
201 West Ash Street; Mason, MI  48854-0370 
Office:  517.676.9155; Website: www.mason.mi.us 

AGENDA - CITY COUNCIL MEETING 
September 10, 2018 

Mason City Hall, Council Chambers, 7:30 p.m. 

1. CALL TO ORDER

2. ROLL CALL

3. PLEDGE OF ALLEGIANCE AND INVOCATION

4. PEOPLE FROM THE FLOOR

5. CONSENT CALENDAR
A. Approve Minutes: Regular Council Meeting August 27, 2018
B. Financial / Budget: Approve Bills in the Amount of $162,860.99
C. Correspondence: Receipt of City Attorney’s Report Dated September 6, 2018

6. UNFINISHED BUSINESS

7. NEW BUSINESS

8. COUNCILMEMBER’S REPORTS

9. ADMINISTRATOR’S REPORT (9/10/2018)
A. Discuss Annual Report Proposal by City Administrator

10. ADJOURNMENT

City Council Workshop to Discuss City Administrator’s Evaluation Process 
Immediately Following City Council Meeting 
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CITY OF MASON 
REGULAR CITY COUNCIL MEETING 

MINUTES OF AUGUST 27, 2018 

Mayor Whipple called the meeting to order at 7:30 p.m. in the Council Chambers at 201 W. Ash Street, Mason, 
Michigan.  Waltz led the Pledge of Allegiance and offered the invocation. 

Present: Councilmembers:  Brown, Droscha, Ferris, Madden, Vogel, Waltz, Whipple 
Absent: None 
Also present: Deborah S. Stuart, City Administrator, Sarah J. Jarvis, City Clerk, Thomas Hitch, City Attorney 

PUBLIC COMMENT 
None   

CONSENT CALENDAR 
MOTION by Vogel, second by Droscha, 
to approve the Consent Calendar as presented. 

A. Approve Minutes – Regular Council Meeting August 13, 2018
B. Financial/Budget:

1. Approve Bills in the Amount of $210,964.51
2. Receipt of Monthly Revenue and Expenditure Report for Period Ending July 31, 2018

C. Correspondence:
1. Receipt of City Attorney’s Report Dated August 23, 2018
2. Receipt of Penny & David Gunns’ letter regarding Laylin Park Dredging Project.

MOTION APPROVED UNANIMOUSLY 

UNFINISHED BUSINESS 
None 

NEW BUSINESS 
None 

COUNCILMEMBER REPORTS 
• Drosha reported that there was a Planning Commission meeting on August 14, 2018 where they reviewed

the final site plan for the proposed new hotel.
• Vogel reported that the Historical District Commission (HDC) met on August 20, 2018 where they were

given updates on development, Art and Placemaking in the Historic District, State Historic Preservation
Office (SHPO) Evaluation, and the HDC Goals/Inventory Project.

• Mayor Whipple presented a proposed new City Administrator’s Performance evaluation that will be
discussed at a workshop after the September 10, 2018 council meeting.

ADMINISTRATOR’S REPORT 
Stuart reported on a FOIA a request the City received from United Impact Group signed by “Emily” for copies of 
ballots and other election materials from the November 2016 General Election.  Stuart reported the majority of 
jurisdictions in the State of Michigan received the request and certain protocols must be taken for the copying of 
the information that will require a significant amount of time and currently the estimate for completing this FOIA 
is almost $3000.00.  Stuart reported that they Mayor and herself will be attending the CAPCOG meeting tomorrow. 
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Stuart reported that MDOT has indicated that the South Street bridge project is planned to start on September 4, 
at that there will only be East Bound traffic and the project should go through mid-October.  Stuart reported that 
it was determined that maintenance and improvement of Rayner Creek Drain is necessary through a hearing of 
necessity.  Part of this project would likely include the dredging of the Rayner Ponds. 

Vogel inquired regarding the vegetation left on the Lawton St. side of the pond at Laylin Park.  Vogel asked who 
was stocking the fish at the ponds at Laylin Park as well. Stuart will get back to her with additional information.  

CLOSED SESSION 
MOTION by Brown, second by Droscha to Adjourn to Closed Session with the City Attorney on Pending 
Litigation. 

Yes (7) Brown, Droscha, Ferris, Madden, Vogel, Waltz, Whipple 
No (0) 
Absent (0) 

MOTION APPROVED UNANIMOUSLY BY ROLL CALL VOTE 

Meeting adjourned to close session at 7:46 p.m. 

