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A.

Committee of the Whole
March 18, 2019
FAF.19.038
Recruitment Options for a Chief Administrative Officer
Jennifer Moreau, Director of Human Resources

Recommendations

THAT Council receive Staff Report FAF.19.038, entitled “Recruitment Options for a Chief
Administrative Officer”;
AND THAT Council provide direction to staff regarding the recruitment of a Chief Administrative
Officer.

B.

Overview

The purpose of this report is to provide Council with an overview of options to consider for the
hiring of a new Chief Administrative Officer (CAO) for the Town of The Blue Mountains.

C.

Background

In the summer of 2017 the Town’s permanent CAO accepted a position at another municipality.
The former CAO’s last day of employment with the Town was August 22, 2017.
Council appointed Shawn Everitt as the Acting CAO until a decision could be made on a more
permanent solution. Council reviewed options for hiring a new CAO and determined that it
would be more appropriate, due to the length of time left in their term, to offer Mr. Everitt,
Director of Community Services, the position of Interim CAO and leave the hiring of a
permanent CAO to a newly elected Council in 2019. On December 18, 2017, Mr. Everitt was
appointed Interim CAO by By-Law 2017-57, and a contract was entered into with Mr. Everitt. It
was anticipated that this contract would be in place for at least a year and a half, until the end
of June 2019, at a minimum.
In anticipation of the work needing to be completed in hiring a new CAO, Council determined
that there was a need to update the Job Description of the CAO and the performance appraisal
process for the CAO. A sub-committee of Council was struck and the Director of Human
Resources was assigned to the sub-committee as a staff resource. The sub-committee
presented to Council a new updated Job Description on June 15, 2018 via Staff Report
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FAF.18.103 and a revised process for evaluating the CAO on November 19, 2018 via Staff Report
FAF.18.156.
The hiring of the CAO is at the direction of Council as per the Town’s Hiring of Employees Policy
POL.COR.07.06. Staff seeks the direction of Council as per the policy to set the hiring mandate
for the CAO position.

D.

Analysis

Staff present the following options for the hiring of a permanent CAO:
Option 1 – Request for Proposal (“RFP”) and Hiring of an External Search Firm
The benefits of engaging an external search firm to conduct the CAO recruitment include:
•
•
•
•

Extensive experience in hiring top level executives, and
Finding and recruiting candidates who might not necessarily be actively looking for a job
by connecting with them through referrals, direct contact and using their database of
candidates from past executive level recruitments, and
Leading the process from the recruitment phase up to and including negotiating with
the successful candidate, and
Providing a recruitment guarantee that the successful individual will remain in the CAO
position for a one or two-year time frame depending on the search firm.

The drawbacks of engaging a third-party recruitment firm to conduct the CAO recruitment
include:
•
•

A significant cost for their services
A significant time delay since we would need to run an RFP process to select a
recruitment firm prior to engaging the services of an external search firm. It is
anticipated that this option would take 6 months to recruit a CAO.

With this option staff recommend appointing a CAO Hiring Sub-Committee comprised of the
Mayor and two Councilors to assist with the CAO recruitment process including working with
the Executive Search Firm to develop a job posting, determine interview questions and shortlist candidates for interviewing by Council.
If Option 1 is chosen, the following recommendation should be considered by Council:
AND THAT Council select Option 1, directing staff to release a Request for Proposal to
select a recruitment firm prior to engaging the services of an external search firm for the
recruitment of Chief Administrative Officer;
AND THAT Council appoint a “CAO Hiring Sub-Committee” comprised of the Mayor and
two Councilors, being:
1.

Committee of the Whole
FAF.19.038

March 18, 2019
Page 3 of 9

2.
to assist with the CAO recruitment process including working with the Executive Search
Firm to develop a job posting, determine interview questions and short-list candidates
for interviewing by Council.
Option 2 - Conducting the Recruitment Process Internally
If the recruitment was to be conducted through the Human Resources Department, a job
vacancy notice based on the job description and required skills would be developed for the
position. The job posting would be advertised in several different media resources and
professional associations to ensure maximum exposure to top prospecting candidates. Certain
media resources and professional associations can be selected to ensure exposure to executive
level candidates in both the public and private sectors.
The benefits of conducting the CAO recruitment through the Town’s Human Resources
Department include:
•
•

•

The cost to manage the recruitment internally through the Town’s Human Resources
Department is less than the cost to engage an external search firm, and
Human Resources Staff, in conjunction with Town Council, have a more informed
understanding of the corporate culture and issues on the specific knowledge, skills and
experience required of a new CAO, when reviewing resume submissions and developing
the short list of candidates for interviews.
This provides Council with the quickest time frame to hire a CAO. It is estimated that
Option 2 would take four months.

The drawbacks of conducting the CAO recruitment internally through the Town’s Human
Resources Department include:
•
•
•

Some top-level executives may prefer a recruitment process through an external search
firm, therefore an internal process could limit the number of qualified candidates who
would apply for the position, and
There are high costs associated with posting positions on media resources and through
professional associations to recruit qualified applicants, and
Time constraints associated with limited resources for conducting the CAO recruitment
process internally in conjunction with other recruitment files, and other
labour/employee relations matters.

With Option 2, staff recommend appointing a CAO Hiring Sub-Committee comprised of the
Mayor and two Councilors to assist with the CAO recruitment process including working with
the Director of Human Resources to develop a job posting, determine interview questions and
short-list candidates for interviewing by Council.
If Option 2 is chosen, the following recommendation should be considered by Council:
AND THAT Council select Option 2, directing The Blue Mountains Human Resources
Department to assist Council in recruiting a Chief Administrative Officer;
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AND THAT Council appoint a “CAO Hiring Sub-Committee” comprised of the Mayor and
two Councilors, being:
1.
2.
to assist with the CAO recruitment process including working with the Human Resources
Department to develop a job posting, determine interview questions and short-list
candidates for interviewing by Council.
Option 3 - Hiring a HR Consultant to assist Council in Hiring the CAO
In Option 3, the hiring of the CAO would be conducted thru the Town’s Human Resources
Department as noted in Option 2 above, but rather than dealing directly with the Town’s
Human Resources Director, a consultant would be hired to assist Council directly. Three quotes
would be sought from HR Consultants as is required by the Town’s Purchasing Policy and
Procedures.
The benefits of conducting the CAO recruitment through the Town’s Human Resources
Department, with the assistance of an HR Consultant, include:
•
•

The cost would be less than the cost to engage an external search firm.
Having a dedicated HR Consultant may reduce the direct time Council will spend on
recruitment and recruitment related work. It is estimated that Option 3 would take five
months to recruit a CAO.

The drawbacks of conducting the CAO recruitment internally through the Town’s Human
Resources Department with the assistance of a HR Consultant, include:
•

Uncertainty of the cost of an HR consultant, which could in turn delay the timelines of
the recruitment process.

With Option 3, staff recommend appointing a CAO Hiring Sub-Committee comprised of the
Mayor and two Councilors to assist with the CAO recruitment process including working with
the HR Consultant to develop a job posting, determine interview questions and short-list
candidates for interviewing by Council.
If Option 3 is chosen, the following recommendation should be considered by Council:
AND THAT Council select Option 3, directing that an HR Consultant shall be hired to
assist the Human Resources Department and Council to recruit a Chief Administrative
Officer;
AND THAT Council appoint a “CAO Hiring Sub-Committee” comprised of the Mayor and
two Councilors, being:
1.
2.
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to assist with the CAO recruitment process including working with the HR Consultant
and Human Resources Department to develop a job posting, determine interview
questions and short-list candidates for interviewing by Council.
Option 4 - Maintain Status Quo – Extend the Current Interim CAO role for a defined period
and postpone hiring until a later date
In Option 4, Council may decide that the current organizational structure is functioning well and
may elect to maintain the current Interim CAO contract for a longer defined period of time.
Council may determine that hiring a new permanent CAO is not a top priority of their first year
of Council. This option would also require extending contracts to those that are in acting or
contract roles that support the Director of Community Services being assigned to the Interim
CAO role.
The benefits of maintaining status quo:
•
•

Money would be saved from the recruitment process.
Staff and Council resources would be saved from a time perspective.

The drawbacks of maintaining status quo:
•

•

There are currently very minimal postings for CAO across Ontario and currently none in
Grey, Bruce or Simcoe. The hiring of a CAO is normally a competitive market and
currently there is not any local competition for hiring of a CAO. If Council was to wait a
few months or a year to hire, the market locally for hiring may change.
Delaying the hiring of a permanent CAO may interrupt future strategic plans of Council if
postponed to future years. With Council in their first year of a four-year term,
developing a priority plan in the first year with a permanent CAO may enhance the work
Council can achieve.

Option 5 - Hire the Current Interim CAO on a Permanent Basis
Council has the option to hire the current Interim CAO directly on a permanent basis. The
Hiring of Employees Policy POL.COR.07.06 states that the process for hiring the CAO will be at
the direction of Council approved by Council.
The benefits of hiring the current Interim CAO:
•
•

Money would be saved from the recruitment perspective.
Staff and Council resources would be saved from a time perspective, however there
would be the need to permanently fill the Director of Community Services role.

The drawbacks of hiring the current Interim CAO:
•
•

Other internal applicants may wish to participate in a full recruitment process.
This process does not allow external applicants to participate in an open recruitment
process.
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Options #6 - Do Not Hire a CAO
The Municipal Act requires two mandatory positions within its organizational structure, a Clerk
and a Treasurer. There is no requirement under the Municipal Act to hire a CAO. Council could
consider the merits of a non-traditional municipal structure without a CAO.
The benefits of not hiring a CAO:
•

The cost of recruitment and the cost of the CAO’s salary would be saved.

The drawbacks of not hiring a CAO:
•
•
•

Staff are unaware of a municipality of our size who have successfully operated without a
CAO.
Staff may become disengaged without a CAO to provide day to day direction and overall
guidance to implement Council’s vision and strategic direction.
Council may be drawn into operational issues overtime and lose time and work capacity
that may be dedicated to setting priorities and setting strategic direction.

Timelines for CAO Recruitment
Option #1 - Executive Search Firm

6 Months

Option #2 - Use Internal HR Department

4 Months

Option #3 - Use Internal HR Department
with the Assistance of an External HR
Consultant

5 Months

Option #4 - Maintain Status Quo

Immediate

Option #5 - Hire the Current Interim CAO on
a permanent basis

Immediate (Requires recruitment of Director
of Community Services the permanent role of
the Interim CAO)

Option #6 – Do not hire a CAO

Immediate

If Options 4, 5 or 6 are selected by Council, staff recommend Council consider the following
recommendation:
AND THAT Council direct staff to schedule a closed session at the next available
opportunity to allow Council to provide direction to staff regarding the recruitment of a
CAO as the discussion could include personal matters about an identifiable individual,
including municipal or local board employees and labour relations or employee
negotiations.
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Promote a Culture of Organizational & Operational Excellence
To Be an Employer of Choice
Improve Internal Communications Across our Organization
To Consistently Deliver Excellent Customer Service
To Be a Financially Responsible Organization
Constantly Identify Opportunities to Improve Efficiencies and Effectiveness

Environmental Impacts

Not applicable.

G.

Financial Impact

The costs associated with each option are outlined in the table below:
Option #1 - Executive Search Firm

Option #2 – Use Internal HR Department

Option #3 – Use Internal HR Department
with the Assistance of an External HR
Consultant

The cost to engage an external search firm to
conduct the recruitment for a new CAO
would be approximately $40,000 to $60,000
plus advertising costs and any out of pocket
expenses the firm incurs during the
recruitment process. The costs of hiring an
executive search firm are typically 20 – 30%
of the base salary of the position. The cost of
this option would come from working capital.
The costs associated with running the
recruitment through the Town’s Human
Resources Department are estimated at
$15,000 to cover the costs associated with
posting the position in several different
locations including: newspapers, on websites
and with professional associations. The cost
of advertising would come from the
established budget of the HR Department.
The costs associated with running the
recruitment through the Town’s Human
Resources Department with the use of a HR
Consultant would be the cost of advertising
above and an estimated $24,500 for the
Consultant work for a total of $39,500. The
cost of advertising would come from the
established budget of the HR Department,
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the cost of the consultant would come from
working capital.

