
 

 
AGENDA 

REGULAR MEETING OF THE CITY COUNCIL 
 Tuesday, November 03, 2026 

6:00 PM CST  
Council Chambers, City Hall 

and via teleconference, if necessary 

 

Call to Order. 

Invocation - Councilmember Clark 

Pledge of Allegiance 

Roll Call 

Confirm or Adjust Agenda Order 

 

Presentation Agenda. 

a. The next Regular Meeting of the City Council will be held Tuesday November 17, 2026 at 6:00 p.m. 
in the Council Chambers located at City Hall. 

b. The Diamondhead BBQ and Brews will be held Saturday November 7th from 4:30 - 8:00 p.m. at 
City Hall.  The Veterans Day Parade will begin at 4:30 p.m. 

c. Proclamation - Junior Auxiliary of Hancock County 

City Manager's Report. 

Public Comments on Agenda Items. 

Council Comments. 

 

Policy Agenda. 

Minutes: 

1. Motion to approve October 20, 2026 Regular Meeting Minutes. 

2. Motion to approve October 26, 2026 Special Meeting Minutes. 

Resolutions: 

3. 2026-334:  Motion to adopt Resolution 2026-036 thereby establishing salaries and rates effective 
November 4, 2026 for Fiscal Year 2027. 

4. 2026-336:  Motion to adopt Resolution 2026-037 thereby authorizing city offices closed as 
proclaimed by the Governor on November 26 and 27, 2026 in observance of Thanksgiving, 
December 24 and 25, 2026 in observance of Christmas and January 1 2027 in observance of New 
Year. 

 

Mayor Liese 
Councilmember Maher           At-Large 
Councilmember Finley              Ward 1 
Councilmember Sheppard       Ward 2 
Councilmember Harwood        Ward 3 
Councilmember Clark               Ward 4 
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Consent Agenda: 

5. 2026-331:  Motion to approve Pay App with Bottom 2 Top Construction, LLC in the amount not to 
exceed $48,401.87 for Hilo Way and Ewa Street - 2025 Unit Price Contract. 

6. 2026-332:  Motion to approve Pay Application 6 in the amount of $212,040.00 to Gill's Crane & 
Dozer Services, for the Jourdan River Boardwalk Project. 

7. 2026-333:  Motion to approve payments to Covington Civil & Environmental, LLC  in the amount of 
$286.25 for Site Development Plan Review FY26, in the amount of $3,324.24 for Annual Unit Price 
Contract, in the amount of $4,600.00 for Bank Stabilization Project, in the amount of 8,400.00 for 
West Aloha Roadway  and in the amount of $3,100.00 for Diamondhead Paving 2026. 

8. 2026-335:  Motion to approve Change Order No. 3 for sixty (60) additional days to the contract 
with Holliday Construction for the Montjoy Creek Nature Trail increasing the contract time from 
210 days to 270 days, ending January 9, 2027. 

9. 2026-337:  Motion to approve Pay Application 4 in the amount of $108,957.78 to Holliday 
Construction, for the Montjoy Creek Nature Trail. 

10. 2026-338:  Motion to approve payments to Chiniche Engineering & Surveying in the amount of 
$9,991.00 for the Rotten Bayou Observatory, in the amount of $33,245.45 for the Jourdan River 
Boardwalk, in the amount of $5,068.50 for the Montjoy Creek Nature Trail and in the amount of 
2,953.75 for Canal Dredging Project. 

11. 2026-339:  Motion to approve Budget Amendments 109 and 2027-002. 

12. 2026-340:  Motion to approve Task Order 4 Amendment 2 with Rostan Solution extending the 
service period to March  25, 2027 for the Mitigation Consulting Services (DR4536 Severe Storms & 
DR4576 Hurricane Zeta). 

13. 2026-341:  Motion to approve Task Order 6 with Rostan Solution extending the service period to 
March  25, 2027 for the Residential Mitigation Consulting Services (FMA Swift 2024). 

14. 2026-342:  Motion to enter into an Agreement For Consulting Services with Orion Planning + 
Design for Phase I Annexation Assessment Scope of Services in an amount not to exceed 
$20,000.00 plus reasonable reimbursable travel expenses. 

 

Action Agenda. 

15. 2026-343:  Motion to authorize Employee Handbook Revision Section 102 - Hiring Process and 
approve the Hiring Process Checklist. 

