
§ 30.13 GOVERNING BODY.

(A) Governing body. The governing body consists of a Mayor and five Aldermen who are elected by the 
qualified voters of the municipality. The terms of office of the Mayor and Council Member of the city shall be 
two-year staggered terms of office, and un�l successors have qualified. 

(B) Mayor—Powers and du�es. The Mayor shall have all powers and du�es explicitly conferred upon 
them by Tex. Local Gov't. Code, §§ 22.037, 22.038, 22.042, and 102., but shall have no implied powers unless 
specifically granted to them by state statute or the City Council by resolu�on or ordinance. 

The Mayor is the Chief Execu�ve Officer of the municipality. The Mayor shall at all �mes ac�vely ensure that 
the laws and ordinances of the municipality are properly carried out. The Mayor shall perform the du�es and 
exercise the powers prescribed by the governing body of the municipality. 

The Mayor shall inspect the conduct of each subordinate municipal officer and shall cause any negligence, 
carelessness, or other viola�on of duty to be prosecuted and punished. 

The Mayor shall give to the governing body any informa�on, and shall recommend to the governing body any 
measure, that relates to improving the finances, police, health, security, cleanliness, comfort, ornament, or good 
government of the municipality. 

The Mayor may administer oaths of office. 

In the event of a riot or unlawful assembly or to preserve the peace and good order in the municipality, the 
Mayor may order and enforce the closing of a theater, ballroom, or other place of recrea�on or entertainment, or a 
public room or building and may order the arrest of a person who violates a state law or a municipal ordinance in 
the presence of the Mayor. 

The Mayor shall preside at all mee�ngs of the governing body of the municipality and, except in elec�ons, 
may vote only if there is a �e. 

The Mayor is generally recognized as the ceremonial and governmental head of the City for most purposes. 

The Mayor may call a Special Council mee�ng on the Mayor's own mo�on and shall call a Special Council 
mee�ng on the applica�on of three Council Members. Each member of the governing body, the secretary, and the 
municipal a�orney must be no�fied of the Special Council mee�ng. The no�ce may be given personally or le� at 
the person's usual place of residence. 

The Mayor shall allow a Council Member to add items to a Regular Council mee�ng agenda. 

A Mayor may add items to a Special Council mee�ng agenda in which they called, and may add items to any 
Regular Council mee�ng agenda. 

The Mayor's primary func�on is to carry out the legisla�ve responsibili�es they share with other members of 
Council: iden�fying the needs of the City, developing programs to sa�sfy those needs, and evalua�ng the extent to 
which municipal services reflect the policy goals of the Council. 

The Mayor shall not have the power to expend funds of the City, sign agreements binding the City, or 
otherwise take any other ac�on on behalf of the City without the express approval of the City Council. 

The Mayor is hereby expressly authorized to expend funds in the daily opera�on of the City as they relate to 
payroll and accounts payable consistent with the approved annual budget, as it may be amended from �me to �me 
by the City Council. 

In support of Council, the Mayor may create addi�onal du�es assigned to city staff. 
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Nothing in this Sec�on is intended to alter the authority of the Mayor Pro Tempore under Tex. Local Gov't. 
Code, § 22.037 "if the Mayor fails, is unable, or refuses to act." 

(C) Mayor pro tempore. At each new governing body's first mee�ng or as soon as prac�cable, the 
governing body shall elect one alderman to serve as president pro tempore for a term of one year. If the 
Mayor fails, is unable, or refuses to act, the president pro tempore shall perform the Mayor's du�es and is 
en�tled to receive the fees and compensa�on prescribed for the Mayor. If the Mayor and the president pro 
tempore are absent, any alderman may be appointed to preside at the mee�ng. 

(D) Council Members—Powers and Du�es. Council Members shall have all powers and du�es explicitly 
conferred upon them by Tex. Local Gov't. Code, §§ 22.037, 22.038, 22.042, 22.071, 22.072 and 102., but shall 
have no implied powers unless specifically granted to them by state statute. 

Council Members may add items to the Regular Council mee�ng agenda, and may add items to a Special 
Council mee�ng agenda in which they called. 

