Agenda Item:
Presenter:

Summary:

Attachments:

Recommended
Action:

Regular Workshop — November 12, 2014
Agenda Item 10

Town Manager’'s Annual Performance Evaluation
Mayor James L. Brown

A provision of the Town Manager’s employment agreement is
for the Town Commission to review and evaluate the job
performance of the Town Manager at least once, annually, for
each year of the employment agreement. The agreement also
states that the Town Commission shall define the goals and
objectives of the Town Manager at least annually.

10-31-14 Memo, HR Manager to Commission;
Town Manager Evaluation Forms.

Pending discussion, provide direction to Manager



MEMORANDUM

Date: November 04, 2014
TO: Town Commission
FROM: Lisa Silvertooth, Human Resources Manager

SUBJECT: Town Manager’s Annual Performance Evaluation

A provision of the Town Manager’'s employment agreement is for the Town
Commission to review and evaluate the job performance of the Town Manager at
least once, annually, for each year of the employment agreement.

The agreement also states that the Town Commission shall define the goals and
objectives of the Town Manager at least annually.

Attached are copies of the Town Manager’s evaluations that were completed by
Town Commissioners and received in my office by October 31, 2014.

| appreciate the time the Commissioners took to prepare these documents,
knowing that it is a difficult job.

A copy has been provided to the Town Manager for his review and comments.



Town of Longboat Key
Town Manager Performance Evaluation

Evaluation period: November 1, 2013 to October 31, 2014

Each member of the governing body should complete this evaluation form, sign it in the

space below, and return it to Lisa Silvertooth. The deadline for submitting this

performance evaluation is October 31, 2014. Evaluations will be summarized and
included on the agenda for discussion at the Workshop to be held on November 12,
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TOWN OF LONGBOAT KEY
TOWN MANAGER PERFORMANCE EVALUATION

THIS PERFORMANCE EVALUATION SHOULD NOT BE CONSTRUED AS A CONTRACTUAL
PROMISE, A CONTRACT OR COVENANT OF EMPLOYMENT, NOR IS IT A GUARANTEE OF
EMPLOYMENT FOR ANY SPECIFIED LENGTH OF TIME. CONTINUED EMPLOYMENT IS
ALWAYS AT THE TOWN COMMISSIIONS DISCRETION.

PURPOSE

In order to establish and maintain effective Town Commission and Town Manager relations, it is
essential that the Commission establish an ongoing evaluation process that offers an opportunity
for each party to review the performance of the Town Manager. This evaluation should focus on
how effectively the Town Manager is accomplishing the goals established by the Commission and
how he/she is carrying out his/her responsibilities in key performance areas.

Specifically, the evaluation should serve the following needs:

(1) Allow discussion of the Town Manager's strengths and weaknesses as demonstrated by
performance during the evaluation period, with the objective of increasing the Town
Manager's effectiveness; that is, give the Commission the opportunity to provide positive
feedback in areas that have been handled well and to clarify areas where the Town
Manager could become more effective through improved performance.

(2) Allow the Town Manager and Commission to test, identify, and refine their respective
roles, relationships, and expectations of responsibilities to each other.

INSTRUCTIONS

Attached is the evaluation form for the Town Manager. It encompasses six primary areas: (1)
Administration; (1) Managing Information; (Il Community Relations; (IV) Commission Relations;
(IV) Professionalism; (V) Personal Traits and Interpersonal Skills: (V1) Special Projects.

A space has been provided for each performance area to include your comments. Each person
preparing the form is encouraged to select specific examples of why a particular rating has been
chosen. The comments included should give the Town Manager enough information to correct

problem areas and allow him/her to place specific items on his/her work plan for the following
year.

RATING SYMBOLS
Rating symbols are used to make assessments. They fall into four categories:

0 Unacceptable Performance

1 Below Expectations (performance has been below reasonable expectations)

2 Meets Expectations (performance has attained a level of reasonable expectation)

3 Exceeds Expectations (performance has been above reasonable expectations)
Each criteria should be rated and any specific comments or observations should be noted in the spaces

provided for comments. The Special Projects section should contain the specific objectives selected for the
particular performance period (usually annual).



ADMINISTRATION:

2 1]0 Managing Human Resources

Encourages Growth and Development of Subordinates

Affirmative Action Compliance

Provides an Equitable Personnel Evaluation System

Develops Coordination Among Subordinates

Positively Motivates Subordinates

\\\\\u

Comments:

2 (1[0 Managing Financial Resources

Does Effective Budget Planning and Preparation

Effectively Manages Budget Execution and Fiscal Soundness

Maintains a High Level of Productivity

Provides Cost Effective Manpower Utilization
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312|110 Managing Work Systems and Operations

Ability to Conceptualize Needs of The Organization / Town

Ability to Organize Programs/Increase Efficiency and Effectiveness

Displays Long-term Organizational Planning Skills

Effectively Manages Delivery of Services to the Citizens

Effectively Manages Change

Comments;

w
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Managing Information

Provides Concise and Understandable Written Reports

Provides Effective Public Contact / Communication

Agenda Preparation

el

Verbal Presentation Skills

Comments: HM@@M&M@%.
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COMMUNITY RELATIONS:

31211 0
/ | Accessible
J Participates in Community Activities
J Effective Listener
\/ Promotes Credibility
Comments:
COMMISSION RELATIONS:
2|1 0
Accessible

Responsive to Requests

Communicates Effectively

Impartial Among Commissioners

Effective Listener

Encourages Commission Involvement

/
j/
J
/
J
(
/

Demonstrates a High Level of Flexibility

v

Comments:

Receptive to Constructive Criticism and Advice




PROFESSIONALISM:

2 1 0 Professional Conduct

Execution of Commission Goals and Objectives

Liaison with Other Agencies

News Media Relations

Adherence to High Ethical Standards

Commitment to Goals of Profession

&\C‘#Q&{u

Comments:

PERSONAL TRAITS AND INTERPERSONAL SKILLS:

3(211]0 Leadership

J Setting a Proper Example

Inspiring Cooperation

/
/ Delegating Responsibility

Comments:




W
(]

Judgment

Weighing Facts and Drawing Conclusions

Using Foresight in Planning

Making Reliable Decisions as Required

Common Sense

< A ] <A Y

Comments:

Tact and Diplomacy

Self-Confidence

Expression of Opinion

Competitive Spirit

SN <

Comments:

Poise Under Pressure




312|170 Open-Mindedness
J Flexibility

\/ Fairness and Impartiality

1[ Receptiveness to Suggestions

Comments;

SPECIAL PROJECTS:
L/

Comments: ,

\




Town of Longboat Key
Town Manager Performance Evaluation

Evaluation period: November 1, 2013 to October 31, 2014

Each member of the governing body should complete this evaluation form, sign it in the
space below, and return it to Lisa Silvertooth. The deadiine for submitting this
performance evaluation is October 31, 2014. Evaluations will be summarized and
included on the agenda for discussion at the Workshop to be held on November 12,

2014.
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TOWN OF LONGBOAT KEY
TOWN MANAGER PERFORMANCE EVALUATION

THIS PERFORMANCE EVALUATION SHOULD NOT BE CONSTRUED AS A CONTRACTUAL
PROMISE, A CONTRACT OR COVENANT OF EMPLOYMENT, NOR IS IT A GUARANTEE OF
EMPLOYMENT FOR ANY SPECIFIED LENGTH OF TIME. CONTINUED EMPLOYMENT IS
ALWAYS AT THE TOWN COMMISSIIONS DISCRETION.

PURPOSE

In order to establish and maintain effective Town Commission and Town Manager relations, it is
essential that the Commission establish an ongoing evaluation process that offers an opportunity
for each party to review the performance of the Town Manager. This evaluation should focus on
how effectively the Town Manager is accomplishing the goals established by the Commission and
how he/she is carrying out his/her responsibilities in key perfomance areas.

Specifically, the evaluation should serve the following needs:

(1) Allow discussion of the Town Manager’s strengths and weaknesses as demonstrated by
performance during the evaluation period, with the objective of increasing the Town
Manager's effectiveness; that is, give the Commission the opportunity to provide positive
feedback in areas that have been handled well and to clarify areas where the Town
Manager could become more effective through improved performance.

(2) Allow the Town Manager and Commission to test, identify, and refine their respective
roles, relationships, and expectations of responsibilities to each other.

INSTRUCTIONS

Attached is the evaluation form for the Town Manager. It encompasses six primary areas: (l)
Administration; () Managing Information; (Ill) Community Relations; (IV) Commission Relations;
(IV) Professionalism; (V) Personal Traits and Interpersonal Skills: (VI) Special Projects.

A space has been provided for each performance area to include your comments. Each person
preparing the form is encouraged to select specific examples of why a particular rating has been
chosen. The comments included should give the Town Manager enough information to correct
problem areas and allow him/her to place specific items on his/her work plan for the following
year.

RATING SYMBOLS
Rating symbols are used to make assessments. They fall into four categories:

0 Unacceptable Performance

1 Below Expectations (performance has been below reasonable expectations)

2 Meets Expectations (performance has attained a level of reasonable expectation)

3 Exceeds Expectations (performance has been above reasonable expectations)
Each criteria should be rated and any specific comments or observations should be noted in the spaces

provided for comments. The Special Projects section should contain the specific objectives selected for the
particular performance period (usually annual).



ADMINISTRATION:

3 (2 (1|0 Managing Human Resources

Encourages Growth and Development of Subordinates
Don’t Know

Affirmative Action Compliance
Don’t Know

Provides an Equitable Personnel Evaluation System

Don’t Know
X Develops Coordination Among Subordinates
X Positively Motivates Subordinates

Comments: THE ABOVE HIGHLIGHTED AREAS COULD BE THE SUBJECT
OF A WORKSHOP SESSION HEADED BY LISA SILVERTOOTH
EXPLAINING THE MANAGMENT PROCESSES IN PLACE, THAT
EXEMPLEFY THESE CRITICAL, MANAGEMENT SKILL, AREAS OF
CONCERN.

