
DATE: September 10, 2018

TO: Mayor Gerald Stanly and Yachats City Council

FROM: Shannon Beaucaire, City M,

SUBJECT: City Manager Evaluation Material

Dear Mayor and CouncU,

Attached, please find a packet of materials that I put together at the request of a Council member
about the various types of evaluations used, including a link to the Canadian system used.

Subsequendy there have been conversations at the recent OCCMA (Oregon City Managers
Association) about eliminating a City Manager Evaluation. During that discussion on the
listserve, the City ofAumsville and Sherwood shared their information.

I did not attend the OCCMA conference in which this discussion is held; however, the same
session is tentatively scheduled for the League of Oregon Cities Conference which I am
attending at the end of September.





Evaluation Material

Link to the Canadian system. httD://www. camacam. ca/about/resources/cao-Beri:ormance

ICMA does, I included their Handbook, an article, and 6 sample evaluations from different jurisdictions. I
know Barbara questions how different they can be, but I think these few samples illustrate just how
different the approach can be.
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Preface

Ihe evaluation of the manager is a key compo-
nent of any well-run local government, yet the
value of a quality evaluation process and the

responsibility for that activity is often overlooked.
Even in communities that are considered to be profes-
sionally goyemed, the perfomimce evaluation of the
local government manager can be an afterthought.
The 2012-2013 Executive Board of the International
City/County Management Association (ICMA), led by
President Bonme Svrcek, acknowledged the need for
local government managers and their elected bodies
to put more focus on the manager evaluation process.

Accordingly, it created a task force of managers from
around the United States, representing over a dozen
communities, to develop a Manager Evaliiations Hand-
book that would assist managers and their boards in
this critical task.

Managers are encouraged to review this handbook
with an eye toward working with their elected bodies
to develop fonnal, mutuaUy agreed-upon processes
for their own evaluations. This handbook, however,
is also intended to highlight the value of a formal
manager evaluation process and to assist local elected
offidals In the design of an effective evaluation tool.
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Executive Summary

he periodic evaluation of the local government
manager by the elected body is an important
component of a high-perfonnaace otganization.

The evaluation should contain performance goals, objec-
tives, and targets that are linked to the elected body's
established strategic plam, goals, and priorities, and it
should focus on the manager's degree of progress toward
otgamzattonal outcomes. Tb be fair, it must be based on
criteria that have been communicated to the manager
in advance. Sample or generic evaluation fonns, if used,
should be customized to reflect these criteria.

The purpose of the evaluation process is to
increase communication between the members of the

elected body and the manager concerning the man-
ager's performance m the accomplishment of assigned
duties and respousibilities, and the establishment

of spedfic work-related goals and objectives for the
coming year. Thus, aU members of the elected body
should participate in the process, both by individually
completing the rating instrument and by discussing
their ratings with the other board members in order to
arrive at a consensus about performance expectations.

There is no one correct way to conduct a manager
evaluation. The key is to ensure that the evaluation
takes place in a regular, mutually ̂ reed-upon manner
and is viewed by all as an opportunity for communica-
tion between the elected officials and the manager.

It may be useful, particularly if the members of
the elected body are inexperienced in the performance
evaluation process, to use a consultant to help the
elected body prepare for and conduct the manager's
evaluation.
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Successful Evaluation Tips1

Performanea .valuatfons will aSow you to
A Recognize the accomplishments of the manager and

show appreciation for the unique contributions to
the organization
Clearly identify areas where the manager is
doing well

C. Clearly identify areas where the manager can
improve his or her performance

D. Specify definite actions that will allow the manager
to make additional value-added contributions to the
organization in the future

E. Obtain the mansger's own opinions on progress and
his or her individual contribution to collective actions
and achievements

Discussing talks that the manager performs weB
Gives the manager insight into self-awareness, inter-
ests, and motivation

. Gives the manager recognition and appreciation for
achievements

. Creates a positive climate forthe remainder of the
review

Reminders:

* Listen intently
. Reinforce the mana9er's performance
* Emphasize facts, provide concrete examples and

speaftc descriptions of actions, work, and results
Give only positive feedback during this part of the
evaluation

Acknowledge improvements that the manager has
made

. Praise efforts if the manager has worked hard on
something but failed because of circumstances
beyond his or her control

. Describe performance that you would like to see
continued

Discussing areas that naed ImprovBihent
. Gives insight into how the manager feels about

change, improvement for growth
* Allows you to express any concerns you have about

the manager's overall performance and performance
in specific areas

Lets you challenge the manager to higher levels of
achievement.

Reminders:

. Kaep the discussion focused on performance

. Describe actions and results that do not meet
expectations

« Describe areas where the manager can make a
greater contribution.

* Describe any situation or performance observed
that needs to be dianged. be specific

. Tell the manager what needs to be done if a specific
change of behavior needs to take place

. Focus on learning from the past and making plans
for the future

.. Keep this part of the discussion as positive and
encouraging as possible.

Do's and Donts

DO.

Spend a few minutes warming up in which the
agenda is laid out so everyone is reminded about
what to expect Give an overview
Always start with the positives Be specific
Explain the ratings in all areas Talk about how the
consensus was arrived

Be honest Tell it like it is

Be a coach, not a judge Managing employees is a
lot lika being an athletic coach Effective coaching
involves a lot more than just score keeping Simply
providing the scora at the end of the game doesnt
improve performance
Discuss with the manager his or her reactions to the
ratings, making dear that you are interested in his or
her feelings and thoughts
If appropriate, develop an improvement plan that
includes areas of deficiency, developmental needs.

DONT-

Rate the manager without the facts Ratings should
be on actual results

Be too general
Sidestep problems Document performance prob-
lem? and dearly identify what needs improvement.
Be vague or generalize the reasons for the perfor-
mance scores Clear and specific examples of results
should be available

Ambush the manager by identifying deficiencies or
problems that have never been addressed in infor-
mal discussions prior to the formal evaluation.
Minimize the manager's concerns or discount his or
her feelings.
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Introduction
here is some irony in the fact that managers'
evaluations are often less formal and less stmc-

tured than those of the managers' employees.
While the manager may oversee the evaluation of
hundreds of employees within an oi'ganization, his or
her own performance evaluation becomes the task of
elected leaders who are often not fonaally teamed in the
evaluation process or who have narrow or conflictuig
definitions of good performance. The fact that an elected
body with numerous members is charged with the task
of evaluatiig the manager makes the need for a dear
and agreed-upon evaluation process even more unpor-
tant. And a thoughtful and structured evaluation process
that is supported by all involved panics enhances the
ongoing communication that is fundamental to effective
boanl/manager relationsUps.

A manager's evaluation should contain performance
goals, objectives, and targets that are linked to the
elected body's established strategic plans, goals, and
priorities and should focus on whether the manager has
achieved the desired oiganizational outcomes.

Sometimes the tone of a performance review can
be unduly mHuenced by the manager's last success or
failure. Jud^ng performance on the basis of a single
inddent or behavior is a common problem that can
arise in any organization. But a single incident or
behavior should not be the sole focus of a performance
evaluation. That is not to discount the importance
of how a manager handles high-stress, higher-proffle
issues, which is an important aspect of a manager's
responsibility. However, day-to-day leadersMp, which is
also a key responsibility of the manager, can sometimes
go unnoticed even though it provides the foundation in
which high-strass, high-profile issues are handled.

ICMA has developed a list of 14 Practices lac
Bffective^ocaIJSovemm^gai le^sx^M^ that is
recommended to members who are considering their
own professional development needs and activities. The
core areas represent much of what local government
managers aie responsible for on an everyday basis,
and competency by the manager in these practices is
central to an effective, hlgh-performing, professionally
managed local government. It is therefore the
recommendation of ICMA's Task Force on Manager
Evaluations that competency in the ICMA£iacBEes also
be considered in the manager's performance evaluation.

There is no one way, let alone one single correct
way,, to conduct an effective manager evaluation.
This Manager Eoalaatmns Hcmd'book will present

traditional evaluation approaches that have proven to
be successful, along with some alternative methods that
may be good for your local government. Again, the key
is to ensure that the evaluation takes place in a regular,
mutually agreed-upon manner and is viewed by all as
an opportumty for communication between the elected
officials and the manager.

The Purpose of Manager
Evaluations
fflgh-performance local governments embrace an
ethos of continual improvement. Conducting regular
appraisals of the manager's work performance is part
of the continual improvement process.

The purpose of the evaluation process is to
increase communication between the members of the

elected body and the manager concerning the manag-
er's performance in the accomplishment of his or her
assigned duties and responsibilities and the estabUsh-
ment of spedfic work-related goals, objectives, and
performance measures for the coming year. The evalu-
ation process provides an opportunity for the elected
body to have an honest dialogue with the manager
about its expectations, to assess what is being accom-
plished, to recognize the manager's achievements and
contributions, to identify where there may be perfor-
mance gaps, to develop standards to measure future
performance, and to identify the resources and actions
necessary to achieve the agreed-upon standards.
Keeping the focus on "big picture" strategic goals and
behaviors rather than on minor issues or one-time

mlstakes/complaints leads to better outcomes.
Given that good relationships promote candor

and constructive planning, the perfonnance appraisal
also provides a forum for both parties to discuss and
strengthen the elected body-manager relationship,
ensuring better alignment of goals while redudng mls-
understandings and suiprises. When elected bodies
conduct regular performance appraisals of the man-
ager, they are more likely to achieve their community's
goals and objectives.

Basic Process

Ideally, the performance appraisal process for a man-
ager is the natural contfnuatioa of the hiring process.

How to Initiate
Prior to the recruitment of candidates, the elected

body typically develops the goals and objectives for
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the position of manager. Then, during the selection
process, the candidate and the hiring body meet to
discuss these items along with the long- and short-
term needs and issues of the community. Through
these conveisations, the basic tenets of the manager's
performance evaluation are Identified. At this point,
the perfonnance appraisal process just needs to be
formalized. When the employment offer has been
accepted, the employment agreement should indude
the requirement and schedule for the manager's
evaluation.

(Excellent tools for preparing the employment
agreement are contained in the ICMA Recruitmpnt
Guideline? for Sdectmf a Local Government Adminis-
tratci and the ICMA Model Employmmt Agrpempnt.)

The employment agreement should sUpiilate that
the performance evaluation will be a written document
and that aU parties will meet to discuss the contents in
person. It should also identify the frequency with which
evaluations will take place (e.g., annuaUy, semi-annu-
ally). By mdudlng this information in the employment
agreement, the hiring body ensures that commumca-
tions between the mauager and the elected body will be
consistently scheduled, and that imtlatives and objec-
tives can be reviewed and updated on a regular basis.

It is especially criUcal for the elected body to come
to consensus on the initial expectations of the newly
hired manager so that priorities can be assigned and
progress measured. Those issues that were important
during the hiring process wiU logicaUy factor into the
initial evaluation process. Then, in the succeeding
years, the document can be revised to reflect the latest
accomplishments and newest challenges.

Of course, priorities may shift during the year. If
that happens, make it clear to the manager that new
or changed priorities are being added into the evalua-
tion process.

If, with the passage of time, elections have taken
place and the board that is conducting the evalua-
tion is not the same board that did the hiring, it is
important that the newly elected ofBdals immediately
be introduced to the established perforaaance goals,
measures, and evaluation process. This can be done as
part of the orientaUon process for new board mem-
bers, induded in the discussion of the fonn of govem-
ment and the role of the manager. If a new member
has no experience in conducting performance evalu-
ations, he or she will need to receive training before
participating in this process.

If performance evaluatious were not discussed
during the hiring process, either the manager or the

elected body may request that an evaluation pro-
cess be instituted, and the specifics for conducting
the evaluation can then be agreed upon outside of
the provisions of the employment agreement. If the
request Is made by the elected body, it is important to
emphasize that the purpose of the evaluation process
is to serve as a tool for organizational improvement,
not as a means of punishing the manager or setting
the stage for termination. While elected offidals, espe-
daily those newly elected, may sometimes wish for a
change in management, the performance evaluation
process should not be used to effect such a change.

How to Proceed
A number of Issues should be considered when pre-
paring for the evaluation process, including how to
develop the rating instmment (and whether to use an
outside consultant), how to use the rating Instrument,
and whether the evaluation should be conducted In
private or in public.

Developing the Rating Instrument
Unlike most employee performance evaluations, In
which the employee is evaluated by a single executive
or supervisor, the manager's evaluation is conducted
by a group of individuals acting as a body. As each
elected offidal likely has different expectations, the
board members must first come to a consensus on
measures and defimtlons to be used.

Using a consultant. If the members of the elected
body are inexperienced in the performance evalua-
tion process, it might be helpful at this point to use an
independent consultant to assist in preparing for and
conducting the manager's evaluadon. A consultant
could be used in a variety of ways.

When designing the evaluation instrument, a con-
sultant should soBdt each elected offidal's full parttdpa-
tion by asking for examples and details for each rating
category. Whether this Is accomplished by interviewing
each offidal individually or by facilitating a group ses-
slon, it is Important to ensure that all voices are heard.

Use of an Independent consultant is espedally helpful if
there is a lack of cohesion among elected offidals.

Once the consultant has collected the infomiation,
the elected body and manager should meet in person
to discuss the findings. It is recommended that the
in-person. conversation with the mauager to review the
evaluation be conducted by the elected body with the
assistance of the consultant but not by the consultant
alone.
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H funds are limited, a consultant could be used in

a limited engagement to prepare an evaluation system
and then train the elected offidals on how to conduct

an evaluation, which the officials may manage them-
selves after the first year.

If the elected body decides to use a consultant, the
Society for Human Resource Management (SHRM)
may be a source of referrals, as may be state munici-
pal leagues or the local government's regular employ-
ment consulting firms. B a recruiter was used to assist
with the hiring process, the recmiter's agreement
could be extended to include the setup of the initial
evaluation process.

It is recommended that the evaluation process NOT
be fadlltated by the local government's corporation
counsel, municipal clerk, or human resources director
because these individuals are not independent parties.
In almost aU cases, their positions have either a report-
ing or a cooperating relationship with the manager, so
involving them in the manager's evaluation may dam-
age relationships that are necessary for the effective
and effident operation of the local government

Proceeding without a consultant. If a consultant
is not used to facilitate the development of the
evaluation instrument, the elected body may wish to
begin by reviewing the format and process used for
the other local government employees and considering
the same or a revised method. It is important to
understand, however, that a manager is evaluated
in additional ways. Because of this key difference,
flexibility is needed to add any necessary components
intended to assess varied goals and objectives and to
facilitate a dialogue between the elected body and the
manager.

To be fair, the evaluation must be outcome based,

using criteria that have been previously communicated
to the manager and that incorporate the elected
body's priorities. The use of a prefabricated generic
evaluation fomi (even the sample fonns found at the
end of this handbook) is not recommended without
some customization to reflect these priorities.

Measure observable behaviors and progress
toward goats
The manager's job is to achieve the organization's
goals and implement the policies that have been deter-
mined by the elected body. Evaluating the manager's
effectiveness in achieving the goals necessarily means
that the elected body must have determined and
commumcated the goals to the manager in advance,

The manager's success in achieving the
goals set by the elected body is related to
his or her competencies and behaviors with
respect to the specific functions identified as
the responsibility of the manager Defining
the strengths of the manager and identifyi ng

areas for improvement are part of the
evaluation process ICMA has a list of 14 core
areas critical for effective focal government
management and leadership While this
list, the ICMAPractices for EfFective Local
Government Leadership, was developed
for the purpose of ICMA's Voluntary
Credentigling professional development
program, the elected body might find it
helpful for identifying the specific observable
behaviors to be used in the manager
evaluation It is suggested that the elected
body select what it believes to be the most
important areas for achieving its goals and
evaluate the manager's performance in these
areas The 1CMA Practices are as follows (click

here for descriptions)
1 Personal and Professional Integrity
2 Community Engagement
3 Equity and Inclusion
4 Staff Effectiveness

5 Personal Residency and Development
6 Strategic Leadership
7 Strategic Planning
8 Policy Facilitation and Implementation
9 Community and Resident Service
10 Service Dehveiy
11 Technological Literacy
12 Financial Management and Budgeting
13 Human Resources Management and

Workforce Engagement
14 Communicatton and Information

Sharing

ideally through a strategic planniiig process.
The members of the board must be in agreement

about their expectations of the manager. Furthermore,
both the manager and the board must understand
what the expectations are.

