
Workshop 
6:15pm 

 
Workshop Agenda: 

Monday, October 27, 2025 
100 Hazel Street, Van Meter, IA 50261 

Fellowship Hall 

 
 

1. Call to Order 
2. Approval of Agenda 
3. Discussion: Employee Evaluations 
4. Adjournment 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Posted: Thursday, October 23, 2025 

Council Meetings 
Van Meter United Methodist Church 
100 Hazel St, Van Meter, IA 50261 

Joe Herman, Mayor 

Council Members 
Travis Brott, Mayor Pro Tem 
Joel Akers 
Blake Grolmus 
Quin Pelz 
Penny Westfall 

City Staff 
Liz Faust, City Administrator 
Travis Cooke, City Clerk 
Drew McCombs, Public Works Director 
Sam Chia, Parks & Rec Director 
Jonatha Basye, Library Director 
Michael Brown, Police Chief 
Mark Schmitt, Fire Chief 
John Fatino, Whitfield & Eddy, PLC 
Randy Johnson, Veenstra & Kimm, Inc. 



Agenda Item #1 
Call to Order 

 
 

 
Mayor: The time is 6:15pm on Monday, October 27, 2025. 

I hereby call this meeting of the Van Meter City Council to order. 



Agenda Item #2 
Approval of the Agenda 

 
Submitted for: ACTION 

Recommendation: APPROVAL 

Sample Language: 

Mayor: Are there any emergency additions to the agenda or other changes 
to the agenda? 

 
City Administrator or Clerk: 

Mayor: Do I hear a motion to approve the agenda? 

City Councilmember:   So moved. 

City Councilmember:   Second. 

Mayor: Roll Call Please. 
 
 
City Clerk: Akers  Brott  Grolmus  Pelz Westfall  

Mayor: The agenda is adopted as presented. 



Agenda Item #3 
Discussion: Employee Evaluations 

 
 

Included in your packet is the following:  

• Performance appraisal policy that the council approved and 
included in the updated 2025 Employee Handbook.  

• 2024 Employee Evaluation Packet 

• 2025 Employee Evaluation Packet 

• 2024 Administrator Evaluation Form 

• Faust Employment Contract November 22, 2022-November 21, 
2025 



 

Performance Appraisal 
 
Performance evaluations will give you an opportunity to discuss your development with 
your supervisor. To ensure that you perform your job to the best of your abilities, it is 
important that you be recognized for good performance and that you receive appropriate 
suggestions for improvement when necessary. This will allow you to know where you 
stand in relation to the job requirements. Each director is responsible for the timely and 
proper completion of an employee performance review and evaluation report.  
 
Performance reports shall be made on the standard form provided by the City Clerk or 
City Administrator and must be submitted at the specified times: 
 

1. At the end of the probationary period. 
2. Annually, no later than December 15 of each calendar year 

 
For FY25,  each employee will receive a Cost of Living Allowance pay increase equal to 
the lesser of COLA % as set by the Social Security Administration or 3% effective July 1, 
2025. A merit based increase may occur effective January 1, 2026 after a performance 
evaluation based on the recommendation of the Department Head to the City 
Administrator and presentation & approval of the City Council. All written performance 
reviews will be based on your overall performance in relation to your job responsibilities 
and will also consider your conduct, demeanor, and record of attendance and tardiness. 
 
For FY26, each employee will receive a Cost of Living Allowance pay increase equal to 
the lesser of COLA % as set by the Social Security Administration or 3% effective January 
1, 2027. A merit based increase may also occur effective January 1, 2027 after a 
performance evaluation based on the recommendation of the Department Head to the City 
Administrator and presentation & approval by Council. Subsequent fiscal years will follow 
the same schedule as FY26 with all pay increases effective January 1.  
 
In addition to the regular performance evaluations described above, special written 
performance evaluations may be conducted by your supervisor at any time to advise you 
of the existence of performance or disciplinary problems. 
 
A new police employee will be evaluated every year. The first year for a new police officer 
includes successful completion of an approved Law Enforcement Academy. The Iowa Law 
Enforcement Academy shall determine whether a cadet is approved. 
 