31210 Managing Financial Resources

X Does Effective Budget Planning and Preparation

X Effectively Manages Budget Execution and Fiscal Soundness
X Maintains a High Level of Productivity

X Provides Cost Effective Manpower Utilization

Comments: BUDGET WORK IS EXCELLENT
MODELING WORK IS A GIANT STEP FORWARD




312110 Managing Work Systems and Operations
X Ability to Conceptualize Needs of The Organization / Town
X Ability to Organize Programs/Increase Efficiency and Effectiveness
X Displays Long-term Organizational Planning Skills
TALKED ABOUT BUT NOT ALWAYS DEMONSTRATED
X Effectively Manages Delivery of Services to the Citizens
X Effectively Manages Change
SHORT TERM YES-LONG TERM GETTING BETTER

Comments: TIME LINES ARE AN ISSUE ~-THE COMMISSION SHOULD NOT
HAVE TO PRESS FOR ANSWERS. GIVE US DELIVERABEL DATES AND
THEN MEET THOSE DATES. CELL TOWER AND CODE CHANGES ARE TO
AREAS THAT DRAGGED ON WITH LITTLE EXPLANATION.

3 (210 Managing Information

X Provides Concise and Understandable Written Reports
X Provides Effective Public Contact / Communication
X Agenda Preparation

X Verbal Presentation Skills

Comments: ALWAYS DELIVERED IN AN ACCURATE / TIMELY FASHION




COMMUNITY RELATIONS:

3(2 1|0

Accessible
ALWAYS

Participates in Community Activities
AS NEEDED

) o A

Effective Listener
ALWAYS

X Promotes Credibility

USUALLY—WHEN NOT HE’S PROTECTING THE
TEAM

Comments:

COMMISSION RELATIONS:

312]1]0

X Accessible
ALWAYS

X Responsive to Requests
STILL WAITING ON SUCCESSION PLAN

X Communicates Effectively
EXCELLANT

X Impartial Among Commissioners
ALWAYS

X Effective Listener
ALWAYS

Encourages Commission Involvement
ALWAYS

X Demonstrates a High Level of Flexibility
USUALLY




.

Comments:

Receptive to Constructive Criticism and Advice
YES IN VERBAL ANSWER, BUT NOT ALWAYS
DEMONSTRATED IN ACTION

DAVE HAS 7 BOSSES, THIS MAKES IT HARD TO RESPOND TO ALL 7 IF THE
DIRECTION GIVEN VARIES. HOWEVER, I WOULD PREFER DAVE DISAGREE
WITH ME AND MOVE ON, THAN TO AGREE VERBALLY BUT NOT FOLLOW

THROUGH.
PROFESSIONALISM:

3(2]|1(0 Professional Conduct

X Execution of Commission Goals and Objectives

X Liaison with Other Agencies

X News Media Relations

X Adherence to High Ethical Standards

? 1?1 ? ? | Commitment to Goals of Profession

NO IDEA WHAT THIS MEANS

Comments:

PERSONAL TRAITS AND INTERPERSONAL SKILLS:

32|10 Leadership
X Setting a Proper Example
X Inspiring Cooperation
X Delegating Responsibility




Comments:

31211 Judgment
X Weighing Facts and Drawing Conclusions
Using Foresight in Planning
X Making Reliable Decisions as Required
STILL A LITTLE TO COUNTY ORIENTED
X Common Sense
X Tact and Diplomacy
Comments:
31211 Self-Confidence
X Expression of Opinion
X Competitive Spirit
X Poise Under Pressure




Comments:

312 |11]0 Open-Mindedness
X Flexibility
X Fairness and Impartiality
X Receptiveness to Suggestions
Comments:

DAVES MIND IS OFTEN MADE UP AND THE PATH IS CLEAR TO DAVE -BUT
TO AVOID CONFLICT, CONTRASTING VIEWS ARE SOMETIMES QUIETLY
IGNORED.

SPECIAL PROJECTS:

Comments:




Town of Longboat Key
Town Manager Performance Evaluation

Evaluation period: November 1, 2013 to October 31, 2014

Each member of the governing body should complete this evaluation form, sign it in the
space below, and return it to Lisa Silvertooth. The deadline for submitting this
performance evaluation is October 31, 2014. Evaluations will be summarized and
included on the agenda for discussion at the Workshop to be held on November 12,

2014.

Mayor's Signature

Date
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TOWN OF LONGBOAT KEY
TOWN MANAGER PERFORMANCE EVALUATION

THIS PERFORMANCE EVALUATION SHOULD NOT BE CONSTRUED AS A CONTRACTUAL
PROMISE, A CONTRACT OR COVENANT OF EMPLOYMENT, NOR IS IT A GUARANTEE OF
EMPLOYMENT FOR ANY SPECIFIED LENGTH OF TIME. CONTINUED EMPLOYMENT IS
ALWAYS AT THE TOWN COMMISSIIONS DISCRETION.