Option #4 – Maintain Status Quo

$0

Option #5 – Hire the Current Interim CAO

$0

Option #6 – Do not hire a CAO

$0, however Council may want to consider
engaging in hiring a consultant with subject
matter expertise to advise on running a
municipality without a CAO and the
organizational structure needed to support
this change.

H.

In Consultation With

Ruth Prince, Director Finance & IT Services
Serena Wilgress, Manager of Purchasing and Risk Management
Corrina Giles, Town Clerk

I.

Public Engagement

The topic of this Staff Report has not been subject to a Public Meeting and/or a Public
Information Centre as neither a Public Meeting nor a Public Information Centre are required.
Comments regarding this report should be submitted to Jennifer Moreau, Director of Human
Resources, hr@thebluemountains.ca.

J.

Attached

1.
2.
3.

Staff Report FAF.18.103 CAO Job Description
Staff Report FAF.18.156 CAO Performance Appraisal Process Revised
POL.COR.06.07 Hiring of Employees Policy

Respectfully submitted,

Jennifer Moreau
Director of Human Resources
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Staff Report
Human Resources
Report To:
Meeting Date:
Report Number:
Subject:
Prepared by:

A.

Committee of the Whole
June 25, 2018
REVISED - FAF.18.103
CAO Job Description
Jennifer Moreau, Director of Human Resources

Recommendations

THAT Council receive Staff Report FAF.18.103 entitled “CAO Job Description”; and
THAT Council approve the updated Job Description for the role of Chief Administrative Officer.

B.

Overview

This is a staff report that provides Council with an updated Job description for the role of the
Chief Administrative Officer (CAO).

C.

Background

The CAO is the sole Employee of Council. The Job Description that outlines the expectations and
duties of such a position is of significant importance and key to the success of the management and
operation of the Corporation. A review of the CAO’s job description has not been completed
since 2013. Staff Report FAF.18.63 “Establishing a Chief Administrative Officer Performance
Monitoring Policy Review Committee of Council” outlined the process for updating the CAO’s job
description. A sub-committee of Council was appointed to review and bring forward to Council
a revised job description for Council’s consideration.

D.

Analysis

The sub-committee tasked with reviewing the job description reviewed the following
municipalities CAO job descriptions as references when revising our job description:
•
•
•
•

Grey County
Town of Orangeville
Town of Collingwood
Township of Clearview
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The updated job description focuses on communication, building relationships, attributes that
the CAO should exhibit and key responsibilities for success.

E.

The Blue Mountains Strategic Plan

Goal #4:
Objective #1
Objective #2
Objective #3
Objective #5

F.

Promote a Culture of Organizational & Operational Excellence
To Be an Employer of Choice
Improve Internal Communications Across our Organization
To Consistently Deliver Excellent Customer Service
Constantly Identify Opportunities to Improve Efficiencies and Effectiveness

Environmental Impacts

Not applicable.

G.

Financial Impact

Not applicable

H.

In Consultation With

John McGee, Member of Council
Michael Martin, Member of Council
Gail Ardiel, Deputy Mayor

I.

Attached

1.

Staff Report FAF.18.63 “Establishing a Chief Administrative Officer Performance Monitoring
Policy Review Committee of Council”
Current CAO Job Description Revised 2013
Draft Job Description Revised May 2018

2.
3.
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Respectfully submitted,

Jennifer Moreau
Director of Human Resources

For more information, please contact:
Jennifer Moreau
hr@thebluemountains.ca
519-599-3131 extension 244
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Staff Report
Administration
Report To:
Meeting Date:
Report Number:
Subject:
Prepared by:

A.

Committee of the Whole
May 14, 2018
FAF.18.063
Establishing a Chief Administrative Officer Performance Monitoring
Policy Review Committee of Council
Shawn Everitt, Interim Chief Administrative Officer

Recommendations

THAT Council receive Staff Report FAF.18.063, entitled “Establishing a Chief Administrative
Officer Performance Monitoring Policy Review Committee of Council” for information;
AND THAT Council select 3 members of Council to sit on the Chief Administrative Officer
Performance Evaluation Policy Review Committee.

B.

Overview

This report provides Council the opportunity to select three of its members to review the
current Policy related to Performance Monitoring of the Chief Administrative Officer and the
Chief Administrative Officer Job Description and bring forward to a future meeting of Council a
revised draft Chief Administrative Officer Performance Monitoring Policy and Revised draft
Chief Administrative Officer Job Description for consideration of Council.

C.

Background

The position of Chief Administrative Officer is most commonly referred to as the CAO.
Included in this report as (attachment 1) Staff Report CAO.10.16 “Amended CAO Performance
Monitoring Policy and Procedures” was approved by a previous Council and (attachment 2)
POL.COR.10.17 “CAO Monitoring Policy” is the approved Policy and Procedure for monitoring
the Chief Administrative Officer.
Staff brings forward this report to establish a three member committee made exclusively of
members of Council to review and provide a draft Chief Administrative Officer Performance
Monitoring Policy and draft Chief Administrative Officer Job Description to Council through a
future staff report.
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Staff is recommending that the report be drafted by the committee and recommendations be
presented by the committee members to the rest of Council. This Policy and the draft Chief
Administrative Officer Job Description are key Policies and decisions for Council to bring
forward.

D.

Analysis

The Chief Administrative Officer is the sole Employee of Council. The Job Description that
outlines the expectations and duties of such a position is of significant importance and key to
the success of the management and operation of the Corporation.
Staff recommends that the committee work with the Manager of Human Resources to review
and provide recommendations to Council on updating the existing Chief Administrative Officer
Job Description.
The Manager of Human Resources role on this Committee is purely a staff resource, to provide
information, supporting documentation and material in the review process. Staff have
currently initiated a process that has provided examples of best practice policies and evaluation
tools. In addition, a variety of recently developed Chief Administrative Officer Job Descriptions
for the committee to review and consider have been received.
The purpose of this exercise is to create a strong base, establish an updated Chief
Administrative Officer Job Description and a clear Chief Administrative Officer Performance
Monitoring Plan and Procedure including the tools to implement and complete the process
effectively on a routine basis.

E.

The Blue Mountains Strategic Plan

Goal #4:

F.

Promote a Culture of Organizational & Operational Excellence

Environmental Impacts

None

G.

Financial Impact

None at this time

H.

In consultation with

Council
Senior Management Team
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I.

Attached

1.
2.

Staff Report CAO.10.16 Amended CAO Performance Monitoring Policy and Procedures
POL.COR.10.17 CAO Performance Monitoring Policy

Respectfully Submitted,

Shawn Everitt
Interim CAO

For more information, please contact:
Shawn Everitt
severitt@thebluemountains.ca
519-599-3131 extension 234
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TOWN OF THE BLUE MOUNTAINS

POLICY & PROCEDURES

Subject Title:

CAO Performance Monitoring

Corporate Policy (Approved by Council)

X

Policy Ref. No.: POL.COR.10.17

Administrative Policy (Approved by CAO)

By-law No.:

Department Policy: (Approved by Mgr.)

Name of Dept.: Administration

Date Approved: September 13, 2010

Staff Report:

NA

CAO.10.16

Policy Statement
Systematic and continuous monitoring of the Chief Administrative Officer’s (CAO)
job performance will be measured against the responsibilities and duties of the
CAO and expected results to be achieved by the CAO. This will include setting
goals for the CAO annually.
Purpose
The purpose of this policy is to provide clear and concise direction on evaluating
the performance of the CAO.
The Mayor and Deputy Mayor and/or other members of Council shall meet
quarterly with the CAO to discuss the CAO’s execution of his/her responsibilities
and duties and progress on the CAO’s goals. This will provide an opportunity to
revise the goals and to identify any new concerns. This will help ensure that there
are no major surprises in the Annual Performance Review.
The CAO’s salary will be reviewed annually and adjusted as part of the
monitoring and assessment process if appropriate, in order to provide fair and
reasonable compensation for the quality of the job being performed by the CAO.
Application
The purpose of monitoring is to determine the degree to which Council policies
and expectations are met as well as the degree to which the CAO has executed
his/her responsibilities and duties.
Council will set annual goals for the CAO, in consultation with the CAO, which
are measurable. Each action shall have a target date for completion.
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In every case, the standard for assessing CAO compliance with Council policies
and achieving the set of goals shall be based upon reasonable interpretation of
the Council direction by the CAO.
Performance of the CAO will be monitored at least at a frequency as outlined in
the Ontario Municipal Act and by a method determined by Council.
Procedures
1.

A majority of Council, in consultation with the CAO, may decide to engage
a process facilitator to assist with the CAO’s annual work performance
process or to conduct the evaluation without a facilitator. A majority of
Council may decide to engage the services of the Manager of Human
Resources to contract an external facilitator. If the Manager is involved,
he/she shall meet with Council to discuss this matter.

2.

The process shall normally commence in late spring or early summer of
each year. Council may, however, initiate a performance review at any
time.

3.

In April or May, the Manager of Human Resources shall consult with
Council in consultation with the CAO regarding the selection of the
facilitator.

4.

Council and the CAO shall review the previous year’s assessment tool
and determine the content of the assessment tool for the current year. If
Council and the CAO do not agree on the assessment tool, the majority of
Council shall determine the format and content of the assessment tool.
The tool may be adjusted to include assessment of special projects or
assigned issues that may arise later during the year.

5.

In non-election years, Council and the CAO shall review the initial
performance assessment tool again during December to decide what
additional special projects or assigned issues need to be added. In
election years, the entire tool shall be reviewed with the new Council, who
will be encouraged to keep major changes to a minimum in order to
preserve continuity in the interest of fairness to the CAO.

6.

During December, Council and the CAO shall determine whether to
include the use of 360-degree input into the next year’s process. If Council
and the CAO do not agree, the majority of Council shall determine t h e
extent of the 360- degree input.

7

If there is agreement to use a 360-degree process, Council and the CAO
shall determine the sources of input into the 360-degree review. All of the
input shall be kept completely confidential and may be submitted
anonymously with the permission of the participant.
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a) The facilitator shall prepare a 360-degree review process to
complement the main assessment tool. Council, in consultation
with the CAO and the facilitator, shall complete the development
for the review process in January.
b) Before the end of January, the 360-degree review questionnaire
shall be sent to the parties providing input with a request for
response by the end of February.
c) Before the end of January, Council members shall be asked to
complete their initial assessment of the CAO and provide their
response to the facilitator by the end of February.
8.

The information shall be consolidated and only composite results shall be
released to members of Council by the first week of March. At this point
the CAO shall not receive any of the input.

9.

A closed session of Council shall be scheduled with the facilitator and
Council shall attempt to arrive at a consensus that will become the final
evaluation. The facilitator shall take notes and prepare a draft of the
corresponding portion of the evaluation.
Council shall determine which, if any, of the raw material gathered should
be provided to the CAO. Any information provided shall be provided in
composite detail without identifying any individual or group of individuals.
Council shall determine the CAO’s salary. The Manager of Human
Resources shall gather salary data from the comparators as agreed upon.
If there is a fully satisfactory performance rating of the CAO, the CAO’s
salary should be established between the 45th and 65th percentile of
the Town Comparator Group effective January 1 of that calendar year.

10.

Council will take about 2 weeks to review the final document. The
document shall be signed by the Mayor and Deputy Mayor and
presented to the CAO by the end of March by the Mayor and Deputy
Mayor. If a majority of Council determines that minor modifications are
required during the two week review period, the facilitator shall solicit
input and confirm the revisions with all members of Council.

11.

The CAO shall then draft an Action Plan for the next year to be presented
to Council within 30 days. The Plan shall have goals, specific measurable
actions and anticipated completion dates. When Council accepts the
Action Plan, the Mayor and CAO will sign and date the Plan. The Plan will
be reviewed quarterly and be revised as required. Council shall meet with
the CAO quickly and between the quarterly reviews should any
performance issue arise and the Plan would be revised accordingly.
Council will discuss the Plan and any revisions with the CAO.
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Review Cycle
This policy will be reviewed annually by the CAO and Council.

