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Executive Committee 

Working Session Minutes 

Thursday, May 26, 2022 – 6:30 PM • Council Chambers 
 

Item Presented 
By: 

Action Topic  Report 

Call to Order & 
Roll Call 
 

Roger Van 
Harn 

 Members: 
Roger Van Harn, Chair 
Danny Kneipp 
David Fischer 
Lou Marx - Resident 
Steve Simiele – Resident 
 
Advisors: 
Ron Hirth, 
Administrator/Interim Fiscal 
Officer 
Terry Donnellon, Solicitor 
Chris Campbell, Police Chief 
 

The Executive Committee of Council convened a special working session on 
Thursday, May 26 2022, at 6:30 PM with Council Member Van Harn, the committee 
chair, presiding.  
 
The following Committee Members were present: 
 
Mr. Fischer 
Mr. Kneipp 
Mr. Marx 
Mr. Simiele 
Mr. Van Harn 
 
Also in attendance were Mayor Densmore & Ms. Snyder. 

Set the Agenda & 
Adopt 
 

Mr. Van Harn Review & 
Motion 

 Mr. Van Harn opened the meeting reporting the need for his committee and Council 
to be familiar with the employee performance review process, particularly as it 
relates to the Village’s mission and strategic plan that’s in process. 

Persons 
Registered to 
Address the 
Committee 

None   None 

Discussion 

Discussion Mr. Hirth   
 

Village employee performance review system. 
Mr. Hirth led a detailed presentation on the performance appraisal system that was 
implemented in 2017 and continues to improve and evolve. 
 
A PDF of the presentation is attached 
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There was additional discussion around how performance reviews effect the ability 
for employees to be eligible for salary increases. 
 
 

Announcements  
 

  • The next Executive Committee meeting is scheduled for Monday, June 13, 2022 at 
5:30 PM. 

Adjourn  
 

  Mr. Van Harn closed the meeting at the conclusion of Mr. Hirth’s presentation at 7:40 
PM. 

 

Approvals: 

 

______________________________________________________ Date: __________________________ 

Submitted by Ron Hirth, Village Administrator/Interim Fiscal Officer 

 

______________________________________________________ Date: __________________________ 

Roger Van Harn, Chair 

 

 ______________________________________________________ Date: __________________________ 

Paula Burgin, Asst. Clerk of Council 

 





HEAR:

Higher Employee Achievement Rate

Performance Appraisal System

This presentation is property of the  Village of Golf Manor.
©2017 - 2022



Agenda

Today’s Discussion

• Introduction & Contextual Framework
• SMART Goals
• Behavior Factors
• Coaching & Counseling
• Developing SMART Goals
• Summary
• Questions and Answers



Positive Reinforcement

“Performance appraisals are the perfect opportunity 
to capitalize” on the following:

• Celebrate success
• Honor & reward past performance
• Look toward future career goals
• Make performance adjustments where needed
• Set up expectations for work to be accomplished
• Align the organization to consistent goals by each 

individual employee.
• Allow opportunity for expectations and actual 

performance to be reconciled.



What Does HEAR Success Look Like?



• Provides employees, supervisors and department 
heads the opportunity to plan for on-the-job success.

• Emphasizes a partnership between department heads, 
supervisors and employees that supports close 
collaboration regarding daily job tasks, duties and 
responsibilities, department and Village goals.

What Does HEAR Success Look Like?



• Emphasis on professional development and career 
goals for employees.

• Provides more than just rating job performance.

• Gives each employee, supervisor and department 
head the ability to develop and HEAR work plans 
together for individual and workplace success.

What Does HEAR Success Look Like?





Mission 

Village of Golf Manor

To create a “Great Village” – a friendly, livable, and self-
sustaining community through policies and practices 
that are responsible, innovative, and accountable to 
taxpayers and residents.



Mission 

Core Values

• Customer service: To provide excellence and “world 
class” service as a number one priority and focus.

• Quality: To provide timely and accurate service to 
every customer in a fair, consistent and accessible 
manner as well as present a positive and professional 
image in each contact with our residents and 
businesses.



Mission 

Core Values

• Accountability: We are accountable to each other and 
each customer and will use feedback to improve our 
performance.

• Efficiency & Effectiveness: We are committed to 
continuously measure and improve work processes by 
implementing innovative ideas, applying appropriate 
technology, training and cross-training staff to
be helpful, knowledgeable, and
encouraging teamwork.



Mission 
Higher Employee Achievement Rate (HEAR)

• Support the Village’s mission and provide a fair and 
balanced approach to performance management.