PURPOSE

In order to establish and maintain effective Town Commission and Town Manager relations, it is
essential that the Commission establish an ongoing evaluation process that offers an opportunity
for each party to review the performance of the Town Manager. This evaluation should focus on
how effectively the Town Manager is accomplishing the goals established by the Commission and
how he/she is carrying out his/her responsibilities in key performance areas.

Specifically, the evaluation should serve the following needs:

(1) Allow discussion of the Town Manager's strengths and weaknesses as demonstrated by
performance during the evaluation period, with the objective of increasing the Town
Manager's effectiveness; that is, give the Commission the opportunity to provide positive
feedback in areas that have been handled well and to clarify areas where the Town
Manager could become more effective through improved performance.

(2) Allow the Town Manager-and Commission to test, identify, and refine their respective
roles, relationships, and expectations of responsibilities to each other.

INSTRUCTIONS

Attached is the evaluation form for the Town Manager. It encompasses six primary areas: )
Administration; (Il) Managing Information; (lIl) Community Relations; (IV) Commission Relations;
(IV) Professionalism; (V) Personal Traits and Interpersonal Skills: (V1) Special Projects.

A space has been provided for each performance area to include your comments. Each person
preparing the form is encouraged to select specific examples of why a particular rating has been
chosen. The comments included should give the Town Manager enough information to correct

problem areas and allow him/her to place specific items on his/her work plan for the following
year.

RATING SYMBOLS
Rating symbols are used to make assessments. They fall into four categories:

0 Unacceptable Performance

1 Below Expectations (performance has been below reasonable expectations)

2 Meets Expectations (performance has attained a level of reasonable expectation)

3 Exceeds Expectations (performance has been above reasonable expectations)
Each criteria should be rated and any specific comments or observations should be noted in the spaces

provided for comments. The Special Projects section should contain the specific objectives selected for the
particular performance period (usually annual).



ADMINISTRATION:

W
[
[y
()

Managing Human Resources

Encourages Growth and Development of Subordinates

Affirmative Action Compliance

Provides an Equitable Personnel Evaluation System

Develops Coordination Among Subordinates

Positively Motivates Subordinates

S D<o > <

Comments:

3(12.]1]0 Managing Financial Resources
X Does Effective Budget Planning and Preparation

X Effectively Manages Budget Execution and Fiscal Soundness
)( Maintains a High Level of Productivity

)(1 : Provides Cost Effective Manpower Utilization

Comments:




Managing Work Systems and Operations

Ability to Conceptualize Needs of The Organization / Town

Ability to Organize Programs/Increase Efficiency and Effectiveness

Displays Long-term Organizational Planning Skills

Effectively Manages Delivery of Services to the Citizens

X
/
X
A
X

Comments:

Effectively Manages Change

Managing Information

Provides Concise and Understandable Written Reports

Provides Effective Public Contact / Communication

Agenda Preparation

=< PR P~ =

Comments:

Verbal Presentation Skills




COMMUNITY RELATIONS:

312 (110
Accessible
X Participates in Community Activities
/( Effective Listener
A Promotes Credibility
Y
Comments:
COMMISSION RELATIONS:
312 (11(0
Accessible

Responsive to Requests

Communicates Effectively

Impartial Among Commissioners

Effective Listener

Encourages Commission Involvement

Demonstrates a High Level of Flexibility

> P A R Py o < >

Comments:

Receptive to Constructive Criticism and Advice




PROFESSIONALISM:

3 2 1 0 Professional Conduct

Execution of Commission Goals and Objectives

Liaison with Other Agencies

News Media Relations

< | >< | X

Adherence to High Ethical Standards

Commitment to Goals of Profession

Comments:

PERSONAL TRAITS AND INTERPERSONAL SKILLS:

3 (2|10 Leadership

Setting a Proper Example

Inspiring Cooperation

Delegating Responsibility

Comments:




32|10 Judgment

Weighing Facts and Drawing Conclusions

Using Foresight in Planning

Making Reliable Decisions as Required

Common Sense

X Tact and Diplomacy
Comments:
3 2 1 0 Self-Confidence

Expression of Opinion

Competitive Spirit

Poise Under Pressure

s
Y
X

Comments:




312 (1]0 Open-Mindedness
x Flexibility

X' Fairness and Impartiality

A Receptiveness to Suggestions

Comments: WM( M &W (J) V’—‘ZZ:op\/
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SPECIAL PROJECTS:

Comments: ? MZ&WU M




Town of Longboat Key
Town Manager Performance Evaluation

Evaluation period: November 1, 2013 to October 31, 2014

Each member of the governing body should complete this evaluation form, sign it in the
space below, and return it to Lisa Silvertooth. The deadiine for submitting this
performance evaluation is October 31, 2014. Evaluations will be summarized and
included on the agenda for discussion at the Workshop to be held on November 12,

2014.