Mayor Whipple reconvened to the Open Meeting at 8:30 p.m. 

ADJOURN 
The meeting adjourned at 8:30 p.m. 

__________________________________ 
Sarah J. Jarvis, City Clerk 
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201 West Ash Street; Mason, MI  48854-0370 
Office:  517.676.9155; Website: www.mason.mi.us 

 

Administrator’s Report: September 7, 2018  
 
 

ACTIVE PRIVATE PROJECTS STATUS UPDATES  

Project Name  Status  
132 S. Cedar 
(former Felpausch) 

Both Verizon and Marco’s Pizza are now open. The 25-foot high, inflatable ‘Marco the 
chef’ will be on site as part of their grand opening on September 18 -25. 

318 W. Kipp - Klavon’s 
228 W. Kipp - Klavon’s 

Building permit active for construction of new restaurant.   
 

108 W. Maple 
Maple Street Mall 

Building permit active for façade work; on-going as weather permits.  

402 S. Jefferson 
(former Baja Grill) 

Application for Site Plan received.  

201 W. Ash 
City Hall 

Staff negotiating lease requested from T-Mobile to co-locate on radio tower.  

661 N. Cedar 
Commercial 
Bank/Biggby 

Building permit active; Construct 1,673 sq. ft. building addition and parking lot 
improvements 

W. Kipp Rd 
Proposed Hotel 

Final Site Plan Application approved for the 4-story, 44,375 sq. ft. 72-rm 
hotel/conference center.  County and State reviewing for approval.  Rezoning request 
anticipated for adjacent property.  Construction planned to begin this Fall.  

Pending Subdivisions: 
Enclave at Rayner 
Ponds (19 lots, 1 park) 
and Rayner Ponds – 
Phase 4 (16 lots) 

Subdivisions require three stages of approval before site plan approval and building permits 
can be issued – Tentative Preliminary Plat/Final Preliminary Plat/Final Plat.  Current stage for 
both:  Developing Final Preliminary Plat (Stage 2).   

154 W. Maple 
(former shoe store) 

Matter tabled by Planning Commission until the October meeting at the request of the 
applicant. The applicant is reviewing options for addressing the portion of the building 
that exceeds the 45’ height limit in the C-1 district. 

600 Buhl St. 
Ingham County Animal 
Shelter 

Building permit active for new construction.  

Gestamp 
Incentive Progress 
Report Excerpt 

October 2016 Gestamp committed to 40 new jobs and invest over $90 million by adding 
200,000 sq ft. The expansion is nearly complete and the Mason operation will be ranked 
as one of the largest hot stamping operations in the world and the largest Automotive 
Door Ring Supplier in the world. As of 8/1/2018, the Mason operation has 410 full time 
employees and another 128 temporary employees. Gestamp forecasts that by 
12/31/2019, the Mason operation's employment will reach 507, (for a total of 70 net 
new jobs). 

 
OPERATIONS AND COMMUNITY RELATIONS 
• Discussion on proposed updates to Chapters 58 (Signs), and 94 - Article XI (Zoning Board of Appeals) are anticipated to 

resume in November. Staff will provide an overview to City Council and Planning Commission and seek input on a 
proposed timeline for completion. 

• Traffic at MPS Middle School:  Staff is working in partnership with MPS to make long term improvements to this area, 
but in the short term have removed trees to increase visibility and plan to paint the crossing areas so they are more 
visible.  

Staffing Updates:  
• Organizational changes to DPW have been implemented to include the Water Superintendent, WWTP Superintendent 

and DPW Director reporting directly to the City Administrator. The DPW Director will now directly supervise two DPW 
Foreman and will focus on implementation of the DPW activities.  One new Foreman position will be posted internally 
only.  Staff continues to evaluate workload of the units and distribute responsibilities based on that.       
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• Open Positions: Administrative Assistant, Clerk/HR – Offer has been accepted completing background check; Staff 
Assistant, Police Department applications under review; Project Specialist, Administration/Finance- posted internally; 
Crossing Guard interviews completed, preparing offers. 

 
LARGE PUBLIC PROJECTS  

FY 2018-2019 
Project Project Name/Description Status Completed 
STREETS, SIDEWALKS, BRIDGES  (S)  
2017-S6 South St - Northbrook to City Limits  Final walk through scheduled for week of Sept 10. 

 

2017-S7 Avon Street - All  Final walk through scheduled for week of Sept 10   
2017-S8 Northbrook - South to Carom Circle Final walk through scheduled for week of Sept 10   
2017-S9 S. Jefferson - Oak Street to Kipp 

Road 
Project has been obligated.  Bid letting Nov 8, for an 
anticipated Spring Construction. 

