Yillage of Bellaive
ADMINISTRATION & PERSONNEL COMMMITTEE

Dan Bennett, Chairman
Eldon McPherson Bryan Ha rdy

Posted: April 9, 2025 at 11:00 AM
MEETING NOTICE

The Village of Bellaire Administration & Personnel Committee will be meeting on
April 17th, 2025 at 1:00 PM
in the Village Community Hall located at 202 N Bridge Street

Agenda

I.  Call to Order
II.  Roll Call
IIl.  Approval of Agenda
IV.  Approval of Minutes —February 11 and February 3, 2025
V.  Conlflict of Interest
VI.  Public Comment
VII.  Old Business
a. Social Media Policy Review
VIII.  New Business
a. Employee Evaluations Forms
b. Interviews for Police Position
c¢. Campground Reservation Specialist Job Description
IX.  Correspondence/Reports
X.  Member/Public Comment
XI.  Adjourn

This is a tentative agenda until finalized and approved on April 17, 2025. The Administration & Personnel Committee
reserves the right to alter the agenda by a majority vote of the members present at the meeting.

Committee members: if you have any questions or cannot attend this meeting, please contact the Clerk at 231-533-
8213.

Persons with disabilities needing a reasonable accommodation to effectively participate in this

meeting should contact the Village Clerk at (231) 533-8213.



Pillage of Wellaire
ADMINISTRATION & PERSONNEL COMMITTERE

Dan Bennett, Chairperson
Eldon McPherson Bryan Hardy
Posted: February 12, 2025 at 3:00 PM

COMMITTEE MEETING MINUTES
February 11, 2025
1:00 PM

I.  Callto Order: The meeting was called to order at 1:00 PM.

II. Roll Call - Attendance

Present: Dan Bennett, Eldon McPherson, Bryan Hardy

Absent:

Staff Present: Bradley Keiser, DPW Supervisor; Bill Drollinger, Police Chief; Angela St. Pierre,
‘ Clerk & Nora Stead, Treasurer.

Public Present: None

IOI.  Approval of Agenda: The agenda was approved as presented.

Motion by Bennett, seconded by McPherson, to approve the agenda as presented. Motion Passed by
unanimous voice vote.

IV.  Approval of Minutes — The minutes from the previous meeting held on February 3, 2025 have not been
completed yet for approval.

No action taken.
V.  Contflict of Interest: None presented.
VL Public Comment: None presented.

VII.  Old Business: None presented.

VIIIL. New Business

a. Wages: A general discussion was held concerning the recommendation at the January 15™ 2025
meeting to get rid of the five-year wage structure and go back to a review system for wage
increases. it was previously discussed to have a starting wage for each position and have employee
reviews done by November 15" of each year prior to the budget approval. There was a general
discussion on doing a three-year step or a five-year step. It was then discussed the possibility of
doing merit pay as additional compensation for those who score high on their reviews. If there is to
be merit pay it was recommended by Mr. Keiser to set aside an amount of money at the beginning
of each year for this merit pay. There was a general discussion on how to combine a wage step
system, review system, and merit pay. It was decided to recommend to council to abolish the five-
year pay scale and go to a three-step program. Provided by Chairperson Bennett was a proposed
three-year wage scale which will be recommended to be used as the three-step program. This three-
step program would not be guaranteed as a yearly program would be. In order to move up in the
three-step program, an employee would need to have good reviews on their annual reviews. The
DPW employees would be evaluated by the DPW Supervisor who would provide that information
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Yillage of Bellaive
ADMINISTRATION & PERSONNEL COMMITTERE

Dan Bennett, Chairperson
Eldon McPherson Bryan Hardy

to the Admin Committee no later than November 1st. The Chief of Police would evaluate any
officers and provide that information to the Admin Committee no later than November 1st. Stafif
evaluations would be provided to the Admin Committee no later than November 15% for review-.
Department heads would be evaluated by the Admin Committee no later than November 15%.

Motion by Hardy, seconded by McPherson to recommend to council to abolish the five-year pay scale and
adopt the presented three-step program, which is not guaranteed, but will be based on performance review's.
Motion passed by voice vote.

A general discussion was held concerning additional compensation for those employees who ha-ve
topped the current wage scale and who will top the newly recommended three-step program. It was
determined that there should be money set aside at the beginning of the year as merit pay for those
employees who have topped the scale. The employees would be reviewed annually, which woul d
be provided by November 1% as mentioned above. Those employees would be reviewed, and
additional compensation would be awarded based on reviews up to a certain amount. A general
discussion was held concerning how much merit pay be available to each employee who qualifies.
With that discussion brought up the concern with the additional compensation paid out at the end of
the year in December. It was recommended by McPherson to add an additional $100.00 to the
additional compensation that is paid out at the end of the year to the employees who qualify.
Currently the additional compensation for employees who have worked for at least one year and up
to ten years is $100.00, and employees who have worked for ten plus years is $200.00. This one
time additional compensation would be $200.00 total for those employees who have worked for at
least one year and up to ten years, and $300.00 total for those employees who have worked for ten
plus years.

Motion by McPherson, seconded by Hardy to recommend to council we reward our employees with a one
time, year-end compensation of an additional $100.00 to what they have been getting. This additional
compensation would be to recognize the hard work that all employees did during the struggling budget time
that stuck with the Village and still did their job well. Motion carried by voice vote.

It was then discussed to have the DPW personnel additional compensations taken out of DPW
funds instead of the General fund. The DPW employees are not paid wages out of the general fund
and it makes sense to pay any additional compensation out of the DPW funds.

Motion by McPherson, seconded by Hardy, to recommend to council to have any additional compensation for
the DPW staff be taken out of DPW funds instead of the General fund. Motion carried by voice vote.

The additional merit pay cap was discussed for those employees who would qualify.

Motion by Hardy, seconded by Bennett, to recommend to council to make the merit pay up to $300.00. Motion
carried by voice vote.

At a previous Admin committee meeting on January 15%, 2025 it was a recommendation for
increasing the wages for three staff members. At the Village Council meeting on February 5% 2025
the agenda item was tabled.
Motion by Hardy, seconded by McPherson, to recommend to council to increase the wages of Jason Alspaugh
of the DPW to $22.24 per hour effective March 1%, 2025, and to increase the wages of Nora Stead and Angela
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Pillage of DWellaire

ADMINISTRATION & PERSONNEL COMMITTEE

Dan Bennett, Chairperson

Eldon McPherson Bryan Hardy

St. Pierre to $23.71 per hour effective March 1%, 2025 in conjunction with the second step of the new three-step
program. Motion carried by voice vote.

b. Social Media: At the February 3™, 2025 Admin committee meeting it was decided to turn off

comments and reviews on the Villages Facebook page afier some concerns arose with a recent
posting. Clerk St. Pierre contacted the Villages Attorney the day prior to this meeting about the First
Amendment and if turning off commenting violated this. The attorney had not given her an answer
to her questions prior to this meeting. Mrs. St. Pierre also went on to describe how the current page
is set up and that employees personal profiles are linked to the Facebook Page as admins to the

page. She is recommending that a new profile be set up and used as the admin for the Facebook
page and personal profiles be removed from being the admins. Member McPherson recommended
that comments and reviews continue to be turned off and allow the office staff to create a new
Facebook profile to serve as the admin profile linked to the Facebook page.

No action was taken.

Insurance Pool: Treasurer Stead contacted an insurance provider that would be able to look into an
insurance pool for village employees. This provider is the same one that Antrim County uses and
may help the Village to save money on the insurance. The provider has not be able to get her any
information on rates as of today. She does not believe that this would be done in time for this years
budget.

No action was taken.

IX.  Correspondence/Reports:

a.

Chairperson Bennett spoke about how he had talked to the Central Lake President and got their
trustee handbook. He spoke about how there are a lot of things he likes about it and would like to
adopt something like this for our council trustees. When the handbooks are later reviewed and
discussed, he recommends to include a “conduct of meetings” section similar to Central Lake’s.
Treasurer Stead provided information on the new “Earned Sick Time Act”. She has been in contact
with someone at the County on how they have had to address this new act. She would like to
contact the Attorney before any action is taken.

X.  Member/Public Comment:
a. Chairperson Bennett asked Chief of Police Drollinger if he had anyone in mind for his replacement.

He spoke about how he has someone in mind but would like to keep that confidential at this time.

XI.  Adjourn: The meeting adjourned at 2:30 PM.

Minutes compiled by:
Angela St. Pierre, Clerk

Minutes are subject to approval.

Approved:

Date:
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Pillage of WBellaive
ADMINISTRATION & PERSONNEL COMMITTEE

Dan Bennett, Chairperson
Eldon McPherson Bryan Hardy
Posted: February 12, 2025 at 8:30 AM

COMMITTEE MEETING MINUTES
February 3, 2025
1:00 PM

L Call to Order: The meeting was called to order at 1:09 PM

I Roll Call - Attendance

Present: Dan Bennett, Eldon McPherson, Bryan Hardy
Absent:
Staff Present: Bradley Keiser, DPW Supervisor; Angela St. Pierre, Clerk & Nora Stead, Treasurer.

Public Present: None
III.  Approval of Agenda: The agenda was approved as presented.

Motion by McPherson, seconded by Hardy, to approve the agenda as presented. Motion Passed by unanim ous
voice vote.

IV.  Approval of Minutes — January 15, 2025: The minutes of the January 15, 2025 meeting were approved as
amended with the addition of “accept the 3.3% cost of living increase” in the motion on new business agenda
item a.

