
   

      
 
 

Town of Lake Park 
ANNUAL PERFORMANCE EVALUATION FORM  

TOWN MANAGER 
 

Each member of the Town Commission should complete this form, rating the Town Manager’s 
performance in each of the areas noted below.  Spaces are also provided for additional comments.  
(Please do not complete in pencil.) 

 
 

      ___________ ______________________________ 
           Evaluator‘s Name 
 
EVALUATION PERIOD    ________________________              

 
SMART Goal Setting 

Guide Sheet 
 
The following are components of an effective goal – one that describes performance standards that will “tell us 
what good behavior looks like.” The SMART acronym can help us remember these 
Components: 

 

• Specific -- The goal should identify a specific action or event that will take place. 

• Measurable -- The goal and its benefits should be quantifiable. 

• Achievable -- The goal should be attainable given available resources. 

• Realistic -- The goal should require you to stretch some, but allow the likelihood of success. 

• Timely -- The goal should state the time period in which it will be accomplished. 
 
Here are some tips that can help you set effective goals: 

 
 
1. Develop several goals. A list of five to seven items gives you several things to work on over a period of time. 

 
2. State goals as declarations of intention, not items on a wish list. "I want to apply to three schools" lacks 

power. "I will apply to three schools," is intentional and powerful. 
 
3. Attach a date to each goal. State what you intend to accomplish and by when. A good list should include 

some short-term and some long-term goals. You may want a few goals for the year, and some for two- or 

three-month intervals. 



   
 
4. Be specific. "To find a job" is too general; "to find and research five job openings before the end of the 

month" is better. Sometimes a more general goal can become the long-term aim, and you can identify some 

more specific goals to take you there. 
 
5. Share your goals with someone who cares if you reach them. Sharing your intentions with your parents, your 

best friend, or your teacher will help ensure success. 
 
6. Write down your goals and put them where you will see them. The more often you read your list, the more 

results you get. 
 
7. Review and revise your list. Experiment with different ways of stating your goals. Goal setting improves with 
practice, so play around with it. 

 

Writing an Effective Goal Statement 
 

Rules for writing goal statements: 
 

1. Use clear, specific language. 
2. Start your goal statement with TO + a VERB 
3. Write your goal statement using SMART Goal Criteria 
4. Avoid using negative language. Think positive! 

 
An example of a goal statement: 

• To run the mini marathon in May and complete the 10 mile race in under 1 hour to beat my personal best time. 
 

Notice how the above example begins with the word “To”, includes the verb “run”, and tells what (the marathon), why 
(to beat personal best time) and when (May). 



 

 

 
COMMUNICATIONS 

Assigned to Commissioner Linden 
 
1) How effective is the Manager Communicating with Commission 

members?  
2) How effective is the Manager communicating with residents during 

public meetings and during workshop settings?  
3) How effective is the Manager at communicating a vision and direction 

for the town resulting in positive change? 
4) How flexible is the Manager in his ability to understand community 

needs and to communicate strategies (including programs and services) 
to meet the expectations of the community and the Commission? 

 
Goal: Weekly meetings with Commission members who request time with 
the Town Manager to review upcoming agenda items, update the 
Commission on the weekly status of the affairs of the Town, current 
projects and possible future projects. Updates at regular Commission 
meetings are not included (Why?). 
_____________________________________________________________________
_____________________________________________________________________
_______________________________________________________________ 
_____________________________________________________________________
Goal: Staff communications provide written monthly update reports from 
each Department Head shared with Commission members. (that happens 
now). Update Commission members on new hires within a week of new 
hires, retirements, resignations, or terminations. Update current and future 
special events sponsored by the Town  
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
_____________________________________________________________________
Goal: Improve communications with residents by increasing the number of 
multimedia followers. Quarterly meetings with business owners in and 
outside of the CRA 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
_____________________________________________________________________  

Rating 
1  2  3  4  5 (circle one) 
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FISCAL MANAGEMENT 
GUIDELINES 

Assigned to Commissioner Taylor 
 
1) How effective is the Manager in submitting a balanced budget that 

provides for municipal services such as Public Works, Recreation, 
Library, Special Events, Community Development (including Code 
Compliance), Recreation, CRA, Storm Water, Sanitation, Finance, as 
well as the services of the Palm Beach County Sheriff’s Office? 

2) How effective is the Manager in pursuing grant initiatives to 
supplement the operating budget of the Town or its enterprise accounts 
(Sanitation, Stormwater, Streets and Roads, Marina and CRA)? 

3) How accurately does the Manager’s budget reflect the needs of the 
community and the directives of the Town Commission? 

4) How effective is the Manager in enabling staff to exercise creativity in 
the way funding capital projects are secured and support the operating 
budget? 

5) Does the Manager Exercise proper management of revenues and 
expenditures, balancing the budget year-end and fund balances in 
enterprise accounts and total fund balances for the General Fund? 