 

Routine Agenda. 

Claims Payable 

16. Motion to approve Docket of Claims (DKT234181-DKT234216) in the amount of $506,050.74. 
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Department Reports 

a. Court 

Police 

Building 

Code Enforcement 

 

Public Comments on Non-Agenda Items. 

Council Closing Comments 

Executive Session - If Necessary  

Adjourn/Recess. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  THE CITY OF DIAMONDHEAD WILL FURNISH APPROPRIATE AUXILIARY AIDS AND SERVICES WHERE 
NECESSARY TO AFFORD INDIVIDUALS WITH DISABILITIES AN EQUAL OPPORTUNITY TO SERVICES AND 

ACTIVITIES OF THE CITY.  A WRITTEN REQUEST BY OR ON BEHALF OF QUALIFYING INDIVIDUALS SHALL BE 
SUBMITTED IN A TIMELY MANNER TO THE CITY CLERK. 
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PROCLAMATION 
RECOGNIZING JUNIOR AUXILIARY WEEK  2026 

JUNIOR AUXILIARY OF HANCOCK COUNTY 

WHEREAS, Junior Auxiliary of Hancock County is a nonprofit service chapter of the National Association of 

Junior Auxiliaries dedicated to serving the children, families, schools, and communities of Hancock County 

through volunteerism, leadership, education, and compassionate service.  It was founded on the principles of 

helping children and making a difference in their lives and provides women the opportunity to serve and be a 

vital part of their communities and  

WHEREAS, Junior Auxiliary of Hancock County was chartered in 2019 through the National Association of 

Junior Auxiliaries and has grown into a committed group of women who give their time, talents, resources, and 

hearts to improving the lives of children and families throughout our community; and 

WHEREAS, the members of Junior Auxiliary of Hancock County continually demonstrate the power of 

volunteer service through programs and projects that address the educational, social, and developmental needs; 

and   

WHEREAS, the organization's members exemplify the spirit of volunteerism by identifying community needs 

and working together to create meaningful and lasting opportunities for the children of Hancock County; and 

WHEREAS, Junior Auxiliary Week provides an opportunity for our community to recognize and celebrate 

these dedicated women and to acknowledge the positive difference their service makes in the lives of children, 

families, educators, and the community as a whole; 

NOW, THEREFORE, BE IT PROCLAIMED, that I, Anna DeMarco Liese, Mayor of the City of 

Diamondhead, MS. do hereby proclaim November 9-15 2026, as 

JUNIOR AUXILIARY WEEK 

in the City of Diamondhead, MS, and encourage all citizens to join in recognizing the members of Junior 

Auxiliary of Hancock County for their dedication to volunteer service, their commitment to children and 

families, and their continued efforts to strengthen our community and recognize the National Association of 

Junior Auxiliaries for 85 years of Caring Hearts, Helping Hands, and Changing Lives.  

IN WITNESS WHEREOF, I have hereunto set my hand and caused the Official Seal of the City 

of Diamondhead, MS to be affixed this _____ day of __________________, 2026. 

 

________________________________________ 

Anna Demarco Liese 

Mayor, City of Diamondhead, MS  

________________________________________ 

Jeannie Klein, City Clerk 
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MINUTES 

REGULAR MEETING OF THE CITY COUNCIL 
 Tuesday, October 20, 2026 

6:00 PM CST  
Council Chambers, City Hall 

 

Call to Order. 

At 6:00 p.m. Mayor Liese called the meeting to order. 

Invocation - Councilmember Harwood 

Pledge of Allegiance 

Roll Call 

PRESENT 
Mayor Anna Liese 
Councilmember-At-Large Gerard Maher 
Ward 1 Shane Finley 
Ward 2 Ricky Sheppard 
Ward 3 Jessie Harwood 
Ward 4 Austin Clark 

Mayor Liese called John Brdecka to address the council with regard to library funding. 

Confirm or Adjust Agenda Order 

Motion made by Mayor Liese, Seconded by Ward 1 Finley to adjust the agenda to enter closed session to 
determine the need for executive session. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, 
Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

Motion made by Mayor Liese, Seconded by Ward 1 Finley to enter executive session pursuant to MS Code 24-
41-7(4)(a): Personnel matters regarding the City Manager and City Clerk. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, 
Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

 

City Attorney, Derek Cusick, announced to the Public that the City Council had voted to go into executive 
session pursuant to MS Code Sec. 25-41-7(4)(a): Personnel matters regarding the City Manager and City 
Clerk. 