  

2017-S10 Sidewalk Program - Summerwood  Bidding will be delayed until Spring due to current 
labor dispute effecting prices.  

  

2018-S1 MDOT- Temple Street Safety Grant  Project is funded for FY19 (Oct. 1- Sept. 30).  
Package to be submitted to MDOT week of Sept 24. 

  

2018-S32 Columbia - Cedar to US 127 Final walk through scheduled for week of Sept 10   
 MDOT – South Street Bridge Repair MDOT Update: minor work on the bridge will begin 

mid-September with both lanes remaining open.  
The westbound lane closure has been pushed out to 
early October.  *Emergency vehicles will have east 
and westbound access.  Please note this could 
continue to be impacted by the labor dispute.  

 

 MDOT – Cedar St. Ash St. 
intersection improvements 

MDOT does not have a start date yet.  

 MDOT – Steele Street signaled 
pedestrian crossing 

Completed.  The City is working with MDOT and the 
school district on education and increasing signage 
to improve driver awareness 

August 

UTILITIES: SANITARY SEWER, STORM WATER, AND WATER DISTRIBUTION (U) 
2018-U1 Utilities for Properties on Kipp Road  Complete except final punch list   
2017-U3.2 Waste Water Treatment Plant 

Upgrades 
Received preliminary results with final report 
anticipated in late Sept 

  

2017-U3.3 Design of the New DPW Facility  After 2017-U3 is completed   
2017-U6 Abandon Wells by Airport Cannot start until after harvest of crops in area.    
2017-U9 Northbrook - South to Carom Circle Final walk through scheduled for week of Sept 10   
2017-U10 S. Jefferson - Oak St to Kipp Road See 2017-S9   
2017-U12 300,000 G Storage Tank Top Sealing  Plan to delay, due to high bid amounts and impact 

of final design of WWTP  
N/A 

2017-U13 Well No. 7 Rebuild  Near completion   
2017-U15 Replace Two Fire Hydrants Behind 

Mason Plaza 
Not started   

2017-U16 Cathodic Protection for Ground 
Storage Tank  

Not started    

2017-U17 High Service Pump No. 1 Rebuild To be bid out Sept   
2017-U18 Replace Chlorine Analyzer for High 

Service Pump Rm  
Complete  August  

2018- U35 BS&A Work Order Application Award of project anticipated in Oct   
2018- U36 Sewer Push Camera Replacement  Currently have two of three price quotes.    
2018-U37 Log Jam Removal Sycamore Creek Bid opening was Sept 5; reviewing bids   
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PARKS/ CEMETERY/ FORESTRY/ NONMOTORIZED (P)   

2017-P8 Laylin Park Improvements  Preparing plans for re-roofing; obtaining estimates 
for poured in place rubber beneath play structures; 
have obtained quote for pathway improvements but 
are delayed due to labor dispute. 

  

2018-P1 Howell Road - Hayhoe Riverwalk 
(Dart Trailhead) 

Paving anticipated end of week of Sept 10. 
Unaffected by labor dispute as laborers union and 
non-union subs are being utilized.   

  

2018-P2 Howell Road - Hayhoe Riverwalk 
Trail Extension 

In progress bridge abutments and boardwalk 
construction anticipated to begin week of Sept 10.  
Paving anticipated later in the week of Sept 10.  
Unaffected by labor dispute as laborers union and 
non-union subs are being utilized.   

  

2018-P3 Planning: 5 yr Parks/Recreation 
Plan; Bond Park Improvements  

Planning work in progress: Community input table at 
Down Home Days, Sept 15 and Open House, Oct 6. 

  

2018-P5 City Tree Evaluation Preparing Bids, applying for grant in Sept    
MOTOR VEHICLE POOL (MVP)  
2017-MVP6 1/2 Ton 2x4 Pickup Truck Complete  Sept 
2017-MVP7 Mower Complete July 
2017-MVP8 Police Cars On order    
2017-MVP9 Large Items (Leaf Vacuum) To be delivered in October   
2017-MVP10 5-yard Dump/Plow Trucks Reviewing quotes   
2017-MVP18 Command Vehicle To be delivered in September   
2017-MVP30 Front End Material Loader Lease ends 1/1/2019, New Lease to start 1/1/2019    
BUILDING, PROPERTY, EQUIPMENT (B)   
2017-B1 Library- Facility Evaluation Execution of contract is in progress; project kick-off 

has occurred with Stakeholder meeting to take 
place in Oct  

 

2017-B3.1 Police: Portable Radios Shoulder microphones obtained; working with 
vendor to obtain radios. 

