AI Suggestions for Reviewing a New Town Manager
For someone in their first 6–18 months, you can further lighten the lift and support onboarding.
	•	Do an early “check‑in,” not a full review. Around month 6, hold an informal or light‑weight written check‑in to ensure expectations are aligned and relationship issues are surfaced early. Keep it conversational: “What’s going well, what do you need, what should we adjust?”
	•	Weight process and relationships more in year one. In the first year, focus on how the manager is building trust, learning the organization, and advancing foundational work, more than long‑term outcome metrics. You can phase in harder performance metrics as their tenure and control over outcomes increase.
	•	Clarify roles and norms. Good council‑manager relationships rely on clear ground rules about who does what and how you handle disagreement. Capture those norms in a short “council–manager protocol” and reference it in the evaluation.


Structure and rating scale
Use 5–7 short sections, each with 2–4 questions and a simple rating plus comments.
Suggested scale:
1 = Needs improvement | 2 = Below expectations | 3 = Meets expectations | 4 = Above expectations | 5 = Excellent
For each section below, you can format as:
	•	Rating (1–5): ___
	•	Comments: ______________________
1. Council relationship and communication
	•	How effectively does the Town Manager keep the council informed about key issues, projects, and risks? (quality and timeliness of reports, memos, and updates)
	•	How well does the Manager listen to and incorporate direction from the council as a whole (versus individual requests)?
	•	How clear and well‑organized are agenda materials and presentations for council meetings?
	•	How effectively does the Manager explain options, tradeoffs, and recommendations so council can make informed decisions?
2. Leadership and organizational management
	•	How effectively has the Manager established working relationships with department heads and staff (trust, accessibility, professionalism)?
	•	How well has the Manager communicated expectations and priorities to staff and followed through on them?
	•	How effectively does the Manager handle problems or conflicts within the organization when they arise?
	•	To what extent has the Manager demonstrated adaptability and calm under pressure during the first six months?
3. Progress on council goals and priority projects
	•	Has the Manager made reasonable progress on the initial goals and priorities set by the council at hiring or in the first months (e.g., budget, ARPA/projects, staffing, specific initiatives)?
	•	How effectively has the Manager translated council priorities into concrete work plans and timelines?
	•	How well does the Manager follow through on council direction and report back on status and outcomes?
You can add one open question here:
	•	Which two or three accomplishments in the first six months stand out most to you?
4. Community and stakeholder relations
	•	How visible and accessible has the Manager been to the community (events, meetings, responsiveness to residents/partners)?
	•	How effectively does the Manager represent the town in dealings with other governments, agencies, and key partners?
	•	How well does the Manager handle citizen concerns and complaints that reach the council’s attention?
5. Financial and operational management (early indicators)
At month 6 you are mainly looking for trajectory rather than full‑year results.
	•	How effectively has the Manager engaged with the budget process so far (understanding, preparation, responsiveness to council questions)?
	•	How well does the Manager monitor major operational or financial issues and alert council when something needs attention?
	•	Has the Manager demonstrated sound judgment about resources, staffing, and service levels given your town’s constraints?
6. Professionalism and personal qualities
	•	How consistently does the Manager demonstrate integrity, fairness, and ethical behavior in interactions with council, staff, and the public?
	•	How open is the Manager to feedback and constructive criticism from council and others?
	•	How would you describe the Manager’s overall communication style (clarity, tone, respect, responsiveness)?
	•	Overall, how confident are you in the Manager’s fit with the town and the role at this stage?
7. Open‑ended questions for council members
Include one page of open questions so you get narrative feedback without a heavy lift.
	•	What do you see as the Town Manager’s top strengths demonstrated in the first six months?
	•	What two or three areas of focus or improvement would most help the Manager be successful over the next year?
	•	Are there any specific support, resources, or clarifications the council should provide to help the Manager succeed?
	•	Looking ahead to the next 6–12 months, what major goals or deliverables should the Manager prioritize?
If you tell me your council size and whether you prefer a one‑page or two‑page form, I can turn this into a ready‑to‑use, formatted document you could take straight to your next meeting.