Motion made by Mayor Liese, Seconded by Ward 1 Finley to exit session. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, 
Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 
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October 20, 2026 Regular Meeting Minutes    2 

Motion made by Mayor Liese, Seconded by Ward 1 Finley to exit executive session. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, 
Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

Motion made by Mayor Liese, Seconded by Ward 2 Sheppard to exit closed session. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, 
Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

Attorney Cusick announced that during executive session that no official action of record was taken. 

Presentation Agenda. 

a. The next Regular Meeting of the City Council will be held Tuesday November 3, 2026 at 6:00 p.m. 
in the Council Chambers located at City Hall. 

City Manager's Report. 
CITY MANAGER REPORT 

October 20, 2026 
 

1. DH Drive East Roundabout – The public works department has started beautification efforts 

around the Blessing Circle.  The project includes removing vegetation, along with the aging posts 

and ropes, to create a cleaner, more attractive, and well-maintained space for our community. 

2. Budget Amendments – The budget amendments presented for consideration tonight reflect grant 

funding awarded to the city by the State Legislature during the legislative session, as well as the 

BP RESTORE grant awarded by Governor Tate Reeves.  These amendments are necessary to 

ensure the city’s budget accurately reflects the awarded grant funds and associated project 

activities.  The GRPC grant projects were previously incorporated into the city’s budget last fiscal 

year.  However, these projects are currently progressing through the MDOT statewide project 

approval process. 

3. Bank Stabilization – The contract is for 180 days with a current end date of April 10th, 2027.  The 

contractor has started with the draining of the Duck Pond which has received a lot of attention.  As 

this part of the project progresses, they will begin working between the homes to clean out the 

drainage ditch.  

4. Pelican Cove – The contract is for 150 days with a current end date of April 01st, 2027.  The notice 

to proceed date has been set for November 02, 2026.  This project includes the draining and 

dredging of the pond on the sixth hole of the Pine Course.  Residents need to be aware that this 

hole will be closed during construction.  

5. Canal Dredging – The contract is for 240 days with the current end date of October 24th.  The 

contractor’s attorney, the city attorney and MDEQ’s attorney have had several positive 

conversations regarding the project and the contract.  The contractor and engineer are working to 

get MDEQ additional documentation requested. 

6. Jourdan River Boardwalk – The contract is for 195 days with the current end date of November 1st.  

The contractor is finalizing the observation decks and lighting of the boardwalk.  We have started 

preparations for the ribbon cutting. 
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October 20, 2026 Regular Meeting Minutes    3 

7. Montjoy Creek Nature Trail – The contract is 210 calendar days with a current end date of 

November 9th.  The contractor is working to finish the boardwalk section and the gravel portion of 

the trail.  The grass section of the trail has been installed.  As the new sod has been installed, all 

residents need to stay off the trail while construction is being performed. 

8. Unit Price Contracts – Ewa St @ Hilo Way – A closeout meeting has been set for Thursday. 

9. East Aloha Drive – A meeting with the MDOT right of way department was held this month.  The 

required documents have been determined and are in the process of being signed by the property 

owners. 

10. West Aloha Drive – The engineers are working with the local business to create the final design.  

Hancock Whitney asked for some design changes for egress purposes.  The engineers were able to 

accommodate the requested changes. 

No additional updates on remaining projects. 
11. Fitness Park – The city received the exercise equipment.  Public Works will start working on 

installing everything. 

12. Commercial District – The engineer is completing the final design.  Additional sewer realignment 

is needed to finish the project. 

13. Landscaping Project – Keep Diamondhead Beautiful and their landscape architect company are 

working on the project scope.  The city has expressed that the landscaping cannot obstruct 

driver’s view. 

14. Unit Price Contracts 

Crooked Stick – A design has been created.  A work directive will be submitted. 
Mauna Loa Drive – A design has been created.  A work directive will be submitted. 
Koula Drive – A design has been created.  An OPC has been issued for budget needs. 

15. Hazard Mitigation Grant Program – The kickoff meeting with FEMA was held two weeks ago for 

the Outdoor Emergency Siren System.  The project is waiting on a period of performance 

extension from FEMA.  The bid advertisement and specifications will be on the agenda at the next 

council meeting for your review and approval. 