Mayor's Signature

Date

&

Go ernmg Body Signature

/0'20 ~20(Y
Date Submitted




TOWN OF LONGBOAT KEY
TOWN MANAGER PERFORMANCE EVALUATION

THIS PERFORMANCE EVALUATION SHOULD NOT BE CONSTRUED AS A CONTRACTUAL
PROMISE, A CONTRACT OR COVENANT OF EMPLOYMENT, NOR IS IT A GUARANTEE OF
EMPLOYMENT FOR ANY SPECIFIED LENGTH OF TIME. CONTINUED EMPLOYMENT IS
ALWAYS AT THE TOWN COMMISSIIONS DISCRETION.

PURPOSE

In order to establish and maintain effective Town Commission and Town Manager relations, it is
essential that the Commission establish an ongoing evaluation process that offers an opportunity
for each party to review the performance of the Town Manager. This evaluation should focus on
how effectively the Town Manager is accomplishing the goals established by the Commission and
how he/she is carrying out his/her responsibilities in key performance areas.

Specifically, the evaluation should serve the following needs:

(1) Allow discussion of the Town Manager’s strengths and weaknesses as demonstrated by
performance during the evaluation period, with the objective of increasing the Town
Manager's effectiveness; that is, give the Commission the opportunity to provide positive
feedback in areas that have been handled well and to clarify areas where the Town
Manager could become more effective through improved performance.

(2) Allow the Town Manager and Commission to test, identify, and refine their respective
roles, relationships, and expectations of responsibilities to each other.

INSTRUCTIONS

Attached is the evaluation form for the Town Manager. It encompasses six primary areas: (I)
Administration; (Il) Managing Information; (il Community Relations; (IV) Commission Relations;
(IV) Professionalism; (V) Personal Traits and Interpersonal Skills: (V1) Special Projects.

A space has been provided for each performance area to include your comments. Each person
preparing the form is encouraged to select specific examples of why a particular rating has been
chosen. The comments included should give the Town Manager enough information to correct

problem areas and allow him/her to place specific items on his/her work plan for the following
year.

RATING SYMBOLS
Rating symbols are used to make assessments. They fall into four categories:

0 Unacceptable Performance

1 Below Expectations (performance has been below reasonable expectations)

2 Meets Expectations (performance has attained a level of reasonable expectation)

3 Exceeds Expectations (performance has been above reasonable expectations)
Each criteria should be rated and any specific comments or observations should be noted in the spaces

provided for comments. The Special Projects section should contain the specific objectives selected for the
particular performance period (usually annual).



ADMINISTRATION:

3/2 /1110 Managing Human Resources
N Encourages Growth and Development of Subordinates
A Affirmative Action Compliance
Y Provides an Equitable Personnel Evaluation System
/ Develops Coordination Among Subordinates
/ Positively Motivates Subordinates

Comments:
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3(2|1]0 Managing Financial Resources

A Does Effective Budget Planning and Preparation

V, Effectively Manages Budget Execution and Fiscal Soundness
! Maintains a High Level of Productivity
/‘ Provides Cost Effective Manpower Utilization

Comments:




Managing Work Systems and Operations

Ability to Conceptualize Needs of The Organization / Town

\

Ability to Organize Programs/Increase Efficiency and Effectiveness

N

Displays Long-term Organizational Planning Skills

Effectively Manages Delivery of Services to the Citizens

v Effectively Manages Change
Comments:
3121 Managing Information
A Provides Concise and Understandable Written Reports
e Provides Effective Public Contact / Communication

Agenda Preparation

4
v

Comments:

Verbal Presentation Skills




COMMUNITY RELATIONS:

312f(1]0
at Accessible
/ Participates in Community Activities
/’ Effective Listener
/ Promotes Credibility
Comments:
COMMISSION RELATIONS:
312(1]0
S Accessible
/"’. Responsive to Requests
i Communicates Effectively
/ Impartial Among Commissioners
A Effective Listener
/ Encourages Commission Involvement
Demonstrates a High Level of Flexibility
l/! Receptive to Constructive Criticism and Advice
Comments: |
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PROFESSIONALISM:

312|110 Professional Conduct
Execution of Commission Goals and Objectives
V* Liaison with Other Agencies
J" News Media Relations
bf Adherence to High Ethical Standards
V/ “ Commitment to Goals of Profession
Comments:

PERSONAL TRAITS AND INTERPERSONAL SKILLS:

312110 Leadership
v Setting a Proper Example
,,;* Inspiring Cooperation
: \/ Delegating Responsibility

Comments:




312110 Judgment
v Weighing Facts and Drawing Conclusions
/ Using Foresight in Planning
\/'/ Making Reliable Decisions as Required
1 Common Sense
/| |
, / Tact and Diplomacy
Comments:
312]11]0 Self-Confidence
v Expression of Opinion
v Competitive Spirit
v«/‘; Poise Under Pressure

Comments:




312 (110 Open-Mindedness
/ Flexibility
l/ Fairness and Impartiality
/ Receptiveness to Suggestions
Comments:
SPECIAL PROJECTS:

Comments:




Town of Longboat Key
Town Manager Performance Evaluation

Evaluation period: November 1, 2013 to October 31, 2014

Each member of the governing body should complete this evaluation form, sign it in the
space below, and return it to Lisa Silvertooth. The deadline for submitting this
performance evaluation is October 31, 2014. Evaluations will be summarized and
included on the agenda for discussion at the Workshop to be held on November 12,

2014.