In the event the supervisor does not complete timely performance appraisals, it is the 
employee’s responsibility to bring this to the attention of the supervisor.  If the appraisal is 
not done within ten days after the employee’s complaint, the employee shall bring the 
matter to the attention of the City Administrator or, in the case of the police department, 
the Mayor. 
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City of Van Meter 
Employee Performance Evaluation Form 

Instructions: 

Pursuant to the Van Meter Employee Handbook, performance evaluations are intended to be an 
opportunity for employees and supervisors to discuss performance, development and or goals.  

Each time a performance evaluation is created, save the form under the employee’s name and 
the year of the review in the Employment – Employee Review folder (ex: 2024 Annual 
Review_Employee Name). Please review the employee’s job description prior to the evaluation. 
If applicable, please review the previous year’s review prior to the evaluation.  

Reviews are either probationary, annual or as part of a performance improvement plan. 
Comments by the evaluator are required if the employee receives “Needs Improvement” or 
“Exceeds Expectations” in any of the elements within the rating categories.  

Employees will self-assess using the same form as the evaluator. Reviews must include a 
discussion between the evaluator and the employee regarding the ratings as well as mutually 
agreed upon professional development and goals for the next rating period. Evaluators and 
employees should complete both the rating categories and the professional development/goals 
sections.  

Reviews must be signed off by the employee within 48 hours of receipt of the review. 
Employees may contest the review in writing and must be within 48 hours of receipt of the 
review. Reviews must be finalized with all appropriate signatures, a copy provided to the 
employee and the original provided to the City Administrator for filing within the applicable 
personnel file no later than November 30th for all full-time and permanent part-time staff, with the 
exception of the City Administrator and Library employees who are evaluated using different 
tools.  

Employees who have more than nine (9) elements marked in the combined rating categories as 
“Needs Improvement” should be placed on a performance improvement plan, reviewed monthly 
until satisfactory performance is achieved.  
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Rating Categories:  

All applicable employees are to be rated on the following categories: 
• Attendance/Punctuality
• Job Knowledge
• Productivity/Initiative
• Quality of Work
• Customer Service
• Professionalism
• Teamwork/Relationships
• Problem Solving
• Safety
• Decision Making
• Leadership

There are several elements in each category and each element should be rated unless the 
element is not applicable to the employee’s job duties.  

Rating Scale: 

Each rating category provides three categories of rating on the scale. Descriptors for the rates 
are below:  

• Needs Improvement – the employe’s level of performance is below the acceptable level
or may mean an employee is too new to a position and hasn’t gained the necessary
experience to be proficient in the category

• Meets Expectations – the employee consistently achieves a standard performance
level and performance is similar to an average performer

• Exceeds Expectations – employee performance is consistently better than would be
expected of other employees with similar job duties performing satisfactorily in the same
category



n/a
Needs 
Improvement

Meets 
Expectations

Exceeds 
Expectations

g) Maintains confidentiality
h) Wear appropriate attire & has proper hygiene

c) Communicates professionaly & diplomatically
d) Remains open to professional development
e) Adheres to the City's Code of Conduct policy
f) Adheres to the City's Conflict of Interest policy
g) Adheres to the City's Ethics policy

c) Written communication is understandable
d) Project deadlines are met

Mark ranking with an "X" 5. Professionalism
a) Supports positive work environment & accepts change
b) Accepts direction & performance feedback

4. Quality of Work
a) Work product is accurate
b) Work product is complete & clear

Mark ranking with an "X"

Mark ranking with an "X"

Mark ranking with an "X"

e) Complies with work rules, procedures and policies
3. Productivity & Initiative

a) Stays organized & managed time to complete daily tasks
b) Completes assigned tasks without supervisory prompts
c) Routine tasks are completed at acceptable volumes
d) Communicates status of work if issues arise

e) Keeps unplanned absences to a minimum
2. Job Knowledge

a) Accomplishes daily assignments with minimal supervision
b) Routinely sequences tasks to complete projects/tasks
c) Stays up to date with changes in process/work flows
d) Maintains proficiency in applicable skill sets

Mark ranking with an "X" 1. Attendance & Punctuality
a) Maintains regular attendance
b) Observes scheduled work hours
c) Schedules time off with appropriate notice
d) Observes appropriate call-in procedures

Date of Review: 

Time Evaluator has supervised employee: 
_______ Years   ________ Months

Employment Status: ____ Full-Time ____ Perm Part-Time Type of Review: ____ Probationary ____ Annual ____ Other

Employees who have more than nine (9) elements marked in the combined rating categories as 
“Needs Improvement” should be placed on a performance improvement plan, reviewed 
monthly until satisfactory performance is achieved. 

