














Review any notes from the course of the year with the employee, any incident that
occurred during the course of the year, any special achievements or problem areas
and obtain input from other departments as needed.

Discuss the Town Administrator’s role in supervising the Department Head over the
previous year.

Specifically define any problem areas and possible solutions prior to presenting them
to the Department Head.

Outline the meeting format with the Department Head, beginning with positive
recognition for areas of strengths.

The Town Administrator will focus on job performance, not personality, as each
employee is evaluated. The Town Administrator is required to be fair and equitable
and to listen to the Department Head’s point of view.

The Performance Review Meeting

Be on time and devote your full attention to this meeting.

The Town Administrator will share with the Department Head the outline of the
meeting, noting areas for discussion.

The Town Administrator will ask the Department Head if there are any specific
questions/problems that he/she would like to discuss and set these items on the
meeting agenda.

The Town Administrator will review the previous year’s performance evaluation with
the Department Head, any other discussions and/or special achievements or other
unique circumstances with the Department Head.

The Town Administrator will recognize specific job accomplishments and strengths.
The Town Administrator will review the Management Performance Evaluation Form
with the Department Head, providing an opportunity for the Department Head to
respond to comments.

The Town Administrator will present specific areas for improvement and discuss them
with the Department Head, consider the Department Head's point of view and his/her
suggestions for how the issue may be resolved. The Town Administrator will discuss
with the Department Head how the Town Administrator can assist in the process.
The Town Administrator and the Department Head will mutually agree on goals for
improving problem areas and schedule a follow-up monthly meeting to discuss
progress as needed.

The Town Administrator and Department Head will discuss any changes in the job
responsibilities and consider training needs of the Department Head.

The Department Head will sign the Management Performance Evaluation Form and
comment as needed and return the form to the Town Administrator to be filed in their
personnel file.
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