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Policy 
POL.COR.25.05 
CAO Annual Performance Review Policy 

Policy Type: Corporate Policy (Approved by Council) 
Date Approved: December 16, 2025 
Department: Administration 
Staff Report: ADM.25.075; ADM.25.078 
By-Law No.: 2025-82 

Policy Statement 

Regular assessment of the Chief Administrative Officer (CAO)’s performance is important to 
maintain an effective Council and CAO relationship. As an Employer, Council has an obligation 
to relay to the CAO their desire for the CAO to focus on particular community needs, projects 
and priorities. These needs, projects and priorities are not an individual Council member’s 
direction, but the agreed direction of Council. Additionally, the Employer has the responsibility 
to clearly communicate to the CAO that their contributions are recognized and acknowledged. 

Purpose 

The purpose of this policy is to guide the annual performance evaluation of the CAO by Council. 
It ensures alignment with strategic priorities, facilitates constructive feedback, and identifies 
development needs. Additionally, it provides a structured process for addressing any conflicts 
or grievances that may arise, ensuring fairness and transparency. 

Application 

This Policy applies to the annual performance evaluation of the Town's Chief Administrative 
Officer (CAO). 

Definitions 

SMART Goals: Goals that are: 

• Specific – Goal objectives should address the five Ws……who, what, when, where and 
why. Goals need to be specific about what needs to be done within a set timeframe for 
completion. 
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• 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 

Outlined below are the procedures for evaluating the CAO's performance:  

1. Annual Review 
 
Council will conduct a formal review of the CAO’s performance on an annual basis. This 
review allows Council to assess the CAO’s prior-year performance and set goals and 
expectations for the upcoming year. Annual goals will align with Council’s corporate 
priorities and include the CAO’s personal and development objectives. Performance 
measures will be defined through Council’s goal-setting process. 
 

2. External Consultant Leadership 
 
Council will engage an external consultant, experienced in performance evaluations and 
organizational assessments, to lead and facilitate the CAO’s annual performance review 
process on behalf of Council. The consultant will be selected by Council in accordance with 
the Town’s Purchasing Policy, and the associated budget will be approved by Council. 

3. Review Components 

The performance review process will include Council’s assessment of the CAO in meeting 
the annual performance goals, as well as an assessment of competencies and values 
deemed critical to the CAO’s success. Such competencies may include, but are not limited 
to: 

• Strategic Leadership and Vision 

• Planning and Operational Management 
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• Innovation and Change Management 

• Results-Focused Achievement 

• People Excellence and Development 

• Communication and Relationship Building 

• Community Engagement and Public Representation 

4. Feedback and Recognition 
 
Council will provide feedback on areas for improvement where necessary (which may form 
part of the CAO’s development goals for the following year) and recognize satisfactory or 
outstanding performance. If performance expectations are met, the CAO may be eligible for 
a salary adjustment under the Town’s Compensation Administration Program. 

5. 360 Review 

A CAO 360 review, facilitated by a third-party provider, will be conducted in the second year 
of Council’s term as part of the annual process. Council will approve the budget for this 
review.  

6. Human Resources Support 
 
The Manager of Human Resources will assist the consultant and Council with administrative 
support and document guidance; however, they will not participate in the evaluation 
process. 
 

7. Review Timeline 
 
The review period is January to December. 
 
By December of each year: 
 

a) The CAO will complete a self-evaluation and submit it to the external consultant 
using the CAO Performance Evaluation Form (Appendix “A”). 

b) After Council confirms/identifies corporate goals and objectives for the next year, 
the CAO will submit at least three SMART goals using the CAO Goals Submission 
Form (Appendix “B”). The CAO’s annual goals will be based on the corporate goals 
approved by Council, personal goals and development goals. A minimum of three (3) 
SMART goals and corresponding deliverables must be submitted by the CAO. 
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Between January and February: 

a) The external consultant will lead Council in assessing the CAO’s performance for the 
previous year. 

b) Each Councillor will submit their individual evaluation to the consultant, who will 
compile a summary of all comments into the CAO Performance Evaluation Form. 

c) By February 15, a closed session meeting will be held with Council and the CAO to: 

i) Finalize the year-end performance review. Both Council and the CAO may add 
comments to the evaluation document as a result of the meeting, and the signed 
evaluation will be retained by HR, with copies to the CAO and Mayor. 

ii) Approve the CAO’s new annual goals, based on corporate priorities, personal 
objectives, and development goals. A minimum of three SMART goals with 
corresponding deliverables shall be approved by Council using the CAO Goals 
Submission Form. 