Mayor's Signature

Date
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Date Submitted




TOWN OF LONGBOAT KEY
TOWN MANAGER PERFORMANCE EVALUATION

THIS PERFORMANCE EVALUATION SHOULD NOT BE CONSTRUED AS A CONTRACTUAL
PROMISE, A CONTRACT OR COVENANT OF EMPLOYMENT, NOR IS IT A GUARANTEE OF
EMPLOYMENT FOR ANY SPECIFIED LENGTH OF TIME. CONTINUED EMPLOYMENT IS
ALWAYS AT THE TOWN COMMISSIIONS DISCRETION.

PURPOSE

In order to establish and maintain effective Town Commission and Town Manager relations, it is
essential that the Commission establish an ongoing evaluation process that offers an opportunity
for each party to review the performance of the Town Manager. This evaluation should focus on
how effectively the Town Manager is accomplishing the goals established by the Commission and
how he/she is carrying out his/her responsibilities in key performance areas.

Specifically, the evaluation should serve the following needs:

(1) Allow discussion of the Town Manager's strengths and weaknesses as demonstrated by
performance during the evaluation period, with the objective of increasing the Town
Manager's effectiveness; that is, give the Commission the opportunity to provide positive
feedback in areas that have been handled well and to clarify areas where the Town
Manager could become more effective through improved performance.

(2) Allow the Town Manager and Commission to test, identify, and refine their respective
roles, relationships, and expectations of responsibilities to each other.

INSTRUCTIONS

Attached is the evaluation form for the Town Manager. It encompasses six primary areas: (1)
Administration; (il) Managing Information; (lll) Community Relations; (IV) Commission Relations;
(IV) Professionalism; (V) Personal Traits and Interpersonal Skills: (V1) Special Projects.

A space has been provided for each performance area to include your comments. Each person
preparing the form is encouraged to select specific examples of why a particular rating has been
chosen. The comments included should give the Town Manager enough information to correct
problem areas and allow him/her to place specific items on his/her work plan for the following
year.

RATING SYMBOLS
Rating symbols are used to make assessments. They fall into four categories:

0 Unacceptable Performance

1 Below Expectations (performance has been below reasonable expectations)

2 Meets Expectations (performance has attained a level of reasonable expectation)

3 Exceeds Expectations (performance has been above reasonable expectations)
Each criteria should be rated and any specific comments or observations should be noted in the spaces

provided for comments. The Special Projects section should contain the specific objectives selected for the
particular performance period (usually annual).



ADMINISTRATION:

372 |10 Managing Human Resources
\/ Encourages Growth and Development of Subordinates
| Affirmative Action Compliance
| | Provides an Equitable Personnel Evaluation System
V4 Develops Coordination Among Subordinates
v Positively Motivates Subordinates
Comments:
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3 (2|10 Managing Financial Resources
% Does Effective Budget Planning and Preparation
\/ Effectively Manages Budget Execution and Fiscal Soundness
v/ Maintains a High Level of Productivity
Vv Provides Cost Effective Manpower Utilization

Comments: | TZﬂ/lJ/\g MINBEE,. DDES 40 2KCENET 7 —]5/5 4
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3210 Managing Work Systems and Operations
\/ Ability to Conceptualize Needs of The Organization / Town
\/ Ability to Organize Programs/Increase Efficiency and Effectiveness
y / Displays Long-term Organizational Planning Skills
) /' Effectively Manages Delivery of Services to the Citizens
\/ Effectively Manages Change

Comments: MOAL. (NI, f/ﬂ/\/L WO AL /\!2&05 /2’ 'I‘bff ﬂf\)}l
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3 (2 [1]0 Managing Information

_ / Provides Concise and Understandable Written Reports

Provides Effective Public Contact / Communication

v Agenda Preparation
%

Verbal Presentation Skills
|/
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COMMUNITY RELATIONS:

312 (|11/0
\/ Accessible
Participates in Community Activities
Vv
\/ Effective Listener
Promotes Credibility
d
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COMMISSION RELATIONS:
32110
Accessible
\ yd
Responsive to Requests
v
Va Communicates Effectively
/ Impartial Among Commissioners
Effective Listener
i/
/ Encourages Commission Involvement
\
V4 Demonstrates a High Level of Flexibility
% Receptive to Constructive Criticism and Advice
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PROFESSIONALISM:

3,2 (110 Professional Conduct
\/ Execution of Commission Goals and Objectives
V/ Liaison with Other Agencies