The performance criteria established by the board
for each of the prioritized functional areas need to be
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specific and observable by the members of the elected
body. If the criteria are quantffiable, they should
be expressed in objective, measurable terms. For
example, the manager saved 10% on the new project.
If the criteria are qualitative and subjective, they can
be expressed in terms of the desired outcome. For
example, members of the community and employees
frequently commented on the manager's fairness dur-
ing this evaluation period.

Using the Rating Instrument
The usefulness of my performance evaluation
depends almost entirely upon the understanding,
ImpartiaUty, and objectivity with which the ratings
are made. In order to obtain a clear, fair, and accurate
rating, an evaluator must clearly differentiate between
the personality and performance of the manager being
rated, making an objective and unbiased assessment
on the basis of performance alone. Fairness requires
the ability to identify both the strengths and weak-
nesses of the manager's performance and to explain
these constiuctlvely to the manager.

When an evaluation is completed by a group of
people, it Is important that it reflect the consensus
opinion of aU members. All members of the elected
body should partidpate m the manager evaluation
process in onier to arrive at a consensus. This con-
sensus can be accomplished by having each member
individuaUy rate the manager, foUowed by a group
discussion to arrive at a final consensus rating for
each measiue. Alternatively, if consensus cannot be
reached, each member can indinduaUy complete the
rating form, and then one member (or the consultant,
if one is used) can collect the forms and compile the
results and comments Into one document, followed
by group discussion. It is important that each mem-
ber's ratings, whether positive or negative, be backed
up with specific comments and examples so that the
whole group understands the reasoning behind them.

If individual comments-those that do not neces-
sarily represent the sentiments of the elected body as
a whole-are to be Included in the flnal document that
will be discussed with the manager, the board should
decide in advance whether those comments will be

anonymous or attributed to the individuals making
them.

It is important to keep in mind that performance
evaluation is just one part of the coinmumcation
toolbox between the manager and dected offidals. It is
Intended to enhance that commumcatlon, not to result
in a periodic written "report card" that is an end in

itself. la addition, nothing in the evaluation ought ever
to be a surprise. Ongoing coDveisaUons should be held
throughout the year (assuming that the evaluation is
done annually) to help the manager understand if he
or she is on course or if any midseason corrections are
necessary. Ideally, the items in the evaluation will have
already been touched on In these conversations, so the
evaluation will serve as a written summary of them.

Public versus private evaluations
When deriding whether to conduct the evaluation
process in a pubUc or an execuUve/dosed session, the
elected officials, manager, and legal counsel should
review state law. When possible, it is recommended
that the performance evaluation process occur in execu-
tive/closed session between the elected body and man-
ager; however, many states have specific regulations
about whether and when the public may be excluded
from attending a meeting Involving the elected body or
from having access to certain records involving a public
employee. Such "sunshine" laws were fast created to
Increase pubflc disclosure by governmental agencies.
The purpose is to promote accountabiUty and transpar-
ency by allowmg the pubUc to see how decisions are
made and how money is allocated.

While all states have such laws, the exact provi-
sions of those laws vary. For example, specific legis-
lation may require that all government meetings be
open to the public or that written records be released
upon request. In many states, all local government
records are available for review by the public, indud-
ing evaluation documents and notes, unless they are
specifically exempted or prohibited from disclosure by
state statutes.

Regardless of whether the evaluation is conducted
in a public or an executfve/closed session, each state's
statute will dictate certain procedures for meeting
notification, recording of minutes, and disclosure of
derisions made. These procedures should be reviewed
by the elected offidals, manager, and legal counsel
and followed throughout the evaluation process.

However, all final decisions or actions related to
the manager's performance (e. g., employment agree-
ment changes, compensation) should be made in a
pubUc settmg.

Frequency and Timing of
Manager Evaluations
As previously noted, the manager evaluation process,
including the frequency and timing of the evaluations,
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Benefits of executive session/dosed meeting
to evaluate manager's performance

" Provides a venue for handling issues that are
best discussed in private, and ensures corvfi-
dentiahty until a decision »s macfe regarding
the manager's performance

* Provides a forum that is not unduly influenced
by outside sources

Promotes a free-flowing discussion of corn-
ments by the elected body and manager

. Ensures the respect and privacy of person-
nei dealings between the elected body and
manager

Improves communication between the elected
body and the manager
Reduces opportunity to politicize the perfor-
mance evaluation process

* Provides a forum for the elected body and
the manager to talk openly about topio that
warrgnt special attervtion, such as succession
planning, senior staff performance, and execu-
tive compensation

" Enables elected officiafs to challenge the man-
ager without fear of undermining his or her
authority in the community

Benefits of an open session/meeting to
evaluate manager's performance

. Can build transparency and trust by enabling
members of the public to view the process
Can reduce claims of inappropriate agree-
ments and "secrets"

Can improve elected body, manager, and
citizen relationships

Benefits of providing a pubh'c summary once
the process Is completed

. Lets the public know how the elected body
evaluates and views the manager

. Ensures transparency and public accountability

. Promotes the embodiment of ICMA's commit-

ment to openness in government

Provides the organization with another oppor-
tunity to earn the public's trust

will ideally have been discussed as part of the employ-
ment agreement at the time of the manager's hiring. It
is recommended that the initial formal evaluation not

take place until the elected officials and the manager
have worked together for a year; however, short,
less formal evaluations are recommended on a quar-
terly basis. After that, at least one formal evaluation
(still with quarterly informal evaluations) should be
conducted per year, as longer intervals create a higher
likelihood of miscommunication and surprises.

It is further recommended that the fonnal evalua-

tion be scheduled during the least busy tune of year
for both the manager and the elected officials, avold-
ing both the budget preparation season (particularly if
the manager's compensation is tied to the evaluation)
and the election season Qest the manager's evalua-
tion become an election issue). The scheduling should
also allow adequate time for newly elected members
of the board to become familiar with the manager's
performance.

Relationship of Evaluation to Compensation
The primary purposes of a manager's performance
evaluation are

I. Tb provide a tool for communication between the
elected body and the manager

2. To provide an opportunity for the elected body to
spedfically indicate levels of satisfaction with the
manager on mutually identified and defined perfor-
mance priorities

3. To provide an opportunity for the manager to team
and improve

4, To allow for fair and equitable compensation
adjustments based on a review of performance in
achieving mutually identified priorities and OD the
elected body's level of satisfaction with the man-
ager's overall performance.

Perfonnance evaluations that are tied directly to
compensation decisions are often distorted by those
decisions and therefore result in less-than-honest com-

munication between the elected body and the man-
ager. This happens primarily because

1. Elected officials wishing to offer upward compen-
satlon adjustments may feel obliged to embellish
the evaluation in a positive manner to justify the
compensation decision to the public.

2. Elected officials not wishing to adjust compensa-
tion may feel obligated to justify their decision
with negative comments about performance mat-
ters that actually are not a major concern to them.

3. The manager may be reluctant to seek full darifi-
cation on issues raised in the evaluation for fear it

could result in a reconsideration of the compensa-
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tion decision.

Tti avoid these distortions in communication, a bal-
anced evaluation is necessary. That is, the evaluation
should provide the opportunity for open commmiica-
don and at the same time be used for compensation
decisions related to identified peifomiance achieve-
ment and corrective actions by the manager. To this
end, a balanced evaluation would

1. Establish a dear set of performance expectations
prior to the evaluation period.

2. Include a midterm evaluation without any con-
slderatlon of compensation in order to focus on
clarity of communication and performance to date.
This evaluation would allow the manager to take
steps to address areas of performance that were of
concern to the elected body; It woidd also help to
eliminate mlsunderstandmgs and mlscommunica-
tion between the elected body and manager.

3. Use a full-term evaluation to evaluate the level of
perfonnance satisfaction for the entire performance
period and thus provide the basis for a fair and
equitable compensation dedsiou.

Often, factois other than the performance evalua-
tion form the basis of compensation decisions. These
nonperformance considerations include

1. The economic climate of the community and
region

2, The general status of compensation decisions in
the private sector of the community

3. The compensation decisions for other employ-
ees of the local government

4. A general review of the competiUve position
of the local government in the local government's
market area

5. A comparative salary review.

In summary, the performance evaluation of a
professional manager can provide input into compen-
sation derisions by the local elected body. However,
the communication value of an evaluation is best
served by a periodic evaluation not directly Ued to
compensation.

The Evaluation Results
The evaluation serves as the written, formal record
of the conversation between the manager and elected
body and consists of two important sections. The first
sertlon is the elected body's appraisal of the man-
ager's perfonnance with respect to the previously
agreed-upon goals for the period under review as weU
as the general performance of the organization. The

second section contains an agreed-upon list of the
goals to be accomplished during the next appraisal
period as well as any specific performance areas iden-
tified for improvement.

What Others Are Doing:
Survey Results
In developing this handbook, the task force surveyed
a sample of local government managers within the
United States to obtain information on current evalua-

Uon practices. The key findliigs of the survey suggest
that the evaluation process is a problem for a size-
able number of managers. Fortunately, though, most
respondents did not report problems with their evalua-
tions and took the time to comment on key aspects of
successful appraisals. These comments provide clues
to the common pitfalls related to the evaluation pro-
cess and, more importandy, suggestions for improving
the process. This section of the handbook describes
these survey findings.

The most common challenges managers and
elected bodies face with the evaluation process revolve
around four general areas: failure to undertake evalu-
ations, lack of a credible appraisal process, lack of
knowledge of the coundl-manager fonn of govem-
ment, and lack of commumcatlon. Each of these top-
ics is briefly discussed below.

Failure to Undertake Evaluations
Employee appraisals are a standard feature of most
workplaces. They serve as a means of enhancing
employee performance as weU as the overall effecUve-
ness of the organization. Indeed, employee apprais-
als serve similar purposes as perfonnance measures
of programs and services. In both cases, we seek to
identify opportunities for continual improvement.
Yet people avoid completing performance appraisals,
most likely because properly completed appraisals
require Ume and effort. Other reasons for avoidance

may include fear of criticism or the underlying stress
assodated with the appraisal process. Neglecting to
undertake regular performance appraisals, however,
can lead to underachievement. Worse yet, failing to
complete appraisals on a regular basis can lead to
unfounded assumptions that aU is weU when it is not.
It is therefore important to estabUsh a regular pattern
of appraisals.

The survey responses identified two methods to
help ensure that appraisals are conducted on a regular
basis. The most common method is to place a require-

.
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ment for an annual evaluation within the employment
contract. The requirement should also specify a time
of year-often a time that is less busy than others.
The other method is to establish an appraisal time at a
regularly scheduled annual meetii^, such as a board
retreat. But while this method acMeves the goal of a
scheduled appraisal, it is a less satisfactory approach
because it may easily dilute the focus necessary for a
good appraisal.

Lack of a Credible Evaluation

Process
Another common challenge that survey respondents
noted is the lack of a credible evaluation process. Prob-
lems indude lack of structure, litUe to no preparation,
and limited understandmg of appraisals, both pmpose
and process. Process issues may be addressed through
formal training of both the inanager and council. Tl'ain-
ing can be accomplished through work sessioiis with
human resource professionals. Another approach is
to team up with CEOs and board members of locally-
based institutions that have the same challenge and
jointly sponsor training programs. Although not as
effective as training, the use of standard evaluation
forms, customized to a commmiity's goals, is another
way of eiisuriag a more structured process. Lastly, most
managers who are satisfied with thdr appraisal pro-
cesses noted that one member of the elected body, typi-
cally the mayor, provided acdve oversight of the process
and kept discussions on point and on track.

Lack of Knowledge of the
Councii-Manager Form of
Government
Lack of knowledge about the community's form of
government and/or the day-to-day work of the man-
ager is another factor that was cited as hindering
quality appraisals. la this case, providing information
as early as possible to newly elected offidals about
the fonn of government is recommended. This can
include meeting with those officials and discussing the
manager's duties and responsibilities as well as taking
them on field visits. Another approach is to partner
with the statewide municipal league and/or municipal
clerks association to provide seminars on the form
of government. Managers can also use opportunities
such as commumty functions to inform the general
public about its form of government. Some jurisdic-
tions use the "policy governance" model, whereby

the explicit roles of the manager, elected body, and
other key staff such as attorney are clearly defined and
documented. Removing misunderstandings and fUMng
inforaaational voids about the form of government can
greatly improve appraisals because such efforts clarify
the duties and responsibilities of both the manager
and the board.

Lack of Communication
Perhaps the most important ingredient for success-
ful appraisals is effective means of communications
between manager and elected offidals. As in any
human relationship, effective communication is key
to understanding and removing faulty assumptions.
Achieving superior levels of communication requires
active listening and regularity. And the benefits of
such attention are high. For instance, survey respon-
dents noting the most satisfaction with the appraisal
process use a wide variety of means to regularly com-
municate with their elected bodies. They meet with
elected offidals on an individual basis and talked with

them regularly via telephone. These same managers
provide regular written and verbal reports, typically
at each board meeting, that discuss the progress on
council goals and objectives, strategic plans, and
prior evaluation topics, as well as on operational and
sperial topic issues. More detailed reports are provided
on a quarterly basis. In addition, many managers meet
with their elected bodies more than once a year with
a single-issue focus to discuss progress, redefinition,
and resourcing of established goals and objectives,
strategic plans and efforts, etc. These additional meet-
ings provide time to focus on progress and reduce the
probability of end-of-year surprises.

Creating an effective organization takes time and
effort. It also requires regular evaluation of services
and operations. Evaluating employee performance,
especially the manager's, is a vital element of success-
ful organizations. Objective appraisals can be achieved
with an accurate understanding of the manager's and
elected officials' duties and responsibilities. Coinmu-
nicating regularly and effectively through a variety of
means is a vital element of successful organizations
and employee appraisals.3

Supplemental Approaches
The basic process for evaluations may be supple-
meated or expanded by using other tools, such as
self-evaluations, periodic check-ins, 360-degree assess-
ments, and conversation evaluations.
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Self-Evaluations
It is recommended that a self-evaluaUon component be
included in whatever type of evaluation is used. The
purpose of a self-evaluation is for the manager to reflect
upon his or her level of perfomiance in achieving the
organizational objectives, including both internal and
external accompUshments and chaUenges in handling
specific tasks and taking oigamzaUonal direction. In a
public setting, process and perception can be as Impor-
tant as outcomes, and managers should indude all
three in a sdf-evaluation. Thus, a manager's self-evalu-
ation should make dear to dected offidals the process
by which the manager pursued individual goals, and
the perceptions of both the manager and stakeholders
of the manager's success or failure in meeting those
goals. A manager's self-evaluation should be custom-
ized to the needs of each governmental entity.

Periodic Check-ins
There is a management philosophy that says there
should be no surprises during an evaluation. Managers
should be continually evaluating, assessing, measur-
ing, and communicatmg with employees. Providing
this type of continuous evaluation is a greater chal-
lenge, however, for elected boards because it requires
the participation of all board members-since the
manager reports to a group and uot a single individual
supervisor. If a process is in place for formal evalu-
attons of the manager, such evaluations likely occur
just once per year. The annual evaluation can be a
stressful time for aU Involved, and it can also be a
chaUenge to remember all that has occurred over the
past year. Moreover, it is easy for annual assessments
to skew toward recent events, chaUenges, and suc-
cesses while deemphasizing actiriUes that occurred
nine or ten months ago. In reality, an elected body's
perception of a manager's job performance is often
viewed through lenses Grafted by the "crisis of the
day" or by how smoothly the last board meeting went.
A more workable alternative Is periodic check-ins.

Periodic check-ins, such as once per quarter, can
help reduce the stress and mmimize tfae surprises that
can come when a manager's performance is evaluated
only annually. A periodic review of a manager's work
plan can help remind the elected body of the manager's
long-term goals (as set by the oiganization) so that both
parties can evaluate the manager's progress towaid
meeting those agreed-upon goals. If progress on the work
plan has slowed down or other challenges have arisen
along the way, a quarterly check-in offers the manager

an opportunity to self-reflect on his or her performance
as wdl as a forum to explain delays. It can also provide
the manager the opportunity to remind the board of the
14 core areas noted in the ICMA Practices for Effprtiw
Local Govemmpnt Ifladership that are critical and are
part of operating effecUvely on a day-to-day basis.

