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Version Control and Objective ID Version No: 2 Objective ID: A7801105 

Adopted at Council Ordinary Meeting on 9 December 2021 

Date of Review 9 December 2025 

1. Statement 

High quality performance by the Chief Executive Officer is fundamentally important for council 

to deliver on our purpose of: Together we proudly enhance the quality of life for our 

community. 

2. Purpose and Principles 

The purpose of this policy is to set out the way in which the performance appraisal is to be 

conducted, on an at least annual basis. 

The performance appraisal is to be a collaborative and constructive process that contributes to 

enhanced performance of the CEO and as a consequence the organisation in line with the 

council’s Corporate Plan, Strategic Priorities and Operational Plan. 

3. Strategic Plan Links 

This policy aligns with the following iFuture 2021-2026 Corporate Plan themes: 

• Vibrant and Growing 

• Safe, Inclusive and Creative 

• Natural and Sustainable 

• A Trusted and Leading Organisation 

4. Regulatory Authority 

Local Government Act 2009 (including sections 12 13 (3) and 194 (4) (a)) 

Section 12 (4) (d) of the Act provides the Mayor with the extra responsibility of: conducting a 

performance appraisal of the chief executive officer, at least annually, in the way that is 

decided by the local government (including as a member of a committee, for example). 

5. Human Rights Commitment 

Ipswich City Council (Council) has considered the human rights protected under the Human 

Rights Act 2019 (Qld) (the Act) when adopting and/or amending this policy.  When applying 

this policy, Council will act and make decisions in a way that is compatible with human rights 

and give proper consideration to a human right relevant to the decision in accordance with 

the Act. 

CEO Annual Performance Appraisal Policy 
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6. Scope 

This policy applies to the conduct of the appraisal of the CEO’s performance on an at least 
annual basis. 

7. Roles and Responsibilities 

The Mayor is to: 

• conduct the performance appraisal of the CEO on an at least annual basis in line with the 

policy adopted by council; 

• engage a qualified and experienced facilitator to assist the Panel in the conduct of the 

review as required; 

• with support of the Panel, reach agreement with the CEO on the annual performance 

objectives and key performance indicators; 

• with the support of the Panel, sign a performance agreement for the CEO within three (3) 

months of the commencement date of the initial contract of employment and by 1 July 

annually in each subsequent year of the employment contract; 

• provide ongoing performance feedback to the CEO;  

• give the CEO a minimum of ten (10) working days’ notice in writing that a performance 

review is to be conducted to enable the CEO sufficient time to prepare; 

• ensure quality and reliable evidence is gathered to inform the Panel’s appraisal of the 

CEO’s performance; and 

• with support of the Panel prepare and submit a confidential report to the Governance 

and Transparency Committee on the appraisal, including any matters associated with 

possible remuneration review, with the report discussed and the result resolved at a full 

meeting of the council. 

Council is to: 

• resolve to adopt a policy on the way in which the performance appraisal is to be 

conducted; and 

• resolve to establish a Panel chaired by the Mayor with a minimum of two (2) councillors 

as members, as resolved by council, to assist the Mayor in the conduct of the CEO’s 

performance appraisal each financial year 

• provide formal performance feedback to the CEO, if required, to address performance 

issues (including alleged failures to meet require standards or goals) as necessary to seek 

to remedy those issues. Where required, these issues will be dealt with in accordance with 

Council procedures developed in accordance with requirements under the Local 

Government Act 2009 (Qld) or, in the case of Code of Conduct issues, the Public Sector 

Ethics Act 1994 (Qld). 

The Advisory Panel is to: 

• participate in the on‐boarding and briefing process to ensure the members are equipped 

to undertake a robust and fair performance appraisal; 

• agree on the annual performance objectives and key performance indicators for the 

CEO’s performance; 

• conduct the performance appraisal including an end of financial year review in July (with 

the assistance of a qualified and experienced facilitator if one is engaged); 
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• consider quality and reliable evidence of the CEO’s performance including performance 

feedback from key stakeholders; and 

• agree on the appraisal of the CEO’s performance, including any matters associated with 

possible remuneration review, with any exceptions documented. 

The CEO is to: 

• contribute to the development of a performance agreement for the financial year using 

the agreed annual performance objectives and key performance indicators; 

• agree and sign the performance agreement, with any exceptions documented within 
three (3) months of the commencement date of the initial contract of employment and 
by 1 July annually in each subsequent year of the employment contract; 

• meet with the Panel to discuss their performance against the agreement; 

• complete a self‐assessment of their performance against the agreement using the 

provided template, for consideration by the Panel for the end of financial year, including 

quality and reliable evidence of performance; and 

• engage in any necessary development or action to attain the expected level of 

performance. 

