
Chief Administrative Officers

Performance Appraisals



We provide value to our 

members through 

economies of scale, 

advocacy, a wide range of 

products and services, 

and expertise that comes 

from working with many 

municipalities.C
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 Introductions & Objectives

 Building our Foundations for 

Success

 Performance Appraisal 

Overview
 Includes information sharing and 

participatory exercises.

 Resources and Tools

 Rolling up our Sleeves

 Course Summary and 

Reflection

 Thank You
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Facilitators Participants

 To prepare the process for this 
course.

 To ensure everyone has an equal 
opportunity to participate.

 To help us move through the 
session in a timely manner.

 To utilize our technical skill set 
to share promising practices and 
related tools for CAO 
performance appraisal.

 To participate and provide input 
during the course.

 To keep an open mind and 
participate in individual and 
group exercises.

 To dialogue and provide suggestions 
and direction for improvements and 
next steps.

 To trust our views are important and 
respected as an essential part of 
our success.

For all of us to learn something new have fun and 

share with each other during this course and beyond.
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I don’t like it but 
I will support the 
group’s decision

I don’t like it I LOVE IT!

I like the 

basic idea

I don’t want to stop 
anyone else but I don’t 
want to be involved in 

its implementation!

I can live 

with it

No opinion

THE AGREEMENT GAUGE

Working 
toward a 
shared 

vision with 
common 

goals

Creates space 
for everyone to 

have a voice

Creating Open Space:   “Whoever comes”  “Whatever Happens”

“Whenever it starts”  “When it is over, it’s over”

Appreciative Inquiry: building from the positive



What will help our time together go well?

 E.g. the whole is greater than the sum 

of its parts



 What does performance appraisal mean 

to you?

 How is your municipality implementing 

this now?

 What could your municipality do to 

improve this process?
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 A formal approach and process to 

establish and monitor the 

performance expectations of the Chief 

Administrator Officer (CAO); and

 A document that is developed when a 

CAO assumes his or her 

responsibilities.
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Municipal 
Council

CAO

Senior Staff Senior Staff

Makes Formal Decisions; Create 
Plans and Policies.

Ensures consistency between 
plans; Provides insight, 
information and advises Council; 
Takes guidance from Council; and 
Begins implementation (directs 
senior staff)

Implements plans and policies

 Bylaw to establish a Chief Administrative Officer is 
required.

 The responsibility of the CAO is to participate in the 
development and implementation of other municipal 
plans such as strategic plans, land use plans, 
transportation plans, and infrastructure plans.



The purpose of conducting a performance 

appraisal is:

 To formally discuss the relationship 

between the Municipality and the CAO. 

 To relate performance to the role, 

responsibilities, authority and duties as 

defined by the MGA, the bylaws and 

policies and the job description. 

 To set objectives and criteria for future 

evaluation. 

 To recognize strengths and weaknesses 

and reward or correct them. 

 To serve as a basis for salary adjustment 

(Municipal Affairs: Performance Appraisal 

of a Chief Administrative Officer, 2014: p. 

3).1
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1Capacity Building, Municipal Services Branch. Performance Appraisal of a Chief Administrator Officer

Alberta Municipal Affairs, Government of Alberta, 2014



 Why do you think 

performance appraisal 

is important for your 

municipality?

 What do you think are 

the risks of not doing a 

CAO performance 

appraisal?
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 Compromised Ethics

 E.g. Conflict of 

Interest

 Positional Power

 Municipal 

Reputation
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l RisksImportance

 Maintain a good 
working 
relationship. 

 Ability to provide 
valuable 
feedback. 

 Helps to provide a 
base of 
information for 
salary, wage 
increase, and 
justification for 
employment.
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Source: 

http://www.journalpioneer.com

/News/Local/2011-10-19/article-

2781600/City-council-looking-at-

CAO-review/1

As chair of H.R., I felt it 

was time to start 

looking at some of our 

policies, and when I 

looked at this policy I 

realized it was 

extremely outdated 

and we didn’t really 

have a policy for 

evaluating the CAO.



 A Council can choose whom will be 

conducting the performance appraisal. 

 There are three options: 

 The full Council;

 The Mayor/Reeve; or

 A committee of Council (depending on 

the size). 
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 Council is required by legislation (The 
Municipal Government Act, 2000, Section 
205.1) to conduct a performance appraisal 
once a year in writing.

 Based on the Municipality’s needs and 
circumstances, Council may choose to 
conduct a formal performance appraisal 
evaluation more than once a year, at their 
discretion. C
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 There are a number of different ways 

the performance appraisal process can 

be conducted:

 Self Assessment;

 Balanced Scorecard;

 Competencies Scorecard;

 Behaviourally Anchored Rating Scales (BARS);

 And, many others.
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 The process of looking at oneself in 
order to assess aspects that are 
important to one's identity. 