A periodic check-ln on the manager's work plan is
also important when faces on the elected boaid change,
such as after an elecHon, resignation, or reasslgnment
of committees. By apprislng the new board membere of
the manager's work plan, the manager Is making cer-
taln that the new offidals understand and are support-
ive of the projects or goals that he or she is working on.

360-Degree Assessments
Another form of appraisal process is the 360-degree
assessment, which is sometimes referred to as a "self-
development" tool. Generally speaking, the 360-degree
assessment consists of an employee obtaining feed-
back from supervisors, subordinates, and peers. In this
case, the manager completes a self-evaluation as weU,
with a sample of the workforce providing the subor-
dlnate feedback. In some Instances, feedback is also
obtained from those outside the organization, such as
citizens who have frequently worked with the man-
ager and use the jurisdiction's services regularly.

Some jurisdictions indude the 360-degree assess-
ment as part of the manager's appraisal process. The
ICMA Voluutary Credentialing Program also uses this
method as part of mamtaimng the credential; however,
ICMA's assessments ask only behavioral questions.
They do not cover progress towaid oiganizational goals.

In most cases a 360-degree assessment is con-
dueled digitally via the Internet. Raters are provided
evaluation fonns that are returned to an independent
third party via the Internet in order to ensiu-e anonym-
ity and confidentiality.

One of the chief benefits of the 360-degree assess-
ment process is that it provides feedback on compe-
tendes that are not regularly seen and therefore are
not discussed in the typical performance appraisals.
For Instance, line staff will see behaviors that elected
offidals do not see and vice versa. Thus, a manager's
performance may be improved because it is evaluated
from several different perspectives. However, if the
360-degree assessment is used as part of the appraisal
process, cauUon should be taken so that the evalua-
tion doesn't become a measure of the manager's popu-
larity with staff or the public. The manager works for
the elected offidals and should be evaluated by them
on the basis of their stated expectations.
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Conversation Evaluation System4
This version of an evaluation is a conversational

session between the manager and the elected offi-
cials. For situations where there is tension among
the elected officials or between the manager and the
elected body, a facilitator can be used.

Step #1: Create Factors
The elected officials divide themselves into sub-

groups-nonnally an equal number of officials in
each. The number of groups should be small, so for
a board with 7 members, there would be a group
of 3 people and a group of 4 people. With laiger
boards-say a county board with 20 people-there
might be more groups. Where the situation involves a
mayor and other elected officials, the mayor can move
between the two groups or can be part of one group.
The manager makes up his or her own group.

The elected official groups are given a single ques-
tion that they can respond to with a number of factors:
"What should members of the elected body expect
of the manager?" The groups place their answers on
a fKpchart page. The manager also gets a question;
"What do you think the elected body ought to expect
of the manager?, " to which he or she can also respond
with a number of factors listed on a flipchart page.

Step #2: Reach Consensus on the Factors
The subgroups come back together and discuss each
of the factors they listed. They work to combine their
lists to arrive at between 10 and 15 factors.

Step #3: Assign Weight Values for the Factors
The group divides again, and the subgroups assign
points to each of the factors from Step #2. They are
given a total of 300 points and may assign from 10 to
30 points to each factor. but each factor must be given
an even number of points. More points are given to
those Items that are a higher priority.

Step #4: Reach Consensus on Weight Values for
the Factors

The subgroups come back together again with the
point values they have from their discussions. Dur-
ing this conversation, fhe entire group tries to come
to a consensus on how the point values from Step <f3
should be allocated.

Step #5: Assign Rating to Each Factor for the
Actual Performance of the Manager
The elected offidals distribute points to each of the
factors on a 1-5 scale, on which 5 is far exceeds

expectations, 4 is exceeds expectations, 3 is achieves

expectations, 2 is below expectations, and 1 is far
below expectations. For example, a 30-point factor
would have the following scale:

30-28 Far exceeds expectations (5)

28-26 Exceeds expectations (4)

26-24 Achieves expectations (3)

24-22 Below expectations (2)

22-2Q ' Far below expectations 0)

These points are totaled, and then added to the
points from the section below.

Step #6: Select Goals
The board-collectively and in consultation with the
manager-comes up with the list of goals for the man-
agei. Tbgether they then assign another 100 points to
the goals for the year. So, for example, 50 points could
be assigned to Goal ffl, Goal »Z coiild get 20 points,
and Goal #3 could get 20 points, leaving 10 points for
Goal ff4.

The points from the above 5 steps would be added
to the 100 points possible from step number 6 and
would be totaled for an overall score using the chart
below:

400-360 Far exceeds expectations

359-320 Exceeds expectations

319-280 Meets expectations

279-240 Below expectations

^39-200 Far below expecta^ons

In summary, this is a conversational evaluation.
The evaluators review the factors each year and
everybody owns them. From year to year the factors
are revised as necessary to reflect the feelings of the
elected body, wUch can change each year.

Data-gathering/Software
Resources

Performance evaluation software can be an effective

tool for the elected body to prepare manager evalu-
ations. A wide variety of programs are available,
enabling elected bodies to have as much or as litde
input into the rating categories as they wish. Some
programs come with rating categories already provided
for a variety of positions, some aUow the customer to
provide the categories, and some are a hybrid. This
flexiblUty allows the elected officials to create a cus-
tomized rating tool that works best for them.
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Some evaluation software programs aUow for mul-
tiple raters and some for a single rater. ff the program
only aBows for a single rater, all elected offidals convene
to discuss each category, agree on the ratmg, and offer
comments, while one elected offidal enters the rating
and comments into the software program. In this case,
there needs to be trust among the elected officials that all
opinions are being heard and lecoried. It Is then impor-
tant that all elected offidals review the final draft and
offer feedback before it is given to the manager.

If a mulUple-rater system is used, elected officials
will be completing the evaluation away from the rest
of the elected body, so it is recommended that there
be group discussion beforehand to ensure consistency
in the meaning of the rating categories as m opimons
about the manager's performance. The elected officials
should also meet after they have entered thar ratings
because the evaluation is a. group activity, not a mul-
tiple individual activity.

A word of wanung regarding the mulUple-rater
system: It may be difficult to make sure that eveiyone
(ully participates in the process. Hected officials won't
be iDformed by each other's comments, and consensus
can be hard to achieve. Thus, if some elected offiaals
provide more commentary than others, it could skew
the overall evaluation.

Even with the use of performance evaluation soft-
ware, an m-person conversation between the elected

body and the manager is needed to review the evalua-
tion and discuss the results.

As noted above, a wide vanety of software pro-
grams are available. Including

. Online survey tools such as Survey Monkey

. Performance evaluation software CSHRM can
recommend)

. NeoGov onhne performance evaluation module

Conclusion
Communication That is the essential element to main-
taming a good relationship between an elected board
and the appointed manager. Commumcabon comes in
many forms, but the board's evaluation of the man-
ager is a formalized method of communication that
should not be overlooked.

The task force that was formed to develop this
handbook compiled and considered the best practices
for manager evaluations. The group shared numerous
ideas and learned a great deal from each other. The
final product demonstrates that just as each manager
and board are unique, so too must be the evaluation
process for each manager. While there are common

methods of evaluatlOD, the tools and methods used
to evaluate one manager in one community may not
be appropriate for another manager in a neighboring
community. Tb marimize legitimacy and effectiveness
and to eiihance commumcatlon, a manager's evalua-
tion needs to be tailored to the issues and stated goals
of the elected body.

That said, the task force also agreed that there
are some standard elements-notably, the iCMA
Pr-ictices {orEffecaye Local GQv^riuaeaLLeadeaIac-
that would enhance any evaluation. These 14 core
competencies are the framework for what a manager
does on a day-to-day basis, and they warrant
acknowledgment In the evaluation process.

FinaUy, while tills handbook offers a variety of
ideas on the manager evaluadon process, the most
important takeaway is that the evaluation must take
place and that the process must be mutually agreed
upon. There are many ways to get this done, but the
manager and the board both deserve the stmctured
communication that the evaluation provides

Sample Evaluation Forms for
Local Government CAOs
. Sample Appraisal of Perfomcancr

. Saplple Mapager Evaliiabon Form

. Sample Manager Parfoimaiice Ei'alaatfon

. Sample Counh' Administrator Pnfcnnance Bnlaafen

Other Resources

. ICMA Ffftfces for EffecUve Lora) Govemmpnt
Leaderahin

. Reciuitamt Gwdelinw for Seiectfngjj^saL
Government Adminish'atnr

. ICMA Modd Employment Agreeinait

. iCMA Code of Ethics vnfb Guidelmu

Notes

1 Adapted fmm City Manager Perfbnnance Review, Suocesstul
Evaluation Tq)s, City of Mountlake "Iferrace, WA

2 Integrity is not simply concerned with whether the manager's
behavior is legal; it also addresses the issue of personal and
professional ethics: "DemonstraUng fairness, honesty, and ethical
and legal awareness m personal and professional relationships
and activities. '" ICMA members agree to abide by the ICMA Code
of Ethics.

3 Perkina, Jan. "Case Study. It'8 fGulp) Evaluation Time. " Hkf, July
2005. hKia,̂ ^ma^^/Dci:mT^r;!3/Dc>:mnsqt ^Eo£Hm@nlZ35Q2

4 Adapted and used with permission from Lewis Bendei; PhD,
Professor Emedtus, Southern Illinois Umversity, EdwaidsnUe,
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COVER STORY

II fl

Evaluating the Performance of the
Chief Administrator

icture a governing board meeting at a hectic
tune of year Pterhaps it is budget season and
difBcult funding decisions loom. Or the mem-

bers are still recovering from stinging criticism
over a hot commumty issue. Suddenly, someone says,

Hey, didn t we say last year that we were going to evaluate
the manager around this time?" Other members groan m-
wardly as they envision yet another series of meetings and
potential conflict with other board members. One member

says. Everything seems to be going OK. Let's
just go ahead and dedde on a salary increase
now. Is an evaluation really that important?"

Yes.

Evaluating the peribnnance of the chief
administrative officer-whether the title is
local government manager or health director
or school superintendent or social services
director-is critically important.
- In recent years, jurisdictions increasingly

have recognized the importance of a useful
perfonnance evaluation system to the overaU
effectiveness of their organizations. They have taken steps to
improve their methods of evaluating line workers, supervi-
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sors, and department heads. But one
important individual is fi^quentty over-
loolad at performance evaluation tune:
the person who reports to the governmg
board. Govenung boards have a respon-
sibiHty to get on with that job. This arti-
de is designed to show how to eroluate a
chief admimstirative ofi&cer who reports
to a governing board, for simplicity
called here the manager.1'

Ironically, fhe reasons that a manager
may not recehre a regular perfomiance
evaluation are the very reasons that an
evaluation can be helpful:

. This individual is m a unique posi-
tion m die oi^anization.

. Ife or she SCTVCT at tfae pleasure of tfae
board.

. He or she naayfi'equenfty receive con-
fiicdng messages about priorities and
direction 6'om board members.

It is vital for manners to get regular,
accurate Esedback about whether they
are meeting the expectations of the
board, but it is unlikely that the organi-
zation wffl have a useful process m place
for administrators to get that informa-
tion in the absence of a well-conceived

perfonnmce evaluation system.
Conducting an effective evaluation is

hard work, but it doesn't have to be a
bad experience for the board or the
manager. With plannmg and a commit-
ment to open lines of communication,
chances are good tfaat Ae experience
will result in a new levd of cooperation
and understanding between manager
and board and, ultimately, a more eflGec-
rive woitmg rdatioiiship.

Common Pitfalls

Both the board and the inanager may ap-
proach an evaluation with reluctance.
Board members will be reqmred to talk
openly and honesdy about the ppsitive
and ne^thre aspects of a persons perfor-
inance-a difficult task for nuuxy people.
The manager must be able to receive this
feedback in a nondefensive manner, even
when it appears that the board is articu-

lating specific performance expectations
for the first time, or that the board is fe-
cased on the manager's conduct in the
most recent crisis, rather than his or her
overall performance.

Here are some common problems
that boards and managers encounter
when they plan for and conduct perfor-
mance evaluations:

. The board evaluates the manager
only when there are serious perfor-
mance problems, or when all or some
of the board members already have
dedded that they want to fiie the
manager.
The board realizes it is time to deter-

mine the manager's salary for the up-
coming year, and it sdiedules a per-
formance evaluation for the next

meeting without discussing &e for-
mat or process of the evaluation.

. The discussion during the evalua-
don is unfocused, with board mem-
bers disagreemg about what the
manager was expected to accom-
plish as well as whether the manager
met expectations.

. The board excludes the manager
from the evaluation discussion.

. The board evaluates only the man-
ager s interactions wifh and behavior
tafward the board, even though mem-
bers recognize that this may represent
a relatively small portion of the man-
agffl^s responsibilities.

. The board borrows an evaluation

fonn ftom another jiu-isdiction or
from a consultant without assuring
that the form matches the needs of its

own board and mana^r.

Most of these pitfalls can be avoided
by planning and conducting a system-
atic process for evaluating the managers
performance. A thorough evaluation
process, like the one suggested below,
contains several essential components
(see Figure 1).

A Suaaested Ewaluatiim
Process

PtonnlnB the EiKduaUon.
1. Agree on t}te purpose(s) of the evalua-
tion. Typically, boards identify one or
more of the following goals when de~
scribit^ the piirpose of an evaluation:

. To give the manager feedbadk on his

Figure 1. Steps in Planning and Conducting an
EwaluaUon Process

Plannhig Urn Ewaliudon.
L Agreeonthepurpose(s)oftheevaluadon.
2. Agree on what the board expects of the manager.
3. Ayee an the frequency and timing of the evaluation.
4. Agree on who will be invohred.
5. Agree OD an evaluation form to be used.

ConducUns Un EwfduaBnn.
1. Have individual board members complete the evaluation form before the

evaluation session.

2. Have the manager do a self-assessment.
3. ^ree on a setting for the eroluation discussion.
4. Have die manager present diiriug die evaluation.
5. Consider using a facilitator.
6. Allow suf&dent time.

7. Indude a portion during which the board evaluates its owii performance.
8. Dedde on the next steps, and critique Ae process.
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or her peifermance and to identify
areas in vAich improvement may be
needed.

. To clarify and strengthen the ida-
rionship between the manager and
the board.

. Ib make a dedaon about the man-
ager's salary for the upcoming yeas..

These goak are not incompatible,
and it is possible to accomplish all of
these tasks at once. However, it is e®en-
tial that board members and the man-

ayet discuss and reach agreement on the
purpose of the emliutlon btfoic decul-

ing vAat the rest of the process wfll be.
For example, a board member who
thinks the main reason for doing an
evaluation is to make a decision about

compensation may think that a brief
consultation among board munbcn-
minus the manager-a sufSdcnt to m-
sure dat no members haw any mayor
concerns about the manager's perftir-
mance. This member also may ask for
input from a personnel specialist who
can provide infomation about man-
agera' (alaries in compaiable juriaiic-
tions. By contrast, a board member
whose main interest is improving com-
municarion between the board and the

manager may suggest a process that in-
dudes a conversation between ffae board

and the manager, -with the manager
present throughout tiu evaluation.

A board mi^it question whether the
manager should be involved in planning
the evaluation process, as the evaluation
may be seen as the board's lespoi^ibil-
ity, with the manner as the redpient of
the evaluation. Yet most boards want to

conduct an evaluation that is helpful to
the manage and provides guidance fer
his or her fiiture actions. Because it can
be difBcult for the board to aatidpate
fully what the manager would-or
would not-find useful in an evalua-

tion, it is wise to consult wifK Ae man-

ager early in the plamring process.
For instance, the board may fed that

(he maiULger would be imcomfortahle
hearing board members talk about his
or her performance at first hand and so

may design a process that "protects" the
manager from hearing any negative
feedback. Although tfae boards motives
may be good, such a design may not
meet the manager's needs if the manager
actuaBy wants to be part of the discua-
sion, negative comments and all. Spcnd-
ing some time taUmg about the piupose
of an evaluation at fhe bcginaing of the
process wiH. reduce the possibiUty of
misunderstandiz^is and conflicting pri-
orities later on.