(Signature)
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TOWN OF THE BLUE MOUNTAINS
JOB DESCRIPTION
Approved: February 3, 2011

Position Title:
Department:
Reports To:
Job Grade:

Chief Administrative Officer
Administration
Town Council
Grade 13

Position Summary
The Chief Administrative Officer is responsible for the administration of the municipality and the
overall organizational performance.
The CAO manages the implementation and delivery of Council’s policies, programs and services that
are approved by Council and ensures that these programs and services are delivered to all residents
and ratepayers in a manner that makes efficient and effective use of the human, financial and physical
resources of the municipality.
The CAO advises Council in the development of public policy, and is responsible for ensuring Council
is provided with all relevant information necessary to make informed decisions.

Key Duties and Responsibilities
Under the general direction of Council and subject to the policies established by resolution or by-law
of Council, the CAO is responsible for:
Administration:

1

•

Attend all regular, special and committee meetings of Council, and lead the preparation
of agendas.

•

Ensure that Council receives staff reports on agenda items that provide a background,
technical analysis, alternatives and recommendations sufficient for Council to make an
informed decision.

•

Ensure all required by-laws and resolutions are in-place and up-to- date and readily
available for publicreview.

Chief Administrative Officer Mar 15/13

•

Establish and maintain positive relationships with community partners, neighbouring
municipalities and organizations, and other levels of government regarding municipal
matters of interest.

•

Develop and promote a strong working relationship with Council and respect the specific
role distinction of Council and management.

•

Meet with department heads collectively on a regular basis to review the policy direction of
Council and assign responsibility for implementation and execution.

•

Communicate regularly with Council with respect to progress and challenges in
implementing programs and policies.

•

Member of the Emergency Management Control Group, as outlined in the Town’s Emergency
Plan;

Policies/Programs/Service Delivery:
•

Coordinate initiatives with the Mayor and Council to establish and maintain a clear Council
vision, direction and priority for annual projects.

•

Monitor the delivery of municipal services through various department heads to ensure
that Council’s budget, strategic and business plans are followed.

•

Advise Council on strategy and policy with respect to land use planning and economic
development for the municipality. Establish and maintain an effective working relationship
with both rural and urban community stakeholders.

•

Ensure response to public inquiries and media requests for information or complaints
with regard to municipal operations.

•

Ensure that sound public relations are maintained by communicating information on the
actions and decisions of Council to ratepayers and citizens of the community.

•

Provide recommendations to Council for changes to the organizational structure that
will improve efficiency and/or improve service delivery to the public.

Financial Management:

2

•

Oversee the development of budgets and establishment of financial controls. Work with
employees to prepare and present options for the annual financial plan and the capital
budget.

•

Monitor the delivery of municipal services through the department heads to ensure that
Council’s budget and policies are followed.
Chief Administrative Officer Mar 15/13

•

Lead the development of a long range plan for the operation and continued success of the
municipality. Plan, direct and co-ordinate the activities required to implement the plan.

•

Implement or authorize expenditures and entering into contracts on behalf of the
municipality.

•

Monitor purchasing and tendering procedures to ensure that the policies of Council are
followed.

Human Resource Management:
•

Monitor the development and administration of Human Resources to ensure that all
departments conform to approved Council staffing levels, hiring practices, training &
development and other policies.

•

Continue to build on established corporate values, including a commitment to building a
high performing organization and developing a staff with solid technical, management and
leadership skills.

•

Recommend to Council the appointment, suspension or dismissal of department heads, as
well as providing assistance and direction to department heads in the hiring, suspension or
dismissal of all other employees.

•

Manage the compensation administration within established human resources policies and
budget.

•

Ensure the municipality has a comprehensive human resources plan to attract, develop and
retain qualified employees.

•

Develop appropriate communication procedures to ensure that all members of staff are
informed regarding the policies and direction of Council. Monitor the implementation and
execution of all Council policies by responsible department heads.

•

Personally comply with and assume overall management responsibility for compliance
with health and safety practices as it relates to the Corporation as required by the
Occupational Health & Safety Act.

The duties outlined above are representative of the position and are not all inclusive.
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Qualifications
Education & Experience:
•

Degree or a diploma (or combination of education/practical experience equivalent) in
accounting, engineering, human resources or other municipal discipline or other
applicable private sector experience.

•

Certified Municipal Officer designation preferred.

•

Management experience at a senior level to include extensive experience managing a
large and diverse staff and having direct responsibility for department/organizational
operations and budgets.

Knowledge/Skills and Abilities:
•

Knowledge/experience in municipal government administration, including strategic
planning, budget process, business and change management practices.

•

Superior customer service, public relations and leadership skills necessary to build support
with others and to foster inter-governmental and business relationships.

•

Advanced organizational, leadership, managerial and conflict resolution skills.

•

Thorough knowledge of municipal and other applicable legislation, programs, policies and
guidelines as they relate to provision of the services within the portfolio and industry
standards or best practices.

•

Ability to establish and maintain effective working relationships with Council, governmental
and regulatory officials, employees and community stakeholders and others encountered in
the course of work.

KEY COMPETENCIES:
• Decision Making andJudgment
• Problem Solving
• Innovation & Creative Thinking
• Ethics & Integrity
• Planning & Organization
• Mediating & Negotiation
• Coaching & Mentoring
• Political Acuity
• Financial & Budget Expertise
• Excellent Communication Skills
4
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Job Details:
Direct Reports:

Directors - Engineering, Finance, Recreation, Building and Planning Fire
Chief
Manager of Human Resources
Support Staff within the Office of the CAO

Drivers License:

Required

5

No

Yes X

Class

G
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Job Description

REVISED - Chief Administrative Officer
Department:

Administration

Reports To:

Council

Date Approved: Month 00, 2018
Job Grade:

Grade 17

Position Summary
The ideal CAO is a leader who is well-experienced with the nuances and complexities of local
government. Possessing an inclusive and collaborative leadership style, the CAO will engage
with both staff and Council by creating a collaborative team environment, and leveraging the
considerable expertise and strength that exists within the organization. The CAO will
demonstrate a proven track record as a team-builder, mentor, succession planner, and
developer of talent. The CAO shall be decisive, with flexibility, possessing sufficient business
acumen and political savvy to assist Mayor and Council with complex decisions and guide Town
staff through innovative and challenging initiatives. The CAO shall demonstrate a nuanced
understanding of sustainability and environmental stewardship, community health, and quality
of life for all Town of The Blue Mountains residents.
The following attributes are key to success for any CAO:
•

Strategic – Develops and implements a plan in support of organizational strategic
direction. Demonstrates an understanding of the link between one’s job responsibilities
and overall organizational goals and needs. Performs with the broader goals in mind.

•

Integrity and Honesty – Commits to and respects the spirit and intent behind the rules
and core values of the organization, setting an example of professionalism and ethical
propriety.

•

Citizen/Customer Focused – Anticipates, responds, and attends to the needs of
colleagues and citizens, and other internal and external stakeholders; keeps the citizen or
customer interests in the forefront.

•

Accountable – Holds self and others accountable for responsibilities; focuses on results
and measuring attainment of outcomes in a business focus.

Chief Administrative Officer
Administration

May 2018

Key Duties and Responsibilities
Council Interaction
•

Provide leadership, guidance, and advice to assist Council developing strategic plans,
goals, objectives, and annual priorities;

•

Identify and understand broad issues, problems, and opportunities, and recommend
action To Council;

•

Ensure Council provides guidance to administration in the development of
plans/budgets; and

•

Ensure that Council is given straight ahead, consistent and coherent policy options with
the legal, financial and administrative implications of each choice;

•

Directs the implementation of decisions made by Council as expressed in by-law and
resolution;

•

Provide Council with accurate, comprehensive advice on current status of the fiscal
condition and corporate performance of the Town; and

•

Ensure all decisions are in keeping with the procedural by-law which provides the rules
of order and procedures for the Council and Committees of the Town.

Organization
•

Provide ongoing, consistent leadership to the senior management team and through
them to the organization;

•

Determine appropriate organizational structure; delegate and empower within
reasonable limits; ensure the Town has appropriate succession plans;

•

Ensure the development of business planning and budgets in consultation with the
Senior Management Team through a comprehensive, inclusive, and transparent process;

•

Inspire staff to be the best; maximize the talents of staff by ensuring adequate training,
mentoring, and coaching; determine appropriate performance indicators, recognize and
celebrate good performance results, and deal with poor performance issues fairly and
promptly;

•

Develop new insights into situations; question conventional approaches; encourage new
ideas and innovations; implement new or cutting-edge programs and processes; and

•

Ensure effective and efficient utilization of Town resources (financial, human resources,
and other).

Relationships
Chief Administrative Officer
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•

Be honest, open, and maintain a consistent approach in working with others, with the
ability to build relationships and develop/maintain partnerships with the community,
community leaders, other levels of government, and the media;

•

Treat staff, council, colleagues, and customers with respect; resolves conflicts
respectfully and in a timely manner, negotiate effectively, and provides effective
feedback to colleagues/ employees;

•

Ensure appropriate mechanisms are in place to facilitate community input and engage
the public;

•

Act as the primary staff liaison with senior level County and Provincial Government staff;

•

Clearly present written and verbal information; writes with clarity and purpose;
communicate effectively in both positive and negative circumstances; listen;

•

Key relationships
•

Mayor and Council

•

Grey County Staff,

•

Senior leadership team and staff

•

Community Leaders and Stakeholders

•

Other Municipalities’ staff and elected officials;

•

Promotes a high standard of customer service to the public as well as to all internal
customers; and

•

Performs other duties as required.

Job Details
Hours of Work:

Standard work week Monday to Friday from 8:30 to 4:30 with a 1 hour
lunch break. Required to attend all meetings of Council and other
external meetings after hours.

Direct Reports:
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Overtime:

Not Applicable.

Driver’s License

Required: Yes

Class: G

Education and Experience:
•

University degree with courses in an appropriate discipline (or combination of
education/practical experience equivalent);

Chief Administrative Officer
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•

Extensive experience of more than ten years at senior management level, preferably in
the public sector;

•

Sound knowledge of the Municipal Act;

•

Strong leadership and strategic planning skills;

•

Demonstrated business and political acumen, as well as influencing and motivational
skills;

•

Extensive experience mediating and resolving conflicts and negotiating complex
matters;

•

Strong written and oral communication skills; and

•

Commitment to lifelong learning and knowledge development.

Chief Administrative Officer
Administration

May 2018
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Staff Report
Human Resources
Report To:
Meeting Date:
Report Number:
Subject:
Prepared by:

A.

Council
November 19, 2018
FAF.18.156
CAO Performance Appraisal Process Policy Revised
Jennifer Moreau, Director of Human Resources

Recommendations

THAT Council receive Staff Report FAF.18.156, entitled “CAO Performance Appraisal Process
Policy Revised”; and
AND THAT Council approve the new Corporate Policy POL.COR.18.XX “CAO Performance
Appraisal Process Policy POL.COR.18.XX”;
AND THAT Council rescinds POL.COR.10.17 “CAO Performance Monitoring Policy”.

B.

Overview

This Staff Report provides Council with a new policy to annually assess the performance of the
CAO.

C.

Background

On November 5, 2018 staff brought forward Staff Report FAF.18.145 “CAO Performance
Appraisal Process Policy” for consideration at Committee of the Whole. Council requested
further revisions to the policy and for the policy to be brought back to the next Council meeting
for consideration.

D.

Analysis

Council requested that the policy be revised to include additional Council members to the
annual performance review meeting and that consideration for the coordination of the review
process be contracted to a third party. Changes have been made to the policy and all updates
are highlighted in yellow.

Council
FAF.18.156

E.

November, 19, 2018
Page 2 of 3

The Blue Mountains Strategic Plan

Goal #2:
Engage Our Communities & Partners
Objective #3 Strengthen Partnerships
Goal #4:
Objective #1
Objective #2
Objective #3
Objective #5

F.

Promote a Culture of Organizational & Operational Excellence
To Be an Employer of Choice
Improve Internal Communications Across our Organization
To Consistently Deliver Excellent Customer Service
Constantly Identify Opportunities to Improve Efficiencies and Effectiveness

Environmental Impacts

Not Applicable

G.

Financial Impact

Not Applicable

H.

In Consultation With

John McGee, Member of Council
Shawn Everitt, Interim CAO

I.

Public Engagement

The topic of this Staff Report has not been subject to a Public Meeting and/or a Public
Information Centre as neither a Public Meeting nor a Public Information Centre are required.
Comments regarding this report should be submitted to Jennifer Moreau Director of Human
Resources, hr@thebluemountains.ca.