 

2017-B4 City Hall Landscaping and Lighting  Design completed, staff implementing landscaping     
2017-B6 Fire: Fire Engine 809/Tower 808 Committee is reviewing specifications    
2018-B4 IT: BS&A Timesheet Program Not started, connection issues with offsite facilities   
2018-B4 IT: BS&A Cemetery Upgrade and 

BS&A Human Resource Upgrade 
In process, planned for Sept/Oct    

2018-B6 IT: AV Room Technology Patch Consultant evaluating current system and putting 
together replacement equipment needs   

  

2018-B7 Planning: Cedar/127 Corridor 
(Transportation and Land Use) 

Drafting scope/RFP    

2018-B24 City Hall Rental Space Furniture 
Replacement  

Not started, evaluation planned during winter    
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201 West Ash Street; Mason, MI  48854-0370 
Office:  517.676.9155; Website: www.mason.mi.us 

TO: City Councilmembers   

FROM: Deborah Stuart, City Administrator 

DATE: September 7, 2018 

RE: Annual Report Proposed Change  

When reviewing the standard Annual Reports from Police, Fire, and Community Development during my 
first year of employment, I determined that these reports were no longer effective or meeting the original 
purpose.  During my evaluation process, Council had expressed interest in bringing back the annual 
reports and approved this as one of my objectives.    

I requested more guidance at the August 27, 2018 meeting regarding what information the Council would 
like included in these reports, since staff was struggling with the goal of the report.  After a good discussion 
about the goals and how they may have changed with the implementation of the Administrator’s Report, 
the Council requested a proposal on how to move forward with the Annual Reports.   

That proposal is provided below to address areas of concern:  
• Performance: Capital projects and operations updates provided by the Administrator’s Report at

each Council meeting (Implemented: January 2018)
• Budget:  Financial position of the City and justification for any organizational changes at budget

presentation (Implemented: 2018 Budget Presentation)
• Public Relations:  One-page mailings to all residents twice a year

o Winter:  Tax information including comparisons with other jurisdictions and how their tax
dollar is broken up (to be implemented starting Winter 2018/19)

o Summer:  Completed and planned capital projects, customer service enhancements (to
be implemented starting Summer 2019)

I appreciated your feedback at the last meeting and believe this meets the goals of the Council.  If this 
does not meet your requirements for the annual report in my objectives, please provide me feedback at 
that the next Council meeting on what enhancements you would like to see to this plan.    
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201 West Ash Street; Mason, MI  48854-0370 
Office:  517.676.9155; Website: www.mason.mi.us 

TO: City Councilmembers   

FROM: Deborah Stuart, City Administrator 

DATE: September 7, 2018 

RE: September 9, 2018: City Council Workshop Materials 

Please find the attached materials to assist you with your upcoming discussion regarding my evaluation 
process.   

A. Resolution 2016-40: Outlining Current Process Adopted 10.3.16
B. Current Evaluation Tool
C. Proposed Evaluation Tool

Feel free to contact me if any additional materials are required. 
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CITY OF MASON 
CITY COUNCIL RESOLUTION NO. 2016-40 

APPROVAL OF CITY ADMINISTRATOR’S EVALUATION PROCESS AND 
EVALUATION TOOL 

WHEREAS, it is the responsibility of the City Administrator to properly administer the 
affairs of the city and it is the responsibility of the City Council to verify that the City 
Administrator is performing the duties of the office in a manner consistent with the law 
and the expectations of the City Council; and 

WHEREAS, in order to establish and maintain an effective relationship between the City 
Council and the City Administrator, it is essential that the City Council establish an 
ongoing structured process for evaluating the job performance of the City Administrator 
in accomplishing the goals of the City Council and in carrying out assigned responsibilities 
as prescribed by state statute, city charter, city ordinance, and action of the City Council; 
and 

WHEREAS, a meaningful process for evaluating the job performance  of  the  City 
Administrator  should allow discussion of the strengths and weaknesses of the City 
Administrator as demonstrated  by past actions with the objective of continuous 
improvement in the effectiveness of job performance, and should allow the City Council 
and the City Administrator to clarify and refine respective roles, relationships, 
expectations, and responsibilities, as well as identify specific objectives of the City 
Council; and 

WHEREAS, an objective and thorough analysis of job performance is a prerequisite for 
the determination of appropriate and justifiable compensation and benefit levels for the 
City Administrator; 

NOW THEREFORE, BE IT RESOLVED, that the City Council shall conduct a formal 
evaluation of the job performance of the City Administrator on an annual basis and that 
the City Council shall conduct the formal performance evaluation according to the 
following process guidelines: 

1. The formal performance evaluation shall generally occur during the third and fourth
quarter of each calendar year. Although the process is expected to occur on an
annual basis, the City Council may initiate an evaluation at any time.