Motion by Hardy, seconded by McPherson, to approve the minutes of the January 15, 2025 meeting as
amended. Motion Passed by unanimous voice vote.

V. Conflict of Interest: None presented.
VL.  Public Comment: None presented.
VII.  Old Business: None presented.
VII.  New Business

a. Social Media Policy Review: A general discussion was held concerning what needs to be updated
with the policy. It was discussed to have the department heads meet with President Pro Tempore
Bryan Hardy to review all personnel documents such as social media policy and employee
handbooks. It was mentioned that the social media policy could possibly be a section in the
employee handbooks. Once the documents have been reviewed, they can be handed over to the
Villages Attorney for review before finalizing. It was discussed and determined to turn off
comments and reviews for the Villages Facebook page the same as the Antrim County Road
Commission due to the large amounts of negative comments on the page. The Villages Attorney
was discussed again pending his retirement. Mrs. St. Pierre did contact local municipalities about
who they use for their attorney and has provided that list in the February 5 Village Council
meeting packets. McPherson asked if the clerk could contact those on that list to see if they are
willing to take us on as a client and get pricing from them and she said she would try to get that
information from them before the meeting.
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Pillage of Bellaive
ADMINISTRATION & PERSONNEL COMMITTEE

Dan Bennett, Chairperson
Eldon McPherson Bryan Hardy

No action was taken.

b. FY 2025-26 Budget: The budget was reviewed and discussed section by section. Mr. Keiser stated
that the downtown streetlights will need to be evaluated in the near future. They recently had
another streetlight fall over and we cannot order the same poles anymore. The current ones were put
in around 1987. Mr. Keiser mentioned that the Village may need to start putting away some money
for replacing these poles in the next few years. Member Hardy mentioned that he would like to see
lights strung across the street from building to building but knows that is not possible. Mr. Keiser
mentioned that the DDA was previously willing to pay to put in taller light posts to hang lights
across the streets. Hardy asked that we contact the DDA to see if they could come up with some
sort of proposal for the lights downtown. Discussion on the light posts continued. The budget was
discussed further. A microphone and speaker system was discussed for the council room.

Motion by McPherson, seconded by Bennett to recommend to Council to order a microphone and speaker
system for the council room. Motion carried by voice vote.
IX. Correspondence/Reports: None presented.
X. Member/Public Comment: None presented.
XI.  Adjourn: The meeting adjourned at 2:04 PM.

Minutes compiled by:
Angela St. Pierre, Clerk

Minutes are subject to approval.

Approved: Date:
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Village of Bellaire
Director of Public Works Evaluation

RATING:
1. Unsatisfactory
2. Needs strengthening
3. Satisfactory Performance
4. Good Performance
S. Outstanding Performance

1. Prov1des that the organization does not violate agreement or appropriate
established board procedures. :

2. Plans and organizes ongoing programs and services to the Village Council.

-].3. Plans and organizes;‘areas of concern ,brought to the attention of the Director
of Public Works by the Village Council or responses to public requests.

4. Evaluates new and innovative technology as it may relate to areas of concern
in the improvement of the Village.

COMMENTS/SUGGESTIONS:

1. Includes the Vlllage Councﬂ in ‘preparatlonsof the annual budget

2. Administers the adopted budget within the framework of the approved
revenues and expenditures.

COMMENTS/SUGGESTIONS:




éﬁ‘éf[\ :

1. Plans and organizes a process of program lanning in anticipating the
future of the Village.

2. Plans and organizes maximum utilization and maintenance of Village
owned equipment

3. Plans and organizes a program of addressing the current needs and
requirements of infrastructure and infrastructure needs of the future.

4. Has a vision of the future for the Bellaire and shares that vision with the
Village Council and the public.

5. Keeps the Village Council aware of new or impending legislation,
potential grants and developments in the public policy, which may have
an impact on the city.

6. Maintains knowledge of new technologies, systems and methods
that may enhance the Village economics.

COMMENTS/SUGGESTIONS:

L

1. Maintains awareness of developments and plans in other jurisdictions, which
may impact the Village.

2. Initiates communication with other governmental entities or outside parties,
which the Village may be involved with or become involved.

3. Attends and relays appropriate information from current intergovernmental
agreement meetings to the Village Council.

4. Willingness to participate with other governmental entities in sharing resources
or equipment.

COMMENTS/SUGGESTIONS:
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1. Ensures that an attitude and feeling of helpfulness, courtesy and sensitivity to
perception exist in employees coming in contact with the public.

2. Establishes and maintains an image of the Village of Bellaire to the
community that represents service, enthusiasm and professionalism.

3. Establishes and maintains a liaison with private organizations, service groups
or individuals involved in areas of concern that relate to the service or activities
of the Village.

4. Promote and provide information to public inquiries regarding activities,
services or potential employment development with the Village.

COMMENTS/SUGGESTIONS:

training or outside training.

2. Maintains contact and professional interaction with subordinates at all levels
of the organization.

3. Ability to appropriately motivate and discipline employees for peak
performance.

4. Equitably handles problem of grievances among subordinate employees.

5. Maintains an organization that is efficient, helpful and courteous to the
public and to the employees.

6. Provides for annual evaluation of all employees.

COMMENTS/SUGGESTIONS:




Village Council.

2. Maintains availability to the Village Council.

3. Provides information needed for Village Council action in a timely manner.

4. Provides the Village Council with all perspectives of an issue and provides a
recommendation and reason to support that recommendation.

5. Always prepared to answer questions of the City Council.

COMMENTS/SUGGESTIONS:

1. Is te 1rector of Public Works Vlcwe_w1th respect s copared to others
in Public Administration?

2. Does the Director of Public Works enthusiastically seek and support
professional improvement through pertinent seminars and conferences?"

3. Does the Director of Public Works deal effectively with other governmental
managers?

4. Is the Director of Public Works always interested in learning new
techniques or envisioning new ways to conduct business?

COMMENTS/SUGGESTIONS:
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1. Imagination: Does the Director of Public Works show originality in
approaching problems? Are they able to visualize the implications of various

approaches?

2. Objectivity: Is the Director of Public Works unemotional and unbiased? Do
they take a rational viewpoint based on facts and qualified opinions?

3. Drive: Is the Director of Public Works energetic, willing to spend whatever
‘time is necessary to do a good job?

4. Decisiveness: Is the Director of Public Works able to reach timely decisions
and initiate action?

5. Attitude: Is the Director of Public Works enthusiastic, cooperative
and willing to adapt?

COMMENTS/SUGGESTIONS:

OTHER COMMENTS THAT MAY BE RELEVANT TO THIS EVALUATION:

Total Score:

Employee Signature:
Committee Member Signature:




Village of Bellaire
DPW Employee

Evaluation
Employee Name: Hire Date:
Job Title: Rating Period: From to
Job Knowledge Consider the basic knowledge of related work, techniques, and equipment for the job.
Inadequate knowledge of

the job and procedures.
Fails to grasp anything but

Inadequate knowledge
of duties and is slow to

Excellent

fhie mostelement ' . Adequate knowledge of Good knowledge of understanding of

concepts of the ‘iog_ry ' grasp de’%’ls' bIl\Ieeds duties. Needs a normal | duties. Well informed. duties. Extremely
C R e, ; y conslaerable amount of instruction. | Needs little instruction. | capable and requires
Needs constant SHPEEFLSI0N. ' ' little to no direction. .

supervision. ‘
1 2 3 4 5

Comments:

Quantity of Work Consider the amount and promptness of work completed.

Seldom completes a
satisfactory amount of
work. Slow worker and

Works at a slow pace.
Needs continual urging

Works at a steady pace.
Usually produces an

Works fast. Often
exceeds requirements.

Consistently produces
a high volume of

wEdE 10 wasts tins and encouraging. Does | acceptable volume of Thorough and careful work. Does more than
Inadequate pro ductivity just enough to get by. work. worker. expected.
1 2 3 4 5

Comments:




Consider the ability to compile work in a neat, accurate and thorough manner that me= ets

Quality of Work standards.
Exceeds minimum Consistent lm igh degree
) . Inclined to make Meets requirements of eecuirements of of acetiras
Poor quality with mistakes. Work is q y and

excessive and repetitive
errors. Requires constant
scrutiny and revision.

barely acceptable and
needs unnecessary

accuracy and neatness.
Makes few errors and
needs normal

accuracy and neatness.
Carries out instructions
well and needs little

neatness. W ork can be
relied upon ~with very
little revisiom. Seldom

examination. supervision. supervision. needs supersvision.
1 2 3 4 5
Comments:
Initiative Consider the ability to perform duties in a consistent and reliable manner, the willingmess to

take on new tasks, offer constructive suggestions and accept responsibility.

Requires constant
encouragement. Never
volunteers to undertake

Dislikes responsibility
and has very little drive.
Lacks resourcefulness

Requires normal
encouragement. Seldom
seeks new tasks. Will
accept responsibility when

Requires minimal
encouragement.
Occasionally seeks
new tasks. Works well

Self-starter that goes
out of the wayy to
accept responisibility.

work. Has no drive or and requires more than . when gi Very alert and
i necessary. Accomplishes givent b
ambition. average encouragement. routine rv-:,/,ork. P responsibility. constructive ..
1 o 2 3 4 5
Comments:

Attitude & Dealing
with Co-Workers

Consider willingness to work with and help others and attitude toward co-workers and
supervisors. Ability to accept constructive criticism. Demonstrates enthusiasm, flexibility and
willingness to accept tasks.

Difficult to work with.
Uncooperative and rude.
Resents constructive
criticism. Constant
coworker problems.