8. Quarterly Updates 

At the end of each quarter, the CAO will provide Council with a closed-session update on 
goal progress and any presenting challenges which may affect the outcome of any of the 
CAO’s goals. Council may adjust goals as needed to ensure attainability (or substitute with 
an alternate goal). 

9. CAO Performance Rating Scale 

Rating Definition and Implications 

5 – Exceptional Performance Delivers consistently outstanding results across all 
key areas. Exhibits exceptional leadership, 
innovation, and strategic impact. Eligible for salary 
increment (if not at top of salary range). 

4 – Exceeds Expectations Frequently exceeds performance requirements. 
Delivers high-quality results and shows initiative 
beyond the role’s core expectations. Eligible for 
salary increment (if not at top of salary range). 

3 – Meets Expectations Consistently meets performance requirements. 
Reliable and effective in fulfilling responsibilities 
and achieving goals. Eligible for salary increment (if 
not at top of salary range. 
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Rating Definition and Implications 

2 – Partially Meets Expectations Performance meets some but not all expectations. 
May show inconsistency or require development in 
specific areas. (this rating may be reasonable at a 
probationary review). Plans should be outlined to 
help the individual improve consistency or sharpen 
specific skills. Not eligible for salary increment. 
Council will outline improvement expectations and 
timelines in the CAO Performance Evaluation 
Form. A follow-up review will determine if the 
salary increment can be reconsidered. 

1 – Does Not Meet Expectations Performance falls significantly below expectations. 
Immediate and sustained improvement is 
necessary. Not eligible for salary increment. 
Council will initiate a Performance Improvement 
Plan within 2 weeks of the review meeting. 

10. Documentation and Record-Keeping 

All documentation related to the CAO evaluation process, including reports, action plans, 
and completed performance reviews, including meeting notes, action plans, and 
correspondence, will be securely maintained in sealed envelopes and initialled by the 
Mayor on behalf of Council and filed by the Manager of Human Resources in the CAO’s 
personnel file. 

11. Addressing Concerns or Conflicts 

Council utilizes formal and informal processes for addressing both concerns related to the 
CAO's performance and conflicts between the CAO and Council members, ensuring 
fairness and transparency. These processes are outlined in “Appendix C” to this Policy, 
“Formal Process for Addressing Grievances or Concerns by a Council Member or the 
CAO.” 

Exclusions 

This policy applies solely to the Chief Administrative Officer. 

References and Related Policies 

• POL.COR.13.24 Progressive Discipline 

• POL.COR.19.02 Council Staff Relations 
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• POL.COR.21.06 Code of Conduct for Members of Council, Local Boards and 
Advisory Committees 

• POL.COR.23.01 Compensation Administration Program 

• POL.COR.25.02 Employee Code of Conduct 

• Canadian Association of Municipal Administrators (CAMA), CAO 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 

This policy and all processes detailed within will be reviewed at least two times per term of 
Council to ensure effectiveness and relevance. Feedback from the CAO, Council members, and 
other parties relevant to the process will be considered in the review and evaluation of the 
policy. 

http://www.camacam.ca/about/resources/cao-performance
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CAO Performance Evaluation Form 
 
 

 
Name:   Evaluation Period :   

 
Rating Scale: 

 
5 Exceptional Performance 
4 Exceeds Expectations 
3 Meets Expectations 
2 Partially Meets Expectations 
1   Does Not Meet Expectations 

 
Rating for Section A – Competencies and Values    

Rating for Section B – Completion of Goals   

 
Overall Rating: 

 
 

