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TO: Kent Studebaker, Mayor 
 Members of the City Council 
   
FROM: Megan Phelan, Human Resources Director 
  
SUBJECT: Charter Officer Review Study Session 
 
DATE: August 28, 2013 
 
 
ACTION 
 
No action is required. This staff report is intended to be informational. 
 
BACKGROUND 
 
Every year City Council engages in a performance evaluation process for the three Charter 
Officers: City Manager, City Attorney and Municipal Court Judge. This process traditionally 
begins in September and concludes in late November or early December. Any action Council 
takes, such as adjustments to compensation, take effect January 1.  
 
In the recent past, there have been three primary components of the performance evaluation 
process. The first component is a self evaluation that is completed by each of the Charter 
Officers. In the self evaluation the Charter Officers describe their accomplishments for the 
previous year, identify major goals for the next year, offer suggestions for improving 
effectiveness with Council or their department, and identify how Council can help them 
accomplish their goals and/or facilitate their training needs. 
 
The second component of the performance evaluation process is providing feedback through 
the completion of a performance evaluation form. This component is done only for the City 
Manager and City Attorney. The performance evaluation form encompasses three primary 
areas: evaluation of key performance issues; goal accomplishments, we well as establishing 
future goals; and general strengths and areas for improvement. Each Councilor completes a 
performance evaluation on the City Manager and the City Attorney, and returns them to the 
Human Resources Director who then creates an anonymous composite review. The composite 
reviews are then distributed to Council for review. 
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For the Municipal Court Judge, one or two Councilors volunteer to observe court to obtain a 
better understanding of what the position entails and see how the Judge interacts in the 
courtroom.  
 
The third and final component of the performance evaluation process is meeting with each of 
the Charter Officers. This is done in Executive Session, and Council will meet as a group with 
each Charter Officer individually. Upon conclusion of the individual meetings, and still in 
Executive Session, Council will discuss any compensation or employment adjustments. Once a 
decision is made in that regard, Council will move into open session to vote on any changes. 
   
DISCUSSION 
 
Before engaging in a performance evaluation review, it is important that Councilors understand 
the purpose and goal of the process. Ideally this process should allow for discussion of the 
Charter Officer’s performance with the objective of increasing their effectiveness; that is, 
provide positive feedback in areas that have been handled well and clarify areas where the 
Charter Officers can be more effective through improved performance. In addition, this process 
is not conducive for performance related “surprises” as there should already be on-going 
communication about expectations and feedback, especially with the City Manager and City 
Attorney. In addition, the performance evaluation review process is not the appropriate forum 
to discuss policy or to develop work priorities.   
 
ALTERNATIVES & FISCAL IMPACT 
 
Should Council decide to make adjustments to compensation for any of the Charter Officers, 
there is a fiscal impact. The fiscal impact is contingent on the nature of the change. 
 
RECOMMENDATION 
 
It is recommended that Council proceed with the standard performance evaluation process for 
the City Attorney and Municipal Court Judge. Since the City Manager recently began 
employment with the City, it is recommended that he provide Council a status report at the 
conclusion of the Executive Session and not engage in the formal performance evaluation 
process until next year. 

 