Rating Catergories 

Employee Information
Name:

Job Title: 

Department: 

Time in Current Position: ______ Years ______ Months

Review Information
Evaluator: 
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n/a
Needs 
Improvement

Meets 
Expectations

Exceeds 
Expectations

f) Reports safety incidents to supervisor when they occur

k) Identifies traning & mentoring opportunities for staff
l) Recognizes accomplishments of staff 

Mark ranking with an "X"

f) Communicates effectively with peers 
g) Provides pertinent information to staff
h) Demonstrates fair & objective supervision
i) Effectively evaluates suboridinates & sets goals
j) Documents & addresses poor performance

d) Demonstrates sound judgement when making timely decisions
e) Is fiscally responsible with expenditures & budget

e) Develops or assists in developing the strategic plan
d) Plans & organizes work efforts to achieve city goals
c) Effectivly schedules and coordinates subordinates' work
b) Leads by example: work completion, time management
a) Leads by example: attendance, organization, accuracy

11. Leadership

Mark ranking with an "X"

Mark ranking with an "X" 10. Decision Making
a) Identifies potential issues & possible resolutions
b) Evaluates multiple options with objective analysis
c) Recommends course of action to supervisor

c) Identifies possible solutions to problems
d) Involves supervisors when needing additional support
e) Shares information and seeks additional input

9. Safety

e) Drive defensively and with caution; wears seatbelt
d) Consistently uses tools and equipment in a safe manner
c) Routinely wears personal protective equipment
b) Attends safety trainings and implements learned techniques
a) Routinely engages in safe work practices

e) Treats co-workers in a cooperative, equitable manner
f) Flexible when schedules change due to work demands

Mark ranking with an "X" 8. Problem Solving
a) Approaches problems in a positive manner
b) Trouble-shoots potential causes of problems/issues

a) Positively interacts with others in favorable & difficult times
b) Committed to working together on projects & problem solving

Mark ranking with an "X"

Mark ranking with an "X"

c) Shares information
d) Remains open-minded to new solutions and ideas

a) Is courteous, polite & patient with co-workers & citizens
b) Maintains good manners (in person, phone & email)
c) Practices good listening
d) Promptly responds to requests for information & assistance

7. Teamwork & Relationships

6. Customer Service 
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Date

Target DateProfessional Development & Goals (as agreed upon)

Accomplishments & Completed Projects During Review Period

Evaluator Summary Comments

Employee Summary Comments
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Date
Employee: 

Evaluator: 

City Administrator: 

Instructions to Employee: Please sign this form within 48 hours of receiving it & return to your Evaluator. 
Your signature does indicate agreement, rather it indicates that your evaluator has 1) discussed your 
review with you 2) has provided you the opportunity to write comments 3) you have had the opportunity 
to set future goals and 4) you have been provided a copy. If you are contesting this review, please notify 
your evaluator in writing with in 48 hours of receipt. 

Signatures
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City of Van Meter 
Employee Performance Evaluation Form 

Instructions: 

Pursuant to the Van Meter Employee Handbook, performance evaluations are intended to 
be an opportunity for employees and supervisors to discuss performance, development 
and or goals.  

Each time a performance evaluation is created, save the form under the employee’s name 
and the year of the review in the Employment – Employee Review folder (ex: 2024 Annual 
Review_Employee Name). Please review the employee’s job description prior to the 
evaluation. If applicable, please review the previous year’s review prior to the evaluation. 

Reviews are either probationary, annual or as part of a performance improvement plan. 
Comments by the evaluator are required if the employee receives “Needs Improvement” or 
“Exceeds Expectations” in any of the elements within the rating categories. 

Employees will self-assess using the same form as the evaluator. Reviews must include a 
discussion between the evaluator and the employee regarding the ratings as well as 
mutually agreed upon professional development and goals for the next rating period. 
Evaluators and employees should complete both the rating categories and the professional 
development/goals sections. 

Reviews must be signed off by the employee within 48 hours of receipt of the review. 
Employees may contest the review in writing and must be within 48 hours of receipt of the 
review. Reviews must be finalized with all appropriate signatures, a copy provided to the 
employee and the original provided to the City Administrator for filing within the applicable 
personnel file no later than November 30th for all full-time and permanent part-time staff, 
with the exception of the City Administrator and Library employees who are evaluated using 
different tools. 

