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To maintain an effective relationship between the City Manager and the City Council this evaluation form should be used as an opportunity to review the performance of the City Manager.  Use this form to evaluate the City Manager's effectiveness in accomplishing annual goals set by him and the City Council.  

The evaluation process should be used to identify strengths and weaknesses as demonstrated by past performance and when necessary, clarify areas where the City Manager could become more effective through improved performance.  

Process:

One month prior to the scheduled annual evaluation meeting of the City Council, the City Manager will complete a Self-Evaluation Form and return it to the Mayor.  In addition, selected City Staff who directly report to the City Manager will complete a Staff Evaluation Form and also return it to the Mayor.

After reviewing all evaluation forms, the Mayor will provide each council member with copies for their review.  Council members and the Mayor will complete their own City Manager evaluation forms and return them to the City Clerk at least two weeks prior to the scheduled evaluation meeting with the City Manager.  The City Clerk will tabulate results of the City Council and City Staff evaluation forms and distribute copies to the Mayor and City Council along with the City Manager’s self evaluation form.  Copies will also be provided to the City Manager prior to the executive session evaluation meeting.

The Mayor and City Council will meet with the City Manager in executive session to jointly review the annual evaluations at the first meeting in December of each year.  Additional evaluations can be called at any time during the year.

Following the evaluation meeting the Mayor will present to the City Council any requests from the City Manager regarding his employment agreement including salary adjustments within the Executive Salary Schedule.  Any additional suggestions from Council members will also be presented at this time.  Following the reaching of a majority consensus on any adjustments the City Council will inform the City Manager of its pending decision in executive session and then reconvene in open session to ratify the changes.

CITY MANAGER

SELF EVALUATION FORM

Please complete this form and return it to the Mayor at least one month prior to the scheduled evaluation meeting in December.  Additional pages may be used if necessary.

1. In the absence of Council mandated goals and objectives, what goals have you set for yourself and detail progress in accomplishing these goals.

2. What other accomplishments have you had that were not part of the goals set?

3. What obstacles or setbacks did you encounter during the year and how effectively did you handle them?

4. What do you see as your major goals for the next evaluation period?

5. What can the Council do to help you accomplish these goals?

6. What suggestions do you have for improving the effectiveness between you and the Council?

7. Do you have any specific training needs which the council can facilitate and how will this training help you in meeting your goals?

8. Are there any other issues or comments you would like to share?

_____________________________



_____________________

City Manager’s Signature




Date

CITY MANAGER

COUNCIL EVALUATION FORM

Part I

Please complete this form and return it to the City Clerk at least two weeks prior to the scheduled evaluation meeting on ____________________.

Accomplishments:

Has the City Manager accomplished or worked toward completing the goals established at the beginning of the fiscal year?  (Goals are attached).  Why or why not?

What do you see as the City Manager’s best accomplishments of the year?

Strengths:

What areas can you list as the City Manager’s strong points?

Improvements:

In what specific areas or situations can you offer constructive, yet positive ideas to help the City Manager work on or improve his skills to be more effective?

What impressed you the most about the City Manager’s performance this year?  In what area has the City Manager shown exceptional improvement?

Goals

What are the major goals and priorities you would like to see the City Manager focus on in the coming year?

Concerns:

What is your major area of concern regarding the City Manager’s performance this past year?

Additional Comments:

CITY MANAGER

COUNCIL EVALUATION FORM

Part II

Please use this form to evaluate the City Manager’s performance in each area.  Copies of this form and accompanying summary will be presented to the City Manager and the Human Resources Director for placement in his permanent file.

Grading Scale:

1. Poor  (remedial action required)

2. Fair   (meets goals but needs improvement)

3. Good (meets all goals)

4. Excellent  (consistently exceeds expectations)

5. Outstanding (always exceeds expectations)


A.
Personal 
(5%)




Average Score _______

_____ 
Invests sufficient efforts toward being diligent and thorough in the 

discharge of duties.

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

executive position.

B.
Professional Skills and Status 
(5%)


Average Score _______
_____ 
Knowledgeable of current developments affecting the management field.

_____ 
Attends training sessions to keep up with changes in administration of 

city government.

_____ 
Respected in management profession.

_____ 
Has a capacity for innovation.

_____ 
Anticipates problems and develops effective approaches for solving them.

_____ 
Willing to try new ideas proposed by Commissioners or staff.

C.
Relations with City Commission
 (15%)

Average Score _______
_____ 
Carries out directives of the City Commission as a whole rather than those 

of any one Commission member.

_____ 
Assists the City Commission in resolving problems at the administrative 

level to avoid unnecessary Commission action.

_____ 
Assists the City Commission in establishing policy while acknowledging 

the ultimate authority of the Commission.

_____ 
Responds to requests for information or assistance by the City 

Commission.

_____ 
Informs the City Commission of administrative developments.

_____ 
Receptive to constructive criticism and advice.

D.
Policy Execution
(15%)



Average Score _______

_____ 
Implements City Commission action in accordance with the intent of the 

City Commission.