 It is one of the motives that drive self-
evaluation, along with self-verification 
and self-enhancement.
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A strategic planning and 
management system 
that is used extensively 
in business and industry, 
government, and 
nonprofit organizations 
worldwide to align 
business activities to the 
vision and strategy of 
the organization, 
improve internal and 
external 
communications, and 
monitor organization 
performance against 
strategic goals.
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This framework places 

existing efforts in a 

framework and establishes 

a formal process to ensure 

that Council and Senior 

Management regularly 

receive a summary of 

overall performance across 

several measurement 

categories. 



A competency-based 

framework that 

identifies and 

integrates a diverse 

array of characteristics 

described in scholarly 

and professional 

writings as being 

important for effective 

leadership.
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 Rating scales that 
are designed to 
bring the benefits 
of both qualitative 
and quantitative 
data to the 
employee appraisal 
process. 

 BARS compares an 
individual's 
performance 
against specific 
examples of 
behaviour that 
are anchored to 
numerical ratings.
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• Extremely poor (1 points)

• Poor (2 points)

• Below average (3 points)

• Average (4 points)

• Above average (5 points)

• Good (6 points)

• Extremely good (7 points)
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Performance Tool Description

Graphic Rating Scales Lists desirable traits and managers rate 

employees on each trait.

Critical Incident Council members keep an ongoing log of events 

that represent outstanding behaviour or 

behaviour that needs improvement. At the end 

of the rating period, the recorded critical 

incidents are used to evaluate performance.

Mixed Standard Rating 

Scale 

Contain statements representing good, average, 

poor performance for each dimension the 

individual is being evaluated on.

Management by 

Objectives

Sets organization-wide goals and links these to a 

CAO’s specific goals.

Comparative Evaluation 

Method

Two ways are used to make a comparative 

evaluation, namely, the simple ranking method 

and the paired comparison method. In the 

simple or straight ranking method the employee 

is rated by the evaluator on a scale of best to 

worst. 
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Performance Tool Description

360 Degrees A system or process wherein the employees receive 

some performance feedback examples, which are 

anonymous and confidential from co-workers. This 

process is conducted by managers and subordinates 

who, through 360 degrees, measure certain factors 

about the employees. These are behaviour and 

competence, skills such as listening, planning and 

goal-setting, teamwork, character, and leadership 

effectiveness.

Checklist and 

Weighted Checklist

The checklist method comprises a list of set 

objectives and statements about the employee's 

behaviour. 

Weighted checklist is a variation of the checklist 

method where a value is allotted to each question. 

Forced Choice In this method, the appraiser is asked to choose 

from two pairing statements which may appear 

equally positive and negative. 
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Performance

Tool

Description

Forced Distribution In this method, the appraiser rates employees 

according to a specific distribution. 

Essay Evaluation In the essay method of evaluation the appraiser writes 

an elaborate statement about the employee who is 

being evaluated. He mentions the employee's strengths 

and weaknesses. He also suggests ways to improve his 

performance and appreciates the good qualities.

Performance Test 

and Observation

This method deals with testing the knowledge or skills 

of the employees. It can be implemented in the form 

of a written test or can be based on the actual 

presentation of skills. 



 CAO responsibilities as per the Municipal 

Government Act, 2000;

 Others to consider:

 Management and leadership practices; 

 Relationship with Council; 

 Relationship with staff;

 Relationship with the public and media; 

 Objectives and accomplishments; 

 Areas for improvement/suggested 

training;

 Financial responsibilities (i.e. budget); 

and

 Code of Ethics.

C
A
O

 P
e
rf

o
rm

a
n
c
e
 A

p
p
ra

is
a
l



Please take the next 15 minutes to review 
the performance appraisal template and 
reflect on your current CAO (or a former 
one). As you are reflecting, fill out the 
performance appraisal template.
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 Annual written performance 
evaluation (The Municipal 
Government Act, 2000, 
Section 205.1);

 The evaluation must be signed 
by Council and a copy is 
provided to the CAO; and

 Face-to-face meeting to 
discuss the results.
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 During the appraisal process, what might 

be some things to focus on during the 

discussion?

 Why are these items important?
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 Confidentiality;

 Two-way communication;

 Open discussion; and

 Build from the positives (strengths) –

while identifying areas of improvement 

(weaknesses).
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 Questions?

 Comments?
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In your group, you will receive one of the 
following roles:

 Council member;

 CAO; or

 Performance Appraisal Committee member.

Please read your role and scenario. Reflecting 
and utilizing what you’ve learned today, take a 
few minutes to jot down how you might 
respond to this situation.

We will then act this scenario out together.
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 What did you notice from this exercise?

 What did you notice about what you 

notice?

 Is there anything else you would like 

to share?

 Please fill out a feedback form.
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