Employees who have more than nine (9) elements marked in the combined rating 
categories as “Needs Improvement” should be placed on a performance improvement 
plan, reviewed monthly until satisfactory performance is achieved. 

Rating Categories: 

All applicable employees are to be rated on the following categories: 



•Attendance/Punctuality 

•Job Knowledge 

•Productivity/Initiative 

•Quality of Work 

•Customer Service 

•Professionalism 

•Teamwork/Relationships 

•Problem Solving 

•Safety 

•Decision Making 

•Leadership 

There are several elements in each category and each element should be rated unless the 
element is not applicable to the employee’s job duties. 

Purpose: 

To establish a fair, transparent, and competitive compensation plan that is both internally 
and externally equitable within the City of Van Meter and with comparable communities. 
This plan recognizes employee performance, proficiency, and contributions through merit 
increases, while addressing current trends in government employment such as workforce 
shrinkage, recruitment challenges, and the need for skill-based incentives to improve 
retention. Amid a competitive labor market where local governments are offering targeted 
hiring bonuses and flexible practices to attract talent, this merit-based system aims to 
reward high performers, encourage professional development, and support overall 
employee engagement. 

The plan incorporates pay transparency principles by clearly defining evaluation criteria 
and merit increase structures, aligning with broader trends toward stabilizing salary 
budgets around 3.5-3.7% annual increases and emphasizing merit-based differentiation. 

Approved Recommendations 

The Cost-of-Living Adjustment (COLA) will be the rate determined by the Social Security 
Administration or 3%, whichever is lower, to ensure fiscal responsibility while keeping pace 
with inflation and market trends in government compensation. 

 



Criteria for Eligibility for COLA and Merit Increases 

Eligibility for COLA and merit increases is based on the following minimum proficiency 
criteria: 

1. A composite or aggregate score on the yearly performance evaluation that meets or 
exceeds the threshold for the assigned proficiency level. 

2. If applicable, demonstration of completion of evaluations for employees under his/her 
supervision. 

3. Documented completion of required training as mandated in individual job descriptions, 
including any skill-based or professional development programs to align with trends in 
skill-focused recruiting. 

4. Adherence to City policies, including nondiscrimination and equity standards. 

The City Administrator shall review all employee evaluations prior to the performance 
evaluation being conducted to ensure fairness, consistency, and alignment with best 
practices in performance management. 

To better differentiate performance and provide graduated incentives, five proficiency 
levels are established based on performance evaluation scores (assuming a 100-point 
scale or equivalent): 

1. **Level One: Unsatisfactory** – Score below 60%: Does not meet minimum proficiency 
criteria. Indicates significant areas for improvement. 

2. **Level Two: Needs Improvement** – Score 60-69%: Partially meets proficiency criteria 
but requires development in key areas. 

3. **Level Three: Meets Expectations** – Score 70-79%: Meets minimum established 
proficiency criteria. 

4. **Level Four: Exceeds Expectations** – Score 80-89%: Exceeds proficiency criteria with 
strong performance in multiple areas. 

5. **Level Five: Outstanding** – Score 90% or higher: Far exceeds proficiency criteria, 
demonstrating exceptional contributions and leadership. 

These levels reflect trends in government employment toward more nuanced performance 
assessments, allowing for better recognition of incremental improvements and top talent 
retention. 

 



Level One Evaluations: Unsatisfactory 

Employees failing to meet minimum proficiency criteria will only be eligible for a COLA or 
3% pay increase effective July 1 of the next fiscal year, whichever rate is lower. No merit 
increase will be provided. Any employee receiving a Level One rating for two consecutive 
rating periods will be subject to corrective action, including a performance improvement 
plan, up to and including termination. This approach supports accountability while 
addressing retention challenges by offering opportunities for growth. 

Level Two Evaluations: Needs Improvement 

Employees partially meeting proficiency criteria will be eligible for a COLA or 3% pay 
increase effective July 1 of the next fiscal year, whichever rate is lower, plus a merit-based 
pay increase of 1% as a result of the evaluation. The merit-based pay increase will be 
reviewed and approved by the Council during the regular business meeting in December 
and will be effective upon Council approval. This modest incentive encourages targeted 
development amid trends in skill-based hiring. 