_____ 
Supports the actions of the City Commission after a decision has been 

reached.

_____ 
Enforces City policies.

_____ 
Understands City's laws and ordinances.

_____ 
Reviews enforcement procedures periodically to improve effectiveness.

_____ 
Offers workable alternatives to the Commission for changes in the law


when an ordinance or policy proves impractical in actual administration.

E.
Reporting
(15%)




Average Score _______

_____ 
Provides the Commission with reports concerning matters of importance

to the City.

_____ 
Reports are accurate and comprehensive.

_____ 
Reports are generally produced through own initiative rather than when 

requested by the Council.

_____ 
Prepares a sound agenda which prevents trivial, administrative matters


from being reviewed by the Council

F.
Citizen Relations
(15%)



Average Score _______

_____ 
Accommodates complaint from citizens.

_____ 
Dedicated to the community and its citizens.

_____ 
Skillful with the news media - avoiding political positions and 

partisanship.

_____ 
Has the capacity to listen to others and to recognize their interests -


work well with others.

_____ 
Willing to meet with members of the community and discuss their 

concerns.

_____ 
Cooperates with neighboring communities.

_____ 
Cooperates with the county, state & federal governments.

_____ 
Cooperates with governmental units within the City such as the school 

board

G.
Staffing

(10%)



Average Score _______

_____ 
Recruits and retains competent personnel for city positions.

_____
Aware of weak or inefficient administrative personnel and works to

improve their performance.

_____
Committed to the Commission's affirmation action policy

_____ Accurately informed and concerned about employee insurance, fringe

benefits, promotions, and pensions

_____ 
Impartially administers the merit system.

H.
Supervision
(10%)




Average Score _______

_____ 
Encourages department heads to make decisions within their own


jurisdictions without city manager approval, yet maintains general control


of administrative operations.

_____ 
Instills confidence and initiative in subordinates and emphasizes support


rather than restrictive controls for their programs.

_____ 
Has developed a friendly and informal relationship with the work force


as a whole, yet maintains the prestige and dignity of the city manager's


office.

_____ 
Evaluates personnel periodically and points out staff weaknesses and


strengths.

I.
Fiscal Management
(10%)



Average Score _______

_____
Prepares a balanced budget to provide services at a level intended by the


Commission. 

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

operate the City efficiently and effectively.

_____ 
Prepared budget is in an intelligible format.

____________________________________


_________________________

Council Member’s Signature




Date

CITY MANAGER

STAFF EVALUATION FORM

Part III

Please use this form to evaluate the City Manager’s performance in each area.  Copies of this form and accompanying summary will be presented to the City Manager, Council, and the Human Resources Director for placement in his permanent file.

Grading Scale:

1. Poor  (remedial action required)

2. Fair   (meets goals but needs improvement)

3. Good (meets all goals)

4. Excellent  (consistently exceeds expectations)

5. Outstanding (always exceeds expectations)

A.
Personal characteristics:
(10%)

Average Score _________

_____ Conducts self appropriately at all times; respects diversity, meets requirements of the city’s ethics code of conduct

_____ Protects and promotes the organizations interests.

_____ Presents oneself in a professional manner, dresses appropriately, projects an image representative of the organization.

B.
Professional performance: (10%)

Average Score _________

_____ Responsibly administers the approved budget throughout the year.

_____Has knowledge and skill to perform job duties effectively.

_____Recognizes and appropriately responds to priorities and criticisms.

_____Has the ability to maintain composure and to apply logic and reason in adverse situations.

_____Communicates clearly in both written and oral communications; makes good use of available media.

_____Balances fairness and the benefit of the organization in all decision making.

_____Offers creative suggestions for improvement and solutions to problems to improve situations.

_____Meets, listens, addresses, and follows up on citizen’s concerns.  Develops rapport with the public.  Establishes and maintains cooperative relationships and deals with others in a tactful manner.

C.
Staff relations:
(40%)



Average Score _________

_____Keeps staff informed.

_____Responsive to council directives or inquiries and relates needs to appropriate staff.

_____Adapts to changes in work priorities, procedures and is open, constructive, and positive in response to new work methods or ideas.

_____ Does not allow political interests to influence decision making.

_____Provides direction in preparation of the annual budget and makes recommendation in a thorough and understandable manner.  

_____ Recognizes needs of staff and initiates appropriate action.  

D.
Leadership:
(40%)



Average Score _________

_____Provides employees with accurate and timely feedback.  Identifies work priorities and goals, structures job assignments for maximum efficiency, sets and enforces high standards, and has an organizational structure consistent with city goals.  Effectively manages change.

_____Has the vision to set the direction for the future, ability to empower, inspire others to achieve results with high integrity; ability to constructively question current practices and strategies.

_____Encourages internal and cross-functional teamwork.  Emphasizes cooperation among subordinates and actively builds espirit de corps.

_____Defines quality goals and keeps employees focused on quality concerns.

_____ Recognizes the public’s need to be well informed and works skillfully with the media and staff to provide accurate and timely information.

Additional Comments:

__________________________________

____________________

Staff Signature






Date
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