2. Agree on what die board expects offfte
manager. A job is essentially a set of OE-
pectations. It is possible to assess
wfaefher or not an individual holding
that job has met expectations. But an
evaluation can be useful only if an eariier
discussion has lafcen. place in whiA the
board and inanagcr have ouduied aq>ec-
tations for the manager's pcrfbrmance. A
board and manager may discuss expecta-
tions in conjunction with setting oigani-
zational goals for the upcoming year»
perhaps as part of an annual retreat

After setting goals, the board may
specify objectives for the manager that
define his or her role in meeting these
goals. These objectives, then, are the
boards expectations concernmg the
manager. Foi example, a city wundl
may set a goal of working with agendes
and commumty groups to reduce drug-
rehted ctimea in the dty. The council
may list one or more objectives for tfae
manager related to tiiis goal: identifying
groups and a^jides that already are
workit^ to reduce drug-rdated crime,
forming a partnership that iadudes
inembers of aU rclerant groups, or ex-
plaining new programs to the local
media. If the maiuger needs darifica-
tion. of the objectives or has some con-
cams about his or her abBity to meet the
boards expectadons, these issues are
best discussed at the time tfaese obyec-
tives are set, I'afher than a year later,
when the board wants to ]snow why its
Bipectatiom hare not been met

In addition to identikfymg what the
board wants the manager to achieve, a
board typically has an interest in how

the mAtu^er achieves these objectives; it
expects the manager to havfe rertain
kn.owledge and to exhibit certain skills
while perfonning his or her duties. Ex-
pectations about the managers knowl-
edge and ddlla also should be articalated
by the boatd. The board may oqiect the

manager, fca example, to have ogral and
written presentation skills that enabk
him or her to present ideas deariy and
concisety to divCTse groups. It also may
expect the manager to be able to aBocate
lesouices in a way that enauret equilable
service delivery to citizens and to be able
to delegate work effectively and evaluate
the performance of his or her staff.

A board's eq>ectations for the man-
ager often represent a mix of general
areas of knowledge and skills every man-
agcr thould po«aess, as wdl as specific
apectadoiu based on the board's com-
position,, (he organization's history, or
special features of the city or re^on.
Therefore, it may be helpful for the
board to use an eristii^ list of maiuge-
rid otpectations as input for its discus-
non, then to automim these expecta-
rions to fit Afi Beeds of the jurisdiction.
Maiiy professioaial organizations-like
ICMA-can supply such a list; or the
board and manager may contact oAer
communities in their area. Remember

tfaat a list of eq>ectatioas for the man-
ager that coines from a source outside
the board is intended to begin a discus-
fiion of tfac board's expectations for Ac
manager> not to reptoce this discussion.

3. Agree on 0ie frequency and ̂ mmg of
the evahsatwn. The board and manager
afaould agree <m how often evaluations
should be conducted (perhaps oiice a
year) and adhere to that schedule. The
timing of the evaluation also Aodd be
wnsidered. For instance, the board may
msh to have the evaluation cyde and
budget cyde coincide and to inake ded-
sions about the manager's compensation
at such a time. Or, it may choose to con-
duct (he evaluation before the budget
process gets under way if it feds that it
would not be able to give its full atten-
tion to the evaluatios during the
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months leadii^ up to the adoption of
the budget

The board should avoid sdiedulu^;
the eraluation just before or after an
election. If the eraluation is held too
soon after an election, new members
may not have had the time they need to
gather information about and form a
judgment of the manager s perfor-
mance. Likewise, if is not a good idea to
schedule an evaluation ;ust before an
election if a change in the composition
of the board is expected.

4. Ayve on who will be involved. All
members of the board and the manager
should participate in the evaluation
(more about tfae manner's presaice at
the evaluation, below). The full boards
participation is necessary because all
members have relevant information
about the manager's performance. In
addition, during the planniBg process,
die board and manager should consider
whether there are other parties who
have an important perspective oa the
manager's performance. A common
problem is for the board to focus en-
tirely on the manager's interactions with
die board, even though the manager
spends only a fi^ction of his or her time
in direct contact with the board.

Although botih the board and man-
ager may fed that the percqrtions of
staff, citizens, and others are important,
they may be concerned about how these
perceptions will be collected and shared.
It is not a good idea for board members
to go directly to staff and to poll em-
ployees on their views of the managers
strengths aitd weaknesses. Such actions
would put board members in an inap-
propriate administrative role and may
put staff" members-including the man-
ager-in an uncomfortable position, In-
stead, tihe manager m^ht hold upward
revievy sessions with. his'or her staff in
order to receive feedback from subordi-

nates and to report general Acmes fbat
came out of these sessions as part of his
or her self-assessment

The goal is not to make Ac manager
feel under attady rather, it is to ackaowl-

edge that many people may have relevant
information about the managers pafor-
mance and that the board should not be

eiq»ected to know everything about the
manager s work. If the board and man-
ager choose not to incorporate other
sources of information in the evaluation,

die board may want to consider oauttii^
performance criteria that it feels unable
to Judge (such as the coadiing and men-
toring of subordinates).

5. Agree on an evaluation form to be used.
Frequently, this is the first step that
boards consider when planning an eval-
uation, and they find it to be a difficult
task. However, if the board already has
discussed and agreed on what it expects
of die mamgCT (see Step 2), agreeing on
an evaluation form becomes mudi eas-

ier. It is simply a matter of translatmg
expectations mto performance criteria,
maku^ sure that the criteria are clear
and measurable. For example, three ex-
pectations in the area of knowledge and
skUk necessary for local govenunent

maDagement" may look Hire Figure 2.
FoUowu% each criterion on the eralu-

ation form is a scale ranging fi'om does
not meet expectations" to "exceeds ex-
pectarions, " mtt an option of markup
"unable to rate." A board msf choose to
assign numbers to this scale (say, 1
through 5, with 1 corresponding to
does not meet aqpectations and 5 oor-

respondmg to exceeds expectations ).
But a numerical ratmg system is less use-
ful in an evaluation of the inanager than
it is in an organizatioa-wide evaluation
of aU employees, where standardized
comparisons may have some value. In
fact, a potential problem with using a
numerical rarity; system is tiiat it vs easy
to focus on the number as the end m it-

selfi rather than simply a shorthand way
to express the evaluation. Thus, a board
may discuss at length whether a man-
ager s performance on a gnren dimension
is a3 or a4, and perhaps condudc that it
is a 3.5, without fully eayloring what
these numbers represent

Samples of evaluation forms may be

Figure 2. Portlun of Sample Eiraluatlon Form

Pnsantathm SkBb. The ability to understand an audience and to preamt
an idea dearly and condsely, in an engaging way, to a group whose interests, ed-
ucation, culture, ethnicity age, etc., represent a broad spectrum of community
interests and needs.

12345

Does Not Meets

Meet facpectations Espectations

Exceeds

Expectations
Unable
to Kate

CtUaen Scnrfce. The ability to determine drizen needs, provide equitable ser-
vice, allocate resourceSi deUver services or products, and evaluate results^
12345

Docs Not Meets

Meet Expectations Expectations

Exceeds

Eicpectations

I

Unable
to Rate

Beteaafina. The ability to assign woA darify acpectations, and define how
individual perfonnance will be measured.
12345

I.
Does Not Meets

Meet Bxpectations Expectations
Exceeds

Expectations
Unable
to Rate
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obtained fiom ICMA (contact An&ony
Crowdl by fix, 202/962-3500) and other
professional oigamzations. Again, it is
essential for boards and managers to tai-
lor forms to meet their needs.

Condudhr Un Bimlurtlon.
J. Have huSviebud board mcmbars com-
plete the evaltfation form prior to the
evaluation session. Setting aside some
time for individual reflection is impor-
tant preparatiodo for the evaluation ses"
sion. It reinforces the message that this is
an important task, worthy of tfae board
members attention. Makii^ individual
assessments before beginning a group
discussion also increases the likelihood
that each manba- wfll form his or her
own opinion without being influenced
by the judgments or experiences of
other membera.

This is not meant to unply dut board
members cannot charge their minds as
a result of group discusrion; on the con-
trary, membera fiequendy change their
views of a manager's performance as
they heu the perspectives of other
members and learn mfbrmadon that
was not available to them when making
their individual assessments.

2. Have the manager do a self-assess-
ment Inviting the manager to assess
his or her 0'wn performance can add a
helpful-and unique-perspective to
the evaluation process. In most cases,
the manager can sunply complete the
same evaluation form being used by
the board. For the manager, the com-
parison of the sdf-assessment with the

assessments of others provides an op-
porhmity for insight into his or her
own overesumatton or underestima-

tion ofperfi^nnance level as compared
with the expectations of the board. For
the board, hearing how the manager
rates his or her own. performance
(and, more important, how he or she
arrived at that rating) cm help mem-
beri gain some insight into lAether
the board and manager are communi-
eating effectively.

As an example, board members might

rate the manager as not meeting expecta-
tions in a givai area because a land use
study has not been compkted.'Upon dis-
cussion with the manager, however, the
board might leam that the study has
been completed but not yet been pn-
seated to tfae board. This distmction
would be important because it would
surest different areas for improvement.
If the manager has not compkted the
study, the discussion m%ht have focused
on the importance of meeting deadlines.
Instead, tfae group could develop strate-
giea for improving communication so
that board members will receive mfor-
mation in a timely manner,

3. Agree on a atrin^ for the evaluation
discussion. The evaluation should be

conducted in a setting that is private and
comfortable, fi'ee from iaterruptions,
and considered neutral by all parties.
These are the same characteristics a

board may look for in a retreat setting
when it meets to develop a long-range
plan, discuK roles and respoiuibilities of
new board members, and the like. The
idea is to set aside a time and place to
address a single topic, sway ftxsn the
pressure ofaloaded agenda.

Boards fi-equently ask whether the
manner's evduation is defined as an
open meetmg. Because the board is con-
sideruig the performance of the man-
agac-a public employee-during an
evaluation, sucfa a meeting may be held
in eicecutrve session. According to the
North CaroHna open-meetmgs statute,
for instance, a public body may hold an
aiecutive session to "consider the quali-
flcations, competence, performance,
character; fitness, conditions ofappoint-
ment, or conditions of initial anploy-
ment ofapnbUc officer or employee.'

4. Have Ihe manager present during the
enriuatfon. The above example, in which
the board learns important infermadon
fi'om die manager during the cvahia-
tion, fllustratcs the benefit ofhanng the
manager in the room, playmg an active
role in the eraluation. A managCT pre-
sent during the discussion can respond

to questions &om the boaid, ask ques-
tions, and provide relevant in&nnation.

Frequently, a board's fiist impulse is
to exdude the manager fiom tfae evalua-
tion session. Some members may be rc-
luctant to dm-e uegadve feedback in the
managers presence. Other members
may fear that the evaluation wffl turn
into an analysis of the manager's han-
dling of a single inddent, with the man-
ager defending his or her actions. Still
ofhera may want to shidd die manager
from what they perceive to be unduly
harsh critidsm from a few board mem-
bers. These are vaSid concems.

HowevCTi many of the problems an-
tidpated by the board stem fimm a lack
of planning rather than from the man-
aga's presence at (he evaluation; conse-
quentiy, many of these issues cm be ad-
dressed in earlier phases oflfae plaiming
process. For example, a good evaluation
form wfll help ensure that the discussion
focuses on job-rdated behaviois rather
than peaonal traits and wiU look at the
previous year't pCTformmce rather than

that oftfae previous week,
Some boards choose to caadude the

manager fi-om the evaluation session
and select one member to summarize

the board"s discussion for the manager
after the evaluation has been completed.
Appointing a "designated spokesperson"
to conmimicate the board's enluation

to the manager i« often fi-ustrating for
both parties. It is difficult for one person
to summarize a complex discussion m
an accurate and balanced way, and the
spolasperson may end up awerempha-
sizing some points and underemphasiz-
ing or eliminating othere. TSo a maiager
who ia seeking feedback and guidance,
this one-way communication usuaUy
does not give a fnfl picture of the board's
perception^ consequently, fhe manager
may make future decisions that are not
consistmtwlth the board's expectations.

Even with a careful plamring process,
board members still may have concerns
about sharing negative feedback with
the nmager. As described in the nen
section, a. skilled facilitator fi?equeatly
can dimlnifiih tiiese conceins by helping
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the group discuss these issues in a con-
structive way.

After the board hds conduded its dis-

cussion of the manager's performance, it
may wish to oause the manner while it
makes a dedsion about the manager s
compensation. The manager presum-
ably wffl receive any feedback and guid-
ance from fhe board before the salary
discussion, so his or her presence is not
necessary at thu point However, the
board should keep in mind that the ac-
tual seCSag of the inanager's salary may
not be covered under a personnd excep-
tion to an open-meetings law, and for
this reason this determination should
take place ill an open session.

5. Consider using a jbcilitator. A perfor-
mance evaluation is a complex task» par-
ticularlywhen an entire group is partici-
paring in the evaluation. Members may
have different views of the managers
past performance or difEerent expecta-
tions for the future. Board members also

may be reluctant to share negative feed-
back, or they may be concerned that
their feedback will be misinterpreted.

Par all of these reasons, it often is
helpful to use a facilitator iriien conduct-
ing the evaluatton. A facilitator can hdp
die group by monitoriiig the group*?
process, whfle leaving all members free
to focus on the task oftfae evaluation. Fa-

cflitators ofiim surest Aat gnoups use a
set of ground rules to hdp them acoom-
plish their woric more effectively.

The board might look to local busi-
ness» chnc, and academic leaders for rec-
ommendations for qualiJGed facilitators;
or it might contact the Institute ofGov-
ernment at the University of North Car-
olina at Chapel Hill, or the state s assod-
ation of county commissioners, league
of mwudpalitieSt school board assoda-
tion, or similar organizations for help in
dusarea.

6, Allow sufficient time. A useful tedi-
nique for the actual evaluation is a
round robin" format Each member in

turn escpresses his or her judgment of
the managers performance on a given

a-iterion» and the ffitire group then dis"
cusses any differences among individu-
als' ratings, with the god of reaching
group consensus on the manager's per-
forinance in this area before progressing
to die next performmce criterion. Even
with a sinall board that is in general
agreement about the manager's perfor-
mance, this is a time-oonsuming pro-
cess. 'Ilerdbre, setting aside a full day
for the evaluation session is a good idea.

Although this may seem like a lot of
time to devote. to one issue, the conse-
quences offililing to reach agreement on
what the board expects of the manager
can ultimately require &r more time and
energy. The group may wish to divide
the evaluation session into two half-
days, if that is more manageable (bodi in
terms of scheduling and energy levels).

7. include a portion in which the board
evaluates its own perfwmance. hi theory,
it is possible for a board to specify ex-
pectations ftir the manager and then to
evaluate tfae degree to whidi a manager
has met these acpectetions. In practice,
however, meeting expectations is usually
a two-way street, and it is helpful for a
board to examine its own functioning
and how it contributes to-or hmders-

the manager's effectiveness. In one case,
a board set a number of h^h-priority
objectives for the manager to meet, after
which individual board members

brought mm "high-priority^ projects to
the manager throughout the year. In this
case, the board was partly responsible
for the managers failure to meet the ex-
pectations initiaUy set by the board.

8. Decide on the next steps, and critique
the process. The actual evaluation of the
manager's (and the boards) peifoi-
mance may seem like the last step in tile
evaluation process, but there stiU are a
number of dedaons to be made before

the next evaluation cyde can begm. The
board naay wish to have a separate ses-
sion to make a decision about tfae man-

ager's compensation. This is also a logi-
cal time to talk about eq>ectations and
goals for the cosung year, and the board

may wish to set a date in the near future
when it wiU set expectations and perfor-
mance measures m preparation for the
next evaluation.