Level Three Evaluations: Meets Expectations 

Employees meeting established proficiency criteria will be eligible for a COLA or 3% pay 
increase effective July 1 of the next fiscal year, whichever rate is lower, plus a merit-based 
pay increase of 2% as a result of the evaluation. The merit-based pay increase will be 
reviewed and approved by the Council during the regular business meeting in December 
and will be effective upon Council approval. 

Level Four Evaluations: Exceeds Expectations 

Employees exceeding proficiency criteria will be eligible for a COLA or 3% pay increase 
effective July 1 of the next fiscal year, whichever rate is lower, plus a merit-based pay 
increase of 3% as a result of the evaluation. The merit-based pay increase will be reviewed 
and approved by the Council during the regular business meeting in December and will be 
effective upon Council approval. 

Level Five Evaluations: Outstanding 

Employees far exceeding proficiency criteria will be eligible for a COLA or 3% pay increase 
effective July 1 of the next fiscal year, whichever rate is lower, plus a merit-based pay 
increase of 4% as a result of the evaluation. The merit-based pay increase will be reviewed 
and approved by the Council during the regular business meeting in December and will be 
effective upon Council approval. This higher tier aligns with trends in rewarding top 
performers to combat workforce shrinkage and enhance retention. 



 

Transition to Merit Plan 

Effective July 1, 2024, eligible employees received annual wage increases as approved by 
Council. 

Effective July 1, 2025, eligible employees will receive a COLA or 3% pay increase, 
whichever rate is lower. Employee evaluations will be completed prior to November 30, 
2025. The City Administrator or Department Head will present proposed merit-based pay 
increases to Council at the December 8, 2025 regular business meeting. Approved merit-
based increases will be effective as of December 15, 2025 – the start of the pay period 
preceding approval. 

The Council reserves the right to suspend COLA and/or merit increases due to emergency 
situations or any time budgetary concerns or fund balances do not allow for pay increases, 
reflecting fiscal prudence in light of ongoing government efficiency trends. 

The Council shall also have the discretion to modify the manner in which yearly increases 
are determined. This policy in no way mandates or assures any type of yearly increase for 
affected personnel. 

General Provisions 

The City of Van Meter has the sole and absolute discretion to amend, change, withdraw, or 
add in whole or in part any non-negotiated policy, benefit, or practice at any time. 

These documents are not intended to create any contractual rights in favor of the employee 
or the City. The City reserves the right to change the terms of non-negotiable policies 
contained herein at any time. 

The City expects all employees to read and comply with each personnel policy as adopted 
by the City of Van Meter. Non-compliance, unless otherwise specified, will be subject to 
disciplinary action up to and including termination. Employees noting violations of any 
policy are expected to report said violations in accordance with the procedure defined in 
the Employee Handbook. 

 

The City of Van Meter maintains a nondiscrimination policy with respect to employees and 
applicants for employment. No aspect of employment with the City will be influenced in 
any manner by race, color, religion, sex, age, national origin, disability, or any other basis 
prohibited by statute. This commitment supports equity trends in government hiring and 
promotes a diverse workforce. 



City of Van Meter
Employee Evaluation
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Unsatifactory 
(1)

Needs 
Improvement 
(2)

Meets 
Expectations 
(3)

Exceeds 
Expectations 
(4)

Outstanding 
(5)

Mark with appropriate #

Mark with appropriate #

Mark with appropriate #

b) Routinely sequences tasks to complete 
projects/tasks

c) Stays up to date with changes in process/work flows

d) Maintains proficiency in applicable skill sets

e) Complies with work rules, procedures and policies

3. Productivity & Initiative
a) Stays organized & manages time to complete daily 
tasks

d) Communicates status of work if issues arise

c) Routine tasks are completed at acceptable volumes

b) Completes assigned tasks without supervisory 
prompts

c) Communicates professionaly & diplomatically

d) Remains open to professional development

e) Adheres to the City's Code of Conduct policy

f) Adheres to the City's Conflict of Interest policy

Date of Review: 

Time Evaluator has supervised employee: 
_______ Years   ________ Months

Employment Status: ____ Full-Time ____ Perm Part-Time Type of Review: ____ Probationary ____ Annual ___  

Employees who have more than nine (9) elements marked in the combined rating categories as 
“Needs Improvement” should be placed on a performance improvement plan, reviewed monthly 
until satisfactory performance is achieved. 

