") diameter or larger steel pipe buried into the ground eighteen inches
(18") or more. When a concrete floor is not provided, the side walls must be buried a minimum
of eighteen inches (18") in the ground.
c) A cover over the entire pen or kennel must be provided. The cover must be constructed of the
same gauge wire or heavier as the side walls and must have no openings in the wire greater
than two inches (2").
d) An entrance/exit gate must be provided and be constructed of the same material as the side
walls and must have no openings in the wire greater than two inches (2"). The gate must be
equipped with a device capable of being locked and must be locked at all times when the
animal is in the enclosure.

PROVOCATION: An act that an adult could reasonably expect may cause a dog to attack or bite.
SUBSTANTIAL BODILY HARM: Pursuant to Minnesota statutes section 609.02, subdivision 7a,
means bodily injury that involves a temporary but substantial disfigurement, or that causes a
temporary but substantial loss or impairment of the function of any bodily member or organ or that
causes a fracture of any bodily member.
UNPROVOKED: The condition in which the dog is not purposefully motivated or prompted.
REGISTRATION FEE FOR DANGEROUS DOGS: Pursuant to the city's authority under Minnesota
statutes, section 347.51, subdivision 3, in addition to the fee set forth above, the owner of a
dangerous dog shall pay a registration fee to the city clerk. The fee, as established by council
ordinance from time to time, shall be paid on or before January 1 of each year.

DANGEROUS DOGS AND POTENTIALLY DANGEROUS DOGS:
1. Adoption Of State Law: Minnesota statutes sections 35.67 through and including 35.69, and
sections 347.50 through and including 347.56, are hereby adopted. Every provision contained in the
foregoing sections is hereby adopted and made a part of this chapter by reference as if fully set forth
herein.
2. Determination Of Potentially Dangerous Or Dangerous Dog: A city animal control officer or other
law enforcement official shall be responsible for determining whether a dog is a potentially
dangerous dog or dangerous dog.
3. Notice Of Determination: Upon a determination by the animal control officer or other law
enforcement official that a dog is potentially dangerous or dangerous, the city shall provide the
owner with notice of the determination by delivering or mailing the notice to the owner of the dog, or
by posting a copy of the notice at the place where the dog is kept, or by delivering it to a person
residing on the property, and telephoning, if possible. The notice shall describe the dog deemed to
be potentially dangerous or dangerous, shall identify the officer making the determination, shall
inform the owner of the owner's right to an administrative appeal, and shall inform the owner of the
applicable obligations imposed by Minnesota statutes and this section.
4. Right To An Administrative Appeal: An owner may appeal a determination that its dog is
potentially dangerous or dangerous by filing a written request for a hearing to the city administrator
within fourteen (14) days of the service of the potentially dangerous or dangerous dog determination.
a. If a timely appeal is not filed, the owner of a potentially dangerous or dangerous dog
must comply with the applicable requirements set forth in this section and Minnesota
statutes sections 347.50 through and including 347.56. If a timely appeal is filed from a
determination that a dog is potentially dangerous, the owner must immediately comply
with the requirements of subsections of this section, until such time as the hearing
examiner issues an opinion. If a timely appeal is filed from a determination that a dog is
dangerous, the owner must immediately comply with the requirements of Minnesota
statutes section 347.52, paragraphs (a) and (c), and until such time as the hearing
examiner issues an opinion.
b. If an owner files a timely appeal, a hearing shall be held within fourteen (14) days after
the city's receipt of the appeal.
(1) The city shall convene a hearing panel to hear the appeal.

Commented [BMN1]: Review this language: unless mandated
by state statute, I would “stay” the requirement to comply with all
requirements for keeping a dangerous/potentially dangerous dog
since there’s a significant cost involved with complying with those
components. Here’s an example of this: . Registration Of
Potentially Dangerous Dogs And Dangerous Dogs: No person
may keep a potentially dangerous dog or dangerous
dog within the city unless the dog is currently registered as
provided in this section. Registration must be completed within
fourteen (14) days from the owner's receipt of notice of
declaration of potentially dangerous dog or notice of
declaration of dangerous dog unless a timely appeal has been
filed.
Commented [BMN2]: I’d recommend that this be replaced
with language along these lines: Right To Hearing: The owner of
any dog declared a potentially dangerous dog or dangerous
dog has the right to a hearing by an impartial hearing officer
who may be either an impartial employee of the city or an
impartial person retained by the city to conduct the hearing.

(2) During the hearing the Minnesota rules of evidence need not be strictly followed,
and the records of the animal control officer or law enforcement officer shall be
considered without further foundation. The hearing, where facilities permit, will be
tape recorded.
(3) After considering all of the evidence submitted, the hearing panel shall make
written findings of fact and reach a conclusion whether the dog is a potentially
dangerous or dangerous dog. The findings and conclusions shall be made within
ten (10) working days after the hearing and shall be thereafter personally served
upon the owner or a person of suitable age at the residence of such owner. The
decision of the hearing panel shall be the final decision of the city. An appeal of
the hearing panel's decision may only be made by writ of certiorari to the
Minnesota court of appeals.
5. Dangerous Dog Registration: No person may own a dangerous dog unless the dog is registered with
the city. Such registration will be issued to the owner of a dangerous dog after the owner presents
sufficient evidence to the city animal control authority that:
a. A proper enclosure exists for the dangerous dog and the premises are posted with a
clearly visible sign that includes a warning symbol of a dangerous dog on the property.
b. The owner has obtained a surety bond or policy of liability insurance in the sum of at
least three hundred thousand dollars ($300,000.00) insuring the owner for any personal
injuries inflicted by the dangerous dog.
c. The owner has paid the annual dangerous dog registration fee in addition.
d. The owner has had microchip identification implanted in the dangerous dog. The name
of the microchip manufacturer and identification number of the microchip must be
provided to the animal control authority.

Commented [BMN3]: Change to language reflecting that the
person conducting the hearing will prepare these. Think about who
this person might be and what type of burden this might be for that
person.

Commented [BMN4]: Designated person as noted above.
Commented [BMN5]: I’d also add in language here about the
cost of the hearing and the owner’s requirement to pay for the
same. See the following language from the IGH City Code.
Decision: Upon receiving the evidence and testimony, the
hearing officer shall uphold or rescind the potentially
dangerous or dangerous dog declaration. In the event that the
hearing officer upholds the potentially dangerous
or dangerous dog declaration, the owner shall be responsible
for paying actual expenses of the hearing up to a maximum of
one thousand dollars ($1,000.00). The hearing officer shall
issue a decision on the matter within ten (10) days after the
hearing. The decision must be delivered to the owner by hand
delivery or registered mail as soon as practical and a copy
must be provided to the animal control authority.
Commented [BMN6]: This should be something along the lines
of “own” or “keep” and defined broadly such as: To own, stable,
harbor, maintain, possess, or act as a custodian or caretaker
for an animal. Alternatively, you could say something along
the lines of: a. A person who owns, keeps, possesses, or acts as a
custodian for a potentially dangerous animal must do the following:

6. Potentially Dangerous Dog Regulation: The owner of a potentially dangerous dog must:
a. Within fourteen (14) days of receiving a determination that the dog is potentially
dangerous, have a microchip implanted in the dog for identification, and the name of
the microchip manufacturer and identification number of the microchip must be provided
to the animal control authority.
b. When the potentially dangerous dog is outside, the potentially dangerous dog must be
muzzled and under the physical control and restraint of a responsible person. The
muzzle must be made in a manner that will prevent the dog from biting any person or
animal but that will not cause injury to the dog or interfere with its vision or respiration.
c. The owner of a potentially dangerous dog must annually renew the registration of the
dog until the dog is deceased. If a potentially dangerous dog is transferred from another
location into or within the city, it must be registered as a potentially dangerous dog in
the city.

IMPOUNDMENT, SEIZURE, AND REDEMPTION PROCEDURES:
DESTRUCTION OF CERTAIN ANIMALS:
After the animal control authority has provided the owner with notice, an animal control officer, police
chief, hearing examiner, or city council is authorized to order the proper and humane destruction of
any animal upon a finding that:

Commented [BMN7]: Is this the person to whom the appeal is
being heard? Clarify this language as it doesn’t match what’s above.

A. The animal has habitually destroyed property or habitually trespassed in a damaging manner on
property of persons other than the owner; or
B. The dog has been designated as dangerous, the owner's right to a hearing and an appeal has
been exhausted or expired, and the owner has failed to comply with the provisions of this section
or Minnesota statutes; or the owner has voluntarily waived his right to judicial review and
requests that the dog be destroyed; or
C. The dog inflicted substantial or great bodily harm on a human being without provocation and the
owner of the dog has had the opportunity for a hearing before an impartial decision maker; or
D. The owner of the animal has habitually demonstrated an inability or unwillingness to control the
animal and that lack of control results in injury to persons or other animals; or
G. The animal presents an imminent danger to the health and safety of any person or the animal is
in the process of attacking any person; or
H. The dog acted under any of the circumstances set forth in Minnesota statutes section 347.56.

INTERFERENCE WITH OFFICERS:
No person shall in any manner hinder or interfere with any person authorized by the city council to
discharge his or her duties under this section.

CONCEALING ANIMALS:
No person may harbor, hide, conceal or refuse to produce to an animal control officer or police
officer an animal that has been ordered into custody.

PUBLIC NOTIFICATION:
For the purposes of public notification and public safety, the city may post a list of potentially
dangerous dogs and dangerous dogs on the official city internet site.

City of Forest Lake
Policy for Remote Meeting Attendance

Purpose: to allow a Forest Lake Council Member, Commission or Board Member to be
considered in attendance through interactive online media for the purpose of determining a
quorum and participating in all proceedings.
Background: Minnesota Statute 13D.02 allows for meetings to be conducted by interactive
TV under certain conditions. An advisory opinion released in 2012 by the Information
Policy Analysis Division (IPAD) has determined that a city council member can attend and
participate in a meeting from a remote location using Skype, if the requirements of the State
Statute have been met.
Policy: A member of the Council, Commission, or Board will be considered present at a
meeting from a remote location using Skype, or similar interactive media, if the following
requirements have been met:
1. All members of the body participating in the meeting, wherever their physical
location, can hear and see one another and hear and see all discussion and testimony
presented at any location at which at least one member is present.
2. Members of the public present at the regular meeting location of the body can hear
and see all discussion and testimony and all votes of members of the body. Public
comment will only be allowed at the regular meeting location.
3. At least a quorum of the body is physically present at the regular meeting location.
4. The Presiding Officer must be present at the regular meeting location.
5. Each location at which a member of the body is present is open and accessible to the
public.
6. Notice of the meeting shall be provided at each of the locations where a member is
participating. The timing and method of providing notice depends on whether the
meeting is regular, special, or emergency. For the purpose of remote attendance of
regular meeting, the meeting will be considered a special meeting, which is any
meeting at a time or place different from that stated in the Council’s schedule of regular
meetings. The posted notice of a special meeting will comply with the following
requirements.
a)

Notice will be posted by the Deputy City Clerk at the regular meeting location.

b)

Notice will be posted at the remote location by the remote attendee.

c)

Notice will be posted at least three days prior to the meeting. In calculating the
number of days for providing notice, the first day the notice is given should not be
counted, but the last day should be counted. But if the last day is a Saturday,
Sunday, or a legal holiday, that day is omitted from the calculation and the
following day is considered the last day.

d)

The notice will specify the time zone for the meeting time at both locations.

7. Remote meeting attendee will be responsible for all cost related to technology and
devices needed to meet the above requirements.
8. If at any time a quorum of the governing body at the regular meeting location has
determined the method of attendance by interactive online media has proven to be
disruptive or troublesome to meeting proceedings, the remote attendee will no longer
be considered in attendance and will not be permitted to participate in discussion and
voting. Reasons to dismiss the remote attendee could be poor quality video or audio,
excessive lag time, etc.
9. Any changes in Minnesota State Statute may void or amend this policy.

Adopted by the Forest Lake City Council on _____ of ____________, 2018.

Ben Winnick, Mayor
ATIEST:

Bailey Fencil, Deputy City Clerk

Forest Lake
AS GOOD AS IT SOUNDS

Rules of Procedure for
City Council Meetings
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Section 1
MEETINGS
The City Council shall annually adopt a meeting calendar and typically holds
regular meetings on the second and fourth Mondays of each month at 7:00
p.m.

B.

Special
The Mayor or any two members of the Council, by writing filed with the
Deputy City Clerk, may call a special meeting. A special meeting is a meeting
that is held at a time or location different from that of a regular meeting.
The city will post written notice of a special meeting on the principal
electronic board, located adjacent to council chambers at City Hall. The notice
will state the date, time, place and purpose of the meeting.
The City Administrator or their designee will notify each member of the city
council of the special meeting by e-mail and or telephone at least one day
before the scheduled meeting.
In calculating the number of days for providing notice, the first day that the
notice is given will not be counted and the last of the notice will be counted.
If the last day is a Saturday, Sunday or a legal holiday, that day is omitted
from the calculation and the following day is considered the last day, unless
it happens to be a Saturday, Sunday or a legal holiday.
Except for trivial matters, business transacted at a special meeting shall be
limited to that mentioned in the call. Subject to MN State Statutes, emergency
meetings may be called at any time .
Emergency Meetings - An "emergency meeting" is a special meeting to deal
with a matter that requires immediate consideration of the city council. Posted
or published notice of an emergency meeting is not required. However, the
city must make a good faith effort to notify each news medium that has filed
a written request for notice. Notice must be given by telephone or any other
method to notify members of the city council. The notice must include the
subject of the meetings.
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C.

Place
All meetings shall be held in the Council Chambers of the Forest Lake City
Center unless there is a posted and/or published notice designating another
location.