 
Mayor’s Signature:    Date   

CAO’s Signature:   Date   

 
Salary increase recommended:  Yes  No  Not Applicable (at top rate) 

 

 

Received in Human Resources: 

Signature   Date   
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A. Core Competencies and Values 

 
1. Strategic Leadership and Vision: 

• Provides visionary leadership, translating Council’s strategic objectives into actionable and 
sustainable growth plans 

• Demonstrates understanding of the internal and external factors impacting the 
municipality, offering strategic insights to Council 

• Effectively communicates the need for organizational changes to achieve the Town’s 
vision, ensuring alignment with strategic goals 

• Cultivates a positive image of the Corporation, fostering strong relationships within the 
community through trust and collaboration 

 

 
CAO’s self-evaluation comments: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Council’s evaluation comments: 

 

CAO’s Self Rating 

Council’s Rating 
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2. Planning and Operational Management: 
• Articulates clear and comprehensive plans that operationalize Council’s vision, ensuring 

plans are well-supported and efficiently implemented 
• Develops strategic financial plans to address community fiscal challenges, ensuring long-

term sustainability 
• Manages multiple projects and activities, scopes them correctly, and ensures objectives 

are met 
• Provides timely, comprehensive updates to Council on all important matters 

 
CAO’s self-evaluation comments: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Council’s evaluation comments: 

 

CAO’s Self Rating 

Council’s Rating 



 
Appendix “A” to CAO Annual Performance Review Policy, POL.COR.25.05 

Page 4 of 12  

3. Innovation and Change Management: 
• Champions a culture of continuous improvement and innovation, driving organizational 

adaptability 
• Leverages creative solutions for operational optimization and encourages cross-functional 

collaboration 
• Integrates technology effectively to enhance efficiency and agile service delivery 
• Fosters a learning culture that equips employees with evolving skills 
• Manages change proactively, engaging employees through transition processes to 

minimize resistance 

 
CAO’s self-evaluation comments: 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Council’s evaluation comments: 

 

CAO’s Self Rating 

Council’s Rating 
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4. Results-Focused Achievement: 
• Uses quantitative and qualitative data to inform strategic decisions, ensuring the annual 

business plan objectives are met or exceeded 
• Develops and utilizes robust performance metrics that align with organizational goals, 

facilitating informed and effective management 
• Identifies potential impediments early through continuous monitoring and analysis, 

implementing proactive solutions to mitigate risks 
• Engages in strategic forecasting and planning to anticipate future challenges, ensuring the 

organization remains agile and responsive 
• Utilizes a feedback loop to refine processes and improve outcomes, ensuring continuous 

improvement in performance metrics 
• Communicates progress and outcomes to stakeholders, maintaining transparency and 

accountability in performance achievements 

 
CAO’s self-evaluation comments: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Council’s evaluation comments: 
 

CAO’s Self Rating 

Council’s Rating 
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5. People Excellence and Development: 
• Implements comprehensive Health and Safety and Well-Being programs, prioritizing 

continuous improvement 
• Evaluates employee engagement regularly, implementing strategies to enhance 

operational effectiveness 
• Promotes professional development and learning opportunities to foster a culture of 

lifelong learning 
• Fosters talent retention and succession planning to ensure future leadership capacity 

 

CAO’s self-evaluation comments: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Council’s evaluation comments: 

 

CAO’s Self Rating 

Council’s Rating 
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6. Communication and Relationship Building: 
• Ensures clear and open lines of communication with Council, fostering a two-way dialogue 

that supports informed decision-making and mutual understanding. Regularly updates 
Council on pertinent issues, initiatives, and the Town's strategic direction 

• Demonstrates composure and effective conflict resolution skills, ensuring disputes are 
addressed diplomatically and constructively  

• Maintains strong, trust-based relationships with Council members and other stakeholders, 
focusing on advancing the Town's strategic priorities and fostering resilience in municipal 
governance 

• Encourages a culture of accountability by establishing transparent performance metrics 
and reporting to Council, building trust and confidence in the CAO's leadership and the 
administration's capabilities 

CAO’s self-evaluation comments: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Council’s evaluation comments: 

 

CAO’s Self Rating 

Council’s Rating 
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7. Community Engagement and Public Representation: 
• Communicates Council’s decisions both internally and externally with clarity and 

consistency 
• Engages regularly with the community, building strong networks with residents, 

businesses, and organizations. 
• Employs technology to enhance resident-centric services, increasing transparency and 

accountability. 