• Support a culture of high performance by developing 
and celebrating employee accomplishments and 
service, and contributions to Village residents.



Vision 
• Educate employees on the process and application.
• Establish SMART performance measures, 

expectations, and developmental opportunities.
• Align performance plans with departmental strategic 

goals and objectives.
• Promote ongoing feedback between the employee 

and supervisor. 
• Keep the HEAR process simple and positive.



Goals 

• Improve employee performance

• Improve management efficiency

• Create a positive culture



Goals

Improve employee performance

• Move to clearer understanding of expectations and 
achievement of objectives

• Improve communications with supervisor

• Increase interaction (coaching) between employee 
and supervisor



Goals

Improve management efficiency

• Re-engineer and improve business processes 
through continuous improvement

• Ensure global adoption and utilization of new 
processes, evaluations and feedback systems



Goals

Create a positive culture

• Provide timely communication and feedback on 
performance throughout the review year cycle

• Identify and deliver effective training to all 
stakeholders

• Respond to employee questions and concerns



Objectives of HEAR

Understanding:

• Assessment process is used for all Village employees 
including Village Administrator, department heads, 
supervisors and employees

• Not just a grading system but also used to define plans 
for success

• Consistency in application
• Formal and informal time-based applications for the 

process
• Collaboration across all levels to improve 

communication and work performance



Objectives of HEAR

Process management ensures:

• Measuring success using descriptions and criteria 
defined by job tasks and responsibilities

• Assure tasks and responsibilities are accurate and 
achievable

• Provide opportunities for achievement, counseling, 
and course correction

• Support and focus on employee development and 
training when needed, and guidance for career 
development when desired



Assessment Tools
Five areas of emphasis:

• SMART Goals – specific, measurable, achievable, 
relevant and time-based

• Behavior Factors – demonstrating competencies and 
abilities in necessary and important areas of work

• Work Plan Session – strategic component to link to 
and support organization/department goals with 
employee objectives

• Work Progress Meetings – tasks and plans for success 
clearly documented and reviewed

• Coaching & Counseling – u[dates to celebrate 
progress and correct course on deficiencies



Assessment Tools

• SMART goals are one or more of the most important 
tasks that will be reviewed on their HEAR assessment. 
Successfully development of these goals require:

Specific
Measurable
Achievable
Relevant
Time-based

• SMART goals will vary in description and degree from 
employee to employee. The supervisor and employee 
should agree on the context of the task and the SMART 
goal description.

SMART Goals



Assessment Tools

• Specific criteria regarding observable and measurable 
engagement at work.

• Specifics will vary, but will reference particular skills, 
abilities, and performance levels:

▪ Analytical Skills
▪ Communication
▪ Ethics and Values
▪ Judgment
▪ Problem Solving
▪ Teamwork
▪ Safety & Security

Behavior factors



Assessment Tools

• Supervisor and employee Work Plan Sessions set the tone 
for the success of SMART goals.

• This key step when done well ensures both supervisor and 
employee understand the specifics of work expectations 
and how to achieve them. 

Work Plan Session



Assessment Tools

Serves as the link between supervisor and employee that 
will:

• Guide and support the goals of the department and 
organization

• Require scheduling time with each employee to discuss 
various areas of responsibilities and development

• Allow 20 to 40 minutes designated per session for careful 
and thorough consideration when outlining the purpose 
of the work plan and SMART goals. 

Work Plan Session



Assessment Tools

The opportunity to discuss:

• SMART goals
• Employee development
• Career goals
• Issues and concerns 
• Any other relevant topics regarding the employee

NOTE: It is important that the supervisor and employee
reach a mutual agreement on every aspect of the Work
Progress Meeting.

Work Progress Meeting



Assessment Tools

• Coaching and counseling play a significant role in 
employee success in reaching SMART goal expectations.

• Ensure daily routines and work processes are achieved 
with minimal challenges to address or correct

• Quick response to some day-to-day issues that require 
attention and intervention from the supervisor, or that the 
supervisor determines must be addressed

Coaching & Counseling



Assessment Tools

• Supervisors use work experience, work ethic and training 
to judge each situation carefully; use skilled coaching and 
counseling methods to address employee and work 
concerns.

• NOTE: Supervisors must understand that the majority of 
issues should be managed using coaching and counseling 
methods over punitive measures.  Coaching and 
counseling should be presented in a non-threatening and 
non-punitive manner.