Council
FAF.18.156

J.

November, 19, 2018
Page 3 of 3

Attached
1. CAO Performance Review Process Policy Revised
2. Staff Report FAF.18. 145 “CAO Performance Appraisal Process Policy”

Respectfully submitted,

Jennifer Moreau
Director of Human Resources
For more information, please contact:
Jennifer Moreau
hr@thebluemountains.ca
519-599-3131 extension 244
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Revised - Policy
POL.COR.18.XX
CAO – Annual Performance Review Process
Policy Type:

Corporate Policy (Approved by Council)

Date Approved: Month, 00, 2018
Department:

Human Resources

Staff Report:

FAF.18.145

By-Law No.:

2018-

Policy Statement
The Chief Administrative Officer (CAO) is the only direct employee of Council, and is the
connecting link between Council and municipal operations. This position derives its authority
under Section 229 of the Municipal Government Act.
•

•

•
•

The CAO is the head of the administrative branch of the government of the municipality
and is responsible to council for the proper administration of the affairs of the
municipality in accordance with the by-laws of the municipality and the policies adopted
by the council;
Council shall communicate with its employees of the municipality solely through the
chief administrative officer, except that the council may communicate directly with
employees of the municipality to obtain or provide information;
Council shall provide direction on the administration, plans, policies and programs of the
municipality to the chief administrative officer; and
No council member, committee or member of a committee established by the council
shall instruct or give instruction to, either publicly or privately, an employee of the
municipality, with the exception of the CAO.

Regular performance reviews ensure that the CAO is provided with accurate and appropriate
feedback with goals of enabling and achievement of corporate objectives and improving
municipal performance.
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Purpose
The performance evaluation of the CAO is a valuable instrument which can serve any or all of
the following purposes:
•
•
•
•
•

To formally discuss the relationship between Council and the CAO;
To ensure that there is clarity with regard to the position expectations of the CAO;
To provide an assessment of the performance of the role, responsibilities and authority
as set out in legislation, Town policy and job description;
To set objectives and criteria for future evaluation; and
To serve as the basis for salary adjustments.

The annual performance review is part of an ongoing performance management process by
which Council and the CAO work together to plan, monitor and review the work objectives and
overall contribution to the organization. This is part of a continuous process of setting
objectives, assessing progress and providing on-going feedback. The annual review of the CAO’s
performance should include the development of measurable criteria that:
Align with the organization’s strategic direction and culture;
•
•
•
•
•
•
•

Are practical and easy to understand and use;
Provide an accurate picture of expectation and performance;
Include a collaborative process for setting goals and reviewing performance based on
two way communication between the Council and CAO;
Monitor and measure results (what) and behaviours (how);
Ensure that administrative work plans support the strategic direction of the
organization;
Identify and recognize accomplishments
Support administrative decision-making

Application
This policy applies to the Chief Administrative Officer as the only employee of Town Council.

Definitions
Goal: A goal is a general statement about a desired outcome with one or more specific
objectives that define in precise terms what is to be accomplished within a designated time
frame. A goal may be performance-related, developmental, a special project, or some
combination.
To be most effective, goals should be SMART:
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Specific – Goal objectives should address the five Ws……who, what, when, where and why.
Goals need to be specific what needs to be done with a set timeframe for completion.
Measurable – Goal objectives should contain clear criteria for determining if the employee
achieved the goal. Goal objectives should include numeric or descriptive measures that identify
quantity, quality, cost, etc. Ideally, this measuring system should allow the employee to be able
to monitor his/her progress along the way.
Achievable – Since goals can and should serve as motivational tools, they should state a target
that is within reach, yet not too easy to accomplish.
Relevant – Goals should be instrumental to the mission of the organizational agenda. Why is
the goal important? How will the goal help the organization achieve its objectives?
Timebound – Goal objectives should identify a target date for completion and/or frequencies
for specific action steps that are important for achieving the goal.

Procedures
Performance Review Timelines:
The Chief Administrative Officer Performance Review is scheduled in November of each year
(with the exception of the election year). All components of the review, including any salary
adjustment will be completed by November 30.
Chief Administrative Officer Review Process:
Step 1: Objectives and Goal Setting
The purpose of this step is for the Chief Administrative Officer and Council to jointly decide on
any personal development goals and establish key performance objectives that are tied to the
annual performance review feedback. These objectives should be established within the
overall context of the Strategic Plan for The Town.
Goals are established based on annual performance review feedback, Town priorities,
initiatives and direction for the coming year. Goal setting for the following year will be
established in December of each year. In Council’s first year of the four-year term goal setting
will be completed in January.
Step 2: Mid – Year Check In
Council and the Chief Administrative Officer meet to discuss progress on the achievement of
key objectives and determine if there are any impediments to success or if objectives need to
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change as a result of a shift in strategic direction or priority. Town Council will also complete a
periodic review of Chief Administrative Officer progress on key objectives through quarterly
strategic objectives updates. The final quarterly update of the year will be a review of the full
years progress towards strategic updates.
Step 3: Annual Performance Review (see detailed schedule below for more details)
Chief Administrative Officer
Chief Administrative Officer prepares a self-assessment of goals, key performance objectives
and accomplishments for the year as well as gathers data from community surveys/feedback
and employee surveys/feedback that reflect the satisfaction and well-being of our community
and our workforce and provides it to the Mayor.
Mayor/Council
Each Town Council member completes the Chief Administrative Officer Performance Review
form individually and forwards it to the Mayor. The Mayor then collates all feedback into a
summary document.
Human Resources
The Director of Human Resources assists the Mayor in coordinating the process flow of the
annual performance review procedure. At the direction of council this coordination may be
contracted to a third-party advisor. During the second year of the council term a formal 360
tool is to be used in the Performance Review. The Director of Human Resources sources and
organizes it. Results of these surveys and the 360 are provided directly to the Mayor. The
Director of Human Resources is responsible to maintain the policy that supports the CAO’s
annual performance review process. The policy will be updated once per term of council based
on feedback from Mayor, Council and CAO.
Pre-Performance Review Meeting
The Mayor collates all information gathered from the Chief Administrative Officer, Council and
the Director of Human Resources and holds a formal meeting with Council to discuss the results
of the review and the level of success in achieving the key objectives. Council feedback is
documented for provision to the Chief Administrative Officer. Council also determines any
salary adjustment (step increase) based on overall performance.

Performance Review Meeting
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The Mayor, Deputy Mayor and the member of Council who has held office the longest meets
with the Chief Administrative Officer to provide formal, documented feedback as gathered
above and to communicate Council’s compensation adjustment decision.
360-Degree Assessment
The 360-degree assessment and feedback will be completed in the fall of the second year of
Council’s four-year term. The 360-degree feedback would be gathered from the CAO, his/her
direct reports and members of Council. An external consultant will be sourced to summarize
the feedback and a summary of the feedback would be provided to the CAO and Mayor. An
executive summary would be provided to Council.
Step 5: Election Year Process
In an election year the annual performance review will be shortened to complete the process
by the end of June. The Mid-Year check-in will be completed in March. The CAO will continue to
provide quarterly updates to Council during the year in open session. All components of the
review, including any salary adjustment will be completed by June 30.
Step 6: Cycle repeats with Step 1.
Detailed Annual Performance Review Schedule
DELIVERABLE
Send reminder of Chief Administrative Officer review
timelines to Mayor, seek direction from Council to
contract coordination of the CAO’s performance appraisal
process to a third party.
Meet with Mayor to discuss components of evaluation,
i.e., 360 feedback, survey of direct reports (as requested),
etc.
Develop and send out surveys for direct reports and/or
others as requested
Source and implement a 360 process/tool for Chief
Administrative Officer (if being used in the year)

WHO

DUE DATE

Director of HR

September 15

Director of
HR/Third Party

September 25

Director of
HR/Third Party

October 1

Director of HR

October 1
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DELIVERABLE
Advise Chief Administrative Officer to complete selfassessment
Advise Council members to complete performance review
document for Chief Administrative Officer
Complete performance review document for the Chief
Administrative Officer, each Council member individually
and submit to Mayor
Complete self-assessment of goals, key performance
objectives and accomplishments, plus gather data from
employee or community surveys or feedback
Collate and summarize Council feedback; collate all other
information gathered and send to Council for review
Meet to discuss Chief Administrative Officer review and
provide overall feedback; decide on salary adjustment
Summarize all feedback from Council into Chief
Administrative Officer performance review document
Meet with Chief Administrative Officer to deliver feedback
and advise of salary adjustment
Advise HR to process salary adjustment for the Chief
Administrative Officer.
Process salary adjustment for Chief Administrative Officer
Develop key performance objectives for coming year

WHO

DUE DATE

Mayor

October 1

Mayor

October 1

Council Members

October 15

Chief
Administrative
Officer

October 15

Mayor

October 20

Mayor and Council

November 1

Mayor & Deputy
Mayor and Senior
Council Member

November 10

Mayor

November 15

Mayor

November 15

Director of HR

November 20

Chief
Administrative
Officer

November 20
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DELIVERABLE
Share and discuss key performance objectives for coming
year with Council; finalize

Mid-year check in

Quarterly strategic priority review with Council (Open
session)

WHO

DUE DATE

Chief
Administrative
Officer, Mayor and
Council

November 30

Chief
Administrative
Officer, Mayor and
Council

May 30

Chief
Administrative
Officer

February, May,
September

Exclusions
This policy applies only to the Chief Administrative Officer.

References and Related Policies
1. Canadian Association of Municipal Administrators (CAMA), CEO Performance Evaluation
Toolkit http://www.camacam.ca/about/resources/cao-performance

Consequences of Non-Compliance
Failure to comply with this policy could lead to a lack of alignment of Council goals and the CAO
goals and a failure to complete strategic actions in a timely manner.

Review Cycle
Council will monitor the effectiveness of this policy and its general compliance. This policy will
be kept up to date and amended accordingly to reflect any changes in response to revised
legislation and applicable standards and guidelines. This policy will be reviewed at least once
per term of council.

Supporting Documents
•
•
•

Annual Goal Setting
Mid-Year Check-In
Chief Administrative Officer Self-Assessment Tool
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•

Annual Performance Review
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Staff Report
Human Resources
Report To:
Meeting Date:
Report Number:
Subject:
Prepared by:

A.

Committee of the Whole
November 5, 2018
FAF.18.145
CAO Performance Appraisal Process Policy
Jennifer Moreau, Director of Human Resources

Recommendations

THAT Council receive Staff Report FAF.18.145, entitled “CAO Performance Appraisal Process
Policy”; and
AND THAT Council approve the new Corporate Policy POL.COR.18.XX “CAO Performance
Appraisal Process Policy POL.COR.18.XX”;
AND THAT Council rescinds POL.COR.10.17 “CAO Performance Monitoring Policy”.

B.

Overview

This Staff Report provides Council with a new policy to annually assess the performance of the
CAO.

C.

Background

The CAO is the sole Employee of Council. Council relies on their CAO to be the link between
them and municipal operations; to implement the municipality’s policies and programs; and, to
help them achieve their strategic goals and objectives. A review of the CAO’s performance
appraisal policy has not been completed since 2010. A sub-committee of Council was appointed
to review and bring forward to Council a revised job description for Council’s consideration and
a revised performance appraisal process. Staff Report FAF.18.63 “Establishing a Chief
Administrative Officer Performance Monitoring Policy Review Committee of Council” outlined
the process for updating the CAO’s job description and performance appraisal process.

D.

Analysis

The sub-committee tasked with reviewing and updating the CAO’s annual performance review
process relied upon the work completed by the Canadian Association of Municipal
Administrators (CAMA).

Committee of the Whole
FAF.18.145
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Page 2 of 3

In a survey conducted by CAMA in 2014, while a majority of elected officials and CAOs indicated
they participated in a performance evaluation process, far less reported they felt prepared for
the process or that the outcomes were tied to actual results. Overwhelmingly, both parties
identified the need for a performance evaluation system benefiting each. As a result, CAMA
developed the CAO Performance Evaluation Toolkit.
The sub-committee has utilized the toolkit to build on foundational steps and core
competencies to help set clear goals for the success of our municipality, to guide and support
the evaluation process, and to foster open conversations between Council and our CAO. A new
policy and process has been developed that sets clear guidelines and accountability to ensure
our process is followed.