 
CAO’s self-evaluation comments: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Council’s evaluation comments: 
 

CAO’s Self Rating 

Council’s Rating 
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8. Town of The Blue Mountains Corporate Values: 
 

Behaviours and job performance should demonstrate alignment with the Town’s core values: 

Leadership: Continuously seeking ways to enhance and innovate how we serve the community. 
Stewardship: Honouring our responsibility to care for our community, its history and its future. 
Accountability: Building trust through transparency, ownership and follow-through. 
Respect: Welcoming every perspective, treating each person with dignity and creating a culture of 
belonging. 
Collaboration: Engaging our colleagues, communities and neighbours to shape and advance our 
collective goals. 

These values are further exemplified through the following leadership behaviours: 
i. Demonstrates Respect 

Engages with employees, Council, and the public with dignity and mutual respect. 
ii. Manages Conflict Professionally 

Approaches disputes with tact, diplomacy, and composure. 
iii. Supports Well-Being 

Places employee and community well-being at the forefront of decision-making, ensuring it 
remains central to policies and practices. 

iv. Upholds Governance Boundaries 
Respects the defined roles between Council and CAO, ensuring clear governance structures 
and accountability. 

v. Fosters Collaborative Relationships 
Builds strong working relationships with Council and external partners to support effective 
governance. 

CAO’s self-evaluation comments: 

 
 
 
 
 
 

 
Council’s evaluation comments: 

 

CAO’s Self Rating 

Council’s Rating 
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9. Achievement of previously set Goals 
 
 

 Details of Goals Achieved? 
Y/N CAO Comments 

1    

2    

3    

4    
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Achievement of previously set Goals 

CAO’s self-evaluation comments: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Achievement of previously set Goals 

Council’s evaluation comments: 
 

10. CAO’s Areas of Strength and Outstanding contributions in the past year 

 
Comments from CAO: 

 
 
 
 
 
 
 
 

Comments from Council : 
 
  

CAO’s Self Rating 

Council’s Rating 
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11. Areas for growth required for the CAO 

 
Comments from Council 
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CAO – Goal Submission Form 
 

 

CAO Name:    

Applicable Period: From      To    

 GOAL #1  

 
Description 
of Goal: 

 
Objectives to achieve goal Completion Date 
1.  
2.  
3.  
4.  
Comments:  

 
 
 
 
 
 



Appendix “B” to CAO Annual Performance Review Policy POL.COR.25.05 

Page 2 of 3 
 

 
 GOAL #2  

 
Description 
of Goal: 

 
Objectives to achieve goal Completion Date 
1.  
2.  
3.  
4.  
Comments:  

 
Description 
of Goal: 

 
Objectives to achieve goal Completion Date 
1.  
2.  
3.  
4.  
Comments:  

 
  

GOAL #3 
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 GOAL #4  

 
Description 
of Goal: 

 
 

Objectives to achieve goal Completion Date 
1.  
2.  
3.  
4.  
Comments:  

Date - Goals approved by Council:   

 
Signed: 

Mayor:   
 

CAO:   
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Procedure 
Formal Process for Addressing Grievances or Concerns by 
a Council Member or the CAO 

Purpose 

The purpose of this procedure is to establish a structured and impartial approach for 
addressing grievances or conflicts between Council Members and the Chief Administrative 
Officer (CAO). It ensures fairness, transparency, and neutrality by requiring that all formal 
investigations and mediations be led by an independent third-party professional. This approach 
supports constructive resolution and strengthens effective governance and administration. The 
procedure outlines methods for Council Members to raise concerns related to the CAO and for 
the CAO to address conflicts with Council Members, including situations involving the Mayor. 
The Integrity Commissioner remains a resource for addressing concerns regarding Council 
Members. 