16. Rotten Bayou Nature Trail – The engineer is working on final design and permitting.  I have moved 

the expected advertisement for bids on this project to October.  This agenda includes a request to 

extend the grant from MOSTF for six months due to the permitting process not being completed. 

Public Comments on Agenda Items. 

Bill Atkinson - Golf Carts 

Council Comments. 

Policy Agenda. 

Minutes: 

1. Motion to approve October 6, 2026 Regular Meeting Minutes. 

Motion made by Ward 1 Finley, Seconded by Ward 3 Harwood to approve October 6, 2026 Regular 
Meeting Minutes. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 
3 Harwood, Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 
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October 20, 2026 Regular Meeting Minutes    4 

Tabled Matters: 

2. 2026-202:  Request to let golf carts and LSV’s properly registered be allowed on all streets in 
Diamondhead, following traffic laws including stop signs and speed limits.  To update City 
ordinances to reflect this, and to remove signs throughout DH saying where Golf carts are not 
allowed. In addition, to express this change on city digital sign, eblast on website.  If this needs to 
be presented first to P&Z then to make this a request for next P& Z meeting. (Maher) 

Motion made by Councilmember-At-Large Maher, Seconded by Ward 4 Clark to move from the 
table item #2. 2026-202:  Request to let golf carts and LSV’s properly registered be allowed on all 
streets in Diamondhead, following traffic laws including stop signs and speed limits.  To update 
City ordinances to reflect this, and to remove signs throughout DH saying where Golf carts are not 
allowed. In addition, to express this change on city digital sign, eblast on website.  If this needs to 
be presented first to P&Z then to make this a request for next P& Z meeting. (Maher) 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 
3 Harwood, Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

Motion made by Councilmember-At-Large Maher, Seconded by Ward 1 Finley to discuss the 
request to let golf carts and LSV’s properly registered be allowed on all streets in Diamondhead, 
following traffic laws including stop signs and speed limits.  To update City ordinances to reflect 
this, and to remove signs throughout DH saying where Golf carts are not allowed. In addition, to 
express this change on city digital sign, eblast on website.  If this needs to be presented first to 
P&Z then to make this a request for next P& Z meeting. 

NO ACTION TAKEN 

Resolutions: 

3. 2026-223:  Motion to ratify Proclamation of Existence of Local Emergency as of 12:00 p.m. on 
October 7, 2026 for flooding and severe weather related to potential Tropical Strom Isaias. 

Motion made by Councilmember-At-Large Maher, Seconded by Ward 2 Sheppard to ratify 
Proclamation of Existence of Local Emergency as of 12:00 p.m. on October 7, 2026 for flooding and 
severe weather related to potential Tropical Strom Isaias. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 
3 Harwood, Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

4. 2026-228:  Motion to adopt Resolution 2026-034 thereby redefining certain salaries within the 
Building Department for Fiscal Year 2027 effective November 2, 2026. 

Motion made by Ward 4 Clark, Seconded by Ward 2 Sheppard to adopt Resolution 2026-034 
thereby redefining certain salaries within the Building Department for Fiscal Year 2027 effective 
November 2, 2026. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 
3 Harwood, Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 
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Consent Agenda: 

Motion made by Ward 1 Finley, Seconded by Mayor Liese to approve the following consent items: 

5. 2026-224:  Motion to approve lease purchase with Axon for the sole source purchase of TASER 
Energy Weapons for a term of five years.   The annual lease payment will be $6,499.56 for a total 
contract cost of $32,497.80. 

6. 2026-225:  Motion to authorize the engagement of Dr. Joy Hogge to provide professional 
development and organizational consulting services for an amount not to exceed $3,975.00 (Liese) 

7. 2026-227:  Motion to approve Budget Amendment 2027-001. 

8. 2026-229:  Motion to approve the addition of the Mississippi Wildlife, Fisheries & Parks Kid's 
Fishing Rodeo event to the list of annual events hosted and/or sponsored by the city. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, 
Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

Action Agenda. 

9. 2026-226:  Motion for discussion of the intent of the Mayor and City Council to Acquire, Construct, 
Finance and Equip a Community Center and Related Facilities and Improvements in the City in an 
amount not to exceed $2,200,000. 