E.

The Blue Mountains Strategic Plan

Goal #2:
Engage Our Communities & Partners
Objective #3 Strengthen Partnerships
Goal #4:
Objective #1
Objective #2
Objective #3
Objective #5

F.

Promote a Culture of Organizational & Operational Excellence
To Be an Employer of Choice
Improve Internal Communications Across our Organization
To Consistently Deliver Excellent Customer Service
Constantly Identify Opportunities to Improve Efficiencies and Effectiveness

Environmental Impacts

Not Applicable

G.

Financial Impact

Not Applicable

H.

In Consultation With

John McGee, Member of Council
Michael Martin, Member of Council
Gail Ardiel, Deputy Mayor
Shawn Everitt, Interim CAO

Committee of the Whole
FAF.18.145

I.
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Public Engagement

The topic of this Staff Report has not been subject to a Public Meeting and/or a Public
Information Centre as neither a Public Meeting nor a Public Information Centre are required.
Comments regarding this report should be submitted to Jennifer Moreau Director of Human
Resources, hr@thebluemountains.ca.

J.

Attached

Attachment 1 Staff Report FAF.18.63 Establishing a Chief Administrative Officer
Performance Monitoring Policy Review Committee of Council”
Attachment 2 POL.COR.18.XX CAO Performance Appraisal Process Policy
Appendix 1 – Annual Goal SettingAppendix 2 – Mid-Year Check-In
Appendix 3 – CAO Self-Assessment Evaluation
Appendix 4 – CAO Annual Performance Appraisal
Respectfully submitted,

Jennifer Moreau
Director of Human Resources
For more information, please contact:
Jennifer Moreau
hr@thebluemountains.ca
519-599-3131 extension 244

Attachment 2 - FAF.18.156

Staff Report
Administration
Report To:
Meeting Date:
Report Number:
Subject:
Prepared by:

A.

Committee of the Whole
May 14, 2018
FAF.18.063
Establishing a Chief Administrative Officer Performance Monitoring
Policy Review Committee of Council
Shawn Everitt, Interim Chief Administrative Officer

Recommendations

THAT Council receive Staff Report FAF.18.063, entitled “Establishing a Chief Administrative
Officer Performance Monitoring Policy Review Committee of Council” for information;
AND THAT Council select 3 members of Council to sit on the Chief Administrative Officer
Performance Evaluation Policy Review Committee.

B.

Overview

This report provides Council the opportunity to select three of its members to review the
current Policy related to Performance Monitoring of the Chief Administrative Officer and the
Chief Administrative Officer Job Description and bring forward to a future meeting of Council a
revised draft Chief Administrative Officer Performance Monitoring Policy and Revised draft
Chief Administrative Officer Job Description for consideration of Council.

C.

Background

The position of Chief Administrative Officer is most commonly referred to as the CAO.
Included in this report as (attachment 1) Staff Report CAO.10.16 “Amended CAO Performance
Monitoring Policy and Procedures” was approved by a previous Council and (attachment 2)
POL.COR.10.17 “CAO Monitoring Policy” is the approved Policy and Procedure for monitoring
the Chief Administrative Officer.
Staff brings forward this report to establish a three member committee made exclusively of
members of Council to review and provide a draft Chief Administrative Officer Performance
Monitoring Policy and draft Chief Administrative Officer Job Description to Council through a
future staff report.
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Staff is recommending that the report be drafted by the committee and recommendations be
presented by the committee members to the rest of Council. This Policy and the draft Chief
Administrative Officer Job Description are key Policies and decisions for Council to bring
forward.

D.

Analysis

The Chief Administrative Officer is the sole Employee of Council. The Job Description that
outlines the expectations and duties of such a position is of significant importance and key to
the success of the management and operation of the Corporation.
Staff recommends that the committee work with the Manager of Human Resources to review
and provide recommendations to Council on updating the existing Chief Administrative Officer
Job Description.
The Manager of Human Resources role on this Committee is purely a staff resource, to provide
information, supporting documentation and material in the review process. Staff have
currently initiated a process that has provided examples of best practice policies and evaluation
tools. In addition, a variety of recently developed Chief Administrative Officer Job Descriptions
for the committee to review and consider have been received.
The purpose of this exercise is to create a strong base, establish an updated Chief
Administrative Officer Job Description and a clear Chief Administrative Officer Performance
Monitoring Plan and Procedure including the tools to implement and complete the process
effectively on a routine basis.

E.

The Blue Mountains Strategic Plan

Goal #4:

F.

Promote a Culture of Organizational & Operational Excellence

Environmental Impacts

None

G.

Financial Impact

None at this time

H.

In consultation with

Council
Senior Management Team
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I.

Attached

1.
2.

Staff Report CAO.10.16 Amended CAO Performance Monitoring Policy and Procedures
POL.COR.10.17 CAO Performance Monitoring Policy

Respectfully Submitted,

Shawn Everitt
Interim CAO

For more information, please contact:
Shawn Everitt
severitt@thebluemountains.ca
519-599-3131 extension 234
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TOWN OF THE BLUE MOUNTAINS

POLICY & PROCEDURES

Subject Title:

CAO Performance Monitoring

Corporate Policy (Approved by Council)

X

Policy Ref. No.: POL.COR.10.17

Administrative Policy (Approved by CAO)

By-law No.:

Department Policy: (Approved by Mgr.)

Name of Dept.: Administration

Date Approved: September 13, 2010

Staff Report:

NA

CAO.10.16

Policy Statement
Systematic and continuous monitoring of the Chief Administrative Officer’s (CAO)
job performance will be measured against the responsibilities and duties of the
CAO and expected results to be achieved by the CAO. This will include setting
goals for the CAO annually.
Purpose
The purpose of this policy is to provide clear and concise direction on evaluating
the performance of the CAO.
The Mayor and Deputy Mayor and/or other members of Council shall meet
quarterly with the CAO to discuss the CAO’s execution of his/her responsibilities
and duties and progress on the CAO’s goals. This will provide an opportunity to
revise the goals and to identify any new concerns. This will help ensure that there
are no major surprises in the Annual Performance Review.
The CAO’s salary will be reviewed annually and adjusted as part of the
monitoring and assessment process if appropriate, in order to provide fair and
reasonable compensation for the quality of the job being performed by the CAO.
Application
The purpose of monitoring is to determine the degree to which Council policies
and expectations are met as well as the degree to which the CAO has executed
his/her responsibilities and duties.
Council will set annual goals for the CAO, in consultation with the CAO, which
are measurable. Each action shall have a target date for completion.
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In every case, the standard for assessing CAO compliance with Council policies
and achieving the set of goals shall be based upon reasonable interpretation of
the Council direction by the CAO.
Performance of the CAO will be monitored at least at a frequency as outlined in
the Ontario Municipal Act and by a method determined by Council.
Procedures
1.

A majority of Council, in consultation with the CAO, may decide to engage
a process facilitator to assist with the CAO’s annual work performance
process or to conduct the evaluation without a facilitator. A majority of
Council may decide to engage the services of the Manager of Human
Resources to contract an external facilitator. If the Manager is involved,
he/she shall meet with Council to discuss this matter.

2.

The process shall normally commence in late spring or early summer of
each year. Council may, however, initiate a performance review at any
time.

3.

In April or May, the Manager of Human Resources shall consult with
Council in consultation with the CAO regarding the selection of the
facilitator.

4.

Council and the CAO shall review the previous year’s assessment tool
and determine the content of the assessment tool for the current year. If
Council and the CAO do not agree on the assessment tool, the majority of
Council shall determine the format and content of the assessment tool.
The tool may be adjusted to include assessment of special projects or
assigned issues that may arise later during the year.

5.

In non-election years, Council and the CAO shall review the initial
performance assessment tool again during December to decide what
additional special projects or assigned issues need to be added. In
election years, the entire tool shall be reviewed with the new Council, who
will be encouraged to keep major changes to a minimum in order to
preserve continuity in the interest of fairness to the CAO.

6.

During December, Council and the CAO shall determine whether to
include the use of 360-degree input into the next year’s process. If Council
and the CAO do not agree, the majority of Council shall determine t h e
extent of the 360- degree input.

7

If there is agreement to use a 360-degree process, Council and the CAO
shall determine the sources of input into the 360-degree review. All of the
input shall be kept completely confidential and may be submitted
anonymously with the permission of the participant.
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a) The facilitator shall prepare a 360-degree review process to
complement the main assessment tool. Council, in consultation
with the CAO and the facilitator, shall complete the development
for the review process in January.
b) Before the end of January, the 360-degree review questionnaire
shall be sent to the parties providing input with a request for
response by the end of February.
c) Before the end of January, Council members shall be asked to
complete their initial assessment of the CAO and provide their
response to the facilitator by the end of February.
8.

The information shall be consolidated and only composite results shall be
released to members of Council by the first week of March. At this point
the CAO shall not receive any of the input.

9.

A closed session of Council shall be scheduled with the facilitator and
Council shall attempt to arrive at a consensus that will become the final
evaluation. The facilitator shall take notes and prepare a draft of the
corresponding portion of the evaluation.
Council shall determine which, if any, of the raw material gathered should
be provided to the CAO. Any information provided shall be provided in
composite detail without identifying any individual or group of individuals.
Council shall determine the CAO’s salary. The Manager of Human
Resources shall gather salary data from the comparators as agreed upon.
If there is a fully satisfactory performance rating of the CAO, the CAO’s
salary should be established between the 45th and 65th percentile of
the Town Comparator Group effective January 1 of that calendar year.

10.

Council will take about 2 weeks to review the final document. The
document shall be signed by the Mayor and Deputy Mayor and
presented to the CAO by the end of March by the Mayor and Deputy
Mayor. If a majority of Council determines that minor modifications are
required during the two week review period, the facilitator shall solicit
input and confirm the revisions with all members of Council.

11.

The CAO shall then draft an Action Plan for the next year to be presented
to Council within 30 days. The Plan shall have goals, specific measurable
actions and anticipated completion dates. When Council accepts the
Action Plan, the Mayor and CAO will sign and date the Plan. The Plan will
be reviewed quarterly and be revised as required. Council shall meet with
the CAO quickly and between the quarterly reviews should any
performance issue arise and the Plan would be revised accordingly.
Council will discuss the Plan and any revisions with the CAO.
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Review Cycle
This policy will be reviewed annually by the CAO and Council.

(Signature)

- 4-

September 9.2010 Verso
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Policy Statement
The Chief Administrative Officer (CAO) is the only direct employee of Council, and is the
connecting link between Council and municipal operations. This position derives its authority
under Sections 28, 30 and 31 of the Municipal Government Act.
•

•

•
•

The CAO is the head of the administrative branch of the government of the municipality
and is responsible to council for the proper administration of the affairs of the
municipality in accordance with the by-laws of the municipality and the policies adopted
by the council;
Council shall communicate with its employees of the municipality solely through the
chief administrative officer, except that the council may communicate directly with
employees of the municipality to obtain or provide information;
Council shall provide direction on the administration, plans, policies and programs of the
municipality to the chief administrative officer; and
No council member, committee or member of a committee established by the council
shall instruct or give instruction to, either publicly or privately, an employee of the
municipality, with the exception of the CAO.

Regular performance reviews ensure that the CAO is provided with accurate and appropriate
feedback with goals of enabling and achievement of corporate objectives and improving
municipal performance.
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Purpose
The performance evaluation of the CAO is a valuable instrument which can serve any or all of
the following purposes:
•
•
•
•
•

To formally discuss the relationship between Council and the CAO;
To ensure that there is clarity with regard to the position expectations of the CAO;
To provide an assessment of the performance of the role, responsibilities and authority
as set out in legislation, Town policy and job description;
To set objectives and criteria for future evaluation; and
To serve as the basis for salary adjustments.

The annual performance review is part of an ongoing performance management process by
which Council and the CAO work together to plan, monitor and review the work objectives and
overall contribution to the organization. This is part of a continuous process of setting
objectives, assessing progress and providing on-going feedback. The annual review of the CAO’s
performance should include the development of measurable criteria that:
Align with the organization’s strategic direction and culture;
•
•
•
•
•
•
•

Are practical and easy to understand and use;
Provide an accurate picture of expectation and performance;
Include a collaborative process for setting goals and reviewing performance based on
two way communication between the Council and CAO;
Monitor and measure results (what) and behaviours (how);
Ensure that administrative work plans support the strategic direction of the
organization;
Identify and recognize accomplishments
Support administrative decision-making

Application
This policy applies to the Chief Administrative Officer as the only employee of Town Council.