2. The formal performance evaluation process shall be conducted during public
meetings unless such evaluation is requested in closed session by the City
Administrator pursuant to the Open Meetings Act. If a closed session is requested,
all records created as a result of the process shall be exempt from disclosure to
the extent provided by law and this resolution.
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3. The formal performance evaluation process shall include the attached "City
Administrator Performance Evaluation and Development Form" (Attachment A), as
approved by the City Council through this resolution.

4. The formal performance evaluation process shall include the following events
which shall occur no later than the day noted:

a. First regular City Council meeting in October:  The City Administrator shall
distribute to each Council member the following documents:

i. A blank copy of the "City Administrator Performance Evaluation and
Development Form."

ii. A copy of the "Employment Contract Between the City Administrator
and the City Council."

iii. A copy of this resolution.

b. By October 31st: Each Council member shall complete the "City
Administrator Performance Evaluation and Development Form"
(Attachment A) and return completed forms to the Mayor or Mayor Pro Tem.

c. Five days prior to the first regular City Council meeting in December:  The
Mayor or Mayor Pro Tem shall tabulate and summarize the results of the
individual Council member evaluations in the form of a composite "City
Administrator Performance Evaluation and Development Form" and
distribute a copy of the composite form to each Council member and the
City Administrator. The Mayor shall return to each Council member the
respective individual Council member evaluation form as soon as possible.

d. First regular City Council meeting in December:  The City Council shall meet
with the City Administrator for the purpose of evaluating the job performance
of the Administrator. At minimum, the following topics shall constitute the
agenda for the evaluation meeting:

i. Review and discuss the composite "City Administrator Performance
Evaluation and Development Form."

ii. Engage in general discussion regarding the job performance of the
City Administrator.

iii. Discuss specific objectives for the City Administrator for the
upcoming twelve months.

iv. Discuss revision of the "Employment Contract between the City
Administrator and the City Council."

e. Second regular City Council meeting in December: The Mayor or Mayor Pro
Tem shall prepare and submit for Council approval, or approval with
modification, a written summary of the conclusions of the City Council
regarding the performance of the City Administrator,  including a description
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of those areas where job performance has been better than expected, a 
description of those areas where job performance improvement is 
expected, and any action   plans to be supported by the City Council to aid 
in said improvement. The written summary shall also set forth the specific 
objectives of the City Administrator for the next twelve months. 

f. Second regular City Council meeting in December:  The Mayor or Mayor
Pro Tem may submit to the City Council proposed revisions to the
"Employment Contract between the City Administrator and the City
Council".

5. Upon approval, the written summary of the conclusions of the City Council
regarding the performance of the City Administrator shall be filed, along with the
composite "City Administrator Performance Evaluation and Development Form,”
in the personnel file of the City Administrator.

BE IT FINALLY RESOLVED, that this resolution shall nullify and supersede Resolutions 
2001-49, 2003-12, 2004-06, and 2005-06 as well as any other process for evaluation of 
the performance of the city administrator. 
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City of Mason 
Performance Evaluation and Development 

City Administrator 

PURPOSE 
The purpose of the employee performance evaluation and development is to increase communication 

between the City Council and the City Administrator concerning the performance of the City Administrator in 
the accomplishment of specific work-related goals and objectives. 

PROCESS 
The City Council shall conduct an annual review and evaluation of the City Administrator’s work 

performance. The results of such evaluation shall commend areas of good performance and point out areas for 
improvement. It shall also be the basis for contract extension and compensation discussions. 

1. Evaluation forms and the resolution outlining the timeline are distributed to all Council members during
the first meeting in October.

INSTRUCTIONS 
Review the City Administrator’s work performance for the entire period; try to refrain from basing 

judgment on recent events or isolated incidents only. Disregard your general impression of the City Administrator 
and concentrate on one factor at a time. 

Evaluate the City Administrator on the basis of standards you expect to be met for the job and the length 
of time in the job. Check the number which most accurately reflects the level of performance using the rating 
scale described below. 