Reluctant to cooperate.
Stubborn and at times
unwilling to follow
orders without
argument. Frequent
coworker problems.

Tries to cooperate and
usually agreeable. Accepts
constructive criticism.
Few problems with
coworkers.

Cooperative most of
the time. Interested in
work. Responds to
constructive criticism.
Co-worker problems
rare.

Very cooperative.
Shows great interest in
work. Encourages
constructive criticism.
Admired by coworkers.

1

2

5

Comments:




Public Contact

Consider the willingness to work with the public and project a good image of Village

Cannot deal with the
public. Inconsiderate and
projects a bad image.
Receives numerous valid
complaints.

employees.
Has trouble dealing Excellent in. deali

. . — ing
with the public. Usually maintains Good in dealing with | with the public.

Occasionally lacks
common courtesy and
receives some valid
complaints. Sometimes
rude or inconsiderate.
Projects a poor image.

courteous effective
relations. Generally
pleasant and considerate.
Seldom receives valid
complaints and projects an
acceptable image.

the public. Very
pleasant and tactful.
Rarely receives valid
complaints. Projects a
good image.

Exceptional Ly
courteous and well
mannered. INo valid
complaints received.
Projects an excellent
image.

2

3

Comments:

Operation & Care of
Village Equipment
~ and Property

Consider the concern for safe and responsible operation or use of Village equipment

Shows no concern for the

Minimal concern for

Shows concern for
equipment and City

Handles equipment and

Operates and maintains
equipment and City

proper use and - ... | equipment or City property. Handles with Sity Pf’opelrlty w'iltlh care. | property with extreme
maintenance’ of équipment | property. Often some care. Requcs.ts ceasionally wi care. Scfhedules repair
" or City property. careless with usage. maintenance only if request repair and and maintenance in a
; d . necessary. maintenance as needed. timely manner.
1 2 3 4 5
Comments:
Attendance Consider the adherence to policies on absenteeism and tardiness.

Often absent or tardy.
Does not report absence

Inconsistent attendance
and punctuality.
Seldom reports absence

Occasionally tardy or
absent, but reports in

Seldom absent or
tardy. Always reports
absences or tardiness

Excellent attendance.
Always at work and on

or tardiness in advance. . . in advance. .
in advance. Not advance in most cases. time. Very dependable.
Very undependable. dependable. Dependable. VR .
1 2 3 4 5

Comments:




Safety

Consider the attitude toward personal safety as well as that of co-workers and citizens.

Has a poor safety record.
Often violate safety rules.
Has to be constantly
reminded to wear personal
protective equipment and
use appropriate safety

Has a fair safety
record. Does not
always follow safety
rules. Sometimes uses
personal protective
equipment and
appropriate safety

Has an acceptable safety
record. Usually observes
safety rules and is rarely
careless. Usually wears
personal protective
equipment and uses

Has a good safety
record. Alert in
observing safety rules.
Commonly wears

personal protective
equipment and uses

Extremely ceonscious of
safety. Excepptional
safety recorcl and is
extremely al ert in
observing al 1 safety
rules. Alway~s wears
personal pro-tective

devices. devices without being | appropriate safety devices. | 2PPropriate safety equipment and uses
reminded. devices. appropriate safety
devices.
Comments:

Communication

Consider the ability to effectively communicate, both verbal and written, with employees and superiors.

Excessive and repetitive
errors in written reports.
- | ‘Poor verbal communication
| skills - '

Written reports often
need thorough
inspection. Frequent
errors. S_céine"tir'ri'e‘s
unable t6 express

Written reports meet set
standards with normal

‘errors. Reasonably clear in
| expression.

Above set standards.
Errors are infrequent.
Messages are mostly
clear and easily

Expresses self clearly
and effectivesly on all
subjects. Uses

appropriate Language

subject matter clearly. | hudemsigad. for any situation. -
1 2 3 4 5
Comments:
. Consider the ability to perform duties while maintaining a high level of productivity in a reliable and
Dependability consistent manner with little direct supervision.

Requires constant
supervision. Lacks follow
through. Cannot be
depended upon. Does not
follow instructions.

Requires more than
normal supervision. Is
easily distracted.
Seldom follows
instructions.

Requires normal
supervision. Generally
dependable and follows
instructions.

Requires minimal
supervision. Good
follow-through and
follows instructions.

Requires little or no
supervision. Can
always be depended
upon. Follows
instructions with great
accuracy.

1

2

5

Comments:




Policies and

Consider the knowledge and understanding the Via Policies and Procedures as well as departnmental rules

Procedures and regulations.
Knows applicable City | Extremely
= policies and knowledgeabsle of City
Lacks basic knowledge of Enﬁ?:;:izrc‘? tl;,h [:ﬁ:: i):: s Basic knowledge of City departmental rules polices and
City policies. Shows PP P policies and departmental | well. Rarely commits departmental rules.

disregard for departmental

rules and regulations.

Supervisor rarely enforces

and departmental rules.
Regularly commits
infractions. Supervisor
does not always

rules. Generally, does not
commit major infractions.
Supervisor usually

infractions, and if so,
are minor in nature.
Supervisor is very

Strictly adhe res to all
rules and sets an
example for «thers to

safety rules. enforce safety ules. enforces safety rules. conscious of safety follow. Supe xvisor
rules. always enfor-ces safety
rules.
1 2 3 4 5
Comments:

Planning and
Organizing

Consider the ability to plan and organize work.

Lacks basic pianning

skills. Plans are extremely

short range without
consideration-of long-
range effects. Lacks the
ability o organize
resources or determine
work methods efficiently.

Plans and organization
lacks thorough
consideration.

:Sometimes overlooks

long range effects.
Resource estimates and .
organization are not
always practical.

Plans and organizes work
adequately. Resource

_estimates and organization

are sensibly dligned with
projected workloads. |
Determines feasible work
methods.

Plans and ofganizes
work well. Usually
considers likely

complications and
-long-range effects.

Projects workloads
and relating resource
needs accurately.

Extremely effective in
planning and
organizing. Always
conscious of detail and
long-range effects. .
Exceptionally accurate
in projecting workloads
and resource needs.

1

2

4

5

Comments:

Decision Making

Consider the ability to make sound, logical decisions.

Does not make reasonable
or logical decisions. Lacks

perception and does not
evaluate alternatives.

Occasionally uses poor
judgment. Logic is
sometimes
questionable. Tendency
to postpone decisions.

Usually makes reasonably

logical decisions. Does not
usually postpone decisions.

Evaluates facts
carefully and makes
sound, logical
decisions. Perceptive
and decisive.

Uses excellent logic
and perception in
making timely, accurate
decisions. Never
postpones decisions.

2

4

5

Comments:




Total Score:

PERFORMANCE EVALUATION RECOMMENDATIONS

GOALS:

CERTFICATION BY DPW SUPERVISOR

I hereby certify that I have carefully reviewed this report and informed the rater of any inconsistencies/errors noted and/or lack of
required documentation as given on this form. I understand that if I do not agree with an assigned rating, I can discuss my~
disagreement with the rater and use the comments section below to state my disagreement.

Signature of Supervisor: Date:

Reviewer Comments:

REVIEW BY EMPLOYEE

I hereby certify that I have received a copy of this performance evaluation and that it has been discussed with me. IfI disagree
with the evaluation, I will use the comments section below to state my complaints. Signature of Employee

Date: Employee Comments:

REVIEW BY ADMINSTRATION COMMITTEE MEMBER

I hereby certify that I have received this report and noted any inconsistencies/errors.

Signature of Committee Member: Date:

tional / Outstanding

Above Average

Below Average




Village of Bellaire
Clerk/Zoning Administrator Evaluation Form

Evaluation Period: to

Employee:

INSTRUCTIONS

This evaluation has two parts: the first being a score sheet that will cover multiple categories of
performance criteria; and the second being a narrative comment section.

A summary of the score sheet results and all narrative comments will be given to the
Administration Committee to be used as a basis for discussion of performance. These may also
be given to all Village Council Members once the Administration Committee has made its
recommendation to the Village Council. The Village Council will also use the score sheet
summary and narrative comments, along with the Administration Committee’s recommendation
as the basis for its discussion of performance.

Score Sheet. For the first part of the evaluation, each category contains multiple statements that
describe a performance standard in that category. For each statement, Evaluator will rate the
employee’s performance along the following scale:

. 1 —Poor (rarely meets the performance standard)

2 — Below Average (usually does not meet the performance standard)
3 — Average (generally meets the performance standard)

4 — Above Average (generally exceeds the performance standard)

5 — Excellent (almost always exceeds the performance standard)

If the Evaluator does not have enough information to rate the employee on a particular
performance standard, leave it blank. Blanks will not be included in the numerical scoring, but
the number of blanks for that category will be recorded. For each category, an average score will
be calculated for an overall score for that category. The overall scores will then be averaged to
give the employee a final overall score on performance.

Narrative comments. The second part of this evaluation is a set of questions requiring narrative
comments from the Evaluator on the employee’s performance. The Evaluator will then sign and
date the evaluation at the end of this section.

The employee will also be able to provide optional written comments regarding his/her

performance. The employee will then sign and date the evaluation at the end of his/her written
comments.
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PERFORMANCE CATEGORY SCORING
INDIVIDUAL CHARACTERISTICS

Diligent and thorough in the discharge of duties (i.e. “self-starter”).

Exercises good judgment.

Displays enthusiasm, cooperation, and will to adapt.

Exhibits composure and attitude appropriate for the position.