Motion made by Mayor Liese, Seconded by Ward 3 Harwood for discussion of the intent of the 
Mayor and City Council to Acquire, Construct, Finance and Equip a Community Center and Related 
Facilities and Improvements in the City in an amount not to exceed $2,200,000. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 
3 Harwood, Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

Motion made by Mayor Liese, Seconded by Councilmember-At-Large Maher to adopt Resolution 
2026-035 of intent of the Mayor and City Council to Acquire, Construct, Finance and Equip a 
Community Center and Related Facilities and Improvements in the City in an amount not to 
exceed $2,200,000 and to approve the engagement services letter for Municipal Advisory Services. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 
3 Harwood, Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

Routine Agenda. 

Claims Payable 

10. Motion to approve Docket of Claims (DKT234151-DKT234179) in the amount of $131,088.39. 

Motion made by Ward 2 Sheppard, Seconded by Ward 1 Finley to approve Docket of Claims 
(DKT234151-DKT234179) in the amount of $131,088.39. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, 
Ward 3 Harwood, Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 
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Public Comments on Non-Agenda Items. 

Mary Hirsch - Library 

Tom Sugar - Library, Noma Drive 

LeAndra Beckemeyer - Library 

Council Closing Comments 

Adjourn/Recess. 

At 8:16 p.m. with no further business to come before the council, motion made by Ward 4 Clark, Seconded by 
Ward 3 Harwood to adjourn. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, 
Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Anna Liese 
Mayor 

 Jeannie Klein 
City Clerk  
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MINUTES 

SPECIAL CALLED MEETING OF THE CITY COUNCIL 
 Monday, October 26, 2026 

9:00 AM CST  

Call to Order. 

At 9:00 a.m. Mayor Liese called the meeting to order. 

Invocation - Mayor Liese 

Pledge of Allegiance 

Roll Call 

PRESENT 
Mayor Anna Liese 
Ward 1 Shane Finley 
Ward 2 Ricky Sheppard 
Ward 3 Jessie Harwood 
Ward 4 Austin Clark 

ABSENT 
Councilmember-At-Large Gerard Maher 

 

Confirm or Adjust Agenda Order 

Motion made by Ward 3 Harwood, Seconded by Mayor Liese to confirm the agenda. 

Voting Yea: Mayor Liese, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

 

Presentation Agenda. 

Public Comments on Agenda Items - None 

Council Comments. 

Action Agenda. 

1. 2026-330:  Motion for discussion, consideration, and possible action regarding the City’s employee 
hiring policies and procedures, including recruitment, selection, and administrative oversight. 

Motion made by Mayor Liese, Seconded by Ward 1 Finley for discussion, consideration, and 
possible action regarding the City’s employee hiring policies and procedures, including 
recruitment, selection, and administrative oversight. 

Voting Yea: Mayor Liese, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 
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Motion made by Mayor Liese, Seconded by Ward 3 Harwood, to direct the City Manager, with 
assistance of necessary staff, to provided recommended updates to the Employment Section of 
the City Handbook along with Hiring Checklist for the next council meeting on November 3, 2026. 

Voting Yea: Mayor Liese, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

Council Closing Comments 

Adjourn/Recess. 

 

At 9:42 a.m. with no further business to come before the council, motion made by Ward 4 Clark, Seconded by 
Ward 2 Sheppard to adjourn. 

Voting Yea: Mayor Liese, Councilmember-At-Large Maher, Ward 1 Finley, Ward 2 Sheppard, Ward 3 Harwood, 
Ward 4 Clark 

MOTION CARRIED UNANIMOUSLY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Anna Liese 
Mayor 

 Jeannie Klein 
City Clerk  
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CITY OF DIAMONDHEAD 
EMPLOYEE HANDBOOK 

4 

SECTION 102.  Hiring Process. 

The City Manager will administer and coordinate the hiring process for all position vacancies, with the 
exception of competitive police vacancies which are done in accord with applicable State Laws and/or, if 
applicable other City policies.  All hiring efforts are conducted in the spirit of equal opportunity. 

Procedures set forth herein will be adhered to by all Departments in the announcing and filling of all 
position vacancies.  The City Manager shall make all offers of employment, including salary. 

When practical, every effort may be made to advertise vacancies, in any, some or all of the following 
ways, for a period of five (5) work days:  an e-mail to all current City employees; on the City’s web page 
under employment opportunities; on bulletin boards in City-owned buildings to the extent practical.  An 
advertisement may be placed in local or regional newspaper(s).   