Attachment A 
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City Administrator 
Performance Evaluation 

City Councilmember _____________________________ Date ____________________ 

Rating Scale Definitions (1 – 3) 

Fails Expectations (1) The employee’s work performance does not consistently meet the
standards of the position. Serious effort is needed to improve
performance. If there is no or slight improvement in the year ahead,
performance  at this  level cannot be allowed to continue.

Meets Expectations (2) The employee’s work performance consistently meets the standards
of the position. The employee’s work performance is frequently above the level
of satisfactory employee, but has not achieved an overall level of outstanding
performance.

Exceeds Expectations  (3) The employee’s work performance is consistently excellent when
compared to the standards of the job.

Unknown (0) The Council member does not have sufficient knowledge or information
to answer the question asked. However, if a Council member has not been able to
observe or receive sufficient feedback responsibly grade a question, the Council
member can and should communicate with the City Administrator for answers to
his/her questions.

GRADING 
The Council will note that there are several categories on which the City Administrator is evaluated. Each 

category has several specific questions. For example, Category A has five questions; each question will receive a 
1 – 3 grade. Those questions will be added up, then divided by the five questions, to get a composite score of 
between 1 and 3 for that category. Any grade of 0 (unknown) on a question will be thrown out and not be counted; 
otherwise, the grading would be skewed. This is computed the same way for all categories; then each category 
grade will be totaled up, and once again divided by the total number of categories, giving a final grade of a 
composite of 1 – 3 from each Council member. The categories will only be used for reference. 

The last equation is to add the total of each Council member’s evaluation numbers, divide by the submitted 
evaluations and receive a final composite number of between 1 – 3. A final grade of 1.5 or less indicates a failure 
to meet expectations; 1.6 – 2.6 meets expectations (Any grade less than 2 should raise concerns.); and 2.7 – 3.0 
exceeds expectations. 

The Council, before the evaluation process begins, must determine the weight these numbers should be 
given. 
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          3 – Exceeds Expectations 
          2 – Meets Expectations 
          1 – Fails to Meet Expectations 
          0 – Unknown 
 
RELATIONSHIP WITH COUNCIL 
 
     Providing Information - 
 
 1. Does the City Administrator carry out directives of the Council 
  as a whole, as opposed to those of any one member or minority 
  group?          __________ 
 
 2. Does the City Administrator send complete and accurate information 
  equally to all Council members in a timely manner? In other words, 
  do you feel you are being treated the same as all other Council 
  members?         __________ 
 
 3. Do you feel the City Administrator helps in your decision-making 
  without usurping your authority?      __________ 
 
 4. Do you believe the City Administrator provides you with several 
  alternatives or options in policy-making matters? In other words, 
  does the City Administrator provide reports that have adequate  
  information and analysis to help you make sound decisions?  __________ 
 
 5. Does the City Administrator respond well to your requests, 
  advice, and constructive criticism?      __________ 
 
 6. Do you feel the City Administrator keeps you informed on City  
  matters? In other words, you do not feel “you are the last to 
  know” on matters affecting the community as a whole.   __________ 
 
     Providing Advice – 
 
 7. Does the City Administrator, in your opinion, exercise good 
  judgment?         __________ 
 
 8. Does the City Administrator plan ahead, anticipate needs and 
  recognize potential problems?      __________ 
 
 9. How do you feel about the quality of analysis that accompanies 
  recommendations?        __________ 
 
 10. Is it your sense that the City Administrator has a good sense of 
  timing in bringing issues to the Council for action?    __________ 
 
 Additional comments in relation to Relationship with Council if needed:   
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4 
 

MANAGEMENT AND ADMINISTRATION 
 
     Financial Management –  
 
 1. Are you comfortable with the City Administrator’s approach to 
  budget preparation and review?      __________ 
 
 2. In the City Administrator’s budget letter to the Mayor and City 
  Council, does she/he provide an overview of the financial condition 
  of the City of Mason? Does she/he also point out new projects for 
  the upcoming fiscal year?       __________ 
 
 3. As Budget Director for the City of Mason, the City Administrator 
  can shift monies amongst the several funds where allowed by law. 
  Does the Council have a sense that she/he does a good job in balancing   
  these funds?         __________ 
 
 4. Is the budget submitted to the City Council in a timely manner? Do you 
  feel you have sufficient time to do the proper review before the Council 
  must adopt the budget by law?      __________ 
 