Definitions
Goal: A goal is a general statement about a desired outcome with one or more specific
objectives that define in precise terms what is to be accomplished within a designated time
frame. A goal may be performance-related, developmental, a special project, or some
combination.
To be most effective, goals should be SMART:
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Specific – Goal objectives should address the five Ws……who, what, when, where and why.
Goals need to be specific what needs to be done with a set timeframe for completion.
Measurable – Goal objectives should contain clear criteria for determining if the employee
achieved the goal. Goal objectives should include numeric or descriptive measures that identify
quantity, quality, cost, etc. Ideally, this measuring system should allow the employee to be able
to monitor his/her progress along the way.
Achievable – Since goals can and should serve as motivational tools, they should state a target
that is within reach, yet not too easy to accomplish.
Relevant – Goals should be instrumental to the mission of the organizational agenda. Why is
the goal important ? How will the goal help the organization achieve its objectives
Timebound – Goal objectives should identify a target date for completion and/or frequencies
for specific action steps that are important for achieving the goal.

Procedures
Performance Review Timelines:
The Chief Administrative Officer Performance Review is scheduled in November of each year
(with the exception of the election year). All components of the review, including any salary
adjustment will be completed by November 30.
Chief Administrative Officer Review Process:
Step 1: Objectives and Goal Setting
The purpose of this step is for the Chief Administrative Officer and Council to jointly decide on
any personal development goals and establish key performance objectives that are tied to the
annual performance review feedback. These objectives should be established within the
overall context of the Strategic Plan for The Town.
Goals are established based on annual performance review feedback, Town priorities,
initiatives and direction for the coming year. Goal setting for the following year will be
established in December of each year. In Council’s first year of the four-year term goal setting
will be completed in January.
Step 2: Mid – Year Check In
Council and the Chief Administrative Officer meet to discuss progress on the achievement of
key objectives and determine if there are any impediments to success or if objectives need to
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change as a result of a shift in strategic direction or priority. Town Council will also complete a
periodic review of Chief Administrative Officer progress on key objectives through quarterly
strategic objectives updates. The final quarterly update of the year will be a review of the full
years progress towards strategic updates.
Step 3: Annual Performance Review (see detailed schedule below for more details)
Chief Administrative Officer
Chief Administrative Officer prepares a self-assessment of goals, key performance objectives
and accomplishments for the year as well as gathers data from community surveys/feedback
and employee surveys/feedback that reflect the satisfaction and well-being of our community
and our workforce and provides it to the Mayor.
Mayor/Council
Each Town Council member completes the Chief Administrative Officer Performance Review
form individually and forwards it to the Mayor. The Mayor then collates all feedback into a
summary document.
Human Resources
The Director of Human Resources assists the Mayor in coordinating the process flow of the
annual performance review procedure. During the second year of the council term a formal
360 tool is to be used in the Performance Review. The Director of Human Resources sources
and organizes it. Results of these surveys and the 360 are provided to the Mayor. The Director
of Human Resources is responsible to maintain the policy that supports the CAO’s annual
performance review process. The policy will be updated once per term of council based on
feedback from Mayor, Council and CAO.
Pre-Performance Review Meeting
The Mayor collates all information gathered from the Chief Administrative Officer, Council and
the Director of Human Resources and holds a formal meeting with Council to discuss the results
of the review and the level of success in achieving the key objectives. Council feedback is
documented for provision to the Chief Administrative Officer. Council also determines any
salary adjustment (step increase) based on overall performance.
Performance Review Meeting
The Mayor meets with the Chief Administrative Officer to provide formal, documented
feedback as gathered above and to communicate Council’s compensation adjustment decision.
360-Degree Assessment
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The 360-degree assessment and feedback will be completed in the fall of the second year of
Council’s four-year term. The 360-degree feedback would be gathered from the CAO, his/her
direct reports and members of Council. An external consultant will be sourced to summarize
the feedback and a summary of the feedback would be provided to the CAO and Mayor. An
executive summary would be provided to Council.
Step 5: Election Year Process
In an election year the annual performance review will be shortened to complete the process
by the end of June. The Mid-Year check-in will be completed in March. The CAO will continue to
provide quarterly updates to Council during the year in open session. All components of the
review, including any salary adjustment will be completed by June 30.
Step 6: Cycle repeats with Step 1.
Detailed Annual Performance Review Schedule
DELIVERABLE
Send reminder of Chief Administrative Officer review
timelines to Mayor
Meet with Mayor to discuss components of evaluation,
i.e., 360 feedback, survey of direct reports (as requested),
etc.
Develop and send out surveys for direct reports and/or
others as requested
Source and implement a 360 process/tool for Chief
Administrative Officer (if being used in the year)
Advise Chief Administrative Officer to complete selfassessment
Advise Council members to complete performance review
document for Chief Administrative Officer

WHO

DUE DATE

Director of HR

September 15

Director of HR

September 25

Director of HR

October 1

Director of HR

October 1

Mayor

October 1

Mayor

October 1
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Complete performance review document for the Chief
Administrative Officer, each Council member individually
and submit to Mayor
Complete self-assessment of goals, key performance
objectives and accomplishments, plus gather data from
employee or community surveys or feedback
Collate and summarize Council feedback; collate all other
information gathered and send to Council for review
Meet to discuss Chief Administrative Officer review and
provide overall feedback; decide on salary adjustment
Summarize all feedback from Council into Chief
Administrative Officer performance review document
Meet with Chief Administrative Officer to deliver feedback
and advise of salary adjustment
Advise HR to process salary adjustment for the Chief
Administrative Officer.
Process salary adjustment for Chief Administrative Officer
Develop key performance objectives for coming year

Share and discuss key performance objectives for coming
year with Council; finalize

Mid-year check in

Council Members

October 15

Chief
Administrative
Officer

October 15

Mayor

October 20

Mayor and Council

November 1

Mayor

November 10

Mayor

November 15

Mayor

November 15

Director of HR

November 20

Chief
Administrative
Officer

November 20

Chief
Administrative
Officer, Mayor and
Council

November 30

Chief
Administrative
Officer, Mayor and
Council

May 30
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Quarterly strategic priority review with Council (Open
session)

Chief
Administrative
Officer

February, May,
September

Exclusions
This policy applies only to the Chief Administrative Officer.

References and Related Policies
1. Canadian Association of Municipal Administrators (CAMA), CEO Performance Evaluation
Toolkit http://www.camacam.ca/about/resources/cao-performance

Consequences of Non-Compliance
Failure to comply with this policy could lead to a lack of alignment of Council goals and the CAO
goals and a failure to complete strategic actions in a timely manner.

Review Cycle
Council will monitor the effectiveness of this policy and its general compliance. This policy will
be kept up to date and amended accordingly to reflect any changes in response to revised
legislation and applicable standards and guidelines. This policy will be reviewed at least once
per term of council.

Supporting Documents
•
•
•
•

Annual Goal Setting
Mid-Year Check-In
Chief Administrative Officer Self-Assessment Tool
Annual Performance Review
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Annual Goal Setting
Appendix 1

CAO – Annual Performance Review Process

(To Be Completed by Chief Administrative Officer & Council)
Goals will be SMART:
Specific – Goal objectives should address the five Ws……who, what, when, where and why.
Goals need to be specific what needs to be done with a set timeframe for completion.
Measurable – Goal objectives should contain clear criteria for determining if the employee
achieved the goal. Goal objectives should include numeric or descriptive measures that identify
quantity, quality, cost, etc. Ideally, this measuring system should allow the employee to be able
to monitor his/her progress along the way.
Achievable – Since goals can and should serve as motivational tools, they should state a target
that is within reach, yet not too easy to accomplish.
Relevant – Goals should be instrumental to the mission of the organizational agenda. Why is
the goal important ? How will the goal help the organization achieve its objectives
Timebound – Goal objectives should identify a target date for completion and/or frequencies
for specific action steps that are important for achieving the goal.

Performance Objectives

Objective 1: End of Year Comments (Chief Administrative Officer)
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End of Year Comments (Town Council)

Objective 2:

End of Year Comments (Chief Administrative Officer)

End of Year Comments (Town Council)

Objective 3:
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End of Year Comments (Chief Administrative Officer)

End of Year Comments (Town Council)

Objective 4:

End of Year Comments (Chief Administrative Officer)

End of Year Comments (Town Council)
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Objective 5:
End of Year Comments (Chief Administrative Officer)

End of Year Comments (Town Council)

Summary Ratings
Exceeded all Objectives

Met ALL and Exceeded
Most Objectives

Met All Objectives

Met Some Objectives

Did Not Meet
Objectives

POL.COR.18.XX
Appendix 2 – Mid-Year Check-in

Mid-Year Check-in
Appendix 2

CAO – Annual Performance Review Process
(To be completed by CAO & Council)
Mid-Year Check-In

Performance Objective Comments
(For example, any changes to objectives.)

Objectives 1-5 (list from Annual Goal Setting Appendix 1):

Mid-Year Comments (Chief Administrative Officer)
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POL.COR.18.XX
Appendix 2 – Mid-Year Check-in
Mid-Year Comments (Town Council)
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CAO Annual Self-Assessment
Appendix 3

CAO – Annual Performance Review Process
(to be completed by the CAO)
Instructions
In this section, provide concrete examples of situations where expectations were met or
exceeded or where improvement is needed. Where improvement is required, there should be
details and examples in the comments section, and where performance has been exceptional,
this should also be acknowledged with comments and specific examples.
Definitions:
Rating

Description

Exceeds Expectations

Substantially and consistently exceeds established standards and
expectations. Constantly makes an observable and measurable
contribution to the Town. Would be very difficult to improve on the
employee’s performance.

Frequently Exceeds
Expectations

More than “doing a good job”; fully engaged in performance and
achievement of standards and expectations. Displays a high level of
competence and superior performance above standards and
expectations.

Meets Expectations

Most people meet expectations most of the time. This implies that
they are performing as expected for their role(s), level of skill, and
experience. Employee is competent and qualified in the position.

Below Expectations

Performance sometimes meets established standards and
expectations, but not on a consistent basis; or some skills meet
expectations but others need some improvement (rating may be
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Rating

Description
reasonable at a probationary review). Plans should be outlined (see
below) to help the individual improve the consistency of their
performance or sharpen specific skills.

Needs Significant
Improvement

Performance is consistently below established standards and
expectations. Frequent and ongoing direction is required. Specific
plans, with targets and timelines, should be outlined in a Performance
Improvement Plan to help the individual improve.

1. Interpersonal Effectiveness
Communication & Interaction
•
•
•
•
•

Demonstrates the ability to listen and respond in a manner that ensures effective
interactions and facilitates understanding.
Encourages full expression of ideas, opinions and concerns
Able to deliver difficult messages effectively and diffuse high tension situations with
skill.
Builds trust through presenting ideas clearly and effectively listening to others, even
when not in agreement.
Able to effectively engage the media when call upon to do so.

Teamwork & Co-operation:
•
•
•
•

Effectively gains the trust and support of others and skillfully negotiates win/win
outcomes.
Respects team decisions while having the ability to challenge others on the team to
“think outside the box”.
Demonstrates the ability to harmonize and foster appreciation of different thinking,
working and problem solving styles.
Identifies and fosters strategic alliances and partnerships.

Influencing Others
•
•
•

Effectively communicates organizational strategies so they are well understood and staff
is motivated and engaged in achieving them.
Ability to positively influence others through communication and interaction skills and
to effectively get ideas and information across to others.
Provides visible and effective support and leadership of corporate initiatives.
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Comments/Examples:

Expectation Rating Exceeds
All

Frequently
Exceeds all

Meets All
Expectations

Below
Expectations

Needs
Significant
Improvement

Communication
Teamwork And
Cooperation
Influencing Others
2. Knowledgeable
Business & Political Acumen:
•
•
•
•
•
•
•
•

Understands the key business priorities of the organization
Provides sound, unbiased advice, recommendations and guidance to the Mayor and
Council on the full range of municipal activities.
Establishes an interactive and integrated strategic planning process with all
stakeholders, based on accurate readings of the environment, customer wants and
needs.
Able to assess results, predict problems and roadblocks, adjust schedules, tasks, people
and priorities appropriately.
Able to build and act on customer/community needs, problems, opportunities and
possibilities.
Creates a customer focused culture, ensuring business strategy is linked to creating
value for customers
Maintains trust and confidence of elected officials and the public.
Anticipates the possible impacts of decisions in the political context.