News Media Relations
V/
A Adherence to High Ethical Standards

Commitment to Goals of Profession ‘
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PERSONAL TRAITS AND INTERPERSONAL SKILLS:

312 (110 Leadership
/ Setting a Proper Example
Vv Inspiring Cooperation

v’ Delegating Responsibility
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312110 Judgment

/ Weighing Facts and Drawing Conclusions
\/\ Using Foresight in Planning
\/ Making Reliable Decisions as Required
Common Sense
4
\/ Tact and Diplomacy
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3121110 Self-Confidence

/ Expression of Opinion
Competitive Spirit

4

‘/ Poise Under Pressure
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312 (11(0 Open-Mindedness
\/ Flexibility
\/~ Fairness and Impartiality
Receptiveness to Suggestions
v
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SPECIAL PROJECTS:
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TOWN MANAEEB.EE@E&EH_ANQEEMALUATION ]

Overall Comments: Dave is an excellent Town Manager, and LBK is
fortunate to have him. He is highly creditable, listens attentively, and

works well with the Commission, his staff, and LBK's surrounding

Rig] # | PG| %
3]_37] 111]76%
2 11| 22122%)
4 4 1 20/
0 0 0] 0%

2731 49] 134

communities. He brings an abundnace of knowledge to the table.

Unfortunately, seemingly misdirection of Town efforts toward projects du jour less crucial than
resolution of the critical issues surrounding non-conforming properties and dealing with other
urgently needed Comprehensive Plan changes has impacted several facets of this evaluation.

ADMINISTRATION:

Managing Human Resources il
Encourages Growth and Development of Subordinates

Affirmative Action Compliance

Provides an Equitable Personnel Evaluation System

Develops Coordination Among Subordinates

Positively Motivates Subordinates

2.20] 3 |1 2 1 [1]
3l X
2 X
2 X
2 X
2 X
Comments: See Overall Comments.
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Comments:

PN G € ),

Managing Financial Resources ]
Does Effective Budget Planning and Preparation

Effectively Manages Budget Execution and Fiscal Soundness

= ><IW

Maintains a High Level of Productivity

X

Provides Cost Effective Manpower Utilization

See Overall Comments.

2.80

Comments:

Mgnag!ng Work Systems and Operations — ]
Ability to Conceptualize Needs of The Organization / Town

Ability to Organize Programs/increase Efficiency and Effectiveness

Displays Long-term Organizational Planning Skills
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Effectively Manages Delivery of Services to the Citizens

Effectively Manages Change

See Overall Comments.
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Mgng_qin% information ]
Provides Concise and Understandable Written Reports

Provides Effective Public Contact / Communication
Agenda Preparation
Verbal Presentation Skills

Comments: See Overall Comments. Cﬁ%



TOWN MANAGER PERFORMANCE EVALUATION
COMMUNITY RELATIONS:

2.75]

1 0_[COMMUNITY ELAIIONS:
Accessible
Participates in Community Activities
Effective Listener

Promotes Credibility
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Comments: See Overall Comments.

COMMISSION RELATIONS:

2.88]

ol

M COMMISSION RELATIONS:

Accessible

Responsive to Requests
Communicates Effectively
Impartial Among Commissioners

Effective Listener

X Encourages Commission Involvement
Demonstrates a High Level of Flexibility
Receptive to Constructive Criticism and Advice
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Comments: See Overall Comments.

PROFESSIONALISM:
1 | 0 [Professional Conduci

2.60]

Execution of Council Goals and Objecfives
Liaison with Other Agencies

News Media Relations

Adherence to High Ethical Standards
Commitment to Goals of Profession
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Comments: See Overall Comments.

N AND IN i

3.00{ 3 2 1 0 |Leadership
3 X Setting a Proper Example
3 X Inspiring Cooperation
3 X ]Delegating Responsibility

Comments: See Overall Comments.

260 31 217171 0 [Judgment ]

31 X Weighing Facts and Drawing Conclusions

1 X Using Foresight in Planning

3L X Making Reliable Decisions as Required

3 X Common Sense

3LX Tact and Diplomacy
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Comments: See Overall Comments . -
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TOWN MANAGER PERFORMANCE EVALUATION

300 | 3 {1 21 1 0 _|Self-Confidence
3l X Expression of Opinion
3L X Competitive Spirit
3L X Poise Under Pressure

Comments: See Overall Comments.
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Flexibility
Fairness and Impartiality
Receptiveness to Suggestions
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Comments: See Overall Comments.
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Date Phill Youne
Commissioner - LBK



Town of Longboat Key
Town Manager Performance Evaluation

Evaluation period: November 1, 2013 to October 31, 2014

Each member of the governing body should complete this evaluation form, sign it in the

space below, and return it to Lisa Silvertooth. The deadline for submitting this

performance evaluation is October 31, 2014. Evaluations will be summarized and
included on the agenda for discussion at the Workshop to be held on November 12,

2014,

Mayor's Signature

Date

\;@*‘*/
Governing Body Signature

Date Submitted




TOWN OF LONGBOAT KEY
TOWN MANAGER PERFORMANCE EVALUATION

THIS PERFORMANCE EVALUATION SHOULD NOT BE CONSTRUED AS A CONTRACTUAL
PROMISE, A CONTRACT OR COVENANT OF EMPLOYMENT, NOR IS IT A GUARANTEE OF
EMPLOYMENT FOR ANY SPECIFIED LENGTH OF TIME. CONTINUED EMPLOYMENT IS
ALWAYS AT THE TOWN COMMISSIIONS DISCRETION.