Employee Information
Name:

Job Title: 

Department: 

Time in Current Position: ______ Years ______ Months

Review Information
Evaluator: 

Rating Catergories 
1. Attendance & PunctualityMark with appropriate #

b) Observes scheduled work hours

c) Schedules time off with appropriate notice

d) Observes appropriate call-in procedures

a) Maintains regular attendance

2. Job Knowledge
e) Keeps unplanned absences to a minimum

Mark with appropriate #
a) Accomplishes daily assignments with minimal 
supervision

4. Quality of Work
a) Work product is accurate
b) Work product is complete & clear
c) Written communication is understandable
d) Project deadlines are met
5. Professionalism
a) Supports positive work environment & accepts 
change

b) Accepts direction & performance feedback

City of Van Meter Employee Evaluation 2025



City of Van Meter
Employee Evaluation
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g) Adheres to the City's Ethics policy

g) Maintains confidentiality

h) Wear appropriate attire & has proper hygiene

a) Leads by example: attendance, organization, 
accuracy

b) Leads by example: work completion, time 
management

Mark with appropriate #

Mark with appropriate #

Mark with appropriate #

Mark with appropriate # 11. Leadership

f) Reports safety incidents to supervisor when they 
occur

10. Decision Making
a) Identifies potential issues & possible resolutions

b) Evaluates multiple options with objective analysis

c) Recommends course of action to supervisor
d) Demonstrates sound judgement when making timely 
decisions
e) Is fiscally responsible with expenditures & budget

Mark with appropriate #

Mark with appropriate #

c) Identifies possible solutions to problems

d) Involves supervisors when needing additional 
support

e) Shares information and seeks additional input
9. Safety
a) Routinely engages in safe work practices

b) Attends safety trainings and implements learned 
techniques

c) Routinely wears personal protective equipment
d) Consistently uses tools and equipment in a safe 
manner

e) Drive defensively and with caution; wears seatbelt

5. Professionalism (continued)

6. Customer Service 
a) Is courteous, polite & patient with co-workers & 
citizens

b) Maintains good manners (in person, phone & email)

c) Practices good listening

d) Promptly responds to requests for information & 
assistance

b) Committed to working together on projects & 
problem solving

c) Shares information

d) Remains open-minded to new solutions and ideas
e) Treats co-workers in a cooperative, equitable 
manner
f) Flexible when schedules change due to work 
demands

a) Approaches problems in a positive manner

8. Problem Solving

Mark with appropriate #

b) Trouble-shoots potential causes of problems/issues

7. Teamwork & Relationships
a) Positively interacts with others in favorable & difficult 
times

City of Van Meter Employee Evaluation 2025
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Date

j) Documents & addresses poor performance

k) Identifies traning & mentoring opportunities for staff

l) Recognizes accomplishments of staff 

c) Effectivly schedules and coordinates subordinates' 
work

d) Plans & organizes work efforts to achieve city goals
e) Develops or assists in developing the strategic plan

f) Communicates effectively with peers 

g) Provides pertinent information to staff

h) Demonstrates fair & objective supervision

i) Effectively evaluates suboridinates & sets goals

Mark with appropriate # 11. Leadership (continued)

Accomplishments & Completed Projects During Review Period

Evaluator Summary Comments

Employee Summary Comments
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Target 
Date

Overall Scoring (add columns) 1 2 3 4 5

Total
Average

Signatures Date
Employee: 

Evaluator: 

City Administrator: 

Instructions to Employee: Please sign this form within 48 hours of receiving it & return to your Evaluator. 
Your signature does indicate agreement, rather it indicates that your evaluator has 1) discussed your 
review with you 2) has provided you the opportunity to write comments 3) you have had the opportunity to 
set future goals and 4) you have been provided a copy. If you are contesting this review, please notify your 
evaluator in writing with in 48 hours of receipt. 