D.

Presiding Officers
The Mayor shall preside at all meetings of the Council. In the absence of the
Mayor, the Acting Mayor shall preside. In the absence of both, the Council
members shall elect one of their members as temporary chairperson.

E.

Quorum
Three members of the Council shall constitute a quorum at any meeting of the
Council, but a smaller number may convene from time to time.

F.

Curfew
No additional agenda item will be discussed after 11:00 p.m. Meetings
adjourned under this policy will be continued on the next Tuesday at 5:00
p.m. The council by simple majority may change the time and date . The
continued meeting will begin at the point on the agenda where the
adjournment occurred and no new items will be added to the continued
meeting agenda. A majority of the Council may extend the meeting beyond
the 11:00 p.m. curfew.

G.

First Regular Meeting of the Year
At the first regular Council meeting in January of each year, the Council shall
(1) designate the official newspaper, (2) choose an Acting Mayor from the
membership of the Council who shall perform the duties of the Mayor during
the disability or absence of the Mayor, and (3) make other annual
appointments as required.

Section 2
AGENDA FOR REGULAR MEETING
A.

All matters to be submitted to the Council shall be filed no later than 12:00
noon on the Wednesday prior to the Monday Council meeting at which
consideration is desired, and shall be delivered to the City Administrator. An
item may be accepted after the deadline upon the approval of the City
Administrator.
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B.

Except for trivial matters, no item or business shall be considered for action
by the Council, which does not appear on the agenda for the meeting , except
an item of urgent business, which requires immediate action and is so
determined by a majority of the Council. The Council will hear all reasonable
citizen petitions, requests and statements; however, such items which do not
specifically appear on the agenda shall be deferred to a future meeting for
more careful consideration and study if Council action, other than filing , is
required or requested.
The Mayor and each Council member shall be provided with a copy of the
agenda, minutes of the previous meeting, any other reports and information
pertinent to the agenda at least forty-eight (48) hours prior to each regular
Council meeting unless authorized by the City Administrator.
No matter may be submitted for Council action by any councilmember,
administrative official, department head , or employee unless it has first been
presented to the City Administrator for inclusion on the agenda.

Section 3
LIMITATION ON COUNCIL ACTION
The Council shall only take action at regularly scheduled meetings or special meetings. Regular
meetings do not include meetings with public bodies in joint or cooperative sess10ns. All
Council actions shall conform to the requirements of the open meeting law.

Section 4
MINUTES
A.

The Deputy City Clerk shall keep a record of all regular Council meetings.

B.

The Council may, by motion carried by a majority vote, amend the minutes.
Such amending motion shall become a part of the minutes of the subsequent
meeting.

Section 5
DUTIES OF THE PRESIDING OFFICER
The Presiding Officer shall preserve order and decorum at all meetings of the Council.
He/She shall state every question coming before the Council, announce the decision of the
Council on all subjects, and decide all questions or order; subject however, to an
appeal to the Council in which event a majority vote of the Council shall govern and
conclusively determine such questions of order. He/She shall vote on all questions and on
a roll call vote rotate the order in which votes are cast.
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Section 6
RULES OF DEBATE
A.

B.

The Mayor, or other Presiding Officer, may move, second and debate from
the chair, subject only to such limitations of debate as are by the rules imposed
on all members and shall not be deprived of any of the rights and privileges
of a Council member by reason of his acting as the Presiding Officer.
Every member desiring to speak shall address the chair, and upon recognition
by the Presiding Officer shall confine himself/herself to the question under
debate avoiding all personalities and indecorous language.

C.

A member, once recognized, shall not be interrupted when speaking unless
it is to call him/her to order or to vote on a motion to close a debate, or as
herein otherwise provided. If a member, while speaking, is ruled out of order,
the member shall cease speaking until the question of order is determined and
if in order, he/she shall be permitted to proceed.

D.

A motion to reconsider any action taken by the Council must be made at the
meeting at which such action was taken or at the next regular meeting of the
Council and must be made by a member of the Council who voted with the
prevailing side. Provided such motion to reconsider is passed, then the parties
entitled to notice on the original action shall be notified, and the
reconsideration of the action shall be taken at the next regular meeting
following passage of the motion to reconsider.

E.

A Council member may request, through the Presiding Officer , the privilege
of having an abstract of his/her statement on any subject under consideration
by the Council, or the reason for the member's dissent from or support of any
action of the Council, entered in the minutes.

Section 7
GENERAL RULES OFORDER
Roberts Rules of Order shall be accepted as an authority on parliamentary practice on
matters not specifically covered, and in case of a conflict these rules shall govern.
The parliamentarian of the meetings is the City Attorney. The City Attorney shall be
available to assist the Mayor and the council with matters of order.
The Basic Elements of Roberts Rules most frequently used by the City of Forest Lake are
as follows:
I. Motion: To introduce a new piece of business or propose a decision or action, a
4

motion must be made by a council member (i.e."I move that......"). A second to
the motion must then also be made. After limited discussion the group then votes
on the motion. A majority vote is required for the motion to pass.
2. Amend: This is the process used to change a motion under consideration. Perhaps
you like the idea proposed but not exactly as offered. If changes are desired, make
the following motion: "I move to amend the motion on the floor." This also
requires a second. After the motion to amend is seconded, a majority vote is
needed to decide whether the amendment is accepted. Then a vote is taken on the
amended motion.
Friendly Amendment: A "friendly amendment" is made if the
person who made the original motion agrees with the suggested
changes; the amended motion may be voted on without a separate
vote to approve the amendment.
3. Question: To end a debate immediately , the question is called (say "I call the
question") and needs a second. A vote is held immediately (no further discussion
is allowed). A two-thirds vote is required for passage. If it is passed, the motion
on the floor is voted on immediately.
4. Table: To table a discussion is to lay aside the business at hand in such a manner
that it will be considered later in the meeting or at another time ("I make a motion
to table this discussion until the next meeting. In the meantime, we will get more
information so we can better discuss the issue.") A second is needed and a majority
vote required to table the item being discussed. Motions to table are not discussable.
5. Adjourn: A motion is made to end the meeting. A second motion is required. A
majority vote is then required for the meeting to be adjourned (ended).
Procedural Note: If more than one motion is proposed, the most recent takes precedence
over the ones preceding it. For example if#6, a motion to table the discussion, is proposed,
it must be voted on before #3, a motion to amend, can be decided.

Section 8
DECORUM AND ITS ENFORCEMENT
The Council members, while the Council is in session, must preserve order and decorum,
and a member shall neither, by conversation or otherwise, delay or interrupt the
proceedings or the peace of the Council, nor disturb any member while speaking or refuse
to obey the orders of the Council or its Presiding Officer, except as otherwise herein
provided.
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Section 9
RULES OF CIVILITY FOR OUR COMMUNITY
Following are some rules of civility the City of Forest Lake expects of everyone appearing
at Council Meetings - elected officials, staff and citizens. It is hoped that by following
these simple rules, everyone's opinions can be heard and understood in a reasonable
manner.

Rules of Civility
•
•
•
•

Show respect for each other.
Actively listen to one another
Keep emotions in check
Use respectful language.

Section 10
ORDINANCES, RESOLUTIONS, MOTIONS AND
REPORTS
A.

Ordinances, resolutions, and other matters or subjects requiring action by the
Council shall be introduced and sponsored by a member of the Council,
except that the City Administrator or Attorney may present ordinances,
resolutions and other matters or subjects to the Council.

B.

Every ordinance and resolution shall be presented in writing at a Council
meeting. Upon the vote on ordinances, resolutions and motions, the ayes and
nays shall be recorded. The vote shall be by roll call of all members of the
Council. A majority vote of all members of the Council shall be required for
the passage of all ordinances, motions and resolutions.

Section 11
WAIVER
By majority vote of all Council members, these rules may be waived.

Section 12
ADJOURNMENT
A motion to adjourn shall always be in order and decided without debate.
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Section 13
COUNCIL ADMINISTRATIVE POLICIES
A.

Internal Rules of Council
Appearances
When an applicant has requested a public hearing and does not attend the meeting,
the item may be tabled until the applicant can appear.
Procedural Rules
When a Council member is absent from a meeting where a four-fifth's (4/5) vote
is required, the item may be tabled until a full Council is present.
When a Council member is going to be absent when an Agenda item that they are
interested in is scheduled, they may ask for the item to be tabled until they return,
but the request must be approved by the City Council.
Recording of Meetings
All scheduled meetings and workshops of the Forest Lake City Council shall be
videotaped. In the case of a council meeting taking place offsite or in a location
other than the Forest Lake City Council Chambers, the City Administrator or their
designee will evaluate whether or not these meetings can be videotaped. In the
event videotaping these meetings cannot be done effectively, the City
Administrator will inform the City Council that the meeting will not be recorded.
The following boards and commissions will also have their meetings and
workshops videotaped:
•
•
•
•

Economic Development Authority
Planning Commission
Parks, Lakes, and Trails Commission
Forest Lake Airport Commission
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Section 14
Remote
Meeting
Attendance
City of Forest Lake
Policy for Remote Meeting Attendance

Purpose: to allow a Forest Lake Council Member, Commission or Board Member to be considered
in attendance through interactive online media for the purpose of determining a quorum and
participating in all proceedings.
Background: Minnesota Statute 13D.02 allows for meetings to be conducted by interactive TV
under certain conditions. An advisory opinion released in 2012 by the Information Policy
Analysis Division (IPAD) has determined that a city council member can attend and participate in
a meeting from a remote location using Skype, if the requirements of the State Statute have been
met.
Policy: A member of the Council, Commission, or Board will be considered present at a meeting
from a remote location using Skype, or similar interactive media, if the following requirements have
been met:
1. All members of the body participating in the meeting, wherever their physical
location, can hear and see one another and hear and see all discussion and testimony
presented at any location at which at least one member is present.
2. Members of the public present at the regular meeting location of the body can hear
and see all discussion and testimony and all votes of members of the body. Public
comment will only be allowed at the regular meeting location.
3. At least a quorum of the body is physically present at the regular meeting location.
4. The Presiding Officer must be present at the regular meeting location.
5. Each location at which a member of the body is present is open and accessible to the
public.
6. Notice of the meeting shall be provided at each of the locations where a member is
participating. The timing and method of providing notice depends on whether the
meeting is regular, special, or emergency. For the purpose of remote attendance of
regular meeting, the meeting will be considered a special meeting, which is any
meeting at a time or place different from that stated in the Council’s schedule of regular
meetings. The posted notice of a special meeting will comply with the following
requirements.
a)

Notice will be posted by the Deputy City Clerk at the regular meeting location.

b)

Notice will be posted at the remote location by the remote attendee.

c)

Notice will be posted at least three days prior to the meeting. In calculating the
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number of days for providing notice, the first day the notice is given should not be
counted, but the last day should be counted. But if the last day is a Saturday,
Sunday, or a legal holiday, that day is omitted from the calculation and the
following day is considered the last day.
d)

The notice will specify the time zone for the meeting time at both locations.

7. Remote meeting attendee will be responsible for all cost related to technology and
devices needed to meet the above requirements.
8. If at any time a quorum of the governing body at the regular meeting location has
determined the method of attendance by interactive online media has proven to be
disruptive or troublesome to meeting proceedings, the remote attendee will no longer
be considered in attendance and will not be permitted to participate in discussion and
voting. Reasons to dismiss the remote attendee could be poor quality video or audio,
excessive lag time, etc.
9. Any changes in Minnesota State Statute may void or amend this policy.

9
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LAND LEASE AGREEMENT
This Land Lease Agreement (Agreement) is entered into by and between tThe City
of Forest Lake, Minnesota. a Minnesota Municipal Corporation, (City), and the County of
Washington, Minnesota, ((County) as of _______, 2018.
WHEREAS, the County wishes to enter into an aAgreement with the City to lease a
portion of the land located at 20001 FOREST BLVD N, CITY OF FOREST LAKE, parcel
identification number (PID) 20.032.21.44.0004 as outlined depicted in Exhibit A (Leased
Premises) for use as a collection site for yard waste and organics; and
WHEREAS, the Leased Premises land will be used by for residents of the City of
Forest Lake and Washington County to drop off yard waste and organics which the County
will __________ (fill in what County will do with yard waste here-haul it to another site,
etc.).
NOW, THEREFORE, IT BE HEREBY MUTUALLY AGREED AS FOLLOWS:
I

TERM

The term of this lease Agreement shall be from November XX, 2017____________
2018 through December 31, 2020, with an option to renew for two (2) additional
years. This Agreement may be canceled with cause by either party upon thirty (30)
day written notice. This Agreement shall automatically terminate as of December
31, 2020, unless the County provides written notice to the City of its intention to
exercise its renewal option at least sixty (60) days prior to December 31, 2020.
II

DURING THE TERM OF THIS AGREEMENT THE COUNTY WILL:
1. Maintain the lLeased sitePremises in compliance with all federal, state
and local laws, ordinances, codes, rules, orders, and other regulatory
standards, including those for yard waste and organics collection,
and obtain all necessary appropriate permits and licenses and other
governmental authorizations at its sole expense.
2. The site shall be usedUse the Leased Premises exclusively for yard
waste, brush, and organic collection operations.
3. Provide residential yard waste and organics collection services,
including the collection of leaves, grass, tree waste, and brush, to any
Washington County resident at this location.
4. Load and remove yard waste and organics from the Leased site
asPremises as necessary and at the termination of this lease.
5. Control access to the Leased Premisessite.
6. Maintain the site in accordance with state and local regulations.
Maintain the Leased Premises in good, sanitary, and neat condition at
its sole cost and expense. City shall have no responsibility to maintain
or repair the Leased Premises during the term of this Agreement.
7. Do nothing or permit any activity on the Leased Premises that will

amount to or create a nuisance and will not conduct any activity that
violates any of the permits or laws applicable to the use or Leased
Premises.
8. Be responsible for all costs for providing any necessary utilities,
including water, gas, and electrical services to the Leased Premises.
9. Reimburse the City for any increase in taxes paid by the City due to
County’s use of the Leased Premises pursuant to the terms of this
Agreement
III

THE CITY WILL:
1. In consideration for the sum of one dollar ($1.00) and such good and
valuable consideration as is mutually recognized herein, namely the
County providing residential yard waste and organics collection
services on the Leased Premises to City Residents, Llease to the
County the described real propertyLeased Premises for the purposes
described above.
a. The leasehold is conveyed in consideration of the County
providing to residents the above described services.
2. Allow the County to make specified and agreed on improvements to
the Leased Premisessite provided such improvements are approved
in writing by the City. shall
3. Terminate existing leases and agreements for use of the site and
propertyLeased Premises prior to the county occupying the
site.commencement of this Agreement.
4. Remove existing yard waste, debris, materials and equipment from
the site prior to county occupying sitecommencement of this
Agreement. Pay taxes or other fees or assessment associated with
ownership of the property.