Encourages teamwork, innovation, and effective problem-solving among peers.
Maintains cooperative relationships with peer agencies and other governmental units.

PROFESSIONAL SKILLS

Maintains knowledge of current developments affecting the practice of local
government.

Demonstrates a capacity for innovation and creativity.

-Anticipates and analyzes problems to develop effective approaches for solving them.
Willing to try new ideas proposed by governing body members and/or staff.

Sets a professional example by handling affairs of the public office in a fair and
impartial manner.

CLERK FUNCTIONS

Supports the actions of the governing body after a decision has been reached, both
inside and outside the organization.

Helps the Council address future needs and develop adequate plans to address long
term trends.

Attends all regular and special meetings of the Village Council and successfully
provides accurate official minutes of the proceedings.

Ability to meet and serve the public with tact and creditability.

Inspects properties for Village Code licenses and Village Code violations.

ZONING ADMINISTRATOR FUNCTIONS

Supports the actions of the ZBA and/or Planning Commission after a decision has
been reached, both inside and outside the organization.

Helps the ZBA/ Planning Commission address future needs and develop adequate
plans to address long term trends.

Attends all regular and special meetings of the ZBA and/or Planning Commission and
successfully provides accurate official minutes of the proceedings.

Ability to meet and serve the public with tact and creditability.

Exhibits knowledge of the Village Zoning Ordinance, with the ability to guide the
public through obtaining a land use permit, special use permit, or any other zoning
permit/application.
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Inspects properties for zoning permits and zoning violations.

REPORTING & RECORDS

Provides regular information and reports to the governing body concerning matters of
importance to the local government.

Responds in a timely manner to requests from the public and/or the governing body
for information.

Takes the initiative to provide information, advice, and recommendations to the
governing body on matters that are non-routine and not administrative in nature.
Effectively manages records and indexing of records for public use.

Produces and handles reports in a way to convey the message that affairs of the
organization are open to public scrutiny.

FISCAL MANAGEMENT

Makes the best possible use of available funds, conscious of the need to operate the
local government efficiently and effectively.
Prepares a budget and budgetary recommendations in an intelligent and accessible

format.

Ensures actions and decisions reflect an appropriate level of responsibility for
financial planning and accountability. .
Appropriately monitors-and manages fiscal activities of the department.
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NARRATIVE EVALUATION

1. During this evaluation period, what are some strengths that the employee has shown=?

2. During this evaluation period, what are some areas that the employee needs to impro ve?

3. What are some suggestions or assistance you can offer the employee on how to improve
those areas? ' '

4. Please note any other comments you have for the employee. (For example: expectations,
goals, or priorities over the next year).

Date:

Evaluator Signature:

Evaluator’s Position:
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Optional comments from the employee regarding his/her performance:

Date:

Employee Signature:
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AVERAGE SCORE FOR EACH CATEGORY:
INDIVIDUAL CHARACTERISTICS
PROFESSIONAL SKILLS
CLERK FUNCTIONS
ZONING ADMINISTRATOR FUNCTIONS
REPORTING & RECORDS

FISCAL MANAGEMENT

AVERAGE OVERALL SCORE: /5
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Village of Bellaire
Treasurer/ Deputy Clerk Evaluation Form

Evaluation Period: to

Employee:

INSTRUCTIONS

This evaluation has two parts: the first being a score sheet that will cover multiple categories of
performance criteria; and the second being a narrative comment section.

A summary of the score sheet results and all narrative comments will be given to the
Administration Committee to be used as a basis for discussion of performance. These may also
be given to all Village Council Members once the Administration Committee has made its
recommendation to the Village Council. The Village Council will also use the score sheet
summary and narrative comments, along with the Administration Committee’s recommenda tion
as the basis for its discussion of performance.

Score Sheet. For the first part of the evaluation, each category contains multiple statements that
describe a performance standard in that category. For each statement, Evaluator will rate the
employee performance along the following scale:

1 — Poor (rarely meets the performance standard)

2 — Below Average (usually does not meet the performance standard)
3 — Average (generally meets the performance standard)

4 — Above Average (generally exceeds the performance standard)

5 — Excellent (almost always exceeds the performance standard)

If the Evaluator does not have enough information to rate the employee on a particular
performance standard, leave it blank. Blanks will not be included in the numerical scoring, but
the number of blanks for that category will be recorded. For each category, an average score will
be calculated for an overall score for that category. The overall scores will then be averaged to
give the employee a final overall score on performance.

Narrative comments. The second part of this evaluation is a set of questions requiring narrative
comments from the Evaluator on the employee’s performance. The Evaluator will then sign and
date the evaluation at the end of this section.

The employee will also be able to provide optional written comments regarding his/her
performance. The employees will then sign and date the evaluation at the end of his/her written

comments.
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PERFORMANCE CATEGORY SCORING
INDIVIDUAL CHARACTERISTICS

Diligent and thorough in the discharge of duties (i.e. “self-starter”).

Exercises good judgment.

Displays enthusiasm, cooperation, and will to adapt.

Exhibits composure and attitude appropriate for the position.

Encourages teamwork, innovation, and effective problem-solving among peers.
Maintains cooperative relationships with peer agencies and other governmental winits.

PROFESSIONAL SKILLS

Maintains knowledge of current developments affecting the practice of local
government.

Demonstrates a capacity for innovation and creativity.

Anticipates and analyzes problems to develop effective approaches for solving them.
Willing to try new ideas proposed by governing body members and/or staff,

Sets a professional example by handling affairs of the public office in a fair and
impartial manner.

CLERK FUNCTIONS

Supports the actions of the governing body after a decision has been reached, both
inside and outside the organization.

Helps the Council address future needs and develop adequate plans to address long
term trends.

Attends all regular and special meetings of the Village Council and successfully
provides accurate official minutes of the proceedings.

Ability to meet and serve the public with tact and creditability.

Inspects properties for Village Code licenses and Village Code violations.

TREASURER FUNCTIONS

Supports the financial actions approved by the governing body.

Collects, disburses and keeps an account of all financial transactions (taxes, revenues,
expenditures, investments and debt) and keeps a separate account for each fund.
Maintains ledgers, journals, reports and financial information timely and accurately.
Provides day to day financial management, administration and monitoring of the
annual operating and capital budgets.

Supports department heads in the budget preparation process.

Assists in planning, organizing and directing the operations of the Village’s human
resources program.
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REPORTING & RECORDS

Provides regular information and reports to the governing body concerning matters of

importance to the local government.
Responds in a timely manner to requests from the public and/or the governing body

for information.

Takes the initiative to provide information, advice, and recommendations to the
governing body on matters that are non-routine and not administrative in nature.
Effectively manages records and indexing of records for public use.

Produces and handles reports in a way to convey the message that affairs of the

organization are open to public scrutiny.

FISCAL MANAGEMENT

Makes the best possible use of available funds, conscious of the need to operate the
local government efficiently and effectively.
Prepares a budget and budgetary recommendations in an intelligent and accessible

format.
Ensures actions and decisions reflect an appropriate level of responsibility for

financial planning and accountability.
Appropriately monitors and manages fiscal activities of the department.
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NARRATIVE EVALUATION

1. During this evaluation period, what are some strengths that the employee has shown

2. During this evaluation period, what are some areas that the employee needs to improve?

3. What are some suggestions or assistance you can offer the employee on how to improve
those areas?

4. Please note any other comments you have for the employee. (For example: expectations,
goals, or priorities over the next year).

Date:

Evaluator Signature:

Evaluator’s Position:
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Optional comments from the employee regarding his/her performance:

Date:

Employee Signature:
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AVERAGE SCORE FOR EACH CATEGORY:
INDIVIDUAL CHARACTERISTICS
PROFESSIONAL SKILLS
CLERK FUNCTIONS
ZONING ADMINISTRATOR FUNCTIONS
REPORTING & RECORDS

FISCAL MANAGEMENT

AVERAGE OVERALL SCORE: /5
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BELLAI POLICE DEPARTME.}T?T
Emplovee Perforn luati

‘Objective:

The: formal performance evaluation system igidesigned for

Instenctions:

© Review the emp
'r'e“cen't e'venfs tha

scale desCr_. ed b"_. ,.;}?

Rating scale::

I= Performanice; knowledge sklll level or

N/A* N o,t a_ppllcable

"Any area rated: attwo-or below. and, any: area ratéd at four or above: réqui’res\.an entry in the comments section

,:'n




Employee name:
Evaluation period:

Prepared by:

Yuadeeptable Mests Txcecds
1 2 3 4 5 N/A

1. _Appeararice and department 0 O 0 0o o O
P professional, neat appearatice: in attire appropriate to. ass;gnment or activity., Follows départiieiit divectives i the

weating of! departmcnt uniforms. Instills confidence and respect of cmployees and the departinent throtigh personal condiict ard

behavior which!is ptofessional and businesslike.

1 2 % 4 5 NA

2._Attendance, punctuality, ;nfeparefd'négg for duty. [:] O B 0O 0o O

notifications well in advance

1 2 3 4 5 N/A

3. Af_’t__ﬁpdg..;-accentanceiof"direeti'on'..inte,rpersonal skills O O O 0O O

Il directions and orders with a positive professional attitude.

S ‘{0 const \coept proaches to solutions which are different from theirown.
stplays sensitivity, fdirness, and patlence when dcalmg with: others. Refrains from insensitive or unprofessional remarks, gestures,
writing, or other communications.