 
Goal: Submit a balanced operating budget for FY 23-24 including all 
enterprise accounts by September 30, 2023. 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
Goal: Effectively pursue grant initiatives to increase the operating budget 
of the town by a minimum of $250,000 per year. 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
Goal: Submit an operating budget that meets the directives of the Town 
Commission, the needs of the community by developing an increased 
amount of programs and services. 
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_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
Goal: To exercise proper management of Revenues and Expenditures to 
increase fund balance in non-restricted accounts at the end of each fiscal 
year. 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 

 
Rating 

1  2  3  4  5 (circle one) 
 

COMMUNITY ENGAGEMENT 
Mayor Roger Michaud 

 
1) How effectively does the Manager and Staff utilize media platforms 

and in-person communication with Residents? 
2) How effectively does the Manager communicate with Commission 

Members? 
3) How effective are the Manager’s presentation skills at workshops, 

public meetings with residents in attendance? 
4) Are the Manager communication skills clear and concise with 

Commission members? 
_____________________________________________________________________
Goal: Establish Community Block Parties using the Community Grant 
Program to help residents with Food items. Create up to 4 block parties in 
Lake Park.  
_____________________________________________________________________
________________________________________________________________ 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Goal: Create festivals in the CRA to help businesses within the CRA. 
Create at least one major Festival during your review period.  
_____________________________________________________________________
_____________________________________________________________________
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_____________________________________________________________________
_____________________________________________________________________  
 
Goal: Create Up to Four Community Forums on the following topics, 
Affordable Housing, Green Infrastructure Initiatives, Code Ordinances 
(Outdated), Responsible Development in Lake Park. 
 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 

 
Rating 

1  2  3  4  5 (circle one) 
 
 

ECONOMIC AND COMMUNITY DEVELOPMENT 
Assignment was to Mayor O’Rourke 

 
1) What initiatives has the Town Manger undertaken to increase the 

number of new businesses in the Town of Lake Park? 
2) Since an increase in new businesses also contributes to the financial 

impact on revenue growth for the operating budget. It is anticipated to 
realize an economic impact in revenue from one fiscal year to the next of 
an additional $250,000 per fiscal year. 

3) Create incentives and ordinance changes that support responsible 
development by increasing density in areas of the Town suitable for 
density development, outside of the residential edge. 

4) Establish conceptual plans for a community center at Bert Bostrom Park 
which meets the programmatic and recreational needs of community. 

_____________________________________________________________________
Goal: To attract new development that will increase revenue to the Town’s 
operating budget of $200,000 per fiscal year. 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
Goal: Increase permit revenue to the town in each year by an estimated 
$100,000 to 200,000. 
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_____________________________________________________________________ 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Goal: Create an expedited permit process for High Density Projects that 
bring revenue increases of over $150,000 in tax revenue yearly. 
_____________________________________________________________________
_____________________________________________________________________ 
_____________________________________________________________________ 

 
Rating 

1  2  3  4  5 (circle one) 
 

 
INFASTRUCTURE AND CAPITAL PROJECTS 

Vice-Mayor Kim Glas-Castro 
 

1) How effective is the Manager at Managing projects approved by the 
Town Commission? 

2) How effective is the Manager at anticipating project delays and 
developing alternative time lines for project completion under the 
control of the Municipality? 

3) How effective is the Manager at motivating staff to work towards 
implementing infrastructure repairs approved by the Town 
Commission through the budget process? 

4) How effective has the Manager been in securing alternative funding 
sources (grants) to achieve infrastructure financing for capital projects 
such as the approved Master Drainage Plan, Seawall upgrades, Road 
repairs, expansion of drainage alternatives such as bio-swales, rain 
gardens, FDOT US Route One drainage project etc.  

_____________________________________________________________________
Goal: Update every other month ongoing infrastructure projects approved 
and funded by the Town Commission. 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
_____________________________________________________________________
Goal: Implement such improvements during the fiscal year, but no later 
than the end of the fiscal year unless delayed at which point delays must be 
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communicated to the Town Commission with new timelines established. 
(i.e. pipelining, projects budgeted within the fiscal year) 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
Goal: Provide a general project schedule the first of the new fiscal year and 
the project schedule identifies projects to be completed within the fiscal 
year and other projects that are projected to be completed beyond the fiscal 
year (multiyear projects). 
 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_______________________________________________________________ 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 

Rating 
1  2  3  4  5 (circle one) 

 
 

ADDITIONAL SUMMARY COMMENTS  
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
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SALARY PERCENTAGE RECOMMENDATION: 
____________________________________ 

(Pursuant to Section 6 in the Fifth Amendment to the Town Manager’s Employment 
Agreement, the Town Manager shall be entitled to an annual increase in salary of up 
to 5 percent.) 
 
 
 
 
 
________________________________          _______________________________ 

         EVALUATOR’S SIGNATURE     DATE  


	Writing an Effective Goal Statement