IV

INDEMNIFICATION AND INSURANCE

The City agrees it will defend, indemnify and hold harmless the County, its officers
and employees against any and all liability, loss, costs, damages, and expenses
which the County, its officers, or employees may hereafter sustain, incur, or be
required to pay arising out of the negligent or willful acts or omissions of the City in
the performance of this Aagreement.
The County agrees to defend, hold harmless, and indemnify the City, its officers and
employees against any and all liability, loss, cost, damages, and expenses which
the City, its officers, or employees may hereafter sustain, incur, or be required to
pay arising out of the negligent or willful acts or omissions of the County in the
performance of this agreement.County agrees that it shall indemnify, defend, and
hold City and its Council, agents and employees harmless form any claims,
damage, cost, and expense (including attorneys’ fees) or liability arising out of any
injury, death, or property damage, burglary, theft, or disappearance occurring in, on,
or about the Leased Premises to any third party or to County or any agent,

employee, or invitee of County unless due to the gross negligence or willful
misconduct of City, its agents or employees. County’s obligations and liabilities
under this article shall survive the expiration of the Least Term and the termination
of this Agreement.
The City agrees that in order to protect itself, as well as the County, under the
indemnity provisions set forth above, it will at all times during the term of this
Agreement, keep in force the following insurance protection in the limits specified:
1. Commercial General Liability/Professional Liability with contractual
liability coverage in the amount of the County’s tort liability limits set
forth in Minnesota Statute 466.04 and as amended from time to time.
2. Automobile coverage in the amount of the County’s tort liability limits
set forth in Minnesota Statute 466.04 and as amended from time to
time.
3. Worker’s Compensation in statutory amount. (if applicable)
Prior to the effective date of this Agreement, the City will furnish the County with a
current and valid proof of insurance certificate indicating insurance coverage in the
amounts required by this agreement. This certificate of insurance shall be on file
with the County throughout the term of the agreement. As a condition subsequent to
this agreement, City shall insure that the certificate of insurance provided to the
County will at all times be current. The parties agree that failure by the City to
maintain a current certificate of insurance with the County shall be a substantial
breach of the contract and payments on the contract shall be withheld by the County
until a certificate of insurance showing current insurance coverage in amounts
required by the contract is provided to the County.
Any policy obtained and maintained under this clause shall provide that it shall not
be cancelled, materially changed, or not renewed without thirty days notice thereof
to the County.The County agrees that in order to protect itself, as well as the City,
under the indemnity provisions set forth above, it will at all times during the term of
this Agreement, keep in force the following insurance protection in the limits
specified:
1. Commercial General Liability/Professional Liability with contractual
liability coverage in the amount of the City’s tort liability limits set forth
in Minnesota Statute 466.04 and as amended from time to time which
shall list the City as an additionally insured party.
2. Automobile coverage in the amount of the City’s tort liability limits set
forth in Minnesota Statute 466.04 and as amended from time to time.
3. Worker’s Compensation in statutory amount. (if applicable)
Prior to the effective date of this Agreement, the County will furnish the City with a
current and valid proof of insurance certificate indicating insurance coverage in the
amounts required by this agreement. This certificate of insurance shall be on file
with the City throughout the term of the agreement. As a condition subsequent to
this agreement, County shall insure that the certificate of insurance provided to the

City will at all times be current. The parties agree that failure by the County to
maintain a current certificate of insurance with the City shall be a substantial breach
of the contract and constitute good cause for termination of this Agreement.
Any policy obtained and maintained under this clause shall provide that it shall not
be cancelled, materially changed, or not renewed without thirty days’ notice thereof
to the County.

V

NONDISCRIMINATION

During the performance of this Aagreement, the Parties agree to the following: No
person shall, on the grounds of race, color, religion, age, sex, disability, marital
status, public assistance status, criminal record, creed to national origin be excluded
from full participation in or be otherwise subjected to discrimination under any and
all applicable federal and state laws against discrimination.
VI

RECORDS AVAILABILITY AND RETENTION

Pursuant to Minnesota Statute 16C.05, Subd. 5, the Parties agree that the Licensor,
the State Auditor, or any of their duly authorized representatives at any time during
normal business hours and as often as they may reasonably deem necessary, shall
have access to and the right to examine, audit, excerpt, and transcribe any books,
documents, papers, records, etc., which are pertinent to the accounting practices
and procedures of the Licensee County and involve transactions relating to this
agreement. The Licensee County agrees to maintain and make available these
records for a period of six years from the date of termination of this agreement.
VII

POSSESSION OF FIREARMS ON COUNTY PREMISES

Unless specifically required by the terms of this contract or the person it is subject to
an exception provided by 18 USC§ 926B or 926BC (LEOSA) no provider of services
pursuant to this contract or subcontractors shall carry or possess a firearm on
county premises or while acting on behalf of Washington County pursuant to the
terms of this agreement. Violation of this provision is grounds for immediate
suspension or termination of this contract.
VIII

CITY ACCESS DURING LEASE TERM

At all times during the term of this Agreement, the City and its agents, employees,
and invitees, shall have the right to enter the Leased Premises at any time for any
purpose. Additionally, City shall have the right to use the portion of the Property that
is not leased to the County subject to this Agreement and shown on Exhibit A (NonLeased Property) in any manner that it sees fit. County shall take reasonable steps
to ensure that its employees, agents, and invitees do not access the Non-Leased
Property.

IX

Notices

Any notice desired or required to be given under this Agreement shall be personally
served or sent postage pre-paid to:

City of Forest Lake
Attn: City Administrator
1408 Lake Street South
Forest Lake, MN 55025
Washington County
Attn: ___________
P.O. Box 6
14949 62nd Street North
Stillwater, MN 55082

All notices shall be deemed delivered upon mailing.

X

Acceptance of Premises

County acknowledges that it has inspected the Leased Premises and accepts them
“AS IS” in its present condition. County further acknowledges that neither warranties
nor representations as to the condition of the Leased Premises, including soli
conditions underlying the Leased Premises, nor promises to improve the Leased
Premises, or their suitability therefore, have been made by the City under this
Agreement.
XI Construction of Improvements
If the City grants the County permission to make any improvements on the Leased
Premises, the County shall be responsible for obtaining all necessary permits,
licenses, or authorizations necessary for the improvements at its sole cost.
XII County Responsibility Regarding Hazardous Substances

1. The term “Hazardous Substances,” as used in this Agreement, shall include,
without limitation, medical waste, flammables, explosives, radioactive
materials, asbestos, polychlorinated biphenyls (PCBs), chemicals known to
cause cancer or reproductive toxicity, pollutants, contaminants, hazardous
wastes, toxic substances or related materials, petroleum and petroleum
products, and substances declared to be hazardous, toxic or a pollutant or a
contaminant under any law or regulation now or hereafter enacted or

promulgated by any governmental authority.
2. County shall, at County’s own expense, comply with all laws regulating the
use, generation, storage, transportation, or disposal of Hazardous
Substances (“Laws”). County shall, at County’s own expense, make all
submissions to, provide all information required by, and comply with all
requirements of all governmental authorities (the “Authorities”) under the
Laws.
3. County shall not cause or permit to occur on the Premises:
(i)

Any violation of any federal, state, or local law, ordinance, or
regulation now or hereafter enacted, related to environmental
conditions on, under, or about the Premises, or arising from
County’s use, alteration or occupancy of the Premises,
including, but not limited to, soil and ground water conditions;
or

(ii)

The use, generation, release, manufacture, refining,
production, processing, storage, or disposal of any Hazardous
Substance on, under, or about the Premises, or the
transportation to or from the Premises of any Hazardous
Substance, except in strict conformity with all laws and proper
and lawful permit by all Authorities.

4. Should any governmental authority or any third party demand that a clean-up
plan or environmental remediation plan be prepared and that a clean-up or
remediation be undertaken because of any deposit, spill, discharge, or other
release of Hazardous Substances that occurs during the term of this
Agreement, at or from the Leased Premises, or which arises at any time from
County’s use, alteration or occupancy of the Leased Premises, then the
County shall, at County’s own expense, prepare and submit the required
plans and all related bonds and other financial assurances; and County shall
carry out all such clean-up plans and remediation plans.
5. County shall promptly provide all information regarding the use, generation,
release, storage, transportation, or disposal of Hazardous Substances that is
requested by City. If County fails to fulfill any duty imposed under this Article
within a reasonable time, City may do so; and in such case, County shall
cooperate with City to prepare all documents City deems necessary or
appropriate to determine the applicability of the laws to the Leased Premises
and County’s use thereof, and for compliance therewith, and County shall
execute all documents promptly upon City’s request. No such action by City
and no attempt made by City to mitigate damages under any Law shall
constitute a waiver of any of County’s obligations under this Section.
6. County shall indemnify, defend, and hold harmless City, and its respective
governing body, and employees from all fines, suits, procedures, claims, and
actions of every kind, and all costs associated therewith (including attorneys’
and consultants’ fees) arising out of or in any way connected with any
deposit, spill, discharge, or other release of Hazardous Substances that
occur during the term of this Agreement, at or from the Leased Premises, or
which arise at any time from County’s use, alteration or occupancy of the
Leased Premises or from County’s failure to provide all information, make all
submissions, and take all steps required by all Authorities under the Laws
and all other environmental laws.

7. County’s obligations and liabilities under this Article shall survive the
expiration of Agreement term and shall survive the termination of this
Agreement.
XIII. Assignment.
County may not assign its interest in this Agreement to a third party.
XIV. Mechanic’s Liens.
County will not permit any mechanics’, laborers’ materialmen’s or other liens to stand
against the Leased Premises or any part thereof for any labor, skill, material or equipment
furnished or claimed to be furnished to or an account of County in connection with any
work in or about the Leased Premises, including the construction of any improvements.
County shall give City immediate notice of the filing of any such lien and shall cause the
lien to be discharged within 10 days of its filing.
XV. Surrender.
Upon the Termination Date, County shall peaceably surrender the Leased Premises
in good condition.
Prior to the termination of this Agreement, County shall, at its expense, remove the
following from the Premises:
•
•

Any debris, yard waste, compost or other materials located on the Leased
Premises that were not located on the Leased Premises at the
commencement of the Agreement.
All other personal property placed on the Premises by the County.

Any damage to the Leased Premises caused in the removal of such items shall be
repaired by and at the expense of the County.
County shall restore the Leased Premises to substantially the same condition that
existed prior to commencement of this Agreement.

XVI. Default by County and Remedies.
1.

Events of Default and Remedies. If County fails to perform within twenty (20) days
after notice from City any of the terms, covenants, conditions or obligations of this
Agreement to be performed by County shall be in default hereunder and City may at
its option, in addition to any other rights and remedies it may have hereunder or at
law or in equity or by statute or otherwise, terminate this Agreement as to all future
rights of County, and/or regain, repossess and enjoy the Leased Premises.

2.

Right of City to Cure Default of County. City may, at its option, instead of exercising
any other rights or remedies available to it under this Agreement or otherwise, enter
into the Leased Premises and perform such acts or spend such sums of money as
is reasonably necessary to cure any default of County herein, and the amount spent
and cost incurred, including reasonable attorneys’ fees, in curing such default shall

be paid by County upon demand of City. Alternatively, City may draw on the posted
Letter of Credit to remedy any default, including but not limited to costs related to
restoration or clean-up of the Leased Premises.
3.

Legal and Other Expenses. If suit is brought for recovery of possession of the
Leased Premises, for the recovery of any amount due under the provisions of this
Agreement, or because of the breach of any other covenant herein contained on the
part of County to be kept or performed, County shall pay City all expenses incurred
therefore, including reasonable attorneys’ fees, if City is the prevailing party.

4.

Cumulative Remedies. No remedy herein or elsewhere in this Agreement or
otherwise by law, statute or equity conferred upon or reserved to City shall be
exclusive of any other remedy, but shall be cumulative, and may be exercised from
time to time and as often as the occasion may arise.

XXVII. Letter of Credit
Upon execution of this Agreement, County shall provide City with an irrevocable letter of
credit in the amount of two hundred forty three thousand, seven hundred forty-five dollars
($243,745.00), in a form and with conditions satisfactory to the City, providing assurance
for compliance with the terms of this Agreement, including County’s requirements related to
removal of a materials from the Leased Premises and restoration of the Leased Premises
following termination of this Agreement. The irrevocable letter of credit shall be for a term
ending December 31, 2021. In the alternative, the letter of credit may be for a one year term
provided it is automatically renewable for successive one year periods from the present or
any future expiration dates with a final expiration date of December 31, 2021 and further
provided that the irrevocable letter of credit states that at least sixty (60) days prior to the
expiration date the bank will notify the City if the bank elects not to renew for an additional
period. The irrevocable letter of credit shall secure compliance by the County with the terms
of this Agreement. The City may draw down on the irrevocable letter of credit without any
further notice relating to a default by the County, for any of the following reasons:
a)

a default by County under the terms of this Agreement; or

b)

upon the City receiving notice that the irrevocable letter of credit will be
allowed to lapse before December 31, 2021.