L 12 3 4 5 NA
4. Radio/ Communications Procedures O O 0O B8 0O og

Officer is attentive to the Radio at all times, MDC Communications, makes clear concise and professional radio transmigsions.



i A o A

i 2 ¥ 4 5 N
oo n 0o

Understands and properly applies knowledge:of cutrent village and department directives ag well as laws-and villag
which affeot their as.sxgnment" 1I‘akes approprrat' 11, aﬁ ZES pro cedt nd i

ite ,-aceurate report which is: neat professL al, easy to read and understand Completes all apphcable Sections,
bexes ete. Accuratelyand legibly completes proper department forms.

I 2 3 4 5 NA
9. Investigations O B8 0o o o :
Invcstxgatcs mcndents completcly, thoroughly, and professionally. Generates a.nd pursues:all available investigative leads.

es:proper-questioning techniques during interviews
nveéstigative resources and ntilizes them ‘when neeted.

1 2 3 4 § N/A
10. Traffic enforcement: O O o o E]
En;,ages in a broad: range. of:enforcement activities including vehicle:equipment, parkmg ordinances; llcensmg, moving violations,

and. major offenses. Properly.completes thorough accident investigations. Takes a proactive role by increasing traffic safety
through identification and enforcement in problem areas.




I 2 3 4 5 N/A

11._Officer Safety O 0o oo O

s handled pnofessnonall_y, effectively and safely. Maintainsa position of advantage whenever possitsle. Controls:
phizes danger, request-assistance:when needed. Does not hesitate to take-action, maintains control, and utilizes
te level of force necessary.

1 2 3 4 5 NA
12. Equipiient' O 0O 0o0og d

s-and procedures. Maintaing equlpment and ensures
sly.: Utlllzes safe practices with. equiptment which

Operates. véhicles and other equipment safely and in accordance with instruc
it 1s prepaie f01_‘ the mext uset.: chorts d of'unsafe equipm
minimizes-the risk.of damage or injury.

1 ) 3 4i 5 N/A

13, Technicalskills, department-commiiiity involverient O O 0O d o

of his/ her normal assighment. His/ her skills,
sommunity.

bficien Uir-aréas beyond req
ent, or vohmteensm al

addmona] in

Substantidted employee complaints, coi /€ action plans, or.discussion record entries received during this

evaluatlon peri

Letters of commendation received during:this evaluation period

Achievements

Corrective.action plan required? Yes [] No [
(must be atiachedif marked yes)

Overall evaluation for this y




Performance Summary

Enployee ¢oimments:




Performance Evaluation Required Sign

Eyvaluator _ e e .. date

Chiefof Police , e Cate. .




_Police Department Tean if you contintie demonstrating thee following

would be: he]pfultothe; o
attltudes skills and behaviars:

Police Depattiiierit Team if you stait demonstrating the following

.. ... Police Department Teamn if-yé;q,s_tjc;azﬁ:_.‘g?i?;e;nmwiﬁa:ﬁfng*thg:,_t‘o':,i-fl@wimg

attltudés, skﬂ[s and behav

ful torthe Police Dipartiment Teain to identify your dctions that inspire others to

Police Departmeiit Team: for you (o get additional training fin the.

Employee Signature Date

Supervisor Signature - Date




Employee’s Own - Personal Developmeit Vision

I’ens ana/ Development stzons asszst empl ( 'ee.s in zdentzﬁ/mg thezl own vmton for personal and professzo;ma[

comparz.s.on will assist in tdent,zﬁa' g

Iview my three (3) greatest achigvements: while working at this agency to be:

1 view niiy three (3) grea‘test--aqhiéyz..emems during; the pasttwo. (2) years to be:

My views of what I did to: improve customer service during the past two (2) years:

[ingpire others by examples té produce more than [ consume in the workplace by:

How I'view miy performance:and careeratthe Police Depattments

Wihat ['would like to pursue in self improvement:

Obstacles that may hamper my self improvement:



10,

11.

12,

“are:

1 3'

14.

Ttaining or materials 1 need to assist with my professional development:

‘The:next job: position I weuld Jike to aftair:

IfTcould change anything.aboutthe Police Department it would be:

My solutions to any problemis/that [ believe exists at the. _ Palice Departmient

My unique idea(s) fo improve: the Police Depattitient:

awn, inability to test, and ehang S
s to. help reduce syt ptoms of burhout and/of
symptoms of excessive stress, immediately contactys , depar he
free dnd confidential Bmployee:Assistance Program ( ___rov1ded by the dep rtment Please coxlselder the
unseen risks of being a police-officer, and remember that:if is impoitant to maintain 4 balance in your life in-

regards to family, play, self and work. (No answer required).

Date Provided to Employee: . By

Date Returned to Supervisor: , . By:




VILLAGE OF BELLAIRE EMPLOYEE
PERFORMANCE APPRAISAL BY PEERS

Employee being Evaluated:

Position:

INTRODUCTION

The Village of Bellaire believes that performance appraisals are beneficial in evaluating the job
performance of its employees. A performance appraisal system should promote open dialogue
between a supervisor, his/her direct reporting staff members and the Village of Bellaire
Administration and Personnel Committee, to discuss an employee’s strengths, to build on an
employee's strong points, and to provide constructive suggestions to employees in areas requiring
improvement.

To accommodate this objective, a “Performance Appraisal System for Employees” consisting
of the following four components has been developed:

General Evaluation Self-Management
e Attitude e Initiative
e Communication/Interpersonal Skills e Conformance w/ Policies/Procedures
e Productivity and Efficiency e Public Relations
e Judgment/Decision Making e Professional Development
General Job Skills Performance on Individual Goals/Objectives
e Planning/Organization e Mutually agreed upon goals that serve to:
e Fiscal Management o Improve operations under his/her
e  Staff Development responsibility
e Leadership Skills o Provide for the individual's further
e Organizational Development development

e Reviewing performance against those goals on a
regular basis, esp. during the annual evaluation

For all employees, performance will be evaluated annually, no later than November 30. The
performance evaluations will be considered in an employee’s wage or benefit adjustments in
each budget cycle. The appraisal will become a part of the employee's employment record. It
is intended to be a candid and objective evaluation of performance, concentrating on
strengths, and identifying areas for performance improvement.



INSTRUCTIONS

On the following forms, the supervisor has indicated how he/she appraises the employee's
performance during the review period using the following rating factors (check box for the appro priate

rating):

®)
(4)
(3)
(2)
(1

Consistently exceeds established performance criteria
Often exceeds established performance criteria
Consistently meets established performance criteria
Inconsistent in meeting established performance criteria

Typically fails to meet established performance criteria

In the space provided for “Comments” in each evaluation category, the supervisor may list areas for
improvement resulting from his/her evaluation of each performance criteria. The supervisor also may
include comments regarding the employee's strengths and suggest how they can be most effectively
used. Additional pages may be attached if more space for “Comments” is required.



PRIMARY ABILITIES

Consistently
Exceeds
Expectations

Often
Exceeds
Expectations

Consistently
Meets
Expectations

Inconsistent
in Meeting
Expectations

Ty pically
Failss to Meet
Expexctations

Attitude

(501

@

I

0

(nd

Demonstrates willingness to accept direction
from qualified sources.

Strives to maintain a positive approach in
working with superior, peers and subordinates.

Demonstrates dependability.

Displays initiative, commitment and
involvement.

Courteous and constructive in dealing with
staff members and general public.

Strives to seek solutions and workable
alternatives where possible.

Comments:

Productivity and Efficiency

(5) [

@0

)0

(m o

Uses time productively.

Completes work on a timely basis.
Manages to get work done within resources
available and budget constraints without
sacrificing quality.

Seeks more efficient ways of doing things.
Receptive to consider new approaches to
tasks.

Comments:

Communication/Interpersonal Skills

(501

) UJ

I

20

Mo

Demonstrates willingness to work with others
at all levels as a team player.

Genuinely interested in opinions/ideas of
others.

Shows interest and exhibits enthusiasm for
organization and the Community.

Comments:

Judgment/Decision Making

(5)J

@

)0

(H

Accepts responsibility for making decisions.

Analyzes problems intelligently and factually
using good common sense and logical
reasoning.

Anticipates longer-range implications of
decisions.

Finds workable solutions.

Comments:




PRIMARY ABILITIES

Consistently
Exceeds
Expectations

Often
Exceeds
Expectations

Consistently
Meets
Expectations

Inconsistent
in Meeting
Expectations

Ty pically
Fails to Meet
Expexctations

Planning/Organization

(5) ]

OIm

G0

@0

(Mo

e  Demonstrates ability to organize work and
plan ahead.

e  Able and willing to work cooperatively with
other members of City Management Team in
joint assignments in areas of interfacing
responsibilities and in supporting activities.

Comments:

Fiscal Management

(5)

) UJ

)0

20

(o

e  Usually completes work within normal time
limits of the job.

e  Does not sacrifice accuracy or quality for
quantity.
Carefully proofreads work for possible errors.
Within the limits of his/her authority to do so,

seeks and finds ways to get job done quicker
or more efficiently or effectively.

Comments:

Staff Development

6) 0

3)J

MO

e  Exhibits ability to handle personnel relations
within department.

e  Effective in conducting performance review for
subordinate staff.

Encourages potential of subordinate staff.

Emphasizes importance of expanding skills
and teamwork.

e Allows subordinate staff appropriate flexibility
in performing work.

e  Encourages initiative.

Comments:

Leadership Skills

(5]

@ J

©OFm

@0

(m

Acts as positive role model for staff.

Able to work effectively as a mentor/advisor
and educator for department staff.

e Demonstrates high level of technical skills in
own responsibilities to effectively lead staff.

e Displays ability to motivate and develop staff.