Conceptual & Analytical Thinking:
•
•

Demonstrates the ability to gather needed information, assesses results and forecast
needed resources.
Cuts through complexities to identify critical issues.

Attachment 2 - FAF.18.156

Decision Making:
•
•
•

Analyses all factors involved to reach a sound conclusion
Helps team members evaluate alternatives to reach a realistic solution
Makes sound recommendations

Comments/Examples:
Expectation Rating Exceeds
All

Frequently
Exceeds all

Meets All
Expectations

Below
Expectations

Needs
Significant
Improvement

Business &
Political Acumen
Conceptual &
Analytical Thinking
Decision Making
3. Performance Oriented
Achievement/Goal Oriented:
•
•
•
•

Correctly scopes out length and difficulty of projects/work, sets goals and objectives
accordingly and attends to a broad range of activities at the same time.
Demonstrates the ability to create plans/programs that support the Town’s corporate
vision.
Produces high quality results
Delivers on commitments

Personal Effectiveness:
•
•
•
•

Knows what needs to be done by oneself and when to seek help or resources from
others
Demonstrates ability to trust others to perform by delegating both routine and nonroutine work and decisions.
Shares both accountability and responsibility with others.
Maintains a high degree of personal integrity and commitment.
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Flexibility:
•
•
•
•
•
•

Analyses organization issues and challenges to be addressed by changes and
incorporates new requirements into role.
Looks for creative solutions that support a culture of continuous improvement and
innovation.
Maintains an open mind to new and different ways of thinking and working
Appreciates different and opposing views
Maintains composure and a positive attitude when under stress and pressure
Comments/Examples

Expectation Rating Exceeds
All

Frequently
Exceeds all

Meets All
Expectations

Below
Expectations

Needs
Significant
Improvement

Achievement/Goal
Oriented
Personal
Effectiveness
Flexibility
4.Engaged
Committed to Organizational Goals:
•
•
•

Aligns behaviour with corporate values, principles, and goals
Makes choices and sets priorities in alignment with the strategic direction of The Town.
Demonstrates initiative when a problem exists and offers solutions.

Leadership
•
•
•
•

Creates and nurtures a culture that attracts, retains and motivates talented people who
achieve results though support and collaborative expertise.
Ability to develop a collective vision amongst employees.
Fosters an environment of empowerment at all levels in the organization
Viewed as a change leader; identifies and successfully pursues opportunities that add
value
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•
•
•
•

Challenges others to achieve beyond their expectations and values the contributions of
others.
Able to clearly communicate the strategy of a change process and to create plans,
structures and resources to support the change initiative.
Provides quality feedback and coaching on a regular and timely basis
Demonstrates and takes a leadership role to ensure the health, wellness and safety of
the work environment

Comments/Examples:
Expectation Rating Exceeds
All

Frequently
Exceeds all

Meets All
Expectations

Below
Expectations

Needs
Significant
Improvement

Committed to
Organizational
Goals
Leadership
5. Overall Performance of the Town
Internal Indicators:
•
•
•
•
•

Prudent and strategic financial plans and decisions are demonstrated.
Proactive method in dealing with changes and growth within the Town.
Successful coordination and assistance in communicating Council priorities to the
organization.
Meeting or exceeding established budget targets.
Demonstrable progress on Council’s Strategic Priorities

External Indicators
•
•
•
•
•
•

Public input is proactively gathered on the performance of the Town.
The “development community” understands the Town’s guidelines and requirements.
Supports & encourages initiatives that improve the real and perceived safety of the
community.
Public concerns are addressed appropriately and in a timely manner.
Demonstrates collaborative & positive relationships with other municipalities on a
provincial scope.
Leadership and active participation in support of regional initiatives and programs.
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Expectation Rating Exceeds
All

Frequently
Exceeds all

Meets All
Expectations

Below
Expectations

Needs
Significant
Improvement

Internal Indicators
External Indicators

Achievement of Goals :
Goals
1

Results
achieved
(Y/N)

Comments

2
3
4
5
Overall comments on what affected my performance this year (either positively or negatively):
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CAO Annual Performance Appraisal
Appendix 4

CAO – Annual Performance Review Process
(to be completed by Council)
Instructions
In this section, provide concrete examples of situations where expectations were met or
exceeded or where improvement is needed. Where improvement is required, there should be
details and examples in the comments section, and where performance has been exceptional,
this should also be acknowledged with comments and specific examples.
Definitions:
Rating

Description

Exceeds Expectations

Substantially and consistently exceeds established standards and
expectations. Constantly makes an observable and measurable
contribution to the Town. Would be very difficult to improve on the
employee’s performance.

Frequently Exceeds
Expectations

More than “doing a good job”; fully engaged in performance and
achievement of standards and expectations. Displays a high level of
competence and superior performance above standards and
expectations.

Meets Expectations

Most people meet expectations most of the time. This implies that
they are performing as expected for their role(s), level of skill, and
experience. Employee is competent and qualified in the position.

Below Expectations

Performance sometimes meets established standards and
expectations, but not on a consistent basis; or some skills meet
expectations but others need some improvement (rating may be
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reasonable at a probationary review). Plans should be outlined (see
below) to help the individual improve the consistency of their
performance or sharpen specific skills.
Needs Significant
Improvement

Performance is consistently below established standards and
expectations. Frequent and ongoing direction is required. Specific
plans, with targets and timelines, should be outlined in a Performance
Improvement Plan to help the individual improve.

1. Interpersonal Effectiveness
Communication & Interaction
•
•
•
•
•

Demonstrates the ability to listen and respond in a manner that ensures effective
interactions and facilitates understanding.
Encourages full expression of ideas, opinions and concerns
Able to deliver difficult messages effectively and diffuse high tension situations with
skill.
Builds trust through presenting ideas clearly and effectively listening to others, even
when not in agreement.
Able to effectively engage the media when call upon to do so.

Teamwork & Co-operation:
•
•
•
•

Effectively gains the trust and support of others and skillfully negotiates win/win
outcomes.
Respects team decisions while having the ability to challenge others on the team to
“think outside the box”.
Demonstrates the ability to harmonize and foster appreciation of different thinking,
working and problem solving styles.
Identifies and fosters strategic alliances and partnerships.

Influencing Others
•
•
•

Effectively communicates organizational strategies so they are well understood and staff
is motivated and engaged in achieving them.
Ability to positively influence others through communication and interaction skills and
to effectively get ideas and information across to others.
Provides visible and effective support and leadership of corporate initiatives.

Comments/Examples:
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Expectation Rating Exceeds
All

Frequently
Exceeds all

Meets All
Expectations

Below
Expectations

Needs
Significant
Improvement

Communication
Teamwork And
Cooperation
Influencing Others
2. Knowledgeable
Business & Political Acumen:
•
•
•
•
•
•
•
•

Understands the key business priorities of the organization
Provides sound, unbiased advice, recommendations and guidance to the Mayor and
Council on the full range of municipal activities.
Establishes an interactive and integrated strategic planning process with all
stakeholders, based on accurate readings of the environment, customer wants and
needs.
Able to assess results, predict problems and roadblocks, adjust schedules, tasks, people
and priorities appropriately.
Able to build and act on customer/community needs, problems, opportunities and
possibilities.
Creates a customer focused culture, ensuring business strategy is linked to creating
value for customers
Maintains trust and confidence of elected officials and the public.
Anticipates the possible impacts of decisions in the political context.

Conceptual & Analytical Thinking:
•
•

Demonstrates the ability to gather needed information, assesses results and forecast
needed resources.
Cuts through complexities to identify critical issues.

Decision Making:
•
•

Analyses all factors involved to reach a sound conclusion
Helps team members evaluate alternatives to reach a realistic solution
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•

Makes sound recommendations

Comments/Examples:
Expectation Rating Exceeds
All

Frequently
Exceeds all

Meets All
Expectations

Below
Expectations

Needs
Significant
Improvement

Business &
Political Acumen
Conceptual &
Analytical Thinking
Decision Making
3. Performance Oriented
Achievement/Goal Oriented:
•
•
•
•

Correctly scopes out length and difficulty of projects/work, sets goals and objectives
accordingly and attends to a broad range of activities at the same time.
Demonstrates the ability to create plans/programs that support the Town’s corporate
vision.
Produces high quality results
Delivers on commitments

Personal Effectiveness:
•
•
•
•

Knows what needs to be done by oneself and when to seek help or resources from
others
Demonstrates ability to trust others to perform by delegating both routine and nonroutine work and decisions.
Shares both accountability and responsibility with others.
Maintains a high degree of personal integrity and commitment.

Flexibility:
•

Analyses organization issues and challenges to be addressed by changes and
incorporates new requirements into role.
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•
•
•
•

Looks for creative solutions that support a culture of continuous improvement and
innovation.
Maintains an open mind to new and different ways of thinking and working
Appreciates different and opposing views
Maintains composure and a positive attitude when under stress and pressure

Comments/Examples
Expectation Rating Exceeds
All

Frequently
Exceeds all

Meets All
Expectations

Below
Expectations

Needs
Significant
Improvement

Achievement/Goal
Oriented
Personal
Effectiveness
Flexibility
4.Engaged
Committed to Organizational Goals:
•
•
•

Aligns behaviour with corporate values, principles, and goals
Makes choices and sets priorities in alignment with the strategic direction of The Town.
Demonstrates initiative when a problem exists and offers solutions.

Leadership
•
•
•
•
•
•

Creates and nurtures a culture that attracts, retains and motivates talented people who
achieve results though support and collaborative expertise.
Ability to develop a collective vision amongst employees.
Fosters an environment of empowerment at all levels in the organization
Viewed as a change leader; identifies and successfully pursues opportunities that add
value
Challenges others to achieve beyond their expectations and values the contributions of
others.
Able to clearly communicate the strategy of a change process and to create plans,
structures and resources to support the change initiative.
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•
•

Provides quality feedback and coaching on a regular and timely basis
Demonstrates and takes a leadership role to ensure the health, wellness and safety of
the work environment

Comments/Examples:
Expectation Rating Exceeds
All

Frequently
Exceeds all

Meets All
Expectations

Below
Expectations

Needs
Significant
Improvement

Committed to
Organizational
Goals
Leadership
5. Overall Performance of the Town
Internal Indicators:
•
•
•
•
•

Prudent and strategic financial plans and decisions are demonstrated.
Proactive method in dealing with changes and growth within the Town.
Successful coordination and assistance in communicating Council priorities to the
organization.
Meeting or exceeding established budget targets.
Demonstrable progress on Council’s Strategic Priorities

External Indicators
•
•
•
•
•
•

Public input is proactively gathered on the performance of the Town.
The “development community” understands the Town’s guidelines and requirements.
Supports & encourages initiatives that improve the real and perceived safety of the
community.
Public concerns are addressed appropriately and in a timely manner.
Demonstrates collaborative & positive relationships with other municipalities on a
provincial scope.
Leadership and active participation in support of regional initiatives and programs.
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Expectation Rating Exceeds
All

Frequently
Exceeds all

Meets All
Expectations

Below
Expectations

Internal Indicators
External Indicators
Achievement of Goals :

Goals
1

Results
achieved
(Y/N)

2
3
4
5

Areas of strength that is identified in the CAO:

Areas where growth is required:

Comments

Needs
Significant
Improvement
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Hiring of Employees Policy
POL.COR.07.06
Policy Type:

Corporate Policy

Date Approved: November 6, 2017
Department:

Human Resources

Staff Report:

FAF.17.128

By-Law No.:

N/A

Policy Statement
The Hiring Policy is intended to support the Town of The Blue Mountains commitment to higher
performance and to provide equal access to employment, promotions, transfers and career
opportunities for all employees or prospective employees based upon leadership, management
and technical skills.
The Corporation’s Hiring Policy shall be utilized to attract and select qualified and competent
candidates to meet the immediate staffing needs of the Corporation and to anticipate and plan
recruitment needs through progression and succession planning in consultation with the Senior
Management Team and their respective Departments.