An important final step: Before the
evaluation is conduded, all members
should assess the evaluation process it-
sel£ This self-critique helps the group
look at its cwn process and learn from
its experiences in working together. By
reflecting on die task jurt completed, the
group frequently identifies components
of the process that worked weU and as-
pects that could have been m.ore effec-
tive. For example, it may dedde that it
did not dearly define the manager s role
in reaching board goals before the evalu-
ation and resolve to address this lack by
a specified date.

A Pn»cess, Nut an Ewent

As the steps described here illustrate,
the evaluation of a chief administrative

officer is a process, not an event Careful
planning and a commitment to com-
mimication between the board and the

manager throughout the year will
greatly facilitate the actual evaluation
and increase the likelihood that it will
be a valuable experience for all involved.

One last word: Don't let the fear that

your board has not laid the proper
groundwork prevent you firom getting
on with the job. You will probably see
some things that you woidd Uke to
change after the first evaluation (and
fhc second, and the third ... ). That is
what the sdf-critique is for. The impor-
tant thing is to begin the process. Mak~
ing the evaluation a tegular part of the
board s work is the best way to ensure
its success. (BO

Margaret S. Carlson is a faculty member
of the Insthute of Government, The Uni-
versity of North Carolina at Chapel HiS,
Chapel HiU. N.C.

Reprinftsd by permissipn from Popular Gov-
ernment pubUshed by the Institute ofGovem-
ment, The University of North CaTolina at
Chapi lHiB.
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cnv NaxaGER Emunna*

ftaxpuue o£ Pex'SjLMsassoe BOTaIuatijoeti

lflllle a Perf°Ta"ce evaltiation is meant to critique the City Mmager's
pCTfcmance and what has been accailpUshed during a giwm pwiod of tlne. it is

also a con?x??ic^. ix"s. t°01 and a learning pnxsess iher*y tiie  y(u- aid ci^
Cnmcil and the City Manager can leam nore about aadioaB r'seiipectaticns and
where strengths and weaknesses exist In the lelatfconship. Annual einiiuations

identify any major differences In directim, 'miscCTmiLmicaticn, ~OT
probIaiB before they become critical to the oparations of the O.ty <rf
Terrace.

BuU^/RiiBBut

lhue are "o perfect eiraluation fonnB or processes and many systae aid
3goadies are used. A perfbnnance evaluation should be^'a ~thoi^itful7

i, sensitive, and positive process.

nl^^evaluBtlon fonn canaiats of seven categorlas totaling 35 q^iestions nlated
to Uhe^ City Kaugnr's perfonnanoe. Eacfa giestlon should iec;Yve-a~nuinaicai
score from^l to 5, with a 1 being weak and a 5 being strong. Accmnent~BectiMi
is included after each category.

Uyxi conp.lfitlxai, the evaluation should be forwarded to the Mayor fcr ct3noi:
and review with the City Manager.



nelatlaiahlp Nith Maycu- aid Cltf OouncU

1. Maintains effective coBnunications, verbal and written, to keep
Councilnientiers infonned of itans and events they want and need to be aware of to
effectively represent the City.

2, PcaviSes tnfomation to all CcMncilmaAers on an equal basis.

3. Maintains personal availability to Oouncilnienters.

4. Maintains reporting system to OouncUniaitsers of the adninj. Btration's
and staff's curaant and planned activities.

5. Plans, acganlzes, and pcesents naterials for ccnsideration In a
clear, ccnprehensive, and timely manner to enAle Councilmentoexs to make sound
decieicns.

6. Effectively camxinicates wLtti Councilmentoers dbout yietr concerns and
or follows through, to see that City dqarbnents inplanent

appropriate actions.

GEBIIHBntSt



Helatianship With a^ployees

1,' ^ Maultallls positive envloyee-enployer Bslations and guides ceoDle so
work toward cannon objectives.

2. Effectively selects, trains, ami organizes wvleyeee.

wirraited3." AdteesEies Pelsamel prablene and takes appropriate action »toi

cl^T 4. Maintains an atanoqihere in itiidi eRployees enjoy Norking foe tte

iS



ftibllc telations

1. Ensures that City anployees who have public contact danonstrate a
percqition, attitude, -and feeiing'of'helpfalness, courtesy, and sensitivity.

2. Maliitains to the public a City Image that represents sexvice.
vitality, and professlonaUan.

3. Effectively handles citizen disputes or conplalnts.

4. Maintains sufficient visihiUty, Identity, and avaiUbility in the
ocmnunity.

5. Effectively represents the City Ctxmcil's poeitlais and poUclfis
g^ing "sufficiMit" credit"' to OouncitoeiifcerB and assisting In
Oouncilmaitors' viBlbility In the ccmnmity.

OGumBntss



Inteigovemnental BaIaUais

1. Bositiyely and effectively Bspnesents the City and its interests with
other 9ovemnental jurisdictions or agencies.

2. Maintains effective ocmnunicatioas and relationships with other
governmental Jurisdictions.

3. Keeps CouncUiiBifcexB advised of new and pending legislation and
.

OGnnents:



Financial Managanent

1. Plans, organizes, prepares, and presents the annual budget with
adequate documentation 'and supptnt "infomiation to enablfi Councilmaitoers to make
infonmsd fiscal policy decisions.

2.
equipient.

Controls costs by econanically using manpower, neterials, ana

3. Provides a system of reports to Councilmentoers with sufficient
Infonnation on the City's current financial status.

4. Plans, organizes, and administers the adapted budget withUi approved
reviaiues and ea^iendituies.

OoBinentss



Organizational ManaganBnt
Erogran Develcineat and HaUow-lluough

1. Plans and organizes cn-going service delivery systems to assure
efficient and effective services to citizais.

2. Plais, organizes, and follows through on work assigned by the Ci.ty
Council so that it is conyleted with dispatch and efficiency.

3. Plana and oBganizns work involved In reseaxching City Council's
program suggestions aid reporting the results of the analyses.

4. Maintains knowledge of curcent and innovative trends, technologies,
and systems provided by local gowemnent and incorporates that knowledge Into
pcogram icsearch and FecGmnaniiaticns.

5. Plans and organizes rBaponses to pdallc Bequeata airi ccnplalnts or
areas of conceni that are brought to the Manager's attention.

6. Anticipates and recognizes future needs and pcoblans and plans
accordingly.

7. Plans and organiaes for niaxinun utilization and maintenance of City-
cwned facilities and equJpnent.

Oonnente:



Personal OiaracteriBtica

1. IMAGINATION: Does the Manager show initiative, creativity in dealing
with issues or problans and create effective solutions?

2. OBJECTIVITY: Is  e Manager open to City Council's new ideas and
suggestiMis for change with a rational, topersonal vlfiwpoint based on facts and
(pialified opinions?

3. DRIVE: Is the Manager enecgetic and willing to spend the time
necessary to do a good Job and get the job done?

4. DBSCISIVENESS: Is the Manager able to reach timely decisions and
Initiate action without being cai(ulsive?

5. MTTmnK: Is the Manager enthusiastic, coopeiative, InteBested, and
flexible when it comes to perfoimihg duties?

6. FIBMtSSs Does the Manager have courage of convictions, being firm
when convinced but not stubborn?

7. OCW1UNICATIONS: Does tte Manager exhibit the pn^iersldllstobe
eSs~to 'talk~tor'l. istm- to what is being said? respcnd in a thoughtful, clear,
and pointed manner?

GoffiBsntBS
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OrexaU

Coonentg:

Suggestlcns fiiir Beir BerEonnBnoe Gnals ari Objectives

1.

2.

3.

4.

Date Councilinaiter Signatiue





City Manager Evaluation

Please rate the city manager using the following scale:
Description

Unaccqrtable - Unsatisfactoiy perfonnance
Conditional - Requires Improvement
Satisfactory - Meets Council expectations
Exceptional - Generally exceeds Councils expectations
Outstanding - Substantially exceeds Councils expectations

Please return your evaluation &xm to the Mayor as soon as oossible.

Siipcrvisio

Does the City Manager maintain a
standard of respect for dq)artment
head's ability and encourage their
mitiative? Does he challenge fhem to
perform at their highest level?

Rating Comments:

l. ciidershii

Does the city manager inspire others to
succeed? Does he actively promote
efficiency in operations? Does he
demonstrate a high regard for personal
ethics?

Rating Comments:

lL\CCUti()]l Of PoltC

Does he understand the laws and

ordinances of (he city and cause them
to be fairly enforced?

Rating Comments:

Cumniuiiin Rclatioi

Does the dty manager woric well with
citizens and properly handle their
complaints?

Rating Comments:

Does the city manager properly handle
his administrative duties?

Comments:

C:\UsCTS\ShatUKMi\^)pData\Local\Microsofi\Wmdcws\Tempoiaiy btemet Files\ConteaLOuflook\YCVUS6BF\3674_2 page eval-doc



Does the city manager work well with Rating Comments:
developers while protecting the city s
interest? Does he work to increase the

city's tax base through economic
development?

Does fhe city manager cooperate Rating Comments:
cordially with neighboring
communities and citizens while looking
after (he interests ofBormer Springs?

Does the city manager work well with Rating Comments:
(he city coimcil in making sure there is
adequate information available prior to
meetings? Is he willing to meet with
council members to deal with

individual problems and issues?

Does the city manager involve himself Ratang Comments:
in the planning process to the correct
degree? Does he review the process
and look for better ways to handle
development activities?

Does the city manager ensure the Rating Comments:
biidget is prepared and executed in fhe
manner approved by the city council?
Does he ensure the city's monies are
managed properly?

Additional Coiinnents:

NameofRater: Date:

C:\U8ers\Shaimon\AppData\Local\Microsoft\Windows\Tnnporary Internet Files\C(mtent. OuttooBYCVUS6BF\3674_2 page evaLdoc
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City Manager Annual Performance Evaluation

Summary

The City Manager's evaluation consists of annual evaluation by the City Council,
as provided in the City manager's employment agreement.

The purpose of the evaluation process by the City Council is to maintain a strong
Council/Manager team by ensuring open and productive communication on an
annual basis in a formal way, and on an ongoing basis more informally. During
the formal annual review process, there is an opportunity to identify areas of
satisfaction and items needing change or improvement as identified by the
Council.

The Human Resources Manager is the facilitator for this process, and will gather
Council input from each member, then compile them into a comprehensive
format for the review discussion. This year, the review discussion is scheduled
for July 18, 2005. This is conducted in a closed-door personnel session during
the regulariy scheduled City Council meeting.

Attached is a form designed to gather Council input. Please utilize this form to
rate the City Manager in the areas provided. You may also provide narrative
comments, and/or additional information to be considered that is not captured in
the format provided. Please submit all information to Chris Syvereon, Human
Resources Manager by the end of the day Thursday, July 14, 2005.



Rating Criteria

For each performance criteria, please use the following rating scale:
E - Exceeds your expectations.
M - Meets your expectations.
N1 - Needs Improvement or attention.

Communication Skills:

Verbal Communication Skills - Good command of oral expression;
'expresses ideas clearly and concisely; easily comprehends ideas
expressed by others; able to explain and understand difficult and complex
subjects.

Written Communication Skills - Good command of written expression;
'expresses ideas clearly and concisely; easily comprehends ideas
expressed by others; able to explain and understand difficult and complex
subjects through written media.

Presentation Skills - Is able to prepare and present quality presentations
using a variety of tools and media; presentations are effective and visually
appealing.

Interpersonal Skills/Relationships:

Ability to relate well to others, makes people feel at ease, even in difficult
situations.

Is able to gain the tmst and confidence of the public; fosters contact and
cooperation among citizens and community organizations.

Understands and embraces the concept of interlocal cooperation when
appropriate.

Fosters cooperative communication and working relationships with
Council.

Has the ability to utilize appropriate media for communication - TV, radio,
newspaper, group interaction, individual meetings.

_Skilled in negotiation techniques in a variety of scenarios - employee,
council, public, interagency.

Demonstrates sensitivity to individuals/groups as appropriate.



Is forthright and honest in all relationships.

Leadership:

Supports and manages in accordance with identified City Values and
Mission.

Provides City staff with direction and management according to the high
performance government model.

Uses sound judgment in decision making; seeks out all relevant and
necessary data, makes decisions in a timely manner

Directs utilization of City resources effectively.

Directs the City Customer Service initiatives, both internally and
externally.

, Crises and/or emergencies are handled in an effective, efRcient, and
professional manner.

Stays current on management practices and techniques.

Actively pursues ways to increase his value to the City.

Consistently supports re-engineering efforts city-wide.

Planning:

Participates with Council and Staff in strategic planning.

Exhibits a forward-thinking approach, both in the short- and long- term.

Utilizes effective project management techniques.

Sets objectives for performance and manages toward those objectives.

Completes projects agreed upon with Council within the given time frame.

Manaaement/Staff

. Able to delegate authority, granting proper authority at the proper times;
good judge of when and when not to delegate.



Utilizes a positive approach to direct work efforts of staff.

Addresses employee issues promptly and effectively, utilizing progressive
discipline.

Encourages and rewards initiative.

Promotes cohesive teamwork with the City Senior Management Team.

Comments:

In a brief narrative, please describe:

What you are most pleased with in the City Manager's performance.

What areas would you like to see improvement in? Please provide
specific suggestions on how the City Manager may improve the areas of
concern.

Goals for 2005-2006



City Manager Performance Evaluation

City of

Evaluation period: to

Governing Body Member's Name
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.
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deadline for submitting this performance evaluation is

Evaluations will be summarized and induded on the agenda for discussion at the work

session on

Mayor's Signature

Date

Governing Body Member's Signature

Date Submitted
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INSTRUCTIONS

This evaluation form contains ten categories of evaluation criteria. Each category
contains a statement to describe a behavior standard in that category. For each
statement, use the following scale to indicate your rating of the city manager's
performance.

5 = Excellent (almost always exceeds the performance standard)
4 = Above average (generally exceeds the performance standard)
3 = Average (generally meets the performance standard)
2 = Below average (usually does not meet the performance standard)
1 = Poor (rarely meets the performance standard)

Any item left blank will be interpreted as a score of "3 = Average"

This evaluation form also contains a provision for entering narrative comments,
including an opportunity to enter responses to specific questions and an opportunity to
list any comments you believe appropriate and pertinent to the rating period. Please
write legibly.

Leave all pages of this evaluation form attached. Initial each page. Sign and date the
cover page. On the date space of the cover page, enter the date the evaluation form
was submitted. All evaluations presented prior to the deadline identified on the cover
page will be summarized into a performance evaluation to be presented by the
governing body to the city manager as part of the agenda for the meeting indicated on
the cover page.