Comments:

Organizational Development

(5) ]

@ O

©In

(1m0

e  Participates in organizational development
and strategic planning initiatives.

e Demonstrates cooperative and positive

attitude in relationships with other department-

leaders and top management.

e  Supports management's efforts to effect
change and improvement.

Comments:




PRIMARY ABILITIES

Consistently
Exceeds
Expectations

Often
Exceeds
Expectations

Consistently
Meets
Expectations

NG

e

Inconsistent
in Meeting
Expectations

Ty pically
Fails to Meet
Expectations

Initiative

(5) [

4 J

(3)

2

(1H

Demonstrates willingness to work beyond
routine & stated job duties.

Volunteers for or accepts special tasks and
assignments.

Recommends new initiatives.

Encourages initiative in others and supports
staff & colleagues in exploring new ideas.

Comments:

Conformance w/ Policies & Procedures

(5)

@

G0

(n

Understands & shows willingness to work
within established structure/philosophy of the
City.

Displays understanding and knowledge of
City's policies and procedures.

Considers willingness to support City's policies
even though personal views may differ.

Comments:

Public Relations

(6)0J

) J

I

) 0J

(mQd

°

Displays positive & professional first
impression w/ constituents, visitors & others
(e.g. vendors, contractors, consultants, etc.)
Communicates effectively in person, over the
phone & in writing.

Maintains effective & positive relationship w/
superiors, peers, subordinates, citizens, etc.

Comments:

Professional Development

(60

.

(3)

(2

Mo

Attends continuing education courses &
seminars within available time & financial
resources.

Displays interest & pursues opportunities to
become a more valuable member of the City
Management Team.

Considers employees’ willingness & initiative
to expand & enrich job and grow personally &
professionally.

Comments:




VILLAGE OF BELLAIRE EMPLOYEE
PERFORMANCE APPRAISAL — SELF REVIEW

Name:

Position:

INTRODUCTION

The Village of Bellaire believes that performance appraisals are beneficial in evaluating the job
performance of its employees. A performance appraisal system should promote open dialogue
between a supervisor, his/her direct reporting staff members and the Village of Bellaire
Administration and Personnel Committee, to discuss an employee’s strengths, to build on an
employee's strong points, and to provide constructive suggestions to employees in areas requiring
improvement.

To accommodate this objective, a “Performance Appraisal System for Employees” consisting
of the following four components has been developed:

General Evaluation Self-Management
e Attitude e Initiative
e Communication/Interpersonal Skills e Conformance w/ Policies/Procedures
e Productivity and Efficiency e Public Relations
e Judgment/Decision Making e Professional Development
General Job Skills Performance on Individual Goals/Objectives
e Planning/Organization e Mutually agreed upon goals that serve to:
e Fiscal Management o Improve operations under his/her
o  Staff Development responsibility
e Leadership Skills o Provide for the individual's further
e Organizational Development development

e Reviewing performance against those goals on a
regular basis, esp. during the annual evaluation

For all employees, performance will be evaluated annually, no later than November 30. The
performance evaluations will be considered in an employee’s wage or benefit adjustments in
each budget cycle. The appraisal will become a part of the employee's employment record. It
is intended to be a candid and objective evaluation of performance, concentrating on
strengths, and identifying areas for performance improvement.



INSTRUCTIONS

On the following forms, the supervisor has indicated how he/she appraises the employee's
performance during the review period using the following rating factors (check box for the appro priate

rating):

(%)
4)
3)
(2)
(1)

Consistently exceeds established performance criteria
Often exceeds established performance criteria
Consistently meets established performance criteria
Inconsistent in meeting established performance criteria

Typically fails to meet established performance criteria

In the space provided for “Comments” in each evaluation category, the supervisor may list areas for
improvement resulting from his/her evaluation of each performance criteria. The supervisor also may
include comments regarding the employee's strengths and suggest how they can be most effectively
used. Additional pages may be attached if more space for “Comments” is required.



PRIMARY ABILITIES

Consistently
Exceeds
Expectations

Often
Exceeds
Expectations

Consistently
Meets
Expectations

Inconsistent
in Meeting
Expectations

Ty pically
Fails to Meet
Expectations

Attitude

(5) L

)

)0

(2

()

Demonstrates willingness to accept direction
from qualified sources.

Strives to maintain a positive approach in
working with superior, peers and subordinates.

Demonstrates dependability.

Displays initiative, commitment and
involvement.

Courteous and constructive in dealing with
staff members and general public.

Strives to seek solutions and workable
alternatives where possible.

Comments:

Productivity and Efficiency

(5) J

@ 0

G0

@0

(mHoQ

Uses time productively.

Completes work on a timely basis.
Manages to get work done within resources
available and budget constraints without
sacrificing quality.

Seeks more efficient ways of doing things.
Receptive to consider new approaches to
tasks.

Comments:

Communication/Interpersonal Skills

(65)J

©In

20

mg

Demonstrates willingness to work with others
at all levels as a team player.

Genuinely interested in opinions/ideas of
others.

Shows interest and exhibits enthusiasm for
organization and the Community.

Comments:

Judgment/Decision Making

(5)0J

)

)0

mag

Accepts responsibility for making decisions.

Analyzes problems intelligently and factually
using good common sense and logical
reasoning.

Anticipates longer-range implications of
decisions.

Finds workable solutions.

Comments:




PRIMARY ABILITIES

Consistently
Exceeds
Expectations

Often
Exceeds
Expectations

ERFORMANCE RATING FAC

Consistently
Meets
Expectations

Inconsistent

in Meeting

Expectations

Ty pically
Failss to Meet
Expectations

Planning/Organization

(5)J

@0

©In

@0

(Mo

Demonstrates ability to organize work and
plan ahead.

Able and willing to work cooperatively with
other members of City Management Team in
joint assignments in areas of interfacing
responsibilities and in supporting activities.

Comments:

Fiscal Management

(6)J

@0

©In

(2)J

(1) [

Usually completes work within normal time
limits of the job.

Does not sacrifice accuracy or quality for
quantity.

Carefully proofreads work for possible errors.
Within the limits of his/her authority to do so,

seeks and finds ways to get job done quicker
or more efficiently or effectively.

Comments:

Staff Development

(5) ]

0

O

@0

QN

Exhibits ability to handle personnel relations
within department.

Effective in conducting performance review for
subordinate staff.

Encourages potential of subordinate staff.

Emphasizes importance of expanding skills
and teamwork.

Allows subordinate staff appropriate flexibility
in performing work.

Encourages initiative.

Comments:

Leadership Skills

(65)0J

4) ]

G0

@0

My

Acts as positive role model for staff.

Able to work effectively as a mentor/advisor
and educator for department staff.

Demonstrates high level of technical skills in
own responsibilities to effectively lead staff.

Displays ability to motivate and develop staff.

Comments:

Organizational Development

60

4) ]

©In

0

M

Participates in organizational development
and strategic planning initiatives.
Demonstrates cooperative and positive
attitude in relationships with other department
leaders and top management.

Supports management's efforts to effect
change and improvement.

Comments:




PRIMARY ABILITIES

Consistently

Exceeds
Expectations

Exceeds
Expectations

Consistently

Meets
Expectations

Inconsistent
in Meeting
Expectations

Ty pically
Fails to Meet
Expectations

Initiative

(5)0J

) J

3) 0

2

(mod

e  Demonstrates willingness to work beyond
routine & stated job duties.

e  Volunteers for or accepts special tasks and
assignments.

Recommends new initiatives.

Encourages initiative in others and supports
staff & colleagues in exploring new ideas.

Comments:

Conformance w/ Policies & Procedures

(5)J

4 J

©Im

2

e  Understands & shows willingness to work
within established structure/philosophy of the
City.

° Displays understanding and knowledge of
City's policies and procedures.

e  Considers willingness to support City's policies
even though personal views may differ.

Comments:

Public Relations

(5)J

@

)0

) J

(1O

e  Displays positive & professional first
impression w/ constituents, visitors & others
(e.g. vendors, contractors, consultants, etc.)

e  Communicates effectively in person, over the
phone & in writing.

e  Maintains effective & positive relationship w/
superiors, peers, subordinates, citizens, etc.

Comments:

Professional Development

60

@ J

G U

)0

(m 4

e  Attends continuing education courses &
seminars within available time & financial
resources.

(] Displays interest & pursues opportunities to
become a more valuable member of the City
Management Team.

e  Considers employees’ willingness & initiative
to expand & enrich job and grow personally &
professionally.

Comments:




Jesse M. Fisher

311 East Broad Street,
Bellaire, MI. 49615.
02/15/2025

Bellaire Police Department
202 N Bridge Street,
Bellaire, Ml. 49615

Dear Chief Drollinger,

| am eager to apply for the Police Officer position at Bellaire Police Department. With three
years of experience in law enforcement, four years of experience in 911 dispatching and a
strong passion for serving my community and country, | am confident in my ability to make a
positive impact and hit the ground running.

As a dedicated and skilled officer, | possess excellent communication skills, proven
problem-solving abilities, and maintain physical fitness. My experience at Antrim County
Sheriff's Office has provided me with a solid foundation in patrol procedures, crisis
management, and community engagement.

| am particularly drawn to Bellaire Police Department because of its commitment to public
safety and community policing. As a Bellaire native | personally know the impact of a strong
and supportive police presence. | am excited about the opportunity to contribute to the
department's mission. '

Thank you for considering my application. | would welcome the opportunity to discuss my
qualifications further.