Coaching & Counseling



Assessment Tools

• Using tasks and 
responsibilities, develop a 
minimum of five (5) SMART 
goals that will be used to 
review employee 
performance

• Each goal will be SPECIFIC, 
MEASURABLE, ACHIEVABLE, 
RELEVANT, and TIME-BASED.



SMART Goals

• Choose an actual task or responsibility to be performed by 
the employee.

• The task or responsibility should be clearly and easily 
defined using the description from the employee’s list of 
job duties.

Specific



SMART Goals

• QUANTITY: The number, rate, amount, margin, percentage, 
etc., of the service or work outcome expected to be 
accomplished when the employee performs the task.

• QUALITY: The characteristics of  the task  performed.

• TIME:  The period, duration or term, etc., involving the task 
or responsibility to completion.

• COST: The budget and financial allocations
designated for the task or responsibility.

Measurable



SMART Goals

• Can the task or responsibility be accomplished or completed 
by the employee?

• Does the employee have the knowledge, experience, and 
skills?

• Understand and know the planning and steps it takes to get 
the task done?

• Manage the scope (i.e., the size, extent, or longevity) of the 
task?

• Have the necessary resources for the task? 

• Is the task realistic enough to attain success

within the agreed upon timeframe?

Achievable



SMART Goals

The goal is relevant when the employee’s tasks and 
responsibilities directly contribute to the mission and goals 
of the department and the Village of Golf Manor 
organization.

Relevant



SMART Goals

The employee’s tasks and responsibilities should clearly state 
a timeframe, deadline, or other time-based expectation in 
which the action, activity or behavior will take place.

Time-Based



SMART Goals

Once a SMART goal is defined and agreed upon with the 
employee, additional breakdown of the goal is required to 
identify the success criteria that will be used for rating the 
final assessment.

Criteria



SMART Goals

• SMART goal scoring criteria will vary based on each 
employee’s job tasks, responsibilities, job descriptions, 
and job requirements.  

• SMART goals will be reviewed using variables that 
describe level of success in meeting job expectations.

• Some objectives may not be easily defined by a certain 
‘value,’  in which the supervisor and employee will agree 
on a method of evaluation.

Criteria



SMART Goals

Each SMART goal must be rated according to the following values:

• Outstanding – 5: Exceptional achievement, initiative or behavior. 
Outstanding  delivery of projects and expected outcomes.

• Exceeds Expectation- 4: Exceeds achievement, initiative or 
behavior. Delivers timely projects and expected outcomes.

• Meets Expectation – 3: Satisfactory performance that meets 
expectation in achievement, initiative, and behavior . Delivers 
projects and expected outcomes.

• Needs Improvement - 2: Less than expected achievement, 
initiative or behavior. Fails to deliver projects and expected 
outcomes. Significant and sustained improvement  required. 
Counseling is required.

• Unsatisfactory – 1: Poor achievement, initiative or behavior. Fails 
to deliver projects or expected outcomes on a regular basis. 
Corrective counseling/action is required.

Ratings



Work Progress Meeting

Work progress meetings provide opportunities to:

• Ask employees for their input about their performance 

• Use coaching and counseling techniques to offer feedback

• Offer  positive feedback and support

• Ask for employee ideas to improve performance when 
improvement is necessary



Work Progress Meeting

• Solicit employee ideas for solutions to problems

• Discuss progress toward professional development and 
growth opportunities

• Discuss progress toward professional development and 
growth opportunities

• Summarize points discussed and determine future goals 
for next meeting



Assessment Schedule

• The midpoint of an employee‘s probationary period
• Annually at full-time anniversary date.
• During the 5th month following a promotion
• Whenever the employee changes positions
• At the supervisor’s discretion, following a significant 

improvement or deterioration in performance
• Instances of correction, coaching, and counseling should 

be addressed throughout the assessment cycle to ensure 
the employee is successful on the job.



Assessment Schedule

• New employees should be given an initial work plan that 
guides goals and objectives of future work progress 
meetings.

• All employees must have a written work plan within thirty 
(30) days of the following events:
▪ Hire or rehire date
▪ Beginning of the assessment period
▪ Date of promotion



Summary

• A positive and productive workplace is the primary goal of 
the HEAR Performance Appraisal System.

• Our success greatly depends on all employees working 
together with focus to meet goals and expectations 
successfully.

• Let’s use this process to move forward more 
enthusiastically and more committed to the future of the 
Village and the development of our workforce.

• We HEAR you!



Things You Should Consider

• Point
✓ Sub
✓ Sub

• Point

• Point



Next Steps

text
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