The City shall use the letter of credit to reimburse the City for its costs associated with
remedying a default by County under the terms of this Agreement.
If the County exercises its option to extend the term of this Agreement for an additional two
years, a new letter of credit shall be provided to the City with a term end date of December
31, 2023.

XXVIII. General
.

1.

No waiver of any default hereunder shall be implied from any failure by the nondefaulting party to take action on account of such default if such default persists or
is repeated, and no express waiver shall affect any default other than the default
specified in the express waiver and that only for the time and to the extent therein
stated. One or more waivers by City of County shall not be construed as a waiver of
a subsequent breach of the same covenant, term or condition.

2.

This Agreement and the Exhibit identified above, attached to and forming a part of
this Agreement, set forth all the covenants, promises, agreements, conditions and
understandings between City and County affecting the Leased Premises and there
are no covenants, promises, agreements, conditions or understandings, either oral
or written, between them.

3.

This Agreement shall be governed by and construed in accordance with the laws of
the State of Minnesota. Any dispute arising from or related to this Agreement will be
venued in Washington County District Court.

IN WITNESS WHEREOF, the parties have executed this Agreement on the dates
indicated below.

City of FOREST LAKE

WASHINGTON COUNTY

BY: _________________________

BY: ___________________________
Chair, Washington County
Board of Commissioners

TITLE: ______________________Ben Winnick, Mayor
DATE: _________________________

DATE: _______________________
BY: ___________________________
Molly O'Rourke
County Administrator
AttestBy: __________________________
DATE: _________________________
Title: _________________________Bailey Fencil, Deputy City Clerk
Date: _________________________
BY: ___________________________
Lowell R. Johnson, Director
Department of Public Health and
Environment
DATE: __________________________

APPROVED AS TO FORM
BY: _____________________________
Assistant Washington County Attorney

DATE: _________________________

1/10/2018

FOREST LAKE MUNICIPAL AIRPORT (25D)

SFY 2019-SFY 2023 CIP

State
FY Description

Project Cost
State %

State Funding

Local Funding

Local %

SFY 2019
2019 INFIELD DRAINAGE IMPROVEMENTS
2019 OBSTRUCTION LIGHT- POWERPOLE UNDER RWY 31 APPROACH

94.11%
5.89%
$
90%
10%
$
SFY 2019 TOTALS $

192,260.00 $
10,000.00 $
202,260.00 $

180,928.77 $
9,000.00 $
189,928.77 $

11,331.23
1,000.00
12,331.23

SFY 2028
2020
2020
2020
2020
2020

AUTOMATED WEATHER OBSERVATION STATION (AWOS)
HANGAR AREA TAXILANES (1,000'x25')
APRON EXPANSION (100'x60') FOR TIE-DOWNS
10-UNIT T-HANGAR SITE PREPARATION
10-UNIT T-HANGAR (MNDOT HANGAR LOAN PROGRAM)

2021
2021
2021
2021

SOUTH BUILDING AREA FENCE & SECURITY GATE
5-UNIT T-HANGAR EXPANSION SITE PREPARATION
5-UNIT T-HANGAR EXPANSION (HANGAR LOAN PROGRAM)
AIRPORT LAYOUT PLAN UPDATE

100%
0%
90%
10%
90%
10%
90%
10%
0%
100%
SFY 2028 TOTALS

$
$
$
$
$
$

100,000.00
360,568.96
99,642.42
250,000.00
700,000.00
1,510,211.39

$
$
$
$
$
$

100,000.00
324,512.07
89,678.18
225,000.00
739,190.25

$
$
$
$
$
$

36,056.90
9,964.24
25,000.00
700,000.00
771,021.14

90%
10%
90%
10%
0%
100%
90%
10%
SFY 2021 TOTALS

$
$
$
$
$

200,000.00
100,000.00
350,000.00
50,000.00
700,000.00

$
$
$
$
$

180,000.00
90,000.00
45,000.00
315,000.00

$
$
$
$
$

20,000.00
10,000.00
350,000.00
5,000.00
385,000.00

SFY 2021

SFY 2022
2022 LAND ACQUISITION - PARCELS 12 & 15 (NORTH END)

90%
10%
$
SFY 2022 TOTALS $

220,000.00 $
220,000.00 $

198,000.00 $
198,000.00 $

22,000.00
22,000.00

90%
10%
$
SFY 2023 TOTALS $

400,000.00 $
400,000.00 $

360,000.00 $
360,000.00 $

40,000.00
40,000.00

SFY 2023
2023 AIRPORT PERIMETER FENCE (15,200' X 10')

SFY 2019-SFY 2023 TOTALS $

3,032,471.39 $ 1,802,119.02 $ 1,230,352.37

SFY 2024
2024 OBSTRUCTION REMOVAL - BURY POWERLINE (RWY 31 END)

90%
10%
$
SFY 2024 TOTALS $

1,000,000.00 $
1,000,000.00 $

900,000.00 $
900,000.00 $

100,000.00
100,000.00

$

250,000.00 $

225,000.00 $

25,000.00

SFY 2025 TOTALS $

250,000.00 $

225,000.00 $

25,000.00

90%
10%
$
SFY 2026 TOTALS $

100,000.00 $
100,000.00 $

90,000.00 $
90,000.00 $

10,000.00
10,000.00

90%
10%
$
SFY 2027 TOTALS $

750,000.00 $
750,000.00 $

675,000.00 $
675,000.00 $

75,000.00
75,000.00

70%
30%
$
SFY 2028 TOTALS $

50,000.00 $
50,000.00 $

35,000.00 $
35,000.00 $

15,000.00
15,000.00

0%
100%
$
90%
10%
$
SFY 2029 TOTALS $

500,000.00 $
500,000.00 $
1,000,000.00 $

$
450,000.00 $
450,000.00 $

500,000.00
50,000.00
550,000.00

SFY 2025
2025

MASTER PLAN, AIRPORT LAYOUT PLAN, & OBSTRUCTION SURVEY

90%

10%

SFY 2026
2026 PAVEMENT MAINTENANCE - RUNWAY & TAXIWAY

SFY 2027
2027 RUNWAY (600' X 75') & TAXIWAY (600' X 35') EXTENSIONS

SFY 2028
2028 FUEL SYSTEM UPGRADES - JET A

SFY 2029
2029 FBO HANGAR (80' X 100') HANGAR LOAN PROGRAM
2029 NORTH BUILDING AREA DEVELOPMENT

U:\$H Drive Data\_Airports\_Airport CIP - Grant\FRLK\Forest Lake SFY 18\CIP\25D_SFY18_CIP.xlsx

Staff Report
Date:

December 27, 2017

To:

Personnel Committee

From:

Aaron Parrish, City Administrator

Re:

Summary of Agenda Items

City Council Recommendation Regarding City Administrator Vacancy and Designation of Interim
City Administrator
My last day with the City of Forest Lake will be January 30th, 2017. During this period of time I am
attempting to finalize as many items as I can and making a concerted effort to transition key projects to
various staff. Concurrent with my transition planning, it is a good opportunity for the Council to think
about how they would like approach the position in the future and to designate an Interim City
Administrator until a permanent successor is named.
As a starting point for these discussions, attached is a research memo from the League of Minnesota
Cities that speaks specifically to the range of issues the Council should consider when appointing an
interim administrator and appointing a new administrator. Since the memo is sufficiently comprehensive, I
will only add a few supplemental comments below. In addition, I am happy to help as much as I can with
the providing feedback and guidance on these issues during my remaining time here, or willing to step
back if that is preferred.
Interim City Administrator
As the memo notes you have a variety of options for appointing an interim administrator. In discussions
with Department Heads, the team feels comfortable recommending to the City Council that Assistant to
the City Administrator Dan Undem be appointed as the interim. Dan has served the City of Forest Lake
with distinction and handled a number of complex issues during his tenure. With that being said, there
are three options the Council consider:
1. Appoint Dan interim while pursuing a recruitment strategy for the position.
2. Appoint Dan interim and make a determination on a recruitment strategy at a later time (6-12
months would be typical).
3. Appoint an alternative candidate as interim.
In the case of an internal appointment, it would be typical to increase compensation for the employee
filling in. While a variety of options exist here, one option would be to temporarily increase pay to the
starting range of the current salary schedule. Depending on the approach to recruitment, it would be
prudent to complete a salary survey with our comparison communities. I can complete that for the
Council if they were interested in having that information available. This would also be done if an
executive search firm was used to fill the position.
Recruitment for the Position

If the Council is interested in beginning a recruitment for the position, there are typically two ways this
occurs. First, the Council can work with staff to facilitate a recruitment. Second, the Council can engage
the services of an executive search firm. Beyond what is discussed in the LMC Memo, the only other
comments I would offer the Council is that an executive search will cost $20,000 to $30,000. However, it
is worth the investment. There are three firms that typically provide search services in Minnesota
including David Drown and Associates; Waters/Springsted; and Huelife (formerly Brimeyer Fursman).
Attached are profiles that each has completed recently for communities they are working with. Of course,
there are many others as well.
Ultimately, a firm will help the Council to understand the market, engage candidates, find the best fit for
the Council and community, and help the Council to develop consensus on what they are looking for in a
candidate. Each also facilities the finalist selection, interview process, background/reference checks,
employment agreement negotiation, and typically the first performance evaluation. Finally, there is
typically some guarantee that they will facilitate another search if a candidate is ultimately not a good fit.
I look forward to answering any questions tomorrow evening.

INFORMATION MEMO

Hiring a City Manager or Administrator
Toolkit
Learn the steps to take in hiring a city manager or administrator, including how to manage interim
time, whether or not to use a search consultant, setting position qualifications and attracting,
interviewing and offering positions to candidates. Red toolkit icons mark links to sample position
descriptions, job postings, evaluation score sheets, and other tools used in the hiring process.

This toolbox icon marks the
link to a downloadable tool.

Take action with Information Memo toolkits. They contain the forms,
samples, or models a city can use to take action on a process or project.
Look for the toolkit icon so you can download that tool to use or modify it
for your city.

RELEVANT LINKS:

I.

Pre-hiring action steps

Your city is suddenly faced with the prospect of hiring a city manager or
administrator. What should you do? What should you be thinking about?
Maybe even more importantly what should you NOT do? This overview is
designed to address some of the questions you may have about how to go
about hiring the top appointed position in your city.

A. Interim city manager or administrator duties
When there is a vacancy in the office of the city manager/administrator the
usual practice is to designate some other trusted staff member (finance
director, clerk) to serve as interim administrator until a replacement can be
hired. Another option is to divide responsibilities between several staff
during the interim. This can work, but the council must be very clear about
who has specific responsibilities for what functions, and to whom they all
report. Cities with the council-manager form of government should probably
not use this option, since State law or the city charter vest the city manager
with very specific authorities.

800.925.1122
651.281.1200
HRbenefits@lmc.org

Another option is to work with or contract with a neighboring city to have its
city clerk or administrator help out. Or, some cities hire a retired
administrator to serve as an interim administrator or look for an
administrator who is in-between jobs to serve in this role. LMC can provide
a list of individuals who may be available for such interim service.

This material is provided as general information and is not a substitute for legal advice. Consult your attorney for advice concerning specific situations.
145 University Ave. West
Saint Paul, MN 55103-2044

www.lmc.org
(651) 281-1200 or (800) 925-1122
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B. Using a consultant or doing it on your own
The first decision the mayor and council will need to make is whether to hire
a consulting firm to assist with the recruitment. There are both national and
Minnesota-based firms specializing in the recruitment of city
manager/administrators. The fees vary, but about $15,000 to $20,000 for an
average-sized city, plus direct expenses, can be anticipated. Smaller cities
might be a little less and larger cities might be more. While the consulting
fee may appear substantial up front, many cities have found it to be a very
worthwhile investment in keeping the overall recruitment process objective
and in hiring a manager/administrator who is the best fit for their city.
Search firms may also offer some type of “guarantee” if the employee
doesn’t work out or doesn’t end up staying in the position for a specified
amount of time. Please contact the League for sample Request for Proposals
for Executive Search Consulting Services.
If the council decides not to retain a consultant, but to handle the recruitment
on its own, it is usually necessary to designate a trusted member of the
existing city staff to manage the details of the process – the individual
responsible for personnel matters would be an obvious choice, with the city
clerk or finance director being other viable options. If the city is too small to
have a staff member available for this purpose, the council will probably
need to designate the mayor or a council member to handle it. The city
attorney will also be a necessary and helpful resource in keeping the process
legal and in finalizing the details of any employment agreement.
The council should agree up front on how it is going to organize itself for
the task ahead – i.e. who will speak on behalf of the council in contacting
candidates, how the final terms of employment are established between the
city and the successful candidate, etc. It should be very clear and agreed
upon as to what roles individual councilmembers will and will not play in
the process.

II. Hiring tasks
The remaining steps outlined in this memo would be similar regardless of
whether a consultant is used. The difference is that in one case, the
consultant would coordinate most of the tasks, while in the other, it would
be the designated staff member in consultation with the mayor or the whole
council.