Sincerely,

Jesse M. Fisher
(231) 676-1051
Jesse.Maxon.Fisher@gmail.com



Jesse Maxon Fisher

911 Dispatcher — Antrim County Sheriff Office,
Bellaire, MI. May 2021 — Present

e Key critical thinking and communication to effectively do call intake and
dispatch for fire, law, and EMS simultaneously

e Influential as a Command Training Officer in training new dispatchers and
advising policy for future trainers

® Precise detail in processing warrants, bond conditions, personal protection
orders, and trespass after warnings

e Assists in GIS map maintenance and upkeep to verify most up-to-date
information for all first responders to new addresses

Intelligence Analyst — Joint Reserve Intelligence Center U.S. Navy,
Detroit, M1.

e Conducted multi-source intelligence analysis of social media, historical data,
classified reporting, technical data, and open source information

May 2021 — Present

e Planned, coordinated, and managed funding for the monthly morale events for
a joint service command

Deputy Sheriff — Antrim County Sheriff Office,
Bellaire, MI. ‘

e Carried out routine patrols, responded to emergency calls, and enforced
state/local laws

May 2019 — May 2021

o Perceptive investigation, gathered evidence and interviewed witnesses while
maintaining crisis management and overall control of the scene

e Accurate and detailed reporting writing with the ability to write clear, concise,
and comprehensive reports

Recreation Officer — Antrim County Sheriff Office,
Bellaire, MI. December 2017 — January 2019

e Patrolled snowmobile trails, farmland, and all waterways to enforce laws and
regulation, ensure public safety, and protect natural resources

e Completed multiple livery and safety inspections for local businesses and
residents to safeguard boaters

Petty Officer 2" Class (E-5) USS Bataan LHD 5 U.S. Navy,
Norfolk, VA.
e Fundamental in completing maintenance actions for support equipment assets

e Implemented the Web-Enabled Safety System program while working in the
Safety Department and gave training on preventing further occurrences

e Managed the tool room with meticulous attention to detail to enforce
compliance and maintain accountability

e Outstanding performance as Stretcher Bearer Team Member in which I
responded to onboard casualties and assisted during a combined joint task
force operations

March 2015 — January 2018

P.O. Box 1263, Bellaire, ™. 49615
231-676-1051

Jesse.Maxon.Fisher@gm ail.com

Education

e  Kirtland Community «College —
Police Academy
e  Bellaire High School —

Graduated with honors

Certifications / Awards

e Life Saving Award - Dispatcher

e  Elected as the Chief Union
Steward for Police Officers
Association of Michigan

o Life Saving Award - Deputy

e  Leadership and Top Shot Awards

e  Navy and Marine Corp

Achievement Medal

Skills
Proficient in:

e  Computer Aided Dispatch

e One Solution

e  Mobile Computer Terminal
o  Talon/ LEIN protocols

e  Record Management System

e  Microsoft Word



Village of Bellaire
Employment Application

Have you ever applied with us before? Position Applymg For:
Yes /No? If Yes, When folice Offiver—
Name (Last, First, Middle)
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o 2 7 s o’
VAT
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Have you ever been employed by the Village of Bellaire Yes (/’m:}‘
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- i . P 7
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Are you a If you are not a U.S. Citizen, do you have the legal right to remain in the United States?
U.S. Citizen? Yes No

v/ If employed, can you submit verification of your legal right to remain in the U. S.?

jf"g Yes No

What prompted your application?
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*An Equal OpportunityVEmployer

Employment History: List your last four employers or all employers for the last ten years, whichever is

greater. Attach additional signed sheets if necessary. Also list and explain any period(s) of
unemployment. Please answer ALL inquiries. “See resume” is NOT acceptable.

l Employer's Name: ] Dates (Month & Year)
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Please Circle
Are you currently on layoff status and subject to recall? Yes (@/’

Have you ever been discharged by an employer or resigned in lieu of discharge? Yes \’@



Have you ever been disciplined (other than discharged) by an employer? Yes éNy

If you answered yes to either of the two previous questions, explain all such incidents, giving facts, dates
and describing any action you took and any resolution, on an attached signed sheet.

How much time have you missed from work in the past twelve months? ~oae

Do you have a valid driver’s license? @ No
Education

School Location Degrees
High School
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Trade/Vocational School

Extracurricular Activities
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Professional Licenses, Registrations and/or Certifications

List all states in which you have licenses or certifications. el
:¢£i§“ A

Have you ever had any license or certification investigated Yes @)
suspended, disciplined, revoked or put on probation?
Have you ever been denied a license or certification? Yes No

If you answered yes to either of the above questions, explain in detail on an attached signed sheet.

Please Circle One

Have you ever been subjected to a not guilty by reason of insanity order or disposition? Yes

Have you ever been subject to any misappropriation? Yes

Do you have any felony or misdemeanor charges pending against you? Yes



Have you ever been convicted or pled guilty or nolo contendere to a crime? Yes @/_B//

If you answered yes to any of the above questions, explain by giving dates, nature of offense and
circumstances in an attached signed statement. Conviction of a crime will not necessarily disqualifty an

applicant from employment.
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Are you able to perform the duties of the job which you have applied? A e§> No

Certification

| have read and fully understand the questions on this application for employment. | have completely,
truthfully, and accurately answered each and every question to the best of my knowledge. | understand
that all the inquiries on this application are subject to verification and authorize any schools that | have
attended, licensing and certification boards, law enforcement agencies and current and previous
employers to release any requested information to the Village of Bellaire. | also specifically waive
written notice from any and all former employers regarding their disclosure to the Village of Bellaire of
any prior disciplinary action and waive any claim against the Village of Bellaire and current or former
employers arising from such investigation or disclosure. | understand that any misrepresentation of the
information | have supplied for failed to supply can result in a rejection of this application or, if | have
been hired, an immediate dismissal at the sole discretion of the Village of Bellaire.

| understand and agree that in the absence of an express written contract or agreement to the contrary,
signed by an authorized representative of the Village of Bellaire and by me or my authorized
representative, any employment | accept shall be for an indefinite term and may be terminated at any
time with or without cause either by me or at the will or sole discretion of the Village of Bellaire
regardless of any contrary provisions in any other forms, manuals, handbooks or other documents.
Similarly, such employment shzll be at the wages, benefits, hours and conditions as the Village of
Bellaire may determine and change from time to time and | agree to abide by any rules, regulations,
policies and procedures that may be established from time to time. | understand that no one, other
than an authorized representative of the Village of Bellaire has any authority to enter into an agreement
with me contrary to the provisions of this paragraph and that any such agreement must be in writing
and signed by such authorized representative or it shall not be effective.

It is with full understanding and agreement with the provisions of this certification that | will accept
employment offered to me.

PR

e~

Print Name ‘ ;

Signature of Apphcant Date Signed
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Resume

From Timothy Buse <tjbuse@hotmail.com>
Date Thu 3/6/2025 12:07 AM
To  Drollinger332@live.com <Drollinger332@live.com>

Timothy J. Buse
874 State St.
Boyne City, MI 49712

To Whom It May Concern:

I have an Associate in Applied Science degree, Criminal Justice Law Enforcement, and a background in
electrical work. I am MCOLES certified and have over fifteen years of full-time patrol officer experience. I
currently work at the LTBB Tribal police in Petoskey Michigan, Michigan I am deputized in Emmet County. I
am organized and resourceful. [ am also knowledgeable in computer applications such as Microsoft Word,
Excel, Power Point, and several police report writing programs. My years in Law Enforcement have given me
experience in helping the public with their problem and need and the skills that would be beneficial work at
Gaylord Police Department.

Enclosed is my resume for your review. I would appreciate the chance to meet with you to discuss the ways in
which I can help your department achieve its goals and objectives. I can be reached at the phone number listed
on my resume. References are available upon request.

Thank you for your time and consideration.

Sincerely,

Timothy J Buse

Enclosure

1 of 5 4/8/2025,9:12 A
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Timothy J. Buse 874 State St.

(219) 851-9294 Boyne City, MI 49712

Self-motivated, dependable person seeking Police Officer Position

QUALIFICATIONS:

o fifteen years law enforcement, court work experience

e My years in law enforcement have equipped me with advanced juvenile and people skills
e Associate in Applied Science degree in Criminal Justice — Law Enforcement

@ Made the president’s list of Kirtland RegionalPolice Academy

e Communicate effectively with persons from varied backgrounds

e Proficient in the general paperwork used by police departments

e FEducated in a variety of firearms including handguns, assault rifles, and shot guns
e Organized and resourceful —can be counted on to get the job done

e Effective independently or as a member of a team

@ Knowledgeable in the corrections field

e Passed the MCOLES Reading Writing test with Pass band B

CERTIFICATIONS:

e MCOLES certified

e Radar certified

e SFST certified

e PBT operator

e Certified first responder

e Taser trained and certified

e Certified to utilize pepper spray
@ LEIN Operator

e Data Master Certification

2 of 5 4/8/2025, 9:12 Al
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EDUCATION:

INDIANA LAW ENFORCEMENT ACADEMY —Indianapolis, IN

Graduated May 2009

KIRTLAND REGIONAL POLICE ACADEMY — Roscommon, Michigan

Graduated November 2006

ALPENA COMMUNITY COLLEGE — Alpena,Michigan (2000-2006)

e

Associate in Applied Science degree CRIMINAL JUSTICE — LAW ENFORCEMENT

ALPENA SENIOR HIGH SCHOOL — Alpena,Michigan (1996-2000)

EXPERIENCE:

e LTBB TRIBAL POLICE-Petoskey, MI (May 1, 2012 Present)

o TRIBAL OFFICER
e My duties included patrolling all tribal trust land and enforcing tribal, local, and state laws. | respond to calls,

conduct traffic stops, handle complaints, make arrests, and file the required paperwork.