Application 

This Procedure applies to the Chief Administrative Officer (CAO) and the Town of The Blue 
Mountains Council. 

Procedures 

A. Formal Process for Addressing Grievances or Concerns by a Council Member 

This process provides a structured approach for a Council Member to address grievances or 
concerns related to the CAO’s performance to ensure fairness, transparency, and constructive 
resolution, contributing to effective governance and administration. 

1) Initial Steps 

a) Any concerns or grievances regarding the CAO's performance should be documented in 
writing by the concerned party. This documentation should include a clear description 
of the issue, any relevant evidence, and the desired outcome or resolution. 

b) Before initiating a formal process, it is encouraged that the concerned party attempts to 
resolve the issue informally through direct communication with the CAO. This step aims 
to address concerns in a timely and amicable manner. 
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2) Formal Grievance Submission 

a) If informal resolution is not successful or feasible, the concerned party should submit a 
formal grievance to the Mayor and/or Deputy Mayor. The submission shall include the 
written documentation outlined in Section 1. a. 

b) The Mayor and/or Deputy Mayor will acknowledge receipt of the grievance within five 
(5) business days and inform the concerned party of the next steps in the formal 
process, which includes referring the matter to a third-party facilitator. 

3) Investigation and Review 

a) An external investigator or mediator, independent of the municipality, will lead the 
investigation and review process. 

b) The third-party will review documentation, interview relevant parties, and allow the 
CAO to respond. 

c) All proceedings will remain confidential. 

4) Resolution and Reporting 

a) The third-party will compile findings and recommendations in a report for Council’s 
review in closed session. 

b) The report will address the validity of the concerns raised, the CAO's performance in 
relation to the grievance, and any proposed actions or resolutions. 

c) Council will review the report and decide on the appropriate course of action based on 
recommendations made within the report. 

d) Based on Council’s decision, an action plan will be developed to address the issues 
raised. This may include further training for the CAO, changes in management practices, 
or other measures to resolve the grievance. 

5) Communication and Follow-Up 

a) The third-party will provide a summary of findings to the concerned party and the CAO. 
This communication will include a summary of the findings, any actions taken, and any 
next steps. 

b) Council will monitor the implementation of the action plan and through the third-party 
follow up with the CAO to ensure that the issues have been addressed satisfactorily. A 
review meeting may be scheduled to assess the effectiveness of the resolution and 
make any necessary adjustments. 
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6) Appeals 

a) If the concerned party or the CAO is dissatisfied with the outcome of the grievance they 
may request an appeal within 10 business days. Appeals will be reviewed by an 
independent mediator or arbitrator appointed by Council. 

7) Documentation and Record-Keeping 

a) All documentation related to the grievance or concern and its resolution, including 
meeting notes, action plans, and correspondence, will be securely maintained in an 
envelope sealed and filed by the Manager of Human Resources in the CAO’s personnel 
file. 

B. Process for Addressing Conflict Between the CAO and Members of Council 

This process provides a structured approach for the CAO to address conflicts with members of 
the Council, including when the Mayor is the source of the conflict, ensuring fair and 
constructive resolution. 

1) Direct Resolution 

a) The CAO is encouraged to first address any conflict or issue directly with the Council 
member involved. Open and respectful dialogue can often resolve misunderstandings or 
disagreements. 

2) Escalation  

a) If direct resolution fails, the CAO must document the issue, including specific instances 
and impacts, and refer it to an independent third-party mediator.  

b) The third-party mediator will manage all aspects of the process, including cases where 
the Mayor is involved. 

3) Mediation and Resolution 

a) The third-party mediator will facilitate discussions between the CAO and the Council 
member(s) involved.  

b) An action plan will be developed to address the conflict, outlining steps to improve 
communication and working relationships.  

c) Follow-up meetings will be scheduled as needed to monitor progress and adjust the 
plan if necessary. 
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4) Documentation and Record-Keeping 

a) All documentation related to the grievance or concern and its resolution, including 
meeting notes, action plans, and correspondence, will be securely maintained in an 
envelope sealed and filed by the Manager of Human Resources in the CAO’s personnel 
file. 
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