A. Establishing qualifications for the position
The mayor and council will want to start by thinking carefully and broadly
about the qualifications they would like in a new manager/administrator.
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For a moderately sized or larger community (e.g., population 2,500 and
above), it would be very reasonable to expect previous experience as a city
manager/administrator in a somewhat smaller community, or as an assistant
city manager/administrator in a similar-sized or even larger city. Ideal
candidates would hold a bachelor’s or master’s degree in a relevant field
(e.g., public administration, public affairs, business administration,
leadership, urban affairs).
Smaller communities (e.g., under 2,500) have often reported better results
attracting less experienced city administrator candidates, including
candidates with limited previous work experience (e.g., someone who has
served as an assistant in a larger city, a candidate with experience that is not
directly related but still generally relevant, or someone who has just
graduated from a master’s level program but has no experience).
Beyond that, the council will want to think about specific demonstrated
skills they may desire – i.e. staff leadership, policy work with the council,
media relations, financial management, community and economic
development, intergovernmental relations. No candidate is going to be
strong in all areas! What skills are most important to the city at this time? It
will be helpful to assess the strengths of existing staff, and then think about
what skills the manager/administrator should bring in order to create a wellrounded staff team. Also remember managers and administrators are usually
trained as generalists; if a particular skill is important, but not highly critical,
most can learn quickly and apply those generalist skills in addressing
particular issues and problems
On the more intangible side, the city manager/administrator is a critical
position for setting a “tone” for the city. What personal traits will work best
for the city at this time? What “style” is needed to earn the confidence of the
council and effectively lead the staff? What values does the community
expect to see in its city manager/administrator?

Minnesota City/County
Management Association,
Code of Ethics.

Two basic core values any manager/administrator should bring to the job are
a keen understanding of the public purposes and obligations of the city
(which would be different than those for a private corporation) and a strong
commitment to highly ethical behavior. The International City/County
Management Association (ICMA) and its state counterpart, the Minnesota
City/County Management Association (MCMA), are the professional
associations for city and county managers and administrators. ICMA and
MCMA have adopted a very specific code of ethics to guide the behavior of
members
While the mayor and council have the ultimate responsibility for hiring and
supervising the city manager/administrator, it can be a very good idea to
gather input from others in this beginning stage. Asking the opinions of key
city staff is an especially good idea.
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The council may want to consult with the Chamber of Commerce, key local
industries, school district and county officials, community leaders, or labor
leaders (including city labor unions if appropriate). The key is to carefully
balance the input of the many diverse groups, and to avoid weighing the
input of any one group or any one suggestion too heavily. When asking for
input, it is important to make it clear the council will have to balance the
many suggestions received with its own assessment of the needs of the city;
every suggestion will not be able to be accommodated.
The council will want to complete this phase of the process by drawing up
its list of the main qualifications being sought in the new city
manager/administrator.

B. Job descriptions and position profiles

City Manager position
description, City of
Moorhead sample.
City Administrator position
description, City of Fosston
sample.

As with any recruitment, having a good job description is critical. The
council should work with the consultant or staff member to review the
existing job description, incorporating and emphasizing key qualifications
and attributes established in the first step above.

Many local governments go further, creating a “recruitment profile.” Such a
profile usually goes into some detail about the community and city,
describing its strengths, challenges and issues. The profile then describes the
type of city manager/administrator the city would like to recruit to help
address those challenges. Disclosing the salary range and benefits the
council is willing to consider, along with information about the community,
such as schools, recreational opportunities, etc. helps candidates decide
whether to apply for a position. A profile is an opportunity for the city to
“sell” itself to prospective candidates. Good managers and administrators are
sometimes hard to find, so it is important for the city to put its best foot
forward throughout the process.
Minn. Stat. § 412.651

Finally, in cities with the position of city administrator (as opposed to city
manager which is more clearly defined in state statute – Minnesota Statutes
§412.651) the job description or profile should be clear about the specific
duties, responsibilities, and authorities of the position – i.e. does this
position present a recommended budget to the council, what role does he/she
have in hiring, disciplining or firing employees?

III. Recruitment of candidates
Next, the mayor and council must decide how broadly to “cast the net” for
potential applicants.
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City Administrator Job
Advertisement, LMC Model
Form.
League of Minnesota Cities
city jobs posting.
Association of Minnesota
Counties, employment
listings.
International City/County
Management Association Job
Center, Employer Overview.

Given the specialized nature of a city manager/administrator position, it is a
good idea to advertise at least statewide. Both the League of Minnesota
Cities (LMC) and the Association of Minnesota Counties (the skills between
city and county managers are often transferable) will place advertisements
on their websites. The Minnesota City/County Management Association
(MCMA) is also willing to distribute information about positions via its
listserv of nearly 250 members around the State. Many cities choose to
advertise their position nationwide through the International City/County
Management Association (ICMA). For some cities, it might make sense to at
least advertise the position in the nearby states. LMC can assist you in
placing notices with the municipal leagues in those states. The city may also
want to consider sending the advertisement to universities and colleges with
graduate degree programs in relevant fields such as public administration or
public policy. Many can bring the position to the attention of alumni, as well
as current students.
Another decision is whether to place the advertisement in local or statewide
newspapers of general circulation. The disadvantage is you may be deluged
with applications from individuals who are not really qualified, and most
professional local managers will see your notice in association publications
from LMC, MCMA, and others. On the positive side, there is always the
possibility of finding a great candidate you might not otherwise have
reached!
If you use a consultant, he or she will actively recruit applicants they believe
might be a good fit with your position. If you do not use a consultant, the
council may want to direct staff as to specific individuals to whom they
would like to send the position announcement. There is also nothing wrong
with individual council members and even staff bringing the position to the
attention of potential candidates. That said, it is critical everyone
RESPECTS THE ESTABLISHED PROCESS. Individual contacts should
be solely an encouragement to consider applying, with no implication
whatsoever the person is being promised a job, an interview or any other
special consideration. Interested candidates should be directed to the
consultant, city staff member, mayor, or whoever has been designated to
coordinate the process.

See Employment Application,
LMC Model Form.

Interested applicants are usually asked to send a professional resume, along
with cover letter of interest, to the designated recruitment coordinator. Some
cities require applicants to complete the city’s employment application form
or another standardized form called a “supplemental application” that
requests specific job-related information and allows for the applicant to elect
Veteran’s Preference points, if appropriate.
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A. Evaluation of applications
LMC information memo,
Veterans Preference in
Hiring, Section I-B-3,
exception for department
head positions.

City Manager or
Administrator Training and
Experience, LMC Model
Rating Sheet Form.

Cities may need to comply with veterans’ preference laws when hiring a
manager or administrator. The law does not require cities to give preference
to department head positions, but cities should use caution in applying this
exemption and consult an attorney before assuming an employee will be
considered a department head.
You may receive resumes and applications from more candidates than you
wish to interview. The agreed upon process should include deciding who is
going to narrow the list to a reasonable number for further consideration. If
you have hired a professional recruitment firm, they will do this for you. If
not, it may be done by the designated staff member, or perhaps the mayor or
a small council committee working with the staff member. You will likely
end up with at least three candidate groupings –those clearly not qualified;
those that seem to fit the bill; and a third middle pile of strong potential
candidates but lacking in some area. If you and the city attorney determine
the position is subject to the veterans preference law, you will need to rate
all candidates and veterans on a 100-point scale.
Otherwise, at this point it is usual to come up with a list of about 15 – 20
semi-finalists for further consideration. Copies of the resumes/applications
of these top candidates are sent to each councilmember for their review and
evaluation. It is very helpful to have some type of rating sheet to help the
councilmembers score each candidate on key criteria. The scoring sheet can
be based on a numerical rating system, but also allow opportunities for more
subjective reactions. It is important everyone keeps in mind the identity of
applicants is still private information at this point in time, and, thus,
complete confidentiality must be maintained.
The council will then meet to discuss their ratings of the semi-finalists and
attempts to reach agreement on typically five or six finalists to be
interviewed. As a prelude to this discussion, the consultant or designated
staff member may compile the councilmembers individual ratings into some
type of integrated report that helps council more quickly see where there is
agreement as to the top candidates.

LMC information memo,
Data Practices: Analyze,
Classify Respond, Section
VIII-A-1-c, Applicants for
employment.
LMC information memo,
Meetings of City Councils,
Section II-G-2, Interviews.

At this point in the process, the city must begin to balance the somewhat
conflicting demands of the Minnesota Data Practices and Open Meeting
Law statutes. The council discussion to select finalists for interviews must
be done in a public meeting, but the identity of applicants must still be kept
private! Therefore, the council discussion should be general, and with
reference to specific candidates being something like “Candidate Number 4”
or “Candidate D” rather than by name.

League of Minnesota Cities Information Memo:
Hiring a City Manager or Administrator Toolkit

10/10/2016
Page 6

RELEVANT LINKS:
Minn. Stat. § 13.43 subd. 3.

Once candidates are chosen for an interview, they are considered “finalists”
and the names of finalists are public data. Therefore, a good last step is to
have the consultant, or designated staff member contact the finalists to
advise them that they are going to be invited to interview and their identity is
now public. This gives the applicant an opportunity to notify his or her
current employer of their application before it comes out in the newspaper.

B. Interview process
In order to realistically compare candidates, it is best to complete all
interviews in a relatively compressed timeframe, often over a one or two day
period. Some cities choose to keep the candidates separated from one
another, while others opt for a group event, including tours, receptions, and a
group dinner with the council. As noted above, the identity of all finalists is
public information at this point, and most candidates will understand that
they are only one of several individuals being evaluated and considered. It is
a nice idea to give all of the candidates a tour of the community, and perhaps
even an opportunity to meet department heads, either one-on-one, or as a
group. The candidates are evaluating you and your community at the same
time you’re evaluating them, so it is important to be open and provide a
setting for them to ask questions and get honest answers. No one benefits by
unpleasant surprises later.
Call HR for sample interview
questions for a city
administrator.
See LMC information memo,
Meetings of City Councils.

It is then typical and preferable for the full council to meet as a group to
interview the candidates, although some councils may appoint a
subcommittee to conduct initial interviews. If either the full council or an
official committee of the council conducts the interviewing, the interviews
are subject to the Open Meeting Law.
Council members should be prepared with a list of preset questions and
some type of evaluation sheets to help them keep track of what they hear. At
the end of the day, individual responses can begin to blur into one. Be sure
all of the candidates leave the interview with an understanding of
approximately when a decision will be made, and how they will be
contacted.

LMC HR Reference Manual,
Chapter 2, Hiring, Section V,
Interviewing.
See LMC Online Training/ ELearning.

You can find out more about the interviewing process, including questions
you should not ask, and whether you are asking the right kinds of questions,
in the League’s Human Resources Reference Manual as well as the ELearning session titled “Select for Success: Effective Interviewing and
Hiring.”
After all interviews are completed, the council usually tries to agree on a top
candidate for further consideration. They may also want to agree on a
second candidate in case something doesn’t work out with their top pick.
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1.

Covering expenses

Candidates may have expenses for traveling to your city, either by car, or
even by plane, if necessary. There might also be overnight lodging and meal
expenses. It is customary for the city to fully reimburse such interview
expenses, provided detailed receipts are received from the applicant. Many
cities also invite the candidates’ spouses to be present at city expense with
the idea that the city is selling a family, not just an individual, on the idea of
moving to the community.

2.

Release for Employment
Reference Checks, LMC
Model Form.

Reference and background checks

Never make a final job offer without this last, critical piece of due diligence;
reference checks! There is no better tool for evaluating how a candidate is
likely to perform in your city than his or her past track record with other
employers.
From time to time, cities express an interest in completing the employment
reference check stage early in the process on all potential finalists prior to
inviting them to an interview. This, however, is very time consuming, can
pose legal issues, and some candidates may not be interested in letting
current or past employers know they have applied for your position before
they even know if they will be offered an interview with your city.

Minn. State. § 364.021.
HR Reference Manual,
Chapter 5.

Potential legal issues can arise when considering Minnesota Statutes prohibit
employers from requesting or considering an applicant’s criminal history
until an applicant has been selected for an interview. Thus, the city’s
employment application should not include any criminal history type
questions. For additional information, refer to the Background checks
section included in the Hiring Chapter of the HR Reference Manual linked
to the left.
A less time-consuming practice is to complete reference checks on the
council’s top one or two candidates. However, the city should avoid making
an offer of employment contingent upon employment and personal reference
checks. Instead, let the candidate know that at this point, they are under
serious consideration for the position, and with their permission, you will be
continuing the evaluation with reference checks. Let the candidates know
you will be calling the references they have listed, and likely a few others
who would be in a position to comment on their past work record.
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Release for Employment
Reference Checks, LMC
Model Form.

Again, an agreed upon process is important. Who will conduct the checks?
Who will they talk to? If you are working with a professional recruiter, they
will perform that task for you. If not, then the references should probably be
checked by the mayor or a designated council member. But whatever you
do, make sure the reference check process is objective, professional, and
completed the same way for all candidates being given final consideration.
Work with your human resources staff and city attorney regarding what are
and what are not allowable topics to be discussed during those reference
checks. It is also a good idea to make sure candidates have signed an
authorization and release form allowing you to verify the information they
provided – i.e., their backgrounds and employment references

LMC HR Reference Manual,
Chapter 2, Hiring. Section
VII, Background checks and
bonding.