The governing body of the municipality shall meet at the �me and place determined by a resolu�on adopted 
by the governing body. 

The governing body shall determine the rules of its proceedings and may compel the a�endance of absent 
members and punish them for disorderly conduct. 

A Council Member shall be fined $3.00 for each mee�ng that the Council Member fails to a�end unless the 
absence is caused by the Council Member's illness or the illness of a family member. 

Council may describe by resolu�on or ordinance the du�es and powers of the Mayor, not otherwise granted 
to that posi�on by State Statute. 

The governing body by ordinance shall provide for the elec�on or appointment of other municipal officers. 

The governing body may confer on other municipal officers the powers and du�es of an officer. 

The governing body may prescribe the powers and du�es of a municipal officer appointed or elected to an 
office under Chapter 22 whose du�es are not specified under that code. 

Council Members are the city's legislators. Their primary duty is policy making, which includes iden�fying the 
needs of local residents, formula�ng programs to meet the changing requirements of the community, and 
measuring the effec�veness of ongoing municipal services. Council Members provide direc�on and leadership, 
deciding what needs to be done and planning for the future of the City and its residents. 

Council Members also perform the following du�es as the governing body: 

(1) Regulator—The Council exercises regulatory powers over the conduct and property of its 
ci�zens. It has the power to declare certain conduct to be criminal, to require that certain businesses 
and ac�vi�es be licensed, and to tell property owners how and for what purposes they may use their 
property. 

(2) Financier—The Council may levy taxes, assess fees and charges, and sell bonds in order to 
finance the many func�ons of the city government. The council also has to budget the expenditure of 
the city's funds. 

(3) Employer—The Council is responsible for all of the city's employees, and looks to the City 
Manager and Mayor to see that they perform their du�es effec�vely and professionally. 

( Ord. No. 20-287 , § II, 11-10-2020; Ord. No. 22-305 , 3-9-2022)
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§ 30.14 OTHER MUNICIPAL OFFICERS.

§ 30.15 MUNICIPAL MANAGER/ADMINISTRATOR.

(A) Office of Municipal Manager/Administrator. The Office of Municipal Manager/Administrator is 
created and shall receive such compensa�on as may be fixed by the Council. 

(B) Powers and Du�es of Municipal Manager/Administrator.

(1) The Municipal Manager/Administrator, who shall be referred to as the City Manager, shall be 
the Chief Administra�ve Officer of Woodcreek and shall be responsible to the governing body for the 
proper administra�on of the affairs Woodcreek not otherwise delegated to other Officers. To that end, 
the City Manager shall have the authority, duty and responsibility as required to carry out the following 
responsibili�es and any others that may be assigned by the governing body, from �me to �me. 

(2) The City Manager shall: 

(a) Establish and maintain effec�ve working rela�onships with the governing body, 
municipal officers, and municipal employees. 

(b) Provide the governing body with per�nent informa�on regarding the administra�on of 
all City departments and City ac�vi�es, and make recommenda�ons to the City Council for the 
administra�on and management of the City. 

(c) Work with the governing body to develop and implement short- and long-range plans for 
the City's growth, including strategic and comprehensive plans. 

(d) Complete all tasks generally assigned to the City Manager and working closely with City 
staff to develop, present, implement, administer and coordinate all of the following: (a) 
coordinate with the City Secretary and oversee elec�ons; (b) serve as a liaison between vendors 
and Council; (d) assist the City Secretary with planning, zoning and permi�ng; (e) manage and 
oversee the City's website. 

(e) Prepare job descrip�ons for approval by the City Council; delegate du�es to the officers 
and employees of the City; supervise the day-to-day opera�ons (including supervising and 
inspec�ng the conduct of all subordinate officers employees and causing all negligence, 
carelessness and viola�ons of duty by the employees and officers to be given appropriate 
considera�on), func�ons and programs of the City; and make recommenda�ons to the governing 
body on any and all personnel, performance, administra�on, programs, projects, management, 
financial and general governance issues; 

(f) Direct, coordinate and provide oversight over all departments, programs and projects of 
the City; 

(g) Ensure that all applicable laws and ordinances are enforced; 

(h) Ensure that a system of financial checks and balances is in place and is rigorously upheld 
to include, as a minimum, the segrega�on of du�es as directed and approved by City Council; 

(i) Supervise programs and projects, issue permits and perform other du�es as assigned by 
the governing body. 