PERFORNIANCE CATEGORY SCORING

1. INDIVIDUAL CHARACTERISTICS

Diligent and thorough in the discharge of duties, "self-starter^
Exercises good judgment

Displays enthusiasm, cooperation, and will to adapt
Mental and physical stamina appropriate for the position
Exhibits composure, appearance and attitude appropriate for executive position

Add the values from above and enter the subtotal - - 5 =

Page 2 of 7 Initials

score for this category



2. PROFESSIONAL SKILLS AND STATUS

Maintains knowledge of current developments affecting the practice of local government
management

Demonstrates a capacity for innovation and creativity

. Anticipates and analyzes problems to develop effectwe approaches for solving them

. Willing to try new ideas proposed by governing body members and/or staff

Sets a professional example by handling affairs of the public office in a fair and impartial
manner

Add the values from above and enter the subtotal T5= score for this category

3. RELATIONS WITH ELECTED MEMBERS OF THE GOVERNING BODY

Carries out directives of the body as a whole as opposed to those of any one member or
minority group

Sets meeting agendas that reflect the guidance of the governing body and avoids

unnecessary involvement in administrative actions

Disseminates complete and accurate information equally to all members in a timely
manner

, Assists by facilitating decision making without usurping authority

Responds well to requests, advice, and constructive criticism

Add the values from above and enter the subtotal -5-5= score for this category

4. POLICY EXECUTION

Implements governing body actions in accordance with the intent of council

Supports the actions of the governing body after a decision has been reached, both

inside and outside the organization

Understands, supports, and enforces local government's laws, policies, and ordinances

Reviews ordinance and policy procedures periodically to suggest improvements to their
effech'veness

Offers workable alternatives to the governing body for changes in law or policy when an
existing policy or ordinance is no longer practical

Add the values from above and enter the subtotal -5= score for this category
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5. REPORTING
Provides regular information and reports to the governing body concerning matters of
importance to the local government, using the city charter as guide
Responds in a timely manner to requests from the governing body for special reports
Takes the initiative to provide information, advice, and recommendations to the

governing body on matters that are non-routine and not administrative in nature
Reports produced by the manager are accurate, comprehensive, concise and written to
their intended audience

Produces and handles reports in a way to convey the message that affairs of the

organization are open to public scrutiny

Add the values from above and enter the subtotal -5 score for this category

6. CITIZEN RELATIONS

Responsive to requests from citizens

Demonstrates a dedication to service to the community and its citizens

Maintains a nonpartisan approach in dealing with the news media
Meets with and listens to members of the community to discuss their concerns and
strives to understand their interests

Gives an appropriate effort to maintain citizen satisfaction with city services

Add the values from above and enter the subtotal -5= score for this category

7. STAFFING
Recruits and retains competent personnel for staff positions

Applies an appropriate level of supervision to improve any areas of substandard
performance

Stays accurately informed and appropriately concerned about employee relations
Professionally manages the compensation and benefits plan
Promotes training and development opportunities for employees at all levels of the
organization

Add the values from above and enter the subtotal -5= score for this category
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8. SUPERVISION

Encourages heads of departments to make decisions within their jurisdictions with

minimal city manager involvement, yet maintains general control of operations by
providing the right amount of communication to the staff

Instills confidence and promotes initiative in subordinates through supportive rather than

restrictive controls for their programs while still monitoring operations at the department
level

Develops and maintains a friendly and informal relationship with the staff and work force

in general, yet maintains the professional dignity of the city manager's office

Sustains or improves staff performance by evaluating the performance of staff members

at least annually, setting goals and objectives for them, periodically assessing thsir
progress, and providing appropriate feedback

Encourages teamwork, innovation, and effective problem-solving among the staff
members

Add the values from above and enter the subtotal -5 score for this category

9. FISCAL MANAGEMENT

Prepares a balanced budget to provide services at a level directed by council

Makes the best possible use of available funds, conscious of the need to operate the

local government efficiently and effectively

Prepares a budget and budgetary recommendations in an intelligent and accessible
format

Ensures actions and decisions reflect an appropriate level of responsibility for financial
planning and accountability

Appropriately monitors and manages fiscal activities of the organization

Add the values from above and enter the subtotal -5= score for this category

Page 5 of 7 Initials



10. COMMUNITT

Shares responsibility for addressing the difficult issues facing the city
Avoids unnecessary controversy

Cooperates with neighboring communities and the county
Helps the council address future needs and develop adequate plans to address long
term trends

Cooperates with other regional, state and federal government agencies

Add the values from above and enter the subtotal .8-5= score for this category

NARRATIVE EVALUATION

What would you identify as the manager's strength(s), expressed in terms of the principle
results achieved during the rating period?

What performance area(s) would you identify as most critical for improvement?
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What constructive suggestions or assistance can you offer the manager to enhance
performance?

What other comments do you have for the manager; e.g., priorities, expectations, goals or
objectives for the new rating period?

Page 7 of 7 Initials





SAMPLE MANAGER EVALUATION FORM1

Person Completing the Form

SECTION ONE: BEHAVIORS

1. ELECTED BODY RELATIONS

A._Does the manager carry out directives of the elected body as a whole rather than those of any
one elected body member?
Comments:

B--Is the manager available for elected body consultation and responsive to elected body input
and needs?
Comments:

C._Does the manager keep the elected body informed of important developments and current
issues affecting the community?
Comments:

D-_Does the manager maintain open lines of communication with the elected body as a body and
with individual members?
Comments:

E-_Does the manager assist in facilitating elected body consensus and in identifying and setting
goals and policies?
Comments:

Total Score (50 points possible)

1 - Needs improvement; 3 - Marginally met expectations; 5 - Met expectations;
7 - Exceeded expectations; 10 - Outstanding

2. LEADERSHIP AND POLICY EXECUTION

A._Does the manager implement elected body action in accordance with the intent of the elected
body?
Comments:

B. Does the manager support the actions of the elected body after a decision has been reached?
Comments:

Adapted from City Manager Evaluation Form, City of Mountlake Terrace, WA



C._Does the manager enforce and carry out organizational policies?
Comments:

D. _Does the manager present comprehensive factual information and analysis of issues fo^r
"elected body decTsion's, and ensure that the elected body receives timely and sound advice and
information in evaluating policy initiatives?
Comments:

E. _Does the manager have the respect and confidence of the elected body, employees, the
community, and government officials?
Comments:

F. _Does the manager articulate a vision that motivates the organization to perform consistent with
the elected body's policy direction?
Comments:

Total Score (60 points possible)

1 - Needs improvement; 3 - Marginally met expectations; 5 - Met expectations;
7 - Exceeded expectations; 10 -Outstanding

3. COMMUNICATION

A. Does the manager provide the elected body with reports (written and/or verbal) concerning
'inatters'of importance to the organization in a timely fashion, and does the manager provide
equal information to all members of the elected body?
Comments:

B. _Does the manager continuously evaluate and enhance methods to provide information to the
widest audience possible through the efficient use of resources and technology?
Comments:

C. _Does the manager prepare a sound, well-organized elected body meeting agenda with clear
staff reports fairly describing the issues and outlining more than one alternative action?
Comments:

D. Does the manager provide adequate, timely information and provide follow-up to individual
elected body requests for information?
Comments:

E. Does the manager serve as an effective advocate in communicating support for organizational
policies, programs, and plans?
Comments:



F _Does the manager provide dear and concise oral explanations to the elected body at elected
body meetings?
Comments:

4.

Total Score (60 points possible)

1 - Needs improvement; 3 - Marginally met expectations; 5 - Met expectations;
7 - Exceeded expectations; 1 0 - Outstanding

COMMUNITT AND INTERGOVERNMENTAL RELATIONS

.Is the manager approachable, accessible, available, and responsive to the community, and
does the manager displays diplomacy and tact when responding to others?
Comments:

B._Does the manager have a successful, working relationship with the news media?
Comments:

. Does the manager cooperate and work well with neighboring communities and other
government units, such as the neighboring cities, the county, special-purpose districts, and the
state and federal governments, and does the manager represent the community's interests
through regular participation in local, regional, and state groups?
Comments:

D--Doss the manager project a positive public image, based on courtesy, professionalism, and
integrity?
Comments:

5.

A.

Total Score (40 points possible)

1 - Needs improvement; 3 - Marginally met expectations; 5 - Met expectations;
7 - Exceeded expectations; 10 - Outstanding

MANAGEMENT AND ADMINISTRATION

. Is the manager successful at recruiting and retaining competent personnel for city and does the
manager ensure the fair and equitable treatment of employees?
Comments:

B._Is the manager willing to try new ideas to supplement or stretch resources and improve the
management of services and programs?
Comments:

.Does the manager anticipate problems and develop effectwe solutions for solving them?
Comments:



D. _Does the manager ensure that the organization's resources-human, material, and fiscal-are
used wisely?
Comments:

E. .Does the manager structure administrative work plans designed to accomplish elected body's
goals?
Comments:

Total Score (50 points possible)

1 -Needs improvement; 3 - Marginally met expectations; 5 - Met expectations;
7 -Exceeded expectations; 10 - Outstanding

6. FINANCIAL MANAGEMENT

A. _Does the manager direct the preparation of a balanced budget that provides sen/ices at levels
consistent with elected body policy and direction?
Comments:

B. _Does the manager makes the best possible use of availaMe funds, conscious of the need to
operate the organization in an efficient and effective manner?
Comments:

C._Is the budget prepared in a readable and easy-to-understand format?
Comments:

D. _Does the manager keep the elected body apprised of major financial issues affecting the
organization?
Comments:

_Does the manager monitor the budget to ensure that funds are spent correctly?
Comments:

_Does the manager evaluate programs and services (e. g., opportunities for cost reduction,
'revenue enhancement, incorporation of supplemental resources) and make adjustments as
needed?
Comments:

Total Score (60 points possible)

1 - Needs improvement; 3 - Marginally met expectations; 5 - Met expectations;
7 - Exceeded expectations; 1 0 - Outstanding



7. PERSONAL CHARACTERISTICS

A.
.IMAGINATION: Does the manager show originality in approaching problems? Does she create
effective solutions? Is she able to visualize the implications of various alternatives?
Comments:

B.
.OBJECTIVITY: Does the manager take a rational, impersonal, and unbiased viewpoint based on
facts and qualified opinions? Is he able to put aside his personal feelings when considering the
community's best interest?
Comments:

C-_ENERGY: Is the manager energetic and willing to spend the time necessary to do a good job?
Does she have good initiative, and is she a self-starter?
Comments:

D.
.JUDGMENT AND DECISIVENESS: Is the manager able to reach quality decisions in a timely
fashion? Are his decisions generally good? Does he exercise good judgment in making
decisions and in his general conduct?
Comments:

E-_INTEGRITY: Is the manager honest and forthright In her professional capacities? Does she have
a reputation in the community for honesty and integrity?
Comments:

F.
.SELF-ASSURANCE: Is the manager self-assured of his abilities? Is he able to be honest with
himself and take constructive criticism? Does he take responsibility his own mistakes? Is he
confident enough to make decisions and take actions as may be required without undue
supervision from the elected body?
Comments:

.
Total Score (60 points possible)

1 - Needs improvement; 3 - Marginally met expectations; 5 - Met expectations;
7 - Exceeded expectations; 10 - Outstanding



SECTION TWO: GOAL PERFORMANCE

GOAL 1

OBJECTIVE

Performance achieved

DESCRIPTION: (DESCRIBE THE RESULTS ACHIEVED)

Performance-Level Term: (CIRCLE)

1 3

Needs
Improvement

Marginally Met
Expectations

Met Expectations Exceeded
Expectations

10

Outstanding

GOAL 2

OBJECTIVE

Performance achieved

DESCRIPTION: (DESCRIBE THE RESULTS ACHIEVED)

Performance-Level Term: (CIRCLE)

1 3

Needs
Improvement

Marginally Met
Expectations

Met Expectations Exceeded
Expectations

10

Outstanding



OBJECTIVE

Performance achieved

DESCRIPTION: (DESCRIBE THE RESULTS ACHIEVED)

Performance-Level Term: (CIRCLE)

1 3

Needs
Improvement

Marginally Met
Expectations

Met Expectations Exceeded
Expectations

10

Outstanding

GOAL 4

OBJECTIVE

Performance achieved

DESCRIPTION: (DESCRIBE THE RESULTS ACHIEVED)

Performance-Level Term: (CIRCLE)

1 3

Needs
Improvement

Marginally Met
Expectations

Met Expectations Exceeded
Expectations

10

Outstanding



GOALS

OBJECTIVE

Performance achieved

DESCRIPTION: (DESCRIBE THE RESULTS ACHIEVED)

Performance-Level Term: (CIRCLE)

1 3

Needs
Improvement

Marginally Met
Expectations

Met Expectations Exceeded
Expectations

10

Outstanding

GOAL 6

OBJECTIVE

Performance achieved

DESCRIPTION: (DESCRIBE THE RESULTS ACHIEVED)

Performance-Level Term: (CIRCLE)

1

Needs
Improvement

Marginally Met
Expectations

5 7 10
Met Expectations Exceeded Outstanding

Expectations



Conclusions

In what areas has the manager excelled over the past year?

What areas need improvement? What constructive, positive ideas can you offer the manager to
improve these areas?

Do you have other comments or observations you want to share with the manager?

Manager Comments:



COMPOSITE PERFORMANCE RATING

SECTION ONE: BEHAVIORS (with points possible) TOTAL SCORE AVERAGE SCORE

1. RELATIONS WITH ELECTED BODY (50)

2. LEADERSHIP AND POLICY EXECUTION (60)

3. COMMUNICATION (30)

4. COMMUNITY AND INTERGOVERNMENTAL RELATIONS (40)

5. MANAGEMENT AND ADMINISTRATION (50)

6. FINANCIAL MANAGEMENT (60)

7. PERSONAL CHARACTERISTICS (60)

SECTION ONE AVERAGE SCORE

SECTION TWO: GOAL PERFORMANCE

1. PROTECT AND ENHANCE COMMUNITY'S FINANCIAL HEALTH AND

STABILITl'

2. GENERATE ECONOMIC DEVELOPMENT THROUQHOUT THE COMMUNITY

3. REVIEW AND PRIORITIZE CAPITAL INFRASTRUCTURE NEEDS AND
IMPLEMENT PROJECTS

4. DEVELOP AND IMPLEMENT A STRATEGY TO ADDRESS THE COMMUNITY'S
AGING PUBLIC FACILITIES

5. DEVELOP AND IMPLEMENT MORE EFFECTIVE COMMUNICATION AND
OUTREACH WITH THE COMMUNITl'

6. MAINTAIN APPROPRIATE AND ESSENTIAL PUBLIC SERVICES IN A COST-
EFFECTIVE MANNER

SECTION TWO- AVERAGE SCORE

SECTION ONF + SECTION Two = TOTAL /2 = COMPOSITE SCORE



COMPENSATION ADJUSTMENT MECHANISM

Perfonnance-based Adjustment Based on Comparable Cities' Manager/Administrator Compensation
using Composite Performance Score:

0 to 2.49
> 2. 50 to 3.49

> 3.50 to 5.49
> 5. 50 to 7.49
> 7.50 to 10.00

No increase in base pay
No increase or base pay equals 90 percent of comparables average
(whichever is greater)
Base pay equals average of comparables, no performance pay
Base pay equals average of comparables plus 3% one-time performance pay
Base pay equals average of comparables plus 5% one-time performance pay





Sample Manager Performance Evaluation1

Organization:

Evaluation period: to

Elected Body Member's Name

Each member of the elected body should complete this evaluation form, sign it in the space below, and
return it to ̂ -_. The deadline for submitting this performance
evaluation is
agenda for discussion at the work session on

.. Evaluations will be summarized and included on the

Mayor's Signature
Date

Elected Body Member's Signature
Date Submitted

INSTRUCTIONS

This evaluation form presents ten categories of evaluation criteria. Each category contains a statement to
describe a behavior standard in that category. For each statement, use the following scale to indicate
your rating of the manager's performance.

5 = Excellent (almost always exceeds the performance standard)

4 = Above average (generally exceeds the performance standard)

3 = Average (generally meets the performance standard)

2 = Below average (usually does not meet the performance standard)

1 = Poor (rarely meets the performance standard)

Any item left blank will be interpreted as a score of "3 = Average"

This evaluation form also contains a provision for entering narrative comments, including responses to
specific questions and any observations you believe appropriate and pertinent to the rating period.

Please write tegibly. Leave all pages of this evaluation form attached. Initial each page. Sign and date the
cover page. On the date space of the cover page, enter the date the evaluation form'was submitted. All
evaluations presented prior to the deadline identified on the cover page will be summarized into a
performance evaluation to be presented by the elected body to the manager as part of the agenda for the
meeting indicated on the cover page.