It is best to check with multiple references, including some who the
candidate has not listed, to make sure you are getting a true, complete, and
accurate picture of past performance. Then carefully evaluate and balance
what you are being told. Remember, any one reference you talk with may
have really liked, or really not liked, the candidate; you need a broader
picture. Also be on the lookout for inconsistencies in what the references
shared and the candidate shared in his/her application and interview
responses. Inconsistencies are something to check on but don’t necessarily
mean you shouldn’t hire a candidate. Often there is a good reason for an
inconsistency. It is good to check with both elected officials, and trusted
staff in the candidate’s current city or county. And it is fine to talk with
others, such as the Chamber Executive Director, or even professional peers
from nearby cities.
As with any position, it is also a good idea to complete a criminal history
and financial background review. Many cities have also started to do a
simple public Google search on all finalists for city employment. Ideally, the
city will have a trained person conducting this search who is not a decision
maker, so in the event protected class information is found under this public
search, it will not be passed along to the decision makers.

C. Making an offer
Once everything looks good for your preferred candidate, a contact should
be made to tentatively offer him or her the position. If you are using a
professional recruiter, they will handle this for you. If not, it should probably
be done by the mayor. The administrator will be working for the mayor and
council, so you owe it to him or her and to yourself to establish that
relationship right from the beginning. You may or may not choose to include
a specific salary and benefit package in that initial discussion; however, both
parties should be aware of the range you are considering.

1.
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Once the council and candidate have agreed they are mutually interested in
pursuing an employment relationship, there are a number of benefits and
terms and conditions of employment your candidate will likely want to
discuss. Beyond salary, candidates with a number of years of experience will
probably expect to receive some credit for that experience when it comes to
the vacation and sick leave schedule – i.e., they will not want to start at the
bottom of the schedule.
The manager/administrator may also expect to be reimbursed for
participation in civic organizations, and for the considerable expense of
moving to your community. An automobile allowance or mileage
reimbursement arrangement should be expected. And professionals will also
be looking for financial support for their on-going professional
memberships, involvement, and continuing education programs in
organizations like the International City/County Management Association,
the Minnesota City/County Management Association, and, of course, the
League of Minnesota Cities.
See LMC Salary and Benefits
Survey.

The Survey Navigator for Minnesota Salary & Benefits Survey, link
provided to the left, can help you evaluate what similarly sized cities around
Minnesota are currently paying.
Frequently, the council will want to agree on an initial salary offer but will
give some latitude to the mayor or other designee to negotiate with the
candidate. The council should also discuss in advance what is acceptable as
far as other types of compensation, such as moving allowances, but again,
needs to leave some flexibility to the designee for negotiating the offer.

See LMC information memo,
Governors Salary Cap.
See LMC information memo,
Local Government Pay
Equity Act: An Overview.

A best practices tip is to ensure the salary not only falls below the
Governor’s salary cap (link provided to the left) but also maintains
compliance with the City’s pay equity reporting since Minnesota Rules
require a jurisdiction to “maintain equitable compensation relationships.”
After the city makes its initial offer, the candidate will likely ask for some
time to think it over, and will more often than not come back with a request
that is somewhat higher, at least in some areas, than the city’s initial offer.
Be flexible and realistic in considering the candidate’s counterproposal. It is
unlikely the council will want to approve a compensation package wildly out
of line with community values or what similar cities are paying. On the other
hand, the manager/administrator position is extremely important to the
overall success of your city government, so the council should weigh the
cost/benefit of losing a preferred candidate over small differences, after
spending so much time, effort and money recruiting the candidate. And
“haggling” over small differences can start an important relationship off on
the wrong foot. If both the council and the candidate maintain
professionalism and mutual respect, differences can usually be worked out
and an agreement reached that everyone can feel good about and defend.
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2.

Employment agreement

You will need to decide how the salary, benefits, and other terms and
conditions of employment will be documented. Your city may choose to rely
on standard city personnel policies in all or many of these areas. In this case,
you will at least want to provide a letter of appointment to the candidate.
You should be prepared, however, that your candidate is likely to ask for an
employment agreement. Hiring a city manager/administrator is different
than hiring any other city employee. While other city employees may be
covered by a collective bargaining (union) agreement or civil service rules,
the manager/administrator generally serves “at the pleasure” of the council,
and should be considered an “at will” employee (i.e., the council can
discharge him/her for any or no reason – except as prohibited under federal
or state law, i.e. protected class status such as ethnicity or gender). Granting
the council such discretion preserves the democratic underpinnings of the
council-manager plan and others form of local government where a chief
administrative officer, appointed by the elected officials, exercises a
significant amount of influence and discretion on city policy and
administration.

Minn. Stat. § 465.722.
See HR Reference Manual,
Chapter 3 Section III K 4
Severance pay.

See City Manager or
Administrator Employment
Agreement, LMC Model
Contract.

While as a general principle LMC does not recommend that cities enter
separate employment agreements with individual employees, the top-level
administrative position in the city is very well an exception your council
may wish to consider. In exchange for agreeing to be an “at will” employee,
many, perhaps most, professional managers and administrators will expect
the employment agreement includes a severance clause establishing what
compensation will be provided should the council choose to terminate the
manager/administrator’s services. State law generally limits such severance
compensation to no more than the equivalent of six months wages. Entering
a well-crafted agreement can help avoid a lot of conflicts in the future,
including the chances of a messy and very public dispute or even litigation
should the council terminate the manager or administrator. Refusing to grant
an employment agreement may also mean your city is not able to attract the
desired candidate.
The Minnesota City/County Management Association, in cooperation with
the League of Minnesota Cities, developed and reviewed sample
employment agreement for possible use. If you choose to enter this, or any
other agreement, please be sure to consult extensively with your city
attorney to understand the obligations being created on both parties. Once
the terms of your employment agreement have come together, it is best to
have the city attorney draw up the final document for signature by both
parties. The candidate is likely to have his or her own attorney review it as
well so don’t be surprised or offended if there are still a few details to iron
out.
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IV. Declined offers
It is possible you won’t get your first choice of candidate. That’s why the
city council will want to agree on a second candidate up front. Sometimes,
things just don’t work out, and you’ll need a second choice.

See LMC information memo,
Veterans Preference in
Hiring.

If number two doesn’t work out, the city can go on to number three, and so
forth, as long as the Council feels good about the candidate and believes
he/she will meet the city’s needs well. If the city council is not satisfied with
anyone else interviewed, the council can always go back to that “middle”
pile for another look, and conduct more interviews. Keep in mind selection
of these additional candidates will need to be in accordance with Veteran’s
Preference, if applicable, just like that which was undertaken for the first set
of interview candidates. Or if that doesn’t work, many cities and counties
have had positive experiences completely opening up the process again.
Someone really great who didn’t apply the first time just might be available
now, or be willing to give your city another look. Probably the worst thing a
city can do is to settle for a candidate the council really is not enthusiastic
about. Whoever is serving as your interim city manager/administrator can
probably handle the job for a few more months while the city takes the time
to get the right person.
Hiring a new city manager/administrator is one of the most important
decisions your council will ever make for the city. It will cause the council
to come together in focusing on what’s really important to your community
and to your city government right now. In finding the right person for this
key position, you’ll be well on your way to forging a council-administratorstaff partnership that will undoubtedly lead to great results for your city.
Take whatever time is necessary to do the job right, keep your perspective
and sense of humor, and be professional. You and your constituents deserve
the very best manager/administrator you can find.

V. Further assistance
800.925.1122
651.281.1200
HRbenefits@lmc.org

Please feel free to call on us at the League if we can be of further help.
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Plainview, Minnesota
Position: City Administrator
Location: City of Plainview, Minnesota
Population: 3,335
Salary: $74,471 to $93,089
COMMUNITY INFORMATION
Plainview, Minnesota is a progressive, small town in
southeastern Minnesota located 21 miles from Rochester, the
region’s major metropolitan City. With a population of 3,335,
Plainview offers residents a safe, secure alternative to a more
urban setting. In fact, Plainview was recently named the
safest place to live in Minnesota by AlarmSystemReviews.com.
Incorporated as a City in 1857, Plainview was named from its
location on a plain at a lofty elevation where a “plain view” can
be had of the surrounding area. Plainview is located in
Wabasha County.

ECONOMIC VITALITY
Plainview is the agricultural hub of Wabasha County.
Lakeside Foods, Inc. and Plainview Milk Products are major
food processors that market locally-grown and produced
products nationally and internationally. ABA Water
Systems, Inc. and AWB Beadblasting are two companies that
provide components and services to high-tech
manufacturers throughout the United States. Overall, more
than 100 businesses in Plainview provide jobs to about
1,500 employees.

EDUCATIONAL OPPORTUNITIES
Public education in the City is provided by the Plainview-ElginMillville (P-E-M) Public School District. The District operates three
facilities including an elementary school, a junior high school, and a
high school. The elementary school and high school are located
right in the City of Plainview, while the junior high school is located
in nearby Elgin.

A private school option is also available right in the City. Immanuel
Lutheran School is a private K-8 school that teaches all the
standard elementary school subjects that are taught through the public school system, but religious
education is added.

HEALTHCARE
Mayo Clinic Health System in Plainview provides a full range of quality,
local healthcare services for patients of all ages. Residents of the City have
access to services including anticoagulation, family medicine, laboratory
and pathology services, obstetrics and gynecology, radiology and imaging,
and women’s health.
Also providing healthcare in the City is Olmsted Medical Center’s Plainview
Branch Clinic. An entire spectrum of family medicine services are provided
through this clinic to the residents of Plainview.

RECREATIONAL OPPORTUNITIES
Plainview offers its residents and visitors plenty of opportunity for
fun and adventure. Plainview’s eight parks offer walking/biking trails,
picnic areas, play equipment, tennis courts, softball diamonds, and an
archery range. The walking trail is one of the most used recreational
facilities in the City. The blacktop paved trail is almost a mile in
length. There is also a 9-hole regulation length golf course adjacent to
the City for folks to enjoy as well as a City-operated swimming pool.

The City offers artistic opportunities and resources to members of the
community and surrounding areas. The Plainview Community Theater offers musical productions held
each fall. The Rural America Writers’ Center, a community based arts organization, is a regional hub
for aspiring writers and playwrights.
The City is also just fourteen miles from hunting, fishing, and boating on the Mississippi River, five
miles from the Whitewater and Zumbro River Valleys, and the Carly and Whitewater State Parks are
within fifteen minutes of the City.

THE ORGANIZATION
Local government provides a variety of services in
Plainview. Decisions about how those services are
provided are made by a five-member City Council, which
has the power to draft and approve ordinances that
regulate a variety of activities within City limits.
Plainview’s Mayor and Council members also oversee the
delivery of government services by City staff in City Hall
including the EMS Department, Fire Department, Police
Department, Public Works Department, the Library,
Utility services, and the Economic Development Authority (EDA). In addition, the City operates a
Municipal Liquor Store which generates revenue for the City.
The City Administrator is the Chief Executive Officer of the City and is responsible for advising the City
Council on needed legislation for the welfare of the citizens of Plainview and for the smooth operation
of the City government.

ORGANIZATIONAL STRUCTURE
Mayor and City Council

CITY ADMINISTRATOR

Library

Civil Defense

Public Works

Administration

Police

Ambulance

Fire

Liquor Store

Librarian

Director

Director

Administrator

Police Chief

Director

Fire Chief

Manager

Dept. Staff
Ass. Librarian
3 Part Time

Dept. Staff
None

Dept. Staff
4 Full Time
5 Seasonal

Dept. Staff
Clerk/Treasurer
Deputy Clerk
Adm. Assistant

Dept. Staff
8 Part Time
6 Full Time

Dept. Staff
25 Volunteers

Dept. Staff
Ass. Chief
22 Volunteers

Dept. Staff
3 Part Time
1 Full Time

Department
Responsibility
Information

Department
Responsibility
Emergency Mgmt.

Department
Responsibility
Streets
Traffic Control
Water
Sewer
Recreation
Cemetery

Department
Responsibility
Planning/Zoning
Building Permits
Utility Billing
Accounting/Finances
Personnel
Legal

Department
Responsibility
Police Protection
Traffic Control
School Liaison

3 Full Time EMTS

Department
Responsibility
Medical Services
Training Institutes

Department
Responsibility
Fire Protection

Department
Responsibility
NonTax Revenue

BUDGET SUMMARY
2015 Actual

2016 Actual 2017 Budget 2018 Budget

43,237
454
439,000
722,628
407,080
1,707
69,366
27,900
62,149
237,918
1,094
141,627
181,772
288,583
16,627
6,600
64,500
62,689
450
110,000
39,819
450
16,000
3,975
2,945,624

30,433
10,864
859,038
832,391
108,424
3,139
402,896
51,681
65,680
216,771
8,609
124,162
202,439
374,675
43,385
6,600
58,000
42,515
0
115,000
37,569
450
16,000
3,375
3,614,095

280,717
11,800
573,364
855,342
128,450
7,000
602,949
95,597
42,800
222,086
5,835
127,410
155,615
510,509
43,985
6,600
68,000
33,990
450
115,000
36,419
450
16,000
2,776
3,943,144

40,418
1,800
523,758
859,914
128,721
3,087
545,282
83,265
47,800
217,077
3,500
126,293
177,120
595,087
35,075
6,600
68,000
31,950
450
120,000
34,119
450
19,000
2,176
3,670,942

(141,357)
365,492
224,135

(450,857)
369,110
(81,747)

(419,250)
441,276
22,026

(457,085)
393,265
(63,820)

(997,494)
866,768
(130,725)

(1,078,334)
985,510
(92,824)

(1,013,000)
1,083,743
70,743

(1,160,000)
954,087
(205,913)

(719,992)
661,441
(58,551)

(693,085)
761,496
68,411

(638,950)
656,284
17,334

(721,650)
674,833
(46,817)

Expenses
City Council
Elections
Administration
Police
Fire
Emergency Management
Public Works
Ice & Snow
Economic Development
Library
Ice Rink
Pool
Parks
Ambulance
Cemetery
Fire Relief
Pool Construction Bonds– Principal
Interest
Fees
Street Reconstruction Bonds– Principal
Interest
Fees
Ambulance Building Bonds– Principal
Interest
Total Funding Required
Water
Total Revenues
Total Expenses
Net Cost (Profit)
Sewer
Total Revenues
Total Expenses
Net Cost (Profit)
Liquor
Total Revenues
Total Expenses
Net Cost (Profit)

ADMINISTRATOR CORE DUTIES
•

Performs or effectively recommends the hiring, transfer,
suspension, promotion, discharge, assignment, reward,
discipline, direction of work, and adjustment of grievances of
subordinate personnel.