PURPOSE

In order to establish and maintain effective Town Commission and Town Manager relations, it is
essential that the Commission establish an ongoing evaluation process that offers an opportunity
for each party to review the performance of the Town Manager. This evaluation should focus on
how effectively the Town Manager is accomplishing the goals established by the Commission and
how he/she is carrying out his/her responsibilities in key performance areas.

Specifically, the evaluation should serve the following needs:

(1) Allow discussion of the Town Manager's strengths and weaknesses as demonstrated by
performance during the evaluation period, with the objective of increasing the Town
Manager’s effectiveness; that is, give the Commission the opportunity to provide positive
feedback in areas that have been handled well and to clarify areas where the Town
Manager could become more effective through improved performance.

(2) Allow the Town Manager and Commission to test, identify, and refine their respective
roles, relationships, and expectations of responsibilities to each other.

INSTRUCTIONS

Attached is the evaluation form for the Town Manager. It encompasses six primary areas: (I)
Administration; (Il) Managing Information; (1ll) Community Relations; (IV) Commission Relations;
(1V) Professionalism; (V) Personal Traits and Interpersonal Skills: (V1) Special Projects.

A space has been provided for each performance area to include your comments. Each person
preparing the form is encouraged to select specific examples of why a particular rating has been
chosen. The comments included should give the Town Manager enough information to correct

problem areas and allow him/her to place specific items on his/her work plan for the following
year.

RATING SYMBOLS
Rating symbols are used to make assessments. They fall into four categories:

0 Unacceptable Performance

1 Below Expectations (performance has been below reasonable expectations)

2 Meets Expectations (performance has attained a level of reasonable expectation)

3 Exceeds Expectations (performance has been above reasonable expectations)
Each criteria should be rated and any speciﬁc- comments or observations should be noted in the spaces

provided for comments. The Special Projects section should contain the specific objectives selected for the
particular performance period (usually annual),



ADMINISTRATION:

32110 Managing Human Resources

Encourages Growth and Development of Subordinates

Affirmative Action Compliance

Develops Coordination Among Subordinates

J
J Provides an Equitable Personnel Evaluation System
\/ Positively Motivates Subordinates
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312|140 Managing Financial Resources

Does Effective Budget Planning and Preparation

Effectively Manages Budget Execution and Fiscal Soundness

Maintains a High Level of Productivity

Provides Cost Effective Manpower Utilization

J
v
v
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Managing Work Systems and Operations

Ability to Conceptualize Needs of The Organization / Town

Ability to Organize Programs/Increase Efficiency and Effectiveness

Displays Long-term Organizational Planning Skills

Effectively Manages Delivery of Services to the Citizens

Effectively Manages Change

W

Managing Information

Provides Concise and Understandable Written Reports

Provides Effective Public Contact / Communication

v
/
v

Agenda Preparation

4

Verbal Presentation Skills
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COMMUNITY RELATIONS:

312 (1]0
J Accessible
J Participates in Community Activities
_ \/ Effective Listener
\/ Promotes Credibility
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COMMISSION RELATIONS:

312|110

‘/ Accessible

|/ Responsive to Requests

‘/ Communicates Effectively

‘/ Impartial Among Commissioners

\I Effective Listener

Z) Encourages Commission Involvement

J Demonstrates a High Level of Flexibility
d Receptive to Constructive Criticism and Advice
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PROFESSIONALISM:

2 1 0 Professional Conduct

Execution of Commission Goals and Objectives

Liaison with Other Agencies

News Media Relations

Adherence to High Ethical Standards

Commitment to Goals of Profession
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PERSONAL TRAITS AND INTERPERSONAL SKILLS:

3 (2 (1]0 Leadership
/ g Setting a Proper Example
/ Inspiring Cooperation

/ Delegating Responsibility
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3 (2170 Judgment

Weighing Facts and Drawing Conclusions

Using Foresight in Planning

Making Reliable Decisions as Required

Common Sense

N~

Tact and Diplomacy
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312)111]0 Self-Confidence
/ Expression of Opinion
/ Competitive Spirit
/ Poise Under Pressure
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3|2 (1|0 Open-Mindedness
/ Flexibility

/ Fairess and Impartiality

/ . Receptiveness to Suggestions
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SPECIAL PROJECTS:
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End of Agenda Item



	a - TM coversheet and memo
	b - Brown
	c - Duncan
	d - Larson
	e - Gans
	f - Zunz
	g - Younger
	h - Pastor
	i - End of agenda item