(j) A�end all mee�ngs of the City Council. 

(k) Prepare, review and submit to the governing body prior to the beginning of each fiscal 
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year a budget for proposed expenditures for the ensuing year together with a message describing the 
important features of said budget; assist the City Council with respect to its considera�on of said 
budget; and assure the proper administra�on of the budget a�er its adop�on; 

(l) Prepare and submit to the governing body as of the end of the fiscal year a complete 
report on the finances and administra�ve ac�vi�es of the City for the preceding year. 

(m) Report to the governing body in a �mely fashion as specific issues arise, as part of 
regular City Council mee�ngs, on the financial condi�on and needs of the City; provide �mely 
informa�on and assistance to City Council, as requested by the City Council; and work with City 
Council to ensure an annual audit is completed as required. 

(3) The City Manager/Administrator shall have such further authority, du�es and responsibili�es 
as reasonably implied from the terms of this sec�on and as heretofore or herea�er provided by the City 
Council; and shall be bonded in an amount determined by the City Council which bond shall be 
condi�oned upon the good and faithful performance of the authori�es and performances of the office 
and posi�on of City Manager. The premium of the bond shall be paid by the City. 

(C) Municipal Manager/Administrator to Serve as Municipal Treasurer. The Office of Municipal Treasurer 
is created. The Municipal Manager/Administrator shall also serve as the Municipal Treasurer. 

(D) Powers and Du�es of Municipal Manager/Administrator as Municipal Treasurer.

(1) The Municipal Manager/Administrator as the Municipal Treasurer shall (1) receive and 
securely keep all money belonging to the municipality; (2) make all payments on the order of the 
Mayor, a�ested by the secretary of the municipality under the seal of the municipality; (3) render to 
the governing body a full statement of the receipts and payments which must be rendered at the 
governing body's first regular mee�ng in every quarter and at other �mes as required by the governing 
body. 

(2) The Municipal Manager/Administrator as the Municipal Treasurer will also perform the 
following du�es which are statutorily given to the Municipal Secretary: 

(a) Serve as the general accountant of the municipality and shall keep regular accounts of 
the municipal receipts and disbursements. The Secretary shall keep each cause of receipt and 
disbursement separately and under proper headings. The Secretary shall also keep separate 
accounts with each person, including each officer, who has monetary transac�ons with the 
municipality. The Secretary shall credit accounts allowed by proper authority and shall specify the 
par�cular transac�on to which each entry applies. The Secretary shall keep records of the 
accounts and other informa�on covered by this subsec�on. 

(b) Keep a register of bonds and bills issued by the municipality and all evidence of debt due 
and payable to the municipality, no�ng the relevant par�culars and facts as they occur. 

(E) Bond. The Municipal Manager/Administrator as the Municipal Treasurer shall be bonded as required 
by Sec�on 30.15(B)(3), and also as required by the law. 

(Ord. 00-67, 6-14-2000; Ord. 13-173, 1-9-2013; Ord. 19-254, 2-25-2019; Ord. No. 20-287 , § II, 11-10-2020; Ord. No. 
22-305 , 3-9-2022)

§ 30.16 MUNICIPAL SECRETARY.

(A) Office of Municipal Secretary Created. The Office of Municipal Secretary is created, shall be referred 
to as the City Secretary, and shall receive such compensa�on as may be fixed by the Council. The Municipal 
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Secretary may also be referred to as the Municipal Clerk. 

(B) Powers and Du�es of Municipal Secretary.

(1) The Municipal Secretary shall: 

(a) A�end each mee�ng of the governing body of the municipality and shall keep, in a 
record provided for that purpose, accurate minutes of the governing body's proceedings. 

(b) Engross and enroll all laws, resolu�ons, and ordinances of the governing body. 

(c) Keep the corporate seal. 

(d) Take charge of, arrange, and maintain the records of the governing body. 