•

Ensures the City Council is fully advised of the financial
condition and needs of City, and prepares and submits
annual budget and audit to the City Council. Effectively
manages City funds and assets to ensure effective investment
of available funds. Evaluates performances and results in
accordance with overall City objectives and makes
appropriate recommendations. Plans, develops, and implements sound financial accounting
policies, practices, and controls. Develops and evaluates policies and procedures relating to overall
financial management of the City. Oversees and prepares comprehensive annual financial report
and annual budget and submits to regulatory agencies.

•

Attends City Council meetings and presents information and recommendations deemed necessary
or as requested by members of the City Council.

•

Requires and reviews regular and comprehensive management reports from all departments.

•

Keeps informed about the issues discussed by boards and commissions. Attends and participates in
professional groups and committees.

•

Develops and implements administrative policies and guidelines in cooperation with the City
Council. Advises department heads and other employees as to administrative procedures and
policies. Evaluates performance and results in accordance with overall City objectives and makes
appropriate recommendations.

•

Recommends to City Council for adoption such measures deemed necessary for the welfare of City
residents and the efficient administration of City affairs.

•

Plans and carries out all capital improvement projects and service programs. Serves as chief
project and program director for the City.

•

Establishes and oversees annual and long-range work programs and planning for the City.

•

Ensures all actions and contracts, including labor contracts involving the City of Plainview, are
legally sound. Seeks and procures legal consultation as necessary.

•

Oversees development and negotiation of vendor contracts and ensures services are in compliance
in all areas. Oversees performance terms and conditions for all City contracts.

•

Oversees and participates in resolution of inquiries and complaints from the public and other
organizations. Establishes, monitors, and evaluates progress
towards goals and objectives of City Administration and the
City.

•

Facilitates problem solving at all levels in the City; works
with department heads and senior management to ensure
effective coordination and cooperation among departments;
coordinates continuous review of interdepartmental
processes for quality control and improvement; responds to
inquiries from the general public regarding issues
unresolved at departmental levels.

DESIRED ADMINISTRATOR ATTRIBUTES
•

Be a strong, fair, and effective leader.

•

Have a demonstrated ability to professionally lead people by outlining expectations and holding
people accountable.

•

Be trustworthy and dependable.

•

Possess excellent oral and written communication skills.

•

Be available to staff, Council, and the citizens.

•

Have the ability to make changes that are accomplished through
teamwork and people pulling together.

•

Be a skilled negotiator.

•

Serve the citizens with a professional demeanor.

•

Be passionate about the City of Plainview.

•

Have a sense of humor.

GOALS AND PRIORITIES
•

With the City Council, establish a strategic vision that establishes priorities and charts the
organizational course for several years.

•

Develop a strategy to update the comprehensive plan and land use code.

•

Establish relationships with businesses in the community.

•

Evaluate processes throughout the organization to ensure services are provided efficiently and
effectively.

•

Establish and maintain relationships with the Economic Development Authority and other related
partner organizations.
Help the Council develop a vision for residential
and business growth in the community.
•

With direction from the Council, help develop
needed organizational groups such as a Parks and
Recreation Board.
•

Develop a capital improvement plan that
includes long-term capital investments and funding
sources.
•

POSITION ANNOUNCEMENT
CITY ADMINISTRATOR: CITY OF PLAINVIEW, MINNESOTA
SALARY RANGE: $74,471 TO $93,089
Plainview, Minnesota is a progressive, small town in southeastern
Minnesota. With a population of 3,335, Plainview offers residents a
safe, secure alternative to a more urban setting.
Minimum requirements for the position include a four-year
bachelor’s degree in Public Administration or related field, and five
years of municipal government and/or similar public/private experience with proven capabilities in
strong leadership, problem solving, strategic thinking, and knowledge of governmental operations.
The position profile is available at https://www.daviddrown.com/active-job-searches.
To apply, go to https://daviddrown.hiringplatform.com/16665-plainview-city-administrator/42929application-form/en, and complete the process by November 21, 2017. Finalists will be selected by the
City Council on December 12, 2017. Final interviews will be held on January 8, 2018.
Please direct questions to Gary Weiers at gary@daviddrown.com or 612-920-3320 x109.

DDA Human Resources, Inc.
Faribault Office
1327 Merrywood Court
Faribault, MN 55021
Phone: 612-920-3320
Fax: 612-605-2375
gary@daviddrown.com
www.daviddrown.com

The City of Otsego is seeking
a Team-Centered, Mentoring
Leader to be their next

City Administrator.

City of Growth
Otsego is a rapidly growing , newly formed (1991) city nestled
beside two rivers and beautiful rolling hills. It is a multigenerational community that is attracting young families and new
businesses. Citizens and business owners alike recognize there’s a
sense of community not commonly found in today's
suburbs. You’ll find both excitement for the current and potential
success in the business community, which has exploded in recent
years and continues to be strong.
With a growing population of almost 16,000, Otsego is adjacent to
TH101 and Interstate 94; and nearby US169 and US 10. These
main arterials provide fast and easy access to the greater
metropolitan area. The easy highway access has made Otsego an
ideal location for home buyers, industry, and commercial
businesses. With new schools and homes being constructed,
Otsego is expected to continue to grow quickly. The population is
estimated to double in the next 12 years. The City also unique with
five zip codes in use throughout the City.

Schools
City of Otsego students are provided
education by 3 school districts including Elk
River, St Michael/Albertville, and Monticello.
ISD 728 School District is the largest. The
District broke ground last spring on the
Otsego E-8 School, the district’s newest
building located in western Otsego. It will be
the third school in the City and first building
to house early education learners, K-5
students as well as middle school students.
The new school is scheduled to be completed in time for the 20172018 school year.

Parks and Recreation
The City of Otsego has nine city parks with two more underway,
sponsors four community events each year, plans and promotes
recreation activities within the City. The City also has a "Pride in
Our Parks" program, which is an Adopt-A-Park program for
individuals, families and groups of all sizes interested in
volunteering.

Public Safety
The City of Otsego coordinates with Wright County and
surrounding Fire Departments in all phases of emergency
management. The City works together with the Wright County
Sheriff’s Office to provide contracted local police protection
services 24/7. This approach provides a high level of protection in
the most cost effective manner. An important part of their service
to Otsego is that Wright County Sheriff’s Office assigns individual
Deputies to regular patrol shifts within the City so that they
become familiar with the community and any local issues that
require more directed attention. The Wright County Sheriff’s
Deputies utilize office space at Prairie Center to more efficiently
complete their duties while being readily available to respond to
caller requests for service. The City contracts through Elk River,
Albertville, and Rogers for fire protection.

Professional Characteristics







Otsego’s next City Administrator will encourage
exceptional customer service to residents,
developers, city officials, and the general public




Do what is right without caving in to pressure from others.
Honest, hard working, goal driven, works well with others in
the team.
Willing to listen and keep same lines of communication with
staff and council so we are all on the same page.
Hold people accountable while allowing staff to do the jobs
they were hired to do.
Willing to take an active role at public meetings to help shield
the Mayor and Council at times.
Someone who is amiable and approachable who reaches out
to people and is above all, a fair person with good judgement.
Understand that with hard work comes the need to enjoy the
environment and have fun.
The Administrator will expect great things from staff and also
support them publically.

Background sought for the ideal candidate



Extensive knowledge of city operations such as municipal
finance, public works, public safety, community development,
human resources, culture and recreation, and public utilities
Knowledge of pertinent federal, state, and local laws
ordinances, statutes, and regulations

Areas of Strong Emphasis for Experience or Expertise









Performance evaluation, staff development, team building
Strategic thinking/planning
Budgeting preparation and presentation (especially the ability
to build connections to strategy)
Understand public financing techniques (TIF, bonds, grants,
etc.
Economic, housing, and commercial development
Working with the County and adjacent communities
Involvement in professional and community organizations
Comprehensive planning

Areas of Working Knowledge



The Ideal Administrator—Candidate
Otsego is seeking a new Administrator who will be the
consummate professional, leading with honesty and integrity
while continuing to build on the team-oriented culture. They
will have the ability to exercise resourcefulness in solving
problems. They will communicate clearly, professionally,
effectively, and precisely using tact and diplomacy both verbally
and in writing.
As the City continues to grow and the Administrator will help
staff continue to develop professionally while maintaining the
“small–town” feel. The new Administrator will engage the
employees and use their expertise to enhance services while
keeping the team informed as to the strategic importance and
mission critical work they are doing. A management style that
expects everyone to develop skills, understand roles, have
clarity of direction and then let people do their work with a
significant amount of autonomy.

Planning and Zoning
Ability to understand, manage, and communicate complex
ideas, projects, and situations

Background Requirements




Bachelor’s Degree ( Master’s Preferred) in public
administration, political science, business management or a
closely related field from an accredited college or university
2-5 years of experience in municipal government, with a
record of increasing responsibility
Experience in a rapidly developing city is desired

Other Major Job Functions:
Financial Activities




Prepare and submit for Council approval annual
operating and capital improvement budgets/plans
Monitor overall City financial condition and
ensures that the City Council is informed of
financial condition and matters
Follow all finance laws and policies

Public Relations and Liaison Activities

The Position




The City Administrator serves as Chief Administrative Officer
for the City. Responsible for the daily administration and
coordination of all City matters in accordance with the goals,
objectives, and directives of the City Council, the City Code
and applicable laws.

Specific Duties Include:
















Implement and enforce the City’s laws and ordinances,
recommend changes to the City Council
Develop, recommend, and implement administrative
procedures, rules, and guidelines as necessary for the
efficient, effective, and proper functioning and
coordination of the City’s affairs consistent with all laws,
ordinances, and policies
Attend and participate in City Council, subcommittee,
joint powers boards, advisory committee, and other
meetings as directed by the City Council
Consistently make recommendations to the City Council
on City matters as necessary, to enhance the efficiency
and effectiveness of the administration of the City, to
protect the City from liability, and for protecting and
enhancing the health, safety, and welfare of the
community
Prepare agendas and supporting material for City Council
meetings
Monitor operations to ensure compliance with applicable
laws, regulations, rules, and ordinances
Keep the City Council updated and informed on the
activities of the City
Provide leadership and direction in the operational and
strategic business of the City
Regularly evaluate operations and services to identify
areas for continuous improvement
Lead management team
Lead strategic planning efforts of the City
Oversee general administration of the City




Represent the City at functions as City
representative
Serve as liaison to other government entities,
community organizations, and the business
community
Promote cooperative partnerships and
relationships with businesses and organizations
Serve as primary staff media contact; prepare
press releases and other public relations material

Economic Development and Redevelopment



Actively lead and oversee economic development
initiatives and projects
Negotiate complex development agreements

Supervision and Personnel Activities








Directly and indirectly supervise and direct staff
and work to ensure that it is done accurately and
timely
With assistance of Human Resource
Generalist/Deputy Clerk, ensure that all employee
performance reviews are completed timely
Perform annual performance reviews of all
employees supervised
Recommend discipline and pay increases
Supervise and direct all City Council appointed
consultants
Interview and make hiring recommendations
Handle and resolve complex human resources
matters

General






Provide exceptional customer service to residents,
developers, city officials, and the general public
Make decisions that are always in the best interest
of the City
Treat fellow employees with respect and integrity
Promote a positive and motivating environment
Perform other duties and projects as assigned

Organization

Organization Culture

The City of Otsego operates under a
Council-Administrator form of
government that consists of a Mayor and
four Council members at large who serve
four-year staggered terms with elections
in even-numbered years.

The staff team is a close-knit group
that is working as a cohesive unit.
They tackle issues and projects with
professionalism and with the attitude
that everyone has something
important to contribute. There is
genuine care and concern for each
other, and a sense of fun working
together.

Advisory Commissions to the City
Council:
Heritage Preservation Commission
Parks & Recreation Commission
Planning Commission
Public Safety Commission
Under the direct supervision of the City
Administrator are the City Clerk, Finance
Director, Parks and Recreation Manager,
Street Operations Manager, Utility
Operations Manager, Contracted
Services, and all City staff indirectly.
General Fund Budget: $5,040,565

The City has long-term relationships
with their consulting
‘staff’ (engineering, planning,
attorney) that are considered to be
every bit a part of the team as
anyone who works directly for the
City.

Priorities and Current Projects
















The Council members treat each
other with great respect; sharing
differences of opinion in the spirit of
arriving at the best possible outcome. 
Most votes on the council are 5-0, but
when there is an occasional split,
there is support to proceed with the
majority.

