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POLICY ID:  HR-015 
 

TITLE:  Evaluation-Village Administrator  

 ORIGINAL       REVISION  
  
EFFECTIVE   DATE:  Immediate 
 

APPROVED BY VILLAGE BOARD:  DATE:   
                                         
                                                                              04/26/2022 

     
APPLIES TO:                                             FLSA EXEMPT-Village Administrator           
 
  This policy applies to all Village of Kronenwetter employees in the categories checked in this section.  Provisions 
within individual personal contracts or a collective bargaining agreement may supersede certain parts of this policy. 
 

 
Purpose: 

The Village wishes to retain a highly-skilled individual as the Village Administrator to ensure the efficient operations of the Village 
while also defining how the Village Board will evaluate this employee.   

Procedure: 

The Village shall create a temporary file that will be held by the clerk that would be used to hold any written notice of positive or 
negative performance notices submitted by elected officials, committee volunteers or employees. 

The evaluation of the Village Administrator shall occur as two parts.  There shall be a yearly evaluation on the Village 
Administrator’s job anniversary.  There shall also be a quarterly check in meeting with the Village Board.   

Temporary file 

The Village Clerk shall create a temporary file that shall be used to hold any written notice of positive or negative performance 
notices submitted by elected officials, committee volunteers or employees.  

Yearly Evaluation 

Each year, in the month of the job anniversary date of the Administrator, the Village Administrator will complete sections one 
through three of the attached form and submit it to the Village President.    

In the month of the job anniversary date of the Administrator, each of the Village Board members shall complete 
parts one and two of the attached form.  The elected officials’ surveys will be signed and placed within the personnel file of 
Village Administrator.  
 

Each department head with six or more months of employment with the Village will complete part three of the attached form.   
The department heads will submit the form via email or postal mail back to the Village Clerk.  The Village Clerk will then send a 
copy of the completed forms out to each of the Village Board members and the Village President.  These evaluations shall be 
kept confidential with the scores for each question being provided to the Village Administrator by the Village President after the 
evaluation has been completed.  A summary of the 360 comments can be provided by the Village Board to the Village 
Administrator.  

The Village Board will meet in closed session to evaluate and discuss the answered they arrived at, discussing any or all 
questions individually.  Ideally, the Village Board will arrive at a consensus for each point, but this is not necessary.    

During the same closed session, the Village Board will consider the answers provided by the department heads in part three 
that were provided to the Village President.  

Finally the Village Board will evaluate the administrator’s performance in achieving the goals that were set by the Village Board 
for the Administrator during the preceding evaluation period.   In the case where no yearly goals have been established by the 
Village Board, such as when a new Administrator is in office, the Village Board will create goals and then skip scoring for this 
section of the evaluation until the subsequent year.  
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Quarterly check-in 

The Village Board will meet quarterly in closed session to evaluate goal performance updates and any written notices provided 
to the Village Clerk that shall be held in the temporary file.  The writer of a notice, that the Village Board is reviewing, shall be 
called upon by the Village Board to explain their reasons for the notice and to answer questions relating to the notice.  Any 
notices without the writer present for questing will be assumed to be without merit.  The Village Administrator will be present for 
this questioning and be given a full opportunity to respond.    

Once any notices are heard, the Village Board will then excuse all but the board members and discuss as to whether or not the 
notice will move to the administrator’s permanent personnel file. During closed session the Village Board will make a motion to 
place the item on file if the Village Board so wishes. 

 








