All job openings are to be posted for ten (10) workdays.  Notice should be posted within five (5) working 
days of vacancy.  Recruit before vacancy when applicable.  All positions are to be posted on city website, 
sign, newspaper, city Facebook page, and at least one external job recruitment website. 

The hiring checklist will be completed by the City Manager and made part of the employee handbook 
for approval by the City Council, and followed by all Departments during the vacancy to hiring process. 

Applicants must be eighteen (18) years of age or older, a citizen of the United States, and have a social 
security card before employment may begin.  It is incumbent upon the employee to provide proof of 
residency.   

Applications for a vacant position will remain active until that position is filled.  Applications will be 
considered valid only if received in the City Manager’s Office by 5:00 p.m. on the closing date of the 
announcement.  Applicants for more than one (1) vacancy being advertised at the same time must 
submit separate applications for each position, but a copy of the application may be accepted.  If that 
person is selected based on a xerographic application, the person must complete and sign a new 
application before being processed for employment.  Applicants will be disqualified from consideration 
if the requirements are not met. 

SECTION 103.  Pre-Employment/Neutral Selection/Reasonable Suspicion Drug and Alcohol Screens. 

Pre-employment, Neutral Selection and Reasonable Suspicion drug and alcohol screens will be 
administered in accordance with the City’s separate Policy on Drug and Alcohol attached hereto in 
Appendix D.  Each employee is urged to be familiar with the City’s policy. 

SECTION 104.  Probationary Period. 

All new employees, except “Part-Time Employees,” “Temporary Full-Time Employees,” and “Temporary 
Part-Time Employees,” as such terms or phrases are described and understood in this Manual, upon 
initial hire to regular full-time positions are placed in a probationary status for six months from the date 
of hire.   

If the employee successfully completes the probationary period, he/she becomes a regular full-time 
employee. 
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Hiring Checklist 

 

☐ Document the position is vacant, or a new position is needed 

☐ Collaborate with the department head to outline must-have and nice-to-have skills, 

experience levels, certifications, and educational requirements 

☐ Determine the salary range with the comptroller 

☐ Identify panel members and ensure each interviewer understands their evaluation focus 

area 

☐ Create a detailed schedule from job posting to offer acceptance 

☐ Share the opening with current employees to encourage internal mobility 

☐ Publish the listing on city website, sign, newspaper, Facebook, etc 

☐ Screen all applications against minimum qualifications 

☐ Schedule brief phone conversations to assess communication skills, salary expectations, 

availability, and basic role fit 

☐ Compile a ranked shortlist of candidates who passed screening 

☐ Coordinate calendars for all interviewers and candidates 

☐ Develop role-specific behavioral and technical questions aligned with the competency 

framework and job requirements 

☐ Share resumes with each panel member at least 24 hours before the interview 

☐ Ensure each interviewer completes their assessment independently before the debrief 

☐ Bring the interview panel together to discuss evaluations and reach a consensus on top 

candidates 

☐ Contact professional references and initiate background verification for finalist 

candidates before extending an offer 

☐ Draft the offer letter including salary, benefits, equity, start date, and any contingencies 

or conditions 
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☐ Route the compensation package through the hiring manager, HR, and finance 

☐ Call to verbally extend the offer, explain the total compensation package, and address 

initial questions 

☐ HR will schedule a time for candidate to sign formal offer document 

☐ Contact all candidates interviewed, thanking them and explaining their application will 

be kept on file for one year 

☐ HR schedules drug testing and background checks 

☐ Provide the new employee with a welcome packet 

☐ Mark the position as filled and remove for website 
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Code Violations Total Closed Open

Abandoned Vehicles 1 1 0
Accessory Structure 0 0 0
ATV 0 0 0
Boat & Jet-Ski 10 10 0
Care of Premises 4 4 0
High Grass 3 3 0
Signs 11 11 0
RV & Campers 1 1 0
Trailers 13 13 0
Trees & Lot Clearing 0 0 0
21-19-11 0 0 0
Permits 13 13 0
Miscellaneous 10 10 0
Citations 0 0 0

Cumulative Totals 66 66 0

City of Diamondhead                    
Code Enforcement                    

Monthly Report

September 2026
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