(e) Countersign all commissions issued to municipal officers and all licenses issued by the 
Mayor and keep a record of those commissions and licenses. 

(f) Prepare all no�ces required under any regula�on or ordinance of the municipality. 

(g) Draw all the warrants on the Treasurer, countersign the warrants, and keep, in a record 
provided for that purpose, an accurate account of the warrants. 

(h) Carefully keep all contracts made by the governing body. 

(i) Perform all other du�es required by law, ordinance, resolu�on, or order of the governing 
body. 

(C) Designa�on as Records Management Officer. In addi�on to all other powers and du�es set forth 
herein, the Municipal Secretary is also designated as the Records Management Officer for the City of 
Woodcreek. 

(D) Powers and Du�es of Municipal Secretary as Records Management Officer.

(1) The City Secretary shall file their name with the Director and Librarian of the Texas State 
Library within 30 days of the ini�al designa�on or assump�on of the office, as applicable. In addi�on to 
other du�es assigned, the Records Management Officer shall: 

(a) Assist in establishing and developing policies and procedures for a records management 
program for the City of Woodcreek. 

(b) Administer the records management program and provide assistance to custodians for 
the purposes of reducing the costs and improving the efficiency of recordkeeping. 

(c) In coopera�on with the custodians of the records: (i) prepare and file with the director 
and librarian the records control schedules and amended schedules required by Tex. Local Gov't. 
Code § 203.161 and the list of obsolete records as provided by Tex. Local Gov't. Code § 203.164; 
and (ii) prepare or direct the prepara�on of requests for authoriza�on to destroy records not on 
an approved control schedule as provided by Tex. Local Gov't. Code § 203.165, of requests to 
destroy the originals of permanent records that have been microfilmed as provided by Tex. Local 
Gov't. Code § 204.008, and of electronic storage authoriza�on requests as provided by Tex. Local 
Gov't. Code § 205.007. 

(d) In coopera�on with custodians, iden�fy and take adequate steps to preserve local 
government records that are of permanent value. 

(e) In coopera�on with custodians, iden�fy and take adequate steps to protect essen�al 
local government records. 
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(f) In coopera�on with custodians, ensure that the maintenance, preserva�on, 
microfilming, destruc�on, or other disposi�on of records is carried out in accordance with the 
policies and procedures of the local government's records management program and the 
requirements of this sub�tle and rules adopted under it; 

(g) Disseminate to the governing body and custodians informa�on concerning state laws, 
administra�ve rules, and the policies of the government rela�ng to local government records; and 

(h) In coopera�on with custodians, establish procedures to ensure that the handling of 
records in any context of the records management program by the records management officer 
or those under the officer's authority is carried out with due regard for: (i) the du�es and 
responsibili�es of custodians that may be imposed by law; and (ii) the confiden�ality of 
informa�on in records to which access is restricted by law. 

(E) Municipal Secretary to Serve as Municipal Assessor and Collector Created. The Office of Municipal 
Assessor and Collector is created and shall receive such compensa�on as may be fixed by the Council. The 
Municipal Secretary will serve as the Municipal Assessor and Collector. 

(F) Powers and Du�es of Municipal Assessor and Collector. The Municipal Assessor and Collector will, in 
addi�on to the du�es of Municipal Secretary, perform all other du�es required by law, ordinance, resolu�on, 
or order of the governing body. 

(Ord. 90-34, 5-24-1990; Ord. No. 20-287 , § II, 11-10-2020; Ord. No. 22-305 , 3-9-2022)

§ 30.17 MUNICIPAL ATTORNEY.

(A) Office of Municipal A�orney Created. The Office of Municipal A�orney is created, shall be referred to 
as the City A�orney, and shall receive such compensa�on as may be fixed by the Council. The Municipal 
A�orney shall be a law firm or individual in private legal prac�ce, licensed in the State of Texas, that contracts 
with the City to provide services as needed. 

(B) Powers and Du�es of Municipal A�orney. The Municipal A�orney will perform all du�es required by 
law, ordinance, resolu�on, or order of the governing body. 

(Ord. 85-4, 2-14-1985; Ord. No. 20-287 , § II, 11-10-2020)
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