Setup communications and expectations
with city employees
Become familiar with the city functions,
budget and finances; concerns, and policies.
Define organizational structure and examine
staffing
Become familiar, and continue with recodification of City code
Deal with proposed Joint Powers fire service
Industrial/Commercial Site Development
Organize a Strategic Planning session to
develop a vision for the future of Otsego
and plan to achieve it
Waste Water System Master Plan
Water Tower Number One Repair &
Painting
Norin Landing
Lefebvre Creek Greenway
Annual Street Renewal Projects
Kadler Avenue Watermain Extension
85th/MacIver Avenue Extension Projects
West Wastewater Treatment Facility
Digester Expansion (nearing completion)
East WWTF Oxidation Aeration
Improvement Project (nearing completion)

Otsego Citizens
Advisory Commissions

City Council

Planning
Parks and Recreation
Public Safety
Heritage Preservation

City Administrator

City Clerk

Professional Services

Parks & Recreation

Public Works

Elections
Human Resources
Payroll

Planning
Legal
Engineering

Parks and Trials
Recreation
Prairie Center

Street Maintenance
Fleet Maintenance
City Buildings

Public Safety

Administrative Services

Public Utilities

Police
Fire
Building Inspections

Elections
Finance
Utility Billing
Information Technology
Customer Service

Water
Sanitary Sewer
Storm Water

City of Otsego, Minnesota
City Administrator
Salary Range: $104,775 - $130,170

Announcement
City Administrator; City of Otsego, Minnesota (pop. nearly 16,000).
Salary range: $104,775-$130,170.
The City of Otsego is seeking a strong, positive, experienced, and
well-rounded professional for City Administrator. The ideal
candidate has demonstrated his/her ability to collaborate
effectively with elected officials, city staff, and community
stakeholders. The candidate will have demonstrated management
success in a comparable organization of similar complexity, an
interest and desire to serve the needs of vibrant, growing
community, and the ability to function in a fast-paced and changeoriented environment.
Candidates for the City Administrator position should possess a
Bachelor’s Degree (Master’s preferred) in Public Administration,
Finance, Planning, or closely related field plus a minimum of 2 - 5
years’ experience in municipal government with a record of
increasing responsibility. Qualified candidates will possess
extensive knowledge of city operations.
Position Profile available at www.hue.life. Send resume, letter of
interest, and list of five references via email by 02/26/17 to:
Otsego@hue.life. Please direct questions to
richardfursman@hue.life or (651) 338-2533. For additional
information about Otsego please visit http://www.ci.otsego.mn.us/

TIMELINE
February 26
Deadline for Applications

March 20
Present Candidates
Selection of Finalists

March 31/April 1
Council Interviews
Finalists

April/May 2017
New Administrator Starts

Out of Town Candidates: The City will
reimburse usual and customary travel
related expenses for out of town candidates
coming to Otsego for interviews. Candidates
will also be provided lodging if necessary.

The City of Belle Plaine, Minnesota
is seeking a

City Administrator
THE COMMUNITY
Conveniently located between Minneapolis and Mankato, the City of Belle Plaine, Minnesota (population
6,900), is the perfect place to experience living in a friendly, close knit community while enjoying the nearby
amenities of larger cities. On U.S. Highway 169, Belle Plaine is 40 miles south of Minneapolis and 40 miles north
of Mankato. Belle Plaine has an area of 6.11 square miles. A predominantly residential community, Belle Plaine
has a charming, historic downtown and is home to major employers including The Lutheran Home Association,
Cambria Corporate Offices, Coborn’s Superstore and the Belle Plaine Public Schools.
Belle Plaine has many attractions from Belle Plaine Tiger Park, a first-class amateur baseball field, to historic
buildings including the picturesque Episcopalian Church built in 1855 and the Hillstrom Historical House built in
1871. Residents and visitors alike can enjoy the tranquil setting of Townsend Park, located in the City’s
downtown area. For those who appreciate the out-of-doors, the Minnesota Valley Trail offers horseback riding,
snowmobiling, hiking, cross-country skiing and mountain biking. This trail, which follows the Minnesota River,
runs from Belle Plaine to Chaska and then connects with a paved path from Chaska to Shakopee.
The Belle Plaine Independent School District No. 716 educates approximately 1,500 students in grades K-12.
Two elementary schools provide instruction and educational programming for students in pre-school through
sixth grade. Belle Plaine Junior/Senior High School serves students in grades seventh through twelfth.
Belle Plaine is well served by the Mayo Clinic Health System and Ridgeview Medical Services; both offer
residents convenient family medicine at the local clinics. The Lutheran Home Skilled Care Center offers the
community transitional care, wellness and rehabilitative therapies, long-term care, memory care and adult day
programs.
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THE ORGANIZATION
The City of Belle Plaine operates
under the council-administrator form
of government. The City Council
consists of a mayor and four at-large
council members. The Mayor is
elected to a two-year term, while City
Council members are elected to
alternating four-year terms.
The City Administrator reports to the
City Council and provides support and
policy recommendations. This
position leads and collaboratively
works with staff to implement Council
policies and decisions and provide
regular Council updates.
Belle Plaine’s motto, “A City That
Works,” is best exemplified by the
2016 completion of the Enterprise
bridge over U.S. Highway 169, an
infrastructure project that connects
the east and west parts of the City.
The City undertook this project
without state or county funding.
Belle Plaine’s total budget for 2017 is
$9.6 million. This amount includes all
budgeted funds for the City. The
City’s credit rating was recently
upgraded to AA- by Standard and
Poor’s, an indication of its excellent
financial condition and its prudent,
careful and conservative approach to
financial management.

THE POSITION
The City Administrator provides organizational leadership and
managerial direction as the City’s chief administrative officer. The
position performs all duties of an administrator of a statutory city as
provided by state law and is responsible for the implementation of City
Council ordinances, regulations, resolutions, and policies and for the
administration and direction of all programs and functions of
government under the jurisdiction of the City Council. The City
Administrator oversees the work of staff either directly or through
department supervisors.
Other duties performed by the City Administrator include:


Planning, coordinating and directing the implementation of
operational and strategic priorities among all departments to
deliver high quality services efficiently and effectively.



Working closely with the Finance Director and department heads to
develop and present the proposed annual budget and capital
improvement plan to the City Council.



Overseeing the City hiring process and acting as final authority on
personnel actions, subject to approval of the City Council on hiring,
severe disciplinary action and dismissal.



Responsibility for all personnel policies and actions, including
conducting conducts employee performance evaluations and
negotiating labor agreements.



Representing the City in meetings with various community, regional
and state agencies and with the League of Minnesota Cities and the
Scott County Association of Leadership and Efficiency (SCALE) as
appropriate.

The City has a total of 28 full-time and
37 part-time employees organized
into five departments: Community
Development, Finance, Fire, Police
and Public Works, including water,
sanitary sewer and storm water
utilities. Ambulance services are
provided under contract by Ridgeview
Medical Center. Library services are
provided by Scott County.

2

Desired Capabilities



















Progressive, brings a fresh perspective
and big picture approach.
Inventive problem-solver, open to new
ways of streamlining services.
Demonstrates initiative and a
willingness to take on new and
sometimes complex issues.
Makes a professional commitment to
the City and provides continuity.
Visible and approachable, recognized in
the community.
Open and honest communicator,
provides timely, reliable information to
all Council members.
Engages the City Council; provides wellresearched options and professional
recommendations.
Self-assured and confident;
diplomatically takes a stand without
acquiescing to special interests.
Interacts easily with citizens; takes a
genuine interest in their concerns.
Projects a positive, professional
demeanor; resilient in the face of
setbacks.
Uses the expertise of others and
effectively manages staff; skilled in
setting expectations, delegating work
and holding staff accountable.
Collaborative approach working with
service organizations, other local
governments and City stakeholders.

LEADERSHIP OPPORTUNITIES
City roles and relationships
Establish relationships and build credibility with the City Council and staff.
Clarify roles and responsibilities to support City policy development and
implementation.
Unified workforce
Provide leadership to build a cohesive department team. Create shared
goals and inspire staff. Lead by actions and demonstrate exemplary skills.
Economic development
Review City development processes and programs to identify ways the City
can have a greater impact in increasing economic development. Establish
relationships with other entities, such as DEED, and take an active role in
promoting business retention and expansion.
Comprehensive Plan update
Participate in the Comprehensive Plan update to identify future community
needs and directions.
Communication
Strengthen communications with citizens using electronic media and
traditional methods to reach out to the residents and businesses within the
community. Communicating the City’s message is an important goal.
Relationship-building
Establish an effective working relationship with Scott County, neighboring
cities and townships, and regional and state agencies to help the City
develop initiatives and accomplish strategic goals.
Service delivery review
Partner with the City Council and staff to develop an operational plan for city
services that considers staffing needs and workforce planning and balances
fiscal realities with customer service and efficient delivery system models.
Facilities plans
Assess the condition of municipal facilities and conduct a space needs study
to identify future needs; priorities and funding sources.
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COMPENSATION AND BENEFITS

POSITION REQUIREMENTS

The annual salary range for this position is $88,098.57—
$116,687.66 dependent upon candidate education and
experience. The City provides a rich employee benefit
program that includes 100 percent single and 90 percent
family health insurance coverage with no deductible. Single
and family dental insurance coverage is provided, including
orthodontia expenses for dependents ages 18 and under.

Bachelor’s degree in public administration,
business or a related field, master’s degree
preferred, progressively responsible
administrative and /or managerial experience in a
comparably sized public, non-profit or private
sector organization required. Qualified candidates
will have considerable knowledge of municipal
operations, a strong background in finance and
economic development and experience managing
employees and working with a city council or
equivalent governing body. Strong interpersonal,
communication and presentation skills required.

APPLICATION AND SELECTION PROCESS
Qualified candidates please submit your cover letter and
resume online by visiting our website at https://springstedwaters.recruitmenthome.com/. This position is open until
filled; however, first consideration will be given to resumes
received by November 13, 2017.
Following this date, applications will be screened against
criteria outlined in this brochure. On-site interviews will be
offered to those candidates named as finalists, with reference
checks, background records checks, including credit history,
and academic and employment verifications conducted after
receiving candidates’ consent. For more information, please
contact Sharon Klumpp at sklumpp@springsted.com or by
calling 651.223.3053 (office) or 651.270.6856 (mobile).
The City of Belle Plaine is an Equal Opportunity Employer.

Springsted Incorporated
380 Jackson Street
Suite 300
Saint Paul, MN 55101

Phone: 651.223.3000
Fax:
651.223.3002
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1/11/2018

CITY OF FOREST LAKE
JOB DESCRIPTION
POSITION:
DEPARTMENT:
LOCATION:
IMMEDIATE SUPERVISOR:
HOURS WORKED:

CITY ADMINISTRATOR
ADMINISTRATION
CITY HALL
CITY COUNCIL
40 + HOURS PER WEEK

SUMMARY
Responsible for planning, organizing, directing and coordinating the daily operations of all City
departments and functions, including Administration, Finance, Building, Planning, Engineering, Public
Works, Public Safety, Fire and City Facilities and to provide information and support to the City Council
and advisory commissions.

ESSENTIAL FUNCTIONS
















Plans, organizes and directs City affairs to ensure a coordinated and efficient effort to meet the
goals and objectives established by the City Council and various Boards and Commissions.
Monitors operations to ensure compliance with applicable laws, regulations, rules, policies and
ordinances.
Establishes goals, programs and objectives and prepares reports to the City Council.
Prepares operations and capital budgets, including recommendations for tax levies and utility rates
and submits to the City Council for consideration.
Monitors City budgets throughout the year for compliance and financial viability.
Performs analyses and administers long-term finance alternatives, including bonds, T.I.F. monies
and investments.
Oversees the preparation of ordinances, resolutions and policies for City Council consideration
and implementation.
Implements, interprets and applies City Council actions, directives and policies.
Attends and participates in all City Council, EDA meetings and various special meetings
involving City’s development as needed.
Interacts directly with the public to communicate the goals and priorities of the City Council;
solicits feedback on City issues; and resolves concerns.
Administers planning, zoning, development and redevelopment issues including code compliance,
development agreements, public financial assistance recommendations and activities for
community enhancement.
Negotiates and implements City contracts including labor contracts.
Represents management in negotiating collective bargaining agreements and attends and
supervises labor management committee meetings.
Analyzes wage and salary reports and data to determine competitive compensation plan.

OTHER DUTIES AND/OR RESPONSIBILITIES
Responsible for the overall direction, coordination, and evaluation of the City. Carries out supervisory
responsibilities in accordance with City policies and applicable laws. Other responsibilities include
interviewing, hiring, evaluating performance, disciplining, grievances, complaints and resolving problems
of employees. Supervises organization of elections.

EDUCATION AND/OR EXPERIENCE REQUIRED
Bachelor’s degree (B.A.) in Public or Business Administration or related field; three to five years
experience working with local government; or equivalent combination of education and experience. A
Master’s degree (M.A.) in Public Administration or related field is preferred.
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REQUIRED KNOWLEDGE, SKILLS AND ABILITIES
















Ability to effectively recommend: hiring, suspending, promoting, demoting and discharging
employees.
Ability to read, analyze, and interpret documents, procedure manuals, plans and specifications,
contracts, codes, statutes, ordinances and resolutions, technical journals, financial reports and legal
documents.
Ability to communicate effectively both orally and in writing with elected and appointed officials,
volunteer departments, and the general public.
Ability to respond effectively to the most sensitive inquiries or complaints.
Skill in negotiating various types of contracts.
Ability to make arithmetic computations; rates, ratios, percentages.
Ability to read and interpret financial data including budgets, tax information and development
finance analysis.
Knowledge of budgeting, budget control, accounting and government finance.
General knowledge of computer operations.
Ability to review and interpret property development plans.
Skills in communication, facilitation, conflict management and mediation.
Ability to establish working relationships with elected officials, staff, citizens and other public
officials.
Knowledge in Tax Increment Financing, bond ratings and investments.
Knowledge of the laws, rules and regulations applicable to City government.
Skills in supervising employees and consultants.

PHYSICAL REQUIREMENTS





Speak, read, write and understand English.
Hearing normal or corrected to normal.
Eyesight 20/40 or corrected to 20/40. May entail distance vision, color vision, peripheral vision,
and depth perception.
Stand, walk, bend, stoop, squat, crouch, kneel, balance or reach as required.