TOWN MANAGER – 6‑MONTH CHECK‑IN EVALUATION (TEMPLATE)
Town of Onancock
Town Manager: _____________________
Evaluation Period: From __________ to __________
Council Member Name: _____________________
Date: ______________
Rating Scale (circle one per item)
1 = Needs improvement   2 = Below expectations   3 = Meets expectations   4 = Above expectations   5 = Excellent   N/O = Not observed
1. Council relationship and communication
1.	Keeps the council informed about major issues, projects, and emerging problems in a timely way. Rating: 1  2  3  4  5  N/O
2.	Provides clear, accurate, and unbiased information and options to support council decision‑making. Rating: 1  2  3  4  5  N/O
3.	Listens to and respects the policy direction of the council as a whole, rather than individual requests. Rating: 1  2  3  4  5  N/O
4.	Prepares well‑organized agendas and meeting materials that help meetings run smoothly. Rating: 1  2  3  4  5  N/O
Comments on council relationship and communication:

2. Leadership and organizational management
5.	Establishes constructive working relationships with department heads and staff. Rating: 1  2  3  4  5  N/O
6.	Clearly communicates expectations and priorities to staff and follows up appropriately. Rating: 1  2  3  4  5  N/O
7.	Addresses internal problems or conflicts promptly and professionally. Rating: 1  2  3  4  5  N/O
8.	Demonstrates sound judgment and calm under pressure. 
Rating: 1  2  3  4  5  N/O

Comments on leadership and management:

3. Progress on council goals and priority projects
9.	Makes reasonable progress on the initial goals and priorities set by the council for the first year. Rating: 1  2  3  4  5  N/O
10.	Translates council direction into clear work plans, timelines, and follow‑through. Rating: 1  2  3  4  5  N/O
11.	Reports back regularly on the status of key projects and initiatives. 
Rating: 1  2  3  4  5  N/O

Comments on progress toward council goals:

4. Community and stakeholder relations
12.	Is visible and accessible to residents and community partners (as appropriate for the first six months). Rating: 1  2  3  4  5  N/O
13.	Represents the town effectively with other governments, agencies, and organizations. Rating: 1  2  3  4  5  N/O
14.	Handles citizen concerns and complaints that come to the Manager’s attention in a fair and professional manner. Rating: 1  2  3  4  5  N/O
Comments on community and stakeholder relations:

5. Financial and operational management (early indicators)
15.	Demonstrates understanding of the town’s financial condition, key funds, and major cost drivers. Rating: 1  2  3  4  5  N/O
16.	Engages constructively in the budget process (preparation, explanation, responsiveness to council questions). Rating: 1  2  3  4  5  N/O
17.	Monitors operations and alerts council to significant issues that may affect services, finances, or risk. Rating: 1  2  3  4  5  N/O
Comments on financial and operational management:

6. Professionalism and overall performance
18.	Demonstrates integrity, fairness, and adherence to ethical standards. Rating: 1  2  3  4  5  N/O
19.	Is open to feedback and works to address concerns or suggestions from council. Rating: 1  2  3  4  5  N/O
20.	Communicates in a clear, respectful, and responsive manner with council, staff, and the public. Rating: 1  2  3  4  5  N/O
21.	Considering the short tenure, how would you rate the Manager’s overall performance and fit with the town at this time? Rating: 1  2  3  4  5  N/O
Comments on professionalism and overall performance:

7. Open‑ended questions
Please answer briefly in your own words.
1.	What do you see as the Town Manager’s top strengths demonstrated in the first six months?
2.	What two or three areas of focus or improvement would most help the Town Manager be successful over the next year?
3.	Are there specific supports, resources, or clarifications the council should provide to help the Manager succeed?
4.	Looking ahead to the next 6–12 months, what major goals or deliverables should the Manager prioritize?

Council Member Signature: ___________________________   Date: ___________