Professional Development & Goals (as agreed upon)
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n/a   
(0)

Needs 
Improvement (1)

Meets 
Expectations 
(2)

Exceeds 
Expectations 
(3)

d) Responds well to requests, advice, and constructive criticism

Rating Catergories 

Employee Information
Name:

City Administrator

Time in Current Position: ______ Years ______ Months

Review Information
Evaluator: 

Date of Review: 

Time Evaluator has supervised employee: 
_______ Years   ________ Months

Employment Status: ____ Full-Time Type of Review: ____ Probationary ____ Annual ____ Other

Employees who have more than nine (9) elements marked in the combined rating categories as 
“Needs Improvement” should be placed on a performance improvement plan, reviewed 
monthly until satisfactory performance is achieved. 

Mark ranking with appropriate # 1. Professional Skills and Status
a) Maintains knowledge of current developments impacting local 
government management

b) Demonstrates a capacity for innovation & creativity

c) Anticipates and analyzes problems to develop effective 
approaches for solving them

d) Willing to try new ideas proposed by City Council members 
and/or staff

Mark ranking with appropriate #

Mark ranking with appropriate # 3. Policy Execution
a) Implements City Council actions in accordance with the intent 
of council

b) Supports the actions of the City Council, both inside and 
outside the organization, after a decision has been reached

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

d) Offers workable alternatives to the City Council for changes in 
law or policy when an existing policy or ordinance is no longer 
practical

2. Relations with Members of Council
a) Carries out directives of the body as a whole as opposed to 
those of any one member or minority of the group

b) Sets meeting agendas that reflect the guidance of the City 
Council and avoids unnecessary involvement in administrative 
actions

c) Assists by facilitating decision making without usurping 
authority
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Mark ranking with appropriate # 5. Strategic Planning
a) Creates timely and appropriate opportunities for long-term 
planning and policymaking

Mark ranking with appropriate #

b) Provides valuable professional input and facilitation of annual 
strategic planning process

4. Reporting 
a) Provides regular information and reports to the City Council 
concerning matters of importance to the local government

b) Responds in a timely manner to requests from the City 
Council for special reports

6. Staffing

c) Makes sustained and meaningful progress on Council's 
strategic objectives

d) Provides timely and substantive updates on the progress 
made on Council's strategic objectives

c) Takes the initiative to provide information, advice, and 
recommendations to the City Council on matters that are 
nonroutine and not administrative in nature

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

a) Encourages heads of departments to make decisions within 
their jurisdictions with minimal Administrator involvement, yet 
maintains general control of operations by providing the right 
amount of communication to the staff

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

Mark ranking with appropriate #

Mark ranking with appropriate #

c) Develops and maintains a friendly and informal relationship 
with the staff and workforce in general, yet maintains the 
professional dignity of the Administrator’s office

d) Encourages teamwork, innovation and effective problem 
solving among staff members

a) Recruits and retains competent personnel for staff positions

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

c) Manages the compensation and benefits plan professionally

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

7. Supervision
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a) Prepares a balanced budget to provide services at a level 
directed by council

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

Mark ranking with appropriate # 8. Fiscal Management

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

d) Monitors and manages fiscal activities of the organization 
appropriately

9. Overall

Taking all the foregoing categories and factors in consideration, 
and on the whole, are you satisfied with the City Administrator's 
performance? 

Check the applicable choice

Yes _______    No _________

What should the City Administrator START doing to be more effective? 

What should the City Administrator STOP doing to be more effective? 
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Date

Target Date

0 1 2 3
0 0 0 0

Date

Accomplishments & Completed Projects During Review Period

What should the City Administrator STOP doing to be more effective? 

City Administrator: 

Mayor: 

Instructions to Employee: Please sign this form within 48 hours of receiving it & return to your Evaluator. 
Your signature does indicate agreement, rather it indicates that your evaluator has 1) discussed your 
review with you 2) has provided you the opportunity to write comments 3) you have had the opportunity 
to set future goals and 4) you have been provided a copy. If you are contesting this review, please notify 
your evaluator in writing with in 48 hours of receipt. 

Professional Development & Goals (as agreed upon)

Signatures

Overall Scoring (add columns)

Total 0
Average 0
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Agenda Item #4 
Adjournment 

 
Submitted for: ACTION 

Recommendation: APPROVAL 

Sample Language: 

Mayor: With no further business, do I hear a motion to adjourn? 
 
 

City Councilmember:   So moved. 

City Councilmember:   Second. 

Mayor: Roll Call Please. 
 
 

City Clerk: Akers  Brott  Grolmus  Pelz Westfall  

Mayor: This meeting is adjourned at  pm. Thank you. 
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