Purpose
The purpose of this policy is to provide direction and consistency for the recruitment and
selection of approved staff in the Town of The Blue Mountains.

Application
The Policy shall apply to the hiring of a Chief Administrative Officer (CAO) by Council, the hiring
of members of the Senior Management Team by the CAO subject to approval by Council and
the hiring of all other Town staff by the CAO. The CAO may authorize a member of the Senior
Management Team and/or designate(s) to assume his/her authority as he/she so chooses.
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Definitions
“Temporary Contract Employee” means a full or part-time employee who is hired for a specific
time and/or specific job or project and whose employment is terminated upon completion of
that period, job, or project.
“Employee” means a permanent employee filling an approved position.
“Nepotism” the practice among those with power or influence of favoring relatives or friends,
especially by giving them jobs.
“Part Time Employee” means an employee who is hired for work of a part time, seasonal, or
casual nature.
“Permanent Employee” means a full-time employee who has satisfactorily completed his/her
probationary period of employment and has been placed on permanent staff of the Town of
The Blue Mountains.
“Probationary Employee” means an employee in good standing who is being considered by
the Town of The Blue Mountains for permanent employment subject to the satisfactory
completion of the probationary period.
“SMT” means the Senior Management Team members responsible for Departments or
Divisions.
“Selection Committee” means that Committee created from time to time to undertake the
recruitment and selection process.
“Town” means the Corporation of The Town of The Blue Mountains.
“Years of Service” means the length of continuous service of a permanent employee including
the probation period.

Procedures
1. General Recruitment
The process for hiring the CAO will be at the direction of Council approved by Council.
For all new positions below the level of CAO the Department Head and/or designate(s) will
firstly identify staffing requirements through the annual budget process. For non-budgeted
personnel, the Department Head, in consultation with the Chief Administrative Officer, shall
present a report to Council for consideration.
Replacement of budgeted vacant positions is not automatic and the most efficient and
economical use of staff complement is a priority for the SMT. Should the Department Head
2
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deem that a replacement employee is required as a permanent employee, contract or part-time
position, the vacant position will be considered as a group by SMT with budget, department
efficiency and overall organizational needs being considered.
2. Job Posting & Advertising
The recruitment process outlined herein shall apply to internal and external candidates.
Posting
All positions that become available will be posted internally and externally concurrently. The
only exception will be short term contracts with a duration of less than six months will be
posted for internal applicants only for a duration of five days. The department Head and/or
designate will work with Human Resources to review the current job specifications to ensure
they are up to date and accurate. All changes to job descriptions beyond minor adjustments will
require evaluation thru the town’s external compensation consultant. An employment
advertisement is then prepared by Human Resources, in consultation with the Department
Head and then submitted to applicable advertising agencies and for posting on the Town Web
Site. Internal notice shall be given to each Department through electronic mail. For those with
limited computer access the department supervisor shall print and post in a suitable location
for employees to review and to make application The job posting will be open for applicants for
a minimum of ten (10) working days. For proper record retention and document control
applications to open positions will only be accepted via electronic mail as stipulated in the job
posting.
Internal Candidate Applications from interested employees are welcomed and encouraged.
Those who wish to apply are required to do so in writing via electronic mail. Internal
applications will be duly considered in light of the requirements of the position and other
applications received. All internal applicants are either interviewed or alternatively met with by
the Manager of Human Resources as a courtesy to be advised why they will not be interviewed
for the position.
All employees currently on the payroll at the time of the posting, including temporary contract,
summer students/co-op students, part-time and volunteer firefighters, are eligible to apply for
all postings should they feel they have the required qualifications. Should an applicant who is
currently a member of another Department become the selected candidate, then the
Department Head and Human Resources will communicate with the second Department and
discuss when the employee will be made available. Internal applicants who are successful for
contract positions will be back-filled in their original position.
Acknowledgement of Applications
Due to the volume of applicants received in normal recruitment applicants will only be
contacted if they are selected for an interview.
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Confidentiality of Applications
External candidate applications are kept confidential from their current employers unless
otherwise authorized by the candidate.
Internal applications will remain confidential until an internal candidate is announced as the
successful candidate, unless otherwise authorized by the candidate.
Retention of Applications
Application records are retained on file at the Corporation in accordance with the Town of The
Blue Mountain’s Retention By-Law (The Corporation of the Township of Collingwood By-Law
No: 93-53).
Applications of those hired are retained on file permanently as part of the employee corporate
personnel files.
Screening of Applications
Initial screening and short listing of applicants will be completed by the Human Resources
department. Within one week of the posting closing the HR department will complete the
screening tool and present to the hiring manager a short list to consider for interview selection.
The hiring manager will have an opportunity to review the full applicant pool and the screening
tool completed by HR. The short-listing tool will become a part of the permanent competition
file.
The hiring manager will have final decision of applicants to be interviewed and Human
Resources will arrange for preliminary interviews.
Interviews
The Human Resources department in consultation with the hiring manager shall develop
questions and scoring format to be used by the interview team prior to setting the
interview/testing date(s). The Selection Committee will review this and amend as agreed by the
Committee.
A selection committee will be selected by the hiring manager and HR. All selection committees
will include at a minimum the hiring manager and a HR representative. All interviews below the
level of Manager will include the HR & HS Coordinator/designate and all interviews at or above
the level of Manager will include the HR Manager/designate, with the exception of CAO.
Human Resources will co-ordinate the interview schedule in consultation with the Selection
Committee. A Selection Committee consisting of no less than three (3) individuals, shall be
appointed to carry out the interview process. Individuals who have experience or who have
been trained in the interview process would be an asset. More than one interview may be
required.
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For senior positions, the Selection Committee should include representatives from at least two
departments including the CAO.
All interviews will be conducted in a manner that results in an exchange of information.
Interviewers will ask only job-related questions, answer to which will help assess the
candidate’s experience and potential for the position. Ample time and opportunity to ask
questions concerning the position will be given. The interview should also serve as an
opportunity to present Town philosophy, salary information and benefit program.
The interview must assess leadership, management and technical skills. Behavioural questions
must be used to assess customer service skill. Values are very important to the Town.
Skills Demonstration
Some positions require skills for which a known level of competence must exist. In this
instance, the Selection Committee may request applicants to demonstrate these skills by
completing a job-related work example exercise. It must be evident that any selected worksample exercise accurately measures the knowledge or skill required for a particular job.
Results of work samples must prove to be a valid prediction of job performance. If such an
exercise is deemed to be appropriate, all applicants being interviewed for the position will be
asked to perform the same exercise.
Employment Reference Checks
Human Resources conducts reference checks via a third-party reference company. Human
Resources will ensure the final selected candidate shall have formal references completed,
subject to agreement by the applicant. Final candidates who do not agree to a formal
reference check will be eliminated from the selection process. The hiring manager will be
provided with a formal report that includes the following verification of employment
information:
•
•
•
•
•
•
•
•
•

dates of employment
position held and/or recent job titles
educational qualifications
employment history
work performance
attendance records
circumstances surrounding termination
other information relating to the applicant’s suitability for employment
police background check

Reference check information is documented as part of the data collected in the selection
process. Reference check material will be retained until successful completion of probation
with the employee’s corporate personnel file.
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Nepotism
As per the Municipal Act no current member of Council is eligible to apply for employment
within the Town.
The Town will not show preference for, nor will it discriminate against, any relatives of
employees, elected representatives or appointed representatives who wish to apply for
employment, promotion/transfers or career opportunities.
Immediate relatives of an existing employee, a member of Council or a local board (i.e. parents,
daughter, son, brother, sister, wife or husband, or any relatives by spousal relationship) may be
employed by the Town even in the same Department, or be employed in positions where they
report to the same immediate supervisor, if there is no direct or indirect reporting relationship
(i.e. one relative may not supervise another relative). Due to potential direct and indirect
reporting, for staff holding senior positions and in the human resources department there shall
be no relatives from immediate family hired within any department except for summer
students, co-op students and volunteer fire fighters.
No member of a Selection Committee will be a relative of any candidate interviewed for a
position.
No employee shall deal with an application for employment, promotion/transfer or career
opportunities submitted by any relative.
If employees become members of the same household after becoming employed, they may
continue their employment if there is not:
•
•

A direct reporting relationship between the two employees, or
An actual conflict of interest, or the appearance of a conflict of interest

If one of the above situations occurs, an attempt will be made to find a suitable position to
which one of the affected employees may transfer. If accommodations of this nature are not
feasible the employer, in consultation with the two employees, will determine which one of
them will resign with a reasonable time frame.
Selection Process
If the reference check process is successful, the Hiring Manager or Manager of Human
Resources will enter into discussions with the preferred candidate in order to secure the
candidate of choice.
If negotiations with the preferred candidate are unsuccessful, the process could repeat itself
with a second candidate.
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Letters of Offer of Employment
Consideration for applicants requires that the Selection Committee make a selection decision
promptly. If additional time is required, all interviewed applicants should be contacted and so
advised. A job offer shall be extended to the applicant by the Hiring Manager or Human
Resources regarding the terms of employment and conditions of employment (e.g. Job status,
job level, pay rate, hours of work, benefits, vacation, probation, professional development
requirements etc.) If the candidate requires training and education as part of the offer it shall
be stipulated in the hiring letter and the timeframe and consequences for not completing shall
be stipulated.
The Job Classifications and Salary and Wage Ranges shall be in accordance with the Salary
Administration Plan as approved and amended from time to time by the Town of The Blue
Mountains.
Generally, a verbal offer is made, followed by a confirming letter from the hiring Department
Head. The written offer of employment, in the Town’s standard format, shall be forwarded to
the new employee in duplicate form with a space to be signed and dated for return by the
successful candidate. Included in the confirming letter of employment are the Town’s terms of
employment, probation period, job description and an overview of the benefits program.
At the time, the position is accepted the hiring manager is responsible to communicate with the
Information Technology department to arrange all resources needed prior to and on the
employee’s start date.
Unsuccessful Applicants
Respect and sensitivity for an applicant’s confidence require that the Human Resources
department be prepared to review their interview material, if requested.
Unsuccessful internal candidates will be met by the hiring Department Head and advised of the
competition results, their strong and weak areas and be provided with any career counselling
the Department Head deems appropriate.
The HR & HS Coordinator/Designate will be responsible for advising all unsuccessful
interviewed applicants in writing via electronic mail.
Completion of Documentation
At the time, a new employee commences work, all documentation relating to income tax,
benefits, etc., shall be completed with the Compensation and Benefits Coordinator who will be
responsible to take the necessary steps in enrolling employees on the appropriate benefit
programs, securing the required documentation and placing them on the payroll system.
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Probationary Period
A newly hired employee shall be on probation for a minimum of six months of his/her
employment. Subject to the satisfactory completion of this probation period and the
completion of a Performance Evaluation, the employee may be placed on permanent staff, and
if so placed on permanent staff, years of service shall be effective from the original date of
employment. A probationary or part time employee has no years of service rights.
It is the responsibility of the hiring Department Head to ensure that a performance evaluation is
completed whenever a probationary employee is proceeding from the probation period to
regular status and following the determination of suitability of continuing employment, placed
in the employees Corporate personnel file along with a letter confirming the employee has
successfully completed probation.
Communication
The Human Resources department is responsible for all internal communication of new
employees, transfer of employees and other job-related transitions.
Employee Orientation
The hiring Department Head in collaboration with human resources will ensure that the
necessary guidance and indoctrination support is provided for new staff joining the Corporation
or internal staff assuming new roles.
Orientation shall include:
•
•
•
•
•
•
•
•

Position description and reporting relationship
Appropriate review of Health & Safety policies
Introduction to Staff (tour the new employee to all departments as appropriate)
Tour of the facilities, parking area, washrooms, first aid kits and fire exits
Training on the use of the computer programs and how to find information, formal
training on the IT Security Policy
Training on equipment required for performance in the position
Review of Employee Orientation documents as may be developed
Follow-up to ensure the employee feels at ease and can work safely in their new
position.

Consequences of Non-Compliance
Breaches of this policy will be dealt with thru the Town’s progressive discipline policy.
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Review Cycle
This policy will be reviewed once per term of council or as required due to legislative change.
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