Adapted from City Manager Performance Evaluation, University of Tennessee Institute for Public
Service



PERFORMANCE CATEGORY SCORING

1. INDIVIDUAL CHARACTERISTICS

Diligent and thorough in the discharge of duties, "self-starter"

Exercises good judgment

Displays enthusiasm, cooperation, and willingness to adapt

Exhibits mental and physical stamina appropriate for the position

Exhibits composure, appearance, and attitude appropriate for executive position

Add the values from above and enter the subtotal _ ... 5 = - score for this category

Initials

2. PROFESSIONAL SKILLS AND STATUS

Maintains knowledge of current developments affecting the practice of local government
management

Demonstrates a capacity for innovation and creativity

Anticipates and analyzes problems to develop effective approaches for solving them

Willing to try new ideas proposed by elected body members and/or staff

Sets a professional example by handling affairs of the public office in a fair and impartial manner

Add the values from above and enter the subtotal _ + 5 = - score for this category

3. RELATIONS WFTH MEMBERS OF THE ELECTED BODY

Carries out directives of the body as a whole as opposed to those of any one member or minority
group

Sets meeting agendas that reflect the guidance of the elected body and avoids unnecessary
involvement in administrative actions

Disseminates complete and accurate information equally to all members in a timely manner

Assists by facilitating decision making without usurping authority

Responds well to requests, advice, and constructive criticism

Add the values from above and enter the subtotal _ *S= ___ score for this category

4. POLICY EXECUTION

Implements elected body actions in accordance with the intent of council

Supports the actions of the elected body, both inside and outside the organization, after a decision
has been reached



Understands, supports, and enforces local government's laws, policies, and ordinances

Reviews ordinance and policy procedures periodically to suggest improvements to their
effectiveness

Offers workable alternatives to the elected body for changes in law or policy when an existing
policy or ordinance is no longer practical

Add the values from above and enter the subtotal
Initials

5. REPORTING

+5= score for this category

Provides regular information and reports to the elected body concerning matters of importance to
the local government, using the charter as guide

Responds in a timely manner to requests from the elected body for special reports

Takes the initiative to provide information, advice, and recommendations to the elected body on
matters that are nonroutine and not administrative in nature

Produces reports that are accurate, comprehensive, concise, and written to their intended
audience

Produces and handles reports so as to convey the message that affairs of the organization are
open to public scrutiny

Add the values from above and enter the subtotal + 5 =

6. CITIZEN RELATIONS

Is responsive to requests from citizens

Demonstrates a dedication to service to the community and its citizens

Maintains a nonpartisan approach in dealing with the news media

score for this category

Meets with and listens to members of the community to discuss their concerns, and strives to
understand their interests

Makes an appropriate effort to maintain citizen satisfaction with services

Add the values from above and enter the subtotal _ - 5 = _ score for this category

7. STAFFING

Recruits and retains competent personnel for staff positions

Applies an appropriate level of supervision to improve any areas of substandard performance

Stays accurately informed and appropriately concerned about employee relations

Manages the compensation and benefits plan professionally

Promotes training and development opportunities for employees at all levels of the organization



Add the values from above and enter the subtotal ... 5= score for this category Initials

8. SUPERVISION

Encourages heads of departments to make decisions within their jurisdictions mth minimal
ma'nageri 'nvolvement. 'yet'maintains general control of operations by providing the right amount of

communication to the staff

Instills confidence and promotes initiative in subordinates through supportive rather than restrictive
controls for their programs while still monitoring operations at the department level

Develops and maintains a friendly and informal relationship with the staff and workforce in general,
yet maintains the professional dignity of the manager's office

Sustains or improves staff performance by evaluating the performance of staff members at least
annualiy, setting goals and objectives for them, periodically assessing their progress, and
providing appropriate feedback

Encourages teamwork, innovation, and effective problem solving among the staff members

Add the values from above and enter the subtotal _ ... 5 = - score for this category

9. FISCAL MANAGEMENT

Prepares a balanced budget to provide services at a level directed by council

Makes the best possible use of available funds, conscious of the need to operate the local
government efficiently and effectively

Prepares a budget and budgetary recommendations in an intelligent and accessible format
Ensures that actions and decisions reflect an appropriate level of responsibility for financial
planning and accountability

Monitors and manages fiscal activities of the organization appropriately

Add the values from above and enter the subtotal _ <. 5 = _ score for this category Initials

10. COMMUNFTY

Shares responsibility for addressing the difficult issues facing the community

Avoids unnecessary controversy

Cooperates with neighboring communities and the county

Helps the council address future needs and develop adequate plans to address long-term trends

Cooperates with other regional, state, and federal government agencies

Add the values from above and enter the subtotal _ .'. 5 = _ score for this category



NARRATIVE EVALUATION

What would you identify as the manager's strength(s), expressed in terms of the principal results
achieved during the rating period?

What performance area(s) would you identify as most critical for improvement?

What constructive suggestions or assistance can you offer the manager to enhance performance?

Initials.
What other comments do you have for the manager (e. g., priorities, expectations, goals, or objectives for
the new rating period)?

Initials





City af Aumsville

PERFORMANCE EVALUATION FORM

CONFIDENTIAL

Department Name

Employee s Naine

Evaluation Period

Perfbrinanee Evaliiatilon

Rating Levels
Employee perfoanance should be evaluated against the foUowing levels ofpetfonnance.
Code Perfonnance Level Definition
6

5

4

3

2

NR

NA

Exceptional

Exceeds Requirements

Fully Effective

Developing Axicquately
With Improvement

Needs Improvement

Not Rated

Exceptional performance which far exceeds the expected standards

Superior perfonnance exceeding normal expectations of Job success

Performance meets all critical standards of competence

Additional coaching or training time required to be fully effective.
Employee cnay be in training mode or deyeloping new skills

Employee is not meeting all critical standards of perfonnfliice and improvement is needed

This factor cannot be rated

This fador is not applicable to this job.
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Petfottnswce Evstluation Factors Rating Cominents

Knowledge/Technical Skills

Professional/technical competence

Awareness of external trends, issues

Knowledge of City policy, procedures, systems

Other skills, knowledge

Overall Average Rating for dus Factot

Output and Productivity

Planning, ofganizing and time management

Effidency/pfoductivity/costeffecdveness

Energy, diligence, work habits

Initiative/independence/self direction

Response to deadlines, foUow through

Technology management

Performance against goals and objectives

Attendance/punctuality

OvetaU Avetage Rating for tliis Factor

Write comments here.

Write comments here.

Judgment and Work Quality

Dedsion making, judgment

Quality and accuracy

Perception of role

Creativity, innovation

Vision and perspective

Professionalism, "polish

Conduct and integrity

Safety

Ovetall Average Rating for this Factor

Example add numbers 34/8 = 4.25

This rates the employee in both categories and over
categories as well as over all evaluation. So an employee
could perform below acceptable in an area and still
overall they are performing a fully effective level. This
way you can evaluate specific areas and coach others.
I tend to provide feedback on this areas in die
comnients sections.

4. 25 Do this for each section
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Wotking Relationships
Teamwork/cooperation/coordmation

Fleability/adaptability

Diplomacy, persuasion, tact

Interpersonal skills

Oral commiuucations

Client, customer service orientation

Dealing with public

Written conununication

Ovetall Rating for this Factor

I Write comments here.

Write comments here.

Overall Petfonnance Rating

Overall Comaieats:

Page 3 of 6

Write comments here,



Ratej-'s Signature

Reviewer's Signature
Department Head

Date

Date

City Admmistratot or Mayot

Goals & Development Plans: Traiaine & Development:

Please indicate the type of training that is required nextjear.

Development

D Enhancement

Please list

0 Re-certification

Please list
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Career Advancenient

Please list
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Employee Comments:

Regarding your job aad/or evaluation.

This is filled out by the employee

Goals:

Trammy.- Plrase indicate the type oftrainmg, if any, thatyou wouldUke to participate in.

Employee's Signatutc Date
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IRRIGON

Manager Evaluation Form

CONFIDENTIAL

EiTjjste^i
r^Ti<s

'iUsypositiein

Date tff

Evttu^ti^n

parioe

mis in

pmltton

Pr3!s®riii sa[asy

SECTION 1.

Job knowledge: Consider how well the Manager knows the duties of the job.

a. Inadequate knowledge of the job.
b. Fair job knowledge.

c. Well informed, good job knowledge.
d. Exceptional knowledge of the job.

Comments:

Initiative: Consider how well Manager plans work and goes ahead with a job without being told
every detail.

a. Inadequate perfomier; must be lead every step of the way.
b. Routine worker; rarely shows initiative.

c. Progressive worker; shows creadve imagination.

d. Always busy, excellent planner, lots of good ideas, very ambitious.
Comments:



Quality of work: Consider accuracy of work

a. Inadequate perfonner; must be lead every step of the way.
b. Routine worker; rarely shows initiative.

c. Progressive worker; shows creative imagmation.
d. Always busy, excellent planner, lots of good ideas, very ambitious.

Comments:

Cooperation: Consider attitude toward associates and willingness to work with and for others
a. Cooperates reluctantly.

b. Acceptable to the group. Meets minimum requirements.

c. Gets along well with others.
d. Goes out of the way to get along well with others.

Comments:

Reliability: Consider attitude toward work
a. Cannot be relied upon and requires close checking.
b. Frequent tardiness. Attendance regular.
c. Occasionally late or absent.
d. Never late or absent without good reason. Is dedicated to the position.

Comments:



SECTION 2:
Rating Criteria

For each performance criteria below, please use the following rating scale:

B- (below) M- (meets-) M (meets) M+ (meets+) E (exceeds)

M+ and E are measurable. Define in comments.

Interpersonal Skills/Relationships

Ability to relate to others; makes people feel at ease, even in difficult situations.
Is able to gain the trust and confidence of the public; fosters contact and cooperation
among citizens and community orgaiiizations.
Fosters cooperative communication and working relationships with Board.
Has the ability to utilize appropriate media for communication, - TV, radio, newspaper,
group interaction, individual meetings.
Skilled in negotiation techniques in a variety of scenarios - employee, board, public, and
mteragency.
Demonstrates sensitivity to individuals/groups as appropriate.

Comments/Examples ofPerfonnance:

Leadership

Supports and manages in accordance with identified Values and Mission.
Uses sound judgment in decision making; seeks out all relevant and necessary data,
makes decisions in a timely manner.
Directs utilization of resources effectively.
Crises and/or emergencies are handled in an effective, efficient, and professional manner.
Leads staff in a respectful and professional manner

Comments/Examples ofPerfonnance:



Planning

Participates with Board and Staff in strategic planning.
Exhibits a forward-thinking approach, both in the short- and long- term.
Utilizes effective project management techniques.
Sets objectives for performance and manages toward those objectives.
Completes projects agreed upon with Board within the given time frame.

Comments/Examples of Performance:

Management

Able to delegate authority, granting proper authority at the proper times; good judge of
when and when not to delegate.
Utilizes a positive approach to direct work efforts of staff.
Addresses employee issues promptly and effectively.
Encourages and rewards initiative.
Promotes cohesive teamwork with the Management Team.
Effectively evaluates performance of subordinates in their different areas.

Comments/Examples ofPerfomiance:

Relationship with City Council:

Effectively implements procedures and programs in line with Board goals and policies.
Reporting to Board is timely, clear, concise and thorough.
Accepts direction or instructions in a positive manner
Achieves goals set by or in conjunction with Board
Communicates timely and effectively with Board through written and infonnal
communication.

Administers council policy decisions consistent with Board intent
Completes council directives in a timely maimer.
Assists Board in development of goals and strategic planning.

Comments/Examples of Performance:



Use the space below to describe the employee's strengths and weaknesses and to account for any
factors not covered above. Give examples of work well done and goals/objectives for improving
performance.

REMARKS:



Manager Performance Self-Evaluation
(To be given to the 'Manager a before performance evaluation meeting)

Name

Title

Date of hire

Evaluation

period

Time in
position

Present salary

List areas in which you significantly contributed in the past six/twelve months. (Not routine activities.)

What would you like to have accomplished but didn't?

How do you see your role changing? Give examples.

List goals you would like to accomplish in the next 12 months (in your position).

Do you feel that you are reactive or proactive?



Do you feel like you are receiving adequate training for your position?

What do you think the Board can do to help you? In what ways?

Are you satisfied with your career/position?

Comments:

a Unsatisfactory
0 Improvement needed
0 Competent
0 Excellent

d Outstanding

Over-all Evaluation

Signatures

This evaluation is based on Board observations and/or knowledge. It represents the Board's judgment of
the employee's performance.

Chair:

Date:

This report has been discussed with me.



Employee's signature:.

Date:



City of Sodaville
Performance Evaluation

City Administrator

PURPOSE

The puipose of the employee performance evaluation and development report is to increase
coinmumcation between the City Council and the City Administrator concerning the performance of the
City Administrator in the accomplishment of his/her assigned duties and responsibilities, and the
establishment of specific work-related goals and objectives.

PROCESS

1. The Mayor and Council members will complete a perfonnance evaluation for the City Administrator.
2. The Mayor will tabulate the results of the evaluation fonns and create a compiled evaluation.
3. The Mayor and Council Members will meet in executive session with the City Administrator to

discuss his/her compiled evaluation. After being dismissed, the Mayor and Council will discuss the
performance offhe City Administa-ator.

4. The Mayor will procure the concurrence/dissent of each CouncU member.
5. The Mayor and Council wiU meet with the City Administrator in executive session to review the

evaluation, unless the City Administrator requests an open hearing.

INSTRUCTIONS

Review the employee's work performance for the entire period; try to refrain from basing judgement on
recent events or isolated incidents only. Disregard your general impression of the employee and
concentrate on one factor at a time.

Evaluate the employee on the basis of standards you expect to be met for (he job to which assigned
considering the length of time in the job. Check (^) the number which most accurately reflects fhe level
ofperfonnance for the factor appraised using fhe rating scale described below.
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Performance Evaluation

City Administrator

RATING SCALE DEFDSTmONS d-5)

Date:

Unsatisfactory (1) - The employee's work performance is inadequate and definitely mferior to the
standards of perfonnance required for the job. Performance at this level cannot be
allowed to continue.

Improvement (2) The employee's work performance does not consistently meet the
Needed standards of the position. Serious effort is needed to improve performance.

Meets Job (3) The employee' s work performance consistently meets the standards of the
Standard position.

Exceeds Job (4) The employee's work perfonnance is frequently or consistently above the
level of a satisfactory employee, but has not achieved an overall level of
outstanding perfonnance.

The employee's work performance is consistently excellent when compared to the
standards of the job.

Standard

Outstanding (5)

Not Observed (NO) The employee' s work performance was not observed during this evaluation period.

I. Performance Evaluation and Achievements

1. City CouncU Relationships

A. Effectively implements policies and programs
approved by the City Council.

B. Reporting to the City Council is timely, clear
concise and thorough.

C. Accepts direction/instmctions in a positive manner.

D. Effectively aids the City Council in establishing
long range goals.

E. Keeps the City Council infonned of current plans
and activities of administration and new developments
in technology, legislation, governmental practices
and regulations, etc.

NO

Comments:
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2. Public Relations

A. Projects a positive public image.

B. Is courteous to the public at all times.

C. Maintains effective relations with media

representatives.

NO

Comments:

3. Employee Relations

A. Works well with other employees.

B. Seeks to develop skills and abilities of employees.

C. Motivates employees toward the accomplishment of
goals and objectives.

D. Delegates appropriate responsibilities.

NO

Comments:
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4. Fiscal Management

A. Prepares realistic annual budget.

B. Seeks efBciency, economy and effectiveness in all
programs.

C. Controls expenditures in accordance with approved
budget.

D. Keeps City council infonned about revenues and
expenditures, actual and projected.

E. Ensures that the budget addresses the City Council's
goals and objectives.

NO

Coniments:

5. Communication

A. Oral communication is clear, concise and articulate.

B. Written communications are clear, concise and
Accurate.

NO

Comments:

6. Ouantitv/Oualitv

A. Amount of work performed.

B. Completion of work on time (meets deadlines).

C. Accuracy.

D. Thoroughness.

Comments:

NO
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7. Personal Traits

A. Initiative.

B. Judgement.

C. Fairness and Impartiality.

D. Creativity.

Comments:

NO

8. Intereovemmental Affairs

A. Maintains effective commujlication with local,
regional, state and federal government agencies.

B. Financial resources (grants) from other agencies
are pursued.

C. Contributes to good government through regular
participation in local, regional and state coimnittees
and organizations.