 5. Do you feel the City Administrator has sufficient knowledge of 
  financial matters?        __________ 
 
 6. Do you feel the City Administrator is effective in controlling costs  
  through economical utilization of manpower, materials, and 
  equipment?         __________ 
 
     Personnel Management – 
 
 7. Is the City Administrator effective in selecting and placing personnel? __________ 
 
 8. Does the City Administrator develop and motivate personnel so they  
  are increasingly effective in performing their duties?   __________ 
 
 9. Is the City Administrator willing to involve herself in disciplinary 
  matters and take action when warranted?     __________ 
 
 10. Is the City Administrator effective in promoting positive employer- 
  employee relations?        __________ 
 
 11. Is the City Administrator effective in assuring that staff makes a 
  positive impression on citizens?      __________ 
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 Supervision – 
 
 12. Is the City Administrator successful in guiding people so they work 
  together as a team toward common objectives?    __________ 
 
 13. Does the City Administrator encourage department heads to make 
  decisions within their jurisdiction with minimal City Administrator 
  involvement while still being open and willing to assist the department 
  head?          __________ 
 
 14. Do you believe the City Administrator instills confidence and promotes 
  initiative in subordinates through supportive rather than restrictive 
  controls for their programs while still monitoring operations at 
  the department level?        __________ 
 
 15. Do you believe the City Administrator develops and maintains a 
  friendly and informal relationship with the staff and workforce 
  in general, yet maintains the professional dignity of the City 
  Administrator’s office?       __________ 
 
 16. Do you believe the City Administrator sustains or improves staff 
  performance by evaluating the performance of staff members on an 
  annual basis?         __________ 
 
 17. Does the City Administrator set goals and objectives for staff, while 
  periodically assessing their progress and providing appropriate 
  feedback?         __________ 
 
General Management – 
 
 18. Do you have a strong sense that things the Council decides or directs 
  get done?         __________ 
 
 19. Does the City Administrator have a good sense of priorities in the  
  way she/he spends her time on the job?     __________ 
 
 20. Is the City Administrator able to analyze problems or issues and 
  identify causes and implications?      __________ 
 
 
Additional comments in relation to Management and Administration if needed:   
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Completing Tasks – 

21. Are you satisfied that things Council decides or directs get done? __________ 

22. Does the City Administrator pay sufficient attention to detail to
avoid error or things “slipping through the cracks?” __________ 

23. Does the City Administrator put in sufficient time and effort to
perform to your expectations? __________ 

24. Does the City Administrator develop and carry out short- and long- 
  term action plans?  __________ 

Additional comments related to Management and Administration if needed: 

COMMUNITY RELATIONS 

     Citizen Relations – 

1. Does the City Administrator generally make a positive impression on
citizens and is she/he respected in the community? __________ 

2. Is she/he effective in handling disputes or complaints involving citizens? __________

3. Do you think the City Administrator has appropriate visibility or
identity in the community? __________ 

4. Does the City Administrator represent Council positions and policies
accurately and effectively? __________ 

5. Does the City Administrator give sufficient credit to Council? __________ 

     Intergovernmental Relations – 

6. Is the City Administrator effective in representing the City’s interests
in dealing with other agencies? __________ 

7. Does the City Administrator participate in enough intergovernmental
activity to have an impact on the City? __________ 

Additional comments related to Community Relations if needed: 
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PERSONAL CHARACTERISTICS 

     Personality –  

1. Is the City Administrator’s personality suited to the effective
performance of her duties? __________ 

     Communications – Written 

2. Does the City Administrator effectively communicate in her written
correspondence to you? Is it businesslike, concise, and grammatically
correct? __________ 

     Communications – Verbal 

3. Is the City Administrator easy to talk to? __________ 
. 

4. Do you feel she/he is a good listener? __________ 

5. Are communications thoughtful, clear and to the point? __________ 

6. Does the City Administrator show sensitivity to the concerns of others? __________

     Management Style – 

7. Does the City Administrator demonstrate interest and enthusiasm in
performing her duties? __________ 

8. Does she/he have sufficient leadership characteristics to command
respect and good performance from employees? __________ 

9. Does the City Administrator show initiative and creativity in dealing
with issues, problems and unusual situations? __________ 

10. Is the City Administrator open to new ideas and suggestions for change? __________

11. Does the City Administrator create an atmosphere in which employees
can enjoy working for the City? __________ 

12. Is the City Administrator honest and ethical? __________ 

13. Does the City Administrator work well under pressure? __________ 

14. Is the City Administrator able to change her approach to fit new
situations? __________ 

Additional comments related to Personal Characteristics if needed: 
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8 
 