© SPECTRUM CHARTER COMUNICATIONS-Petoskey, Ml (March 1, 2022)

i TECHNICIAN

= My duties included responding to trouble and install calls in a large rural area and. | operate with
minimal supervision and solve customer issues that included complete service failure to customer
education on products. This job has helped me refine my skills with dealing people and helped me
even further with dealing the public with problem-solving issues.

4/8/2025,9:12 A
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@ MCLAREN NORTHERN MICHIGAN HOSPITSL-Petoskey, Ml (June 1, 2021 -March 1, 202 2)

o SECURITY OFFICER

e My duties included being a first responder to emergency inside the hospital and made periodic tours to secure
area inside the hospital. 1 also mitigated sudden behavioral occurrences caused by patients in the hospital that
range from juvenile to senior in age. | also had to deter crime enforce regulations and protect staff, patients, and
visitors of the hospital.

o LITTLE TRAVERSE BAY BANDS OF ODAWA INDIANS — Petoskey, MI (May 1, 2012 — Present)
= TRIBAL OFFICER
s My duties included patrolling all tribal trust land and enforcing tribal, local, and state laws. | respond
to calls, conduct traffic stops, handle complaints, make arrests, and file the required paperwork.

e | A PORTE COUNTY SHERIFF'S OFFICE — La Porte, IN

(September 15, 2008 — May 30, 2012)

o PATROLMAN

o My duties included patrolling a large rural area, as well as several small towns in the county. | responded to
calls, conducted traffic stops, handled complaints, making arrests, and filed the appropriate required
paperwork.

e MICHIANA POLICE DEPARTMENT — Michiana, Ml (2007 — May 6, 2012)
© PATROLMAN

¢ My duties included general patrol, accident reports, complaints, traffic stops and filing the appropriate
required paperwork.

e NEW BUFFALO CITY POLICE DEPARTMENT — New Buffalo, Ml

(2007 — 2008)
o PATROLMAN

o My duties included general patrol, accident reports, handling complaints, conducting traffic stops, making
arrests and filing the appropriate required paperwork.

e HOLIDAY INN — Alpena, Michigan (2005-2006)
o BELLMAN
¢ | Performed room service and served as security in the building during special events.

o ALPENA POWER GENERATION —Alpena, Michigan (Seasonal 2000 —2003)
o GENERAL MAINTENANCE
4 of 5 o | was responsible for maintaining four buildings which house a total of 25 diesel generators. Dunifgg2025, 9:12 A
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Sent from my iPhone

Sof5 4/8/2025.9:12 A



Village of Bellaire
Employment Application

Have you ever applied with us before? Pasition Applying For:

Yes Nos If Yes, When 24 PoLiCE OFEFIC Erl

Name (Last, First, Middle)

PuseE oY J O CE P

Address (Street, City, State, Zip) How Many Years?
E74 STATE ST __Deoyne € TY M1 491% 5
Telephone
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Previous Address {Street, City, State, Zip)
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How Many Years?

\ 72

Specify any days or times you are NOT available for work:

Mo e
Salary Expectation: Dates Available for Work: Employmen:}a‘tus
) ) Full Time:
30, cco YEAL. Y/8/25 Part Time:
Have you ever been employed by the Village of Bellaire Yes C@

I/ '
Date Started  / /5/ //;’/ Date Left:

1 M4

In What Position?

i

In What Department?

ME

Reason for Leaving?

Wi

Are you a If you are not a U.S. Citizen, do you have the legal right to remain in the United States?
U.S. Citizen? | Yes __#//} No__ A/,
. , If employed, can you submit verification of your legal right to remain in the U. S.?
/ES Yes __ AJk No _Ji/#

What prompted your apblication?

Military Service
Service: /s Branch: Date of Service:
Vy/4 4 y
0/ s LA

Reserve Status

oz

Were you honorably discharged?

s

Describe any specialized training and duties:

*An Equal Opportunity Employer




Employment History: List your last four employers or all employers for the last ten years, whichev er is
greater. Attach additional signed sheets if necessary. Also list and explain any period(s) of
unemployment. Please answer ALL inquiries. “See resume” is NOT acceptable.

Employer’s Name:

Dates (Month & Year)
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Please Circle

Are you currently on layoff status and subject to recall? Yes @;
Have you ever been discharged by an employer or resigned in lieu of discharge? Yes C’[\T‘da
Have you ever been disciplined {other than discharged) by an employer? Yes @

If you answered yes to either of the two previous questions, explain all such incidents, giving facts, dates
and describing any action you tock and any resolution, on an attached signed sheet.

How much time have you missed from work in the past twelve months? Z pa Y<

Do you have a valid driver’s license? Yes No
Education
School Location Degrees
High School
Aivsars i e 23635 3rip ST HIEH SCHOLL NP o £

APEYVA, M1 Y7707

Business School
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College/University
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Trade/Vocational School

Extracurricular Activities

Professional Licenses, Registrations and/or Certifications

List all states in which you have licenses or certifications.
ACeCES CEral | TH SEn Céeansi

Have you ever had any license or certification investigated Yes Q\Jo
R

suspended, disciplined, revoked or put on probation?

Have you ever been denied a license or certification? Yes ( No,

if you answered yes to either of the above questions, explain in detail on an attached signed sheet.




VILLAGE OF BELLAIRE

Consent to the Obtainment of Criminal Background Check Information

I consent that the Village of Bellaire may conduct a criminal history check on me
that includes the review of the natienal Criminal Database and obtainment of State
Police records. This consent has been granted pursuant to my receipt of a good
faith offer of employment or contract.

Date of Birth: |/ 1/ €1

Full Legal Name: 1 110 THY JosSepH BosE

Driver’s License #: B 2¢c 79% 44y) &£52_

M eTH Y J /ﬁ usC 3/25/7S
Print Name Date

foeey Br L/25/25

Signature Date




Please Circle One

Have you ever been subjected to a not guilty by reason of insanity order or disposition? Yes @g)
Have you ever been subject to any misappropriation? Yes @;
Do you have any felony or misdemeanor charges pending against you? Yes No ™
Have you ever been convicted or pled guilty or nolo contendere to a crime? Yes @

If you answered yes to any of the above questions, explain by giving dates, nature of offense and
circumstances in an attached signed statement. Conviction of a crime will not necessarily disqualify an

applicant from employment.

=

Are you 18 years of age or older? Yes./ No
Are you able to perform the duties of the job which you have applied? @es\\ No

Certification

| have read and fully understand the questions on this application for employment. | have completely,
truthfully, and accurately answered each and every question to the best of my knowledge. | understand
that all the inquiries on this application are subject to verification and authorize any schools that | have
attended, licensing and certification boards, law enforcement agencies and current and previous
employers to release any requested information to the Village of Bellaire. 1also specifically waive
written notice from any and all former employers regarding their disclosure to the Village of Bellaire of
any prior disciplinary action and waive any claim against the Village of Bellaire and current or former
employers arising from such investigation or disclosure. | understand that any misrepresentation of the
information | have supplied for failed to supply can result in a rejection of this application or, if | have
been hired, an immediate dismissal at the sole discretion of the Village of Bellaire.

| understand and agree that in the absence of an express written contract or agreement to the contrary,
signed by an authorized representative of the Village of Bellaire and by me or my authorized
representative, any employment | accept shall be for an indefinite term and may be terminated at any
time with or without cause either by me or at the will or sole discretion of the Village of Bellaire
regardless of any contrary provisions in any other forms, manuals, handbooks or other documents.
Similarly, such employment shall be at the wages, benefits, hours and conditions as the Village of
Bellaire may determine and change from time to time and | agree to abide by any rules, regulations,
policies and procedures that may be established from time to time. | understand that no one, other
than an authorized representative of the Village of Bellaire has any authority to enter into an agreement
with me contrary to the provisions of this paragraph and that any such agreement must be in writing
and signed by such authorized representative or it shall not be effective.

It is with full understanding and agreement with the provisions of this certification that | will accept

employment offered to me.
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Campground Caretakers Reservation Specialist Job Description
Craven /Richardi Parks

The couple chosen will have considerable camping experience and be familiar with both RV and
primitive campgrounds. They will provide their own camper and will be assigned a convenient
campsite at Craven Park. They will have a history of success in dealing with the public in general
and campers in particular. The campground is open for 6 months from April 22nd 1 until October
31%. The caretakers will work closely with village personnel while performing their duties.

The following are specific campground duties:

1. Greet new campers and assign-campsites— assist with reservations if needed.
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. Insure clean campsite and fire pit upon guest's departure.

The following campground rules are to be administered by the caretakers:
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. Campers will pay on arrival if reservation has not been made prior to arrival.
. There are no refunds.

. Campers will bag their trash and place in camp trash cans for weekly pick-up.
. Monitor Campers as they clean their campsite prior to departure.

. Park speed limit is 10 MPH.

. Quiet time throughout the park is from 11:00 PM until 8:00 AM.

. No more than 2 cars overnight per campsite.

. Camp manager approval needed for any stay over 2 weeks.

. Camp manager may evict any camper for rules violation.

10. No Maintenance allowed on cars, vehicles, etc. on camper’s sites.

11. No storage of vehicles allowed.

Date of Adoption: TBD
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