D. Lobbies effectively with legislators and state agencies
regarding City programs and projects.

Comments:

4 NO

Achievements relative to objecdves for this evaluation period:
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II. Summary Ratine

Overall Perfomiance Rating - Considering the results obtained against established performance standards
as well as overall job performance, the following rating is provided:

Unsatisfactory Improvement
Needed

Meets Job
Standards

Exceeds Job
Standards

Outstanding

Coimnents:

III. Future Goals and Objectives

Specific goals and objectives to be achieved in the next evaluation period:
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This evaluation has been reviewed and discussed between the City Council and the City Administrator on:

Sodaville City Council Concurrence

Mayor Hibbert

Council President Roger Perry

Councilor Ray Jackman

Councilor JeffHensley

Councilor Brian Lewis

YES/NO

YES/NO

YBS/NO

YES/NO

YES/NO

City Administrator Judy Smith Next Evaluation Date
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City of Mt. Angel

City Manager Annual Performance Evaluation

Evaluation Period: June 2017, 6 month review

City Manager: Amber Mathiesen

I. Introduction

The Manager's employment agreement has a section titled "Evaluation, Termination and
Severance" which indicates that at the conclusion of six (6) months' service, fhe City Council
will conduct an initial perfonnance evaluation of Manager. Following the initial evaluation, the
City Manager will be evaluated per their contract.

II. Evaluation

1. On a scale of 1-5 (1 being poor 5 being excellent) please rate the Manager in the
following areas:

Performance Category
Professionalism

Relations with elected members of the governing bod^
Policy execution
Reporting/Communlcatlon
Citizen Relations

Staffing/Supervision
Fiscal Management

Score

2. Overall, what's working well?

3. What does the City Manager do well? (Suggested topics to cover include:
Relationships with Mayor/Council, staff leadership, fiscal management, policy advice,
community relationships, intergovernmental relations, etc.)



4. What could the City Manager do better? (Suggested topics to cover include:
Relationships with Mayor/Council, staff leadership, fiscal management, policy advice,
community relationships, intergovernmental relations, etc.)

5. What is missing or needs action?

6. How is the City Manager doing in terms of implementing Council goals and policies?

m. Goals and Objectives for the Past Evaluation Period

FV. Goals and Objectives for the Upcommg Evaluation Period

V Other Comments

This evaluation was reviewed and approved by the City Council as noted with signatures and
dates below.



Andy Otte, Mayor Date Ray Eder, Councilor Date

Kelly Grassman, Council President Date Don Fleck, Councilor Date

Darren Beyer, Councilor Date Pete Wall, Councilor Date

Karl BischofE; Councilor Date





^
CITY OF CRESWELL ADMINISTRATOR EVALUATION POLICY

I. Policy

A. The City Council shall conduct an annual review and evaluation of the City
Administrator's perfonnance every November. The result of such evaluation shall
commend areas of good performance and point of areas for improvement.

B. The evaluation process shall consist of an assessment of:

1. The City Administrator's achievement in implementing specified Council goals
over the past year.

2. How the City Administrator performed the job, any Qualitative Considerations.

II. Evaluation Criteria and Instrument

The evaluadon fonn shall consist of eight sections:

1. Goals/work assignment and City Administrator's progress.

2. Other goals and accomplishments.

3. Future goals/work assignments.

4. Job-related career goals.

5. QuaUtative considerations.

6. Performance summary.

7. Perfonnance improvements and recommended plan of action.

8. Merit increase recommendation.



III. Process

A. City Council will meet with the City Administrator in a Goal Setting meeting
before March of the calendar year. Goals for the next year will be discussed and decided.

B. In October, City Council will be given the City Administrator Evaluation fonn.
Each Couneilor completes the form, signs, dates and returns to the City Recorder to be
held until the evaluation.

C. In November, an executive session will be held with the City Council and City
Administrator to review the evaluation.



CUT OF CRESWELL

PERFORMANCE EVALUATION FORM FOR CITY ADMINISTRATOR

City Admimstrator:

City Councilor:

Review Period:

Date:

Section I - GOALS/WORK ASSIGNMENTS AND EMPLOYEE'S PROGRESS (List the

goals/work assignments set during the goal-setting meeting. Explain the progress made on
each goal and comment on how well it was accomplished.)

Section II - OTHER GOALS AND ACCOMPLISHMENTS (List the other goals and
accomplishments forjob-related activities.)

Section HI - FUTURE GOALSAVORK ASSIGNMENTS (List the goals/work assignments

set by City Council and City Administrator for the next evaluation period.)



Section IV - JOB-RELATED CAREER GOALS (List training, schooling or other career

development programs needed to accomplish goals.)

Section V - QUALITATIVE CONSIDERATIONS (Describe any non-goal related
considerations or comments related to the City Admmistrator'sjob performance.)

Section VI - PERFORMANCE SUMMARY (Evaluate the City Adminisfator's strengths,

weaknesses, and overall level of competency not covered in sections 1-5.)



Section VII - PERFORMANCE IMPROVEMENTS AND RECOMMENDED PLAN OF

ACTION (Describe the plan of action to be taken by the City Administrator and City Council
to improve the employee's performance.)

Section VIII - MERTT INCREASE RECOMMENDATION (Please check one.)
Not Applicable

This employee performed satisfactorily or better and should be granted a merit
mcrease

This employee has not met my expectations for satisfactory perfonnance and
should not be granted a merit increase

COUNCILOR SIGNATURE
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RESOLUTION 2017-xxx

A RESOLUTION ADOPTING PROTOCOL AND AN EVALUATION DOCUMENT CONTAINING
CRITERIA FOR THE REVIEW AND EVALUATION OF THE CITY MANAGER'S JOB
PERFORMANCE AND DESCRIBING PROCESS FOR OBTAINING STAFF ASSESSMENT OF
MANAGER'S PERFORNIANCE

WHEREAS, the Sherwood City Council wishes to adopt a set of criteria to assist it and the City Manager
in evaluating the City Manager's job performance;

WHEREAS, Exhibit "A" attached to this Resolution is a document which contains the criteria the Council
wishes to use in performing its evaluation; and

WHEREAS, Council believes it necessary and appropriate for review and evaluation of the City
Manager to obtain input from senior staff concerning their perceptions of the City Manager's
performance.

NOW THEREFORE BASED ON THE FOREGOING, the City of Sherwood hereby resolves as follows:

Section 1. Exhibit "A" is hereby established as the City's Evaluative device for assessing the City
Manager's job performance. The Mayor and Council President may, if they choose,
delegate their duties described in Exhibit "A" to the City Attorney's Office.

Section 2. The terms of this resolution shall be and are effective as of the date of the adoption of
this resolution by City Council.

Duly passed by the City Council this 19th day of September 2017.

Krisanna Clari<-Endicott, Mayor

Attest:

Sylvia Murphy, CMC, City Recorder

Resolution 2017-xxx
September 19, 2017
Page 1 of 1 with Exhibit A (11 pgs)
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CITY OF SHERWOOD
PERFORMANCE EVALUATION

CITY MANAGER

PURPOSE

The purpose of the City Manager's employee perfonnance evaluation is to ensure
conununication between the City Council and City Manager concerning the City Manager's
performance relative to his/her assigned duties and responsibilities as weU as establishment of
specific work-related goals and objectives.

PURPOSE

The Sherwood City Councfl will conduct a review and evaluation of the City Manager's work
performance at least armuaUy.

6.

7.

9.

The City Manager prepares a memorandum to Coimdl including his/her self-evaluation
using the same performance evaluation form given to Coundl.
A confidential copy of the memorandum and self-evaluation wUl be distributed to
Council members.

Senior Staff will be offered the chance, utilizing criteria described in Exhibit "A", to
provide Council with their collective and individualized observations/perceptions on
the City Manager's performance. These observations/perceptions wffl be treated as
confidential and provided to the City Attorney's Office for that Office's compilation,
summarization and transmittal to Council prior to beginning Step 4 below.
Electronic Evaluation forms to be used by Councfl members wfll be distributed by the
City Attorney's Office.
Each council member will complete the online or paper form, if requested, and return it
to the Mayor and CoimcU President. The Mayor and Council President wiU tabulate and
siumnarize the residts of the evaluation forms as submitted and create a compfled
evaluation. The Mayor and Coundl President can elect to have the City Attorney's
Office complete this task.
Prior to the executive session the composite evaluation, memorandum, and self-
evaluation wiU be disbibuted to Coimcil in confidential documents.

The Mayor and council members wffl meet in executive session with the City Manager
to discuss his/her compiled evaluation.
After the City Manager is dismissed the Mayor and CouncU wffl discuss the
performance of the Qty Manager in executive session.
The City Coimcil will meet with the City Manager in executive session to review the
evaluation and performance, imless the City Manager requests an open meeting.
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10.

11.

The Mayor will schedule a City Coimdl meeting to adopt a resolution approving the
fmal performance evaluation.
The Mayor wiU schedule a work session or Council agenda item if compensation or
conb-act changes are desired by Coimcil.

INSTRUCTIONS
Review the City Manager's work performance for the entire period under review; refrain from
basing the evaluation solely on recent events or isolated incidents. Disregard your general
impressions concenti-ating instead on each factor, one at a time. Evaluate based on standards you
expect to be met for the position giving due consideration for the length of time he/she has held
it. Check the number which most accurately reflects the level of performance for the factor being
appraised using the rating scale described below. If you did not have an opportunity to observe
a factor during the evaluation period, indicate so in the N/0 column next to the favor.

CITY MANAGER
PERFORMANCE
EVALUATION

DATE:

RATING SCALE DEFINITIONS (1-5)

Unsatisfactory (1)
The employee's work performance is inadequate and definitely inferior to the standards of
performance required for the job. Performance at this level cannot be aUowed to continue.

Improvement Needed (2)
The employee's work performance does not consistently meet the standards for the position.
Serious effort is needed to improve performance.

Meets Job Standards (3)
The employee's work performance consistently meets the standards of the position.

Exceeds Job Standards (4)
The employee's work performance is frequently or consistently above the level of a satisfactory
employee, but has not achieved an overall level of outstanding performance.

Outstanding (5)
The employee's work performance is consistently exceUent when compared to the standards of
the job.

N/0
No Opinion.
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I. PERFORMANCE EVALUATION AND ACHIEVEMENTS

1. City Council Relationships

A. Effectively implements policies and programs approved by City Council.

B. Reporting to City Council is timely, clear, concise and thorough.

C. Accepts direction/instructions in a positive manner.

D. Effectively aids City Council in establishing long range goals.

E. Keeps City Council informed of current plans and activities of
administration and new developments in technology, legislation,
governmental practices and regulations/ etc.

F. Provides City Council with clear reports of anticipated issues that could
come before the City Council.

G. Assists City Council in resolving problems at the administrative level to
avoid unnecessary Council action.

H. Council agenda packet preparation is thorough and timely.

I. Partldpates in City Council discussions and makes recommendations

where appropriate, but allows Council to make policy dedsions without
exerting undue pressure.

1D2D3D4a5DN/OD

1D2D3D4D5DN/OD

1D2D3D4D5DN/OD

1D2D3D4a5DN/OD

ia2D3a4D5DN/OD

1D2D3a4a5DN/OD

1D2a3D4D5DN/OD

1D2D3D4D5DN/OD

1D2D3D4D5DN/Oa

Comments:
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2. Community/PubUc Relations

A. Represents City with positive outlook and image.

B. Is courteous to public at all times.

C. Seeks to use criticism of self or City in positive ways.

D. Maintains effective relations with media representatives.

E. Available and visible to citizens.

D2D3D4D5DN/OD

1D2D3D4D5DN/OD

1D2D3D4D5aN/OD

1D2D3D4D5DN/OD

1D2D3D4D5DN/OD

F. Open to suggestions from the public concerning improvements in services. 1D2D3D4D5DN/OD

G. Resolves citizen complaints consistent with Council policy in a timely 1D2D3D4D5D N/0 D
manner.

H. Open and honest with citizens. 1D2D3D4D5DN/OD

I. Development of community correspondence and events to inform and ia2a3D4D5D N/0 D
involve the public.

Comments:
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3. Effective Leadership of Staff

A. Encourages Department Directors to make decisions within their own

jurisdiction without City Manager approval, yet maintains general confa-ol 1D2D3D4D5D N/0 D
of administrative operations.

1D2D3D4D5DN/OD

1D2D3D4D5DN/OD

1D2D3D4D5DN/OD

B. Instills confidence and initiative in subordinates and emphasizes support
rather than restrictive conta-ols for their programs.

C. Provides clear expectations and assignments, with deadlines, for
Department Directors and holds them accountable.

D. Has developed a friendly and informal relationship with the workforce as
a whole, yet maintains fhe prestige and dignity of the City Manager office.

E. Recmits and retains competent personnel for City positions. D2D3D4D5D N/0 D

F. Provides an overall environment that encourages good employee morale,
lessens employee turnover, and creates employee satisfaction in ability to 1D2D3D4D5DN/OD
partidpate in decision-making.

Comments:
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4. Fiscal Management

A. Prepares and proposes in a timely manner a balanced, understandable and a2D3a4D5D N/0 D
realistic budget.

B. Budget is well documented and organized to assist City Council with 1D2D3D4D5D N/0 D
policy decisions.

C. Seeks efficiency, economy and effectiveness in all programs.

D. Controls expenditures in accordance with the approved budget.

1D2D3D4D5DN/OD

1D2D3D4D5DN/OD

E. Keeps City Council informed about revenues and expenditures, actual and i[-]2a3D4D5D N/0 D
projected.

F. Makes sound decisions that consider cost/benefit.

G. Shows innovation in reducing expenses.

a2D3a4D5DN/OD

D2D3D4D5DN/OD

Comments:
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5. Personal Traits

A. Controls emotions effectively in difficult situations. 1D2a3D4D5DN/OD

B. Is creative in developing practical solutions to problems faced in the course
of work. 1D2D3D4D5DN/OD

C. Is flexible in accepting and adjusting to change. D2D3D4D5DN/OD

D. Demonstrates personal honesty and frankness in day-to-day relationships. 1D2D3D4D5DN/OD

E. Seeks to improve own skills and knowledge. 1D2D3D4D5D N/0 D

F. Completes work in acceptable time periods. 1D2D3a4D5DN/OD

G. Anticipates problems and develops effective approaches for solving them. 1D2D3D4D5D N/0 D

D2D3D4D5DN/OD

I. Composure, appearance, and attitude fitting for an individual in his/her

H. Invests sufficient efforts toward being diligent and thorough in the
discharge of duties.

executive position.

Cominents:

1D2D3D4D5DN/OD
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6. Comniunication

A. Written communications are clear, condse and accurate.

B. Oral communications are clear, concise and expressed effectively.

C. Keeps all City Coundlors informed about important issues.

1D2D3D4D5DN/OD

1D2D3D4D5DN/Oa

1D2D3D4D5DN/OD

Comments:

7. Decision Making

A. Attempts to obtain all available facts prior to making a decision.

B. Is objective in decision making.

C. Considers possible alternatives and their consequences before making a
decision.

D. Ability to reach timely decisions, and initiate action, without being
compulsive.

E. Uses common sense, tact and diplomacy.

F. Notifies all affected parties prior to implementing decisions.

D2D3D4D5DN/Oa

D2D3D4D5DN/OD

1D2D3D4D5DN/OD

1D2D3D4D5DN/OD

1D2D3D4D5DN/OD

02 N/O a
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8. Intergovernmental Relationships

A. Represents City to intergovernmental bodies.

B. Effective communication with local, regional, state, and federal
government agencies.

C. Pinandal resources (e. g. cost sharing, grants, etc. ) from other organizations
are pursued.

1D2D3a4a5DN/OD

D2a3a4D5DN/OD

D2D3D4D5DN/OD

D. Contributes to good government through participation in local, reeii
and state committees°and organizations0

" r~~~r"- - -' --B~"~' 1 D2D3D4D 50 N/0 D

E. Lobbies effectively with legislators and state agencies regarding City
programs and projects.

D N/0

II. What have been the finest accomplishments of the City Manager this past year?
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III. What areas need the most improvement? Why? What constructive, positive
ideas can you offer the City Manager to improve these areas?

IV. SUMMARY RATING
OveraU Performance Rating - the following overall rating is calculated by averaging
each of fhe above ratings:

V. FUTURE GOALS AND OBJECTIVES
Specific goals and objective to be achieved in the next evaluation period:
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This evaluation was reviewed and discussed between the City Coimcil and the City Manager
on: _

City Coundl Concurrence

Krisanna CIark-Endicott, Mayor

Jennifer Harris, Council President

Kim Young

SaUy Robinson

Jennifer Kuiper

Sean Garland

City Manager

Joseph Gall

YES/NO

YES/NO

YES/NO

YES/NO

YES/NO

YES/NO
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