POLICY EXECUTION 
 
 1. Does the City Administrator implement Council actions in 
  accordance with the intent of the governing body?    __________ 
 
 2. Does the City Administrator support the actions of the governing 
  body after a decision has been reached, both inside and outside 
  the organization?        __________ 
 
 3. Do you believe the City Administrator has the capacity for  
  innovation? In other words, is she/he constantly looking for a better 
  way to do things?        __________ 
 
Additional comments related to Policy Execution if needed: 
 
  
 
PROFESSIONALISM 
 
 1. Does the City Administrator take sufficient time to “keep up 
  with new trends” in municipal management by attending local, 
  state, and national professional associations?     __________ 
 
 2. Does the City Administrator carry the persona of a chief executive? __________ 
 
 3. Is the City Administrator able to anticipate problems and develop 
  effective strategies or approaches in solving them?    __________ 
 
Additional comments related to Professionalism if needed: 
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9 
 

SPECIFIC OBJECTIVES 
 
 The Mayor and City Council should communicate in writing what they expect the City Administrator to 
accomplish over the next fiscal year. These written objectives should be clear and concise. The Council should 
discuss these particular matters with the City Administrator in order that there is a “meeting of the minds” and 
both parties are on the same page. 
 
 
 
SCORE WORKSHEET 
 

CATEGORY TOTAL POINTS TOTAL 
QUESTIONS 

CATEGORY 
COMPOSITE SCORE 
(total points ÷ by total questions) 

Relationship with 
Council 

 10  

Management and 
Administration 

 24  

Community Relations  7  
Personal Characteristics  14  
Policy Execution  3  
Professionalism  3  
TOTAL COMPOSITE            61   
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EVALUATION OF CITY ADMINISTRATOR 

 
Reviewer:                                                                Date:    

 
 
1. Progress on Current Goals, Objectives and Projects, General Operations 

• Makes notable progress on specific goals and projects adopted by Council 
• Provides regular status reports to advise Council on progress 
• Keeps City current on resolutions, codes, policies, collective bargaining agreements 
• Provides strong direction so that City services are maintained and enhanced 

 
Feedback:  
 
 
 
 
 
 

 
2. Staff Supervision and Relationships 

• Leads, supervises, instills confidence and initiative in staff 
• Has friendly but professional relationship with staff 
• Staff and Administrator have mutual respect 
• Staff and Administrator work together as team 

 
Feedback:   
 
 
 
 
 
 

 
3. Fiscal Management 

• Prepares, implements, and supervises annual budget with proper documentation 
• Assumes responsibility for all reporting, billing, purchasing, inventory control, payroll 
• Maintains fiscal integrity with all City Funds 
• Provides accurate and timely financial reports to Council/others 

 
Feedback:  
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4. Relationship with Council and Councilmembers
• Communicates regularly, appropriately and efficiently both in writing and verbally
• Offers recommendations and alternatives to Council
• Actively supports and implements Council decisions in a timely manner
• Is available to Council
• Is well-informed and current with information
• Treats Councilmembers with respect and as team members

Feedback: 

5. Relationships with Public, Business and Industry, and Other Intergovernmental Units
• Is accessible to the general public, business and industry, and other intergovernmental units
• Has communication links with other City groups, state, and federal agencies
• Maintains cooperative relationships with business and industry, other intergovernmental units

Feedback: 

6. General Leadership and Organization
• Provides leadership in using long range planning (visionary)
• Has City progressing in the right direction
• Delegates appropriately while maintaining responsibility
• Is organized, focused, and demonstrates timely follow through
• Attends and provides leadership to appropriate City boards and groups
• Is efficient with time and City resources

Feedback: 
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7. Leadership Style 
• Is enthusiastic, energetic and promotes the City  
• Is unbiased and tolerant of different opinions 
• Is professional in appearance and composure 
• Is open and honest 
• Is firm and self-assured 
• Seeks to upgrade skills through education and training 

 
Feedback: 
 
 
 
 
 
 

 
8. Overall Feedback: 
 

 
 
 
 
 
 
 
 
 
 
 

 
9. Suggested objectives for upcoming year by priority: 

 
 Objective Due Date 
1   

2   

3   

4   

5   

 
Recommended Action: 
 

 Terminate Contract (must provide reasoning in item 8)   
 Renew Contract 
 Enhance Contract by: 

 
 
Signature:         Date:     
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