The Office of the Mayor is to: 

• support the Mayor and the Panel in the conduct and documentation of the CEO review 
and appraisal process as required.     

The General Manager, Corporate Services and Manager, People and Culture are to: 

• support the Mayor, Panel and CEO in the conduct of the CEO review and appraisal 

process including but not limited to procuring or sourcing a qualified and experienced 

facilitator, if one is required. 

8. Key Stakeholders 

• Mayor and Councillors 

• Advisory Panel 

• Chief Executive Officer 

9. Monitoring and Evaluation  

This policy will be reviewed as required to ensure that it is effective and efficient in 

discharging the Mayor’s legislative obligations. 

Feedback will be sought from key stakeholders to inform the review. 

10. Definitions 

Nil 

11. Policy Owner  

The General Manager (Corporate Services) is the policy owner and the Manager, People and 

Culture is responsible for authoring and reviewing this policy. 
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Policy Details 

Directorate: People and Engagement 

Branch: People and Culture 

Responsible Manager: People and Culture Manager 

Date adopted: 19/02/2020 (minute number 14/2020) 

Date for review: 2 years from the date of adoption or date of last review 

Legislative basis: Local Government Act 2009 

Related Documents - 
forms and procedures 

Chief Executive Officer Performance and Contract Management 
Guidelines (DM: 13512288) 

Chief Executive Officer Recruitment and Onboarding Guidelines 
(DM: 13512307) 

Chief Executive Officer Performance Agreement Template (DM: 
13512260) 

Chief Executive Officer Periodic Performance Review Template 
(DM: 13512274) 

Chief Executive Officer Performance Review Panel Terms of 
Reference (DM: 13512265) 

Chief Executive Officer Employment Contract Template (DM: 
13512252) 

Chief Executive Officer Recruitment Panel Terms of Reference 
(DM: 13512281) 

1. Policy Purpose 

The purpose of this policy is to establish an equitable and transparent approach to the 
recruitment, contract management and establishment of a Performance Management System 
(PMS) for the Chief Executive Officer (CEO). 

This policy and associated guidelines have been developed to facilitate requirements under 
the Local Government Act 2009 (the Act) as they relate to CEO performance and employment 
matters. 

2. Scope 

This policy applies to all Councillors, employees and contractors working for Council regardless 
of whether they are permanent, temporary, full-time, part-time or casual. For the purposes 
of this policy, the term contractor includes on-hired temporary labour services (agency staff) 
and sub-contractors. 

3. Policy Statement 

Logan City Council is committed to promoting efficient and effective leadership within the 
organisation. 

CEO Recruitment, Appointment and 
Performance Policy 
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Under section 194 of the Local Government Act 2009 (the Act), appointing a chief executive 
officer (CEO), it is the responsibility of Councillors to appoint and to set the conditions of 
employment for Council’s CEO. A person appointed as Council’s CEO must be qualified to be 
the CEO, having regard to the ability, experience, knowledge and skills that Councillors 
consider appropriate given the role. Councillors are also responsible for setting the standards 
by which the CEO’s performance will be measured pursuant to section 194 of the Act.  

In order to assist Council with fulfilling its responsibilities under the Act, Councillors should 
have regard to the guidelines outlined below when considering the recruitment, appointment 
and performance management of Council’s CEO: 

• Chief Executive Officer Performance and Contract Management Guidelines; and 

• Chief Executive Officer Recruitment and Onboarding Guidelines. 

The Recruitment and Onboarding Guideline and Performance and Contract Management 
Guideline detail an appropriate system for the recruitment, appointment and contract 
management of Council’s CEO, it includes the principles, processes and templates required to 
execute the guidelines. 

The Performance and Contract Management Guideline outline a best practice Performance 
Management System (PMS) for the CEO at Logan City Council. The Guidelines establish the 
basis on which performance expectations and outcomes of the CEO are set, monitored and 
reviewed annually. The Guidelines detail the structure, key components and processes of the 
PMS, as well as providing base templates for a Performance Agreement and periodic reviews. 

Councillors should also have regard to Council’s Decision Making Framework when making 
decisions with regard to the recruitment, appointment and performance management of 
Council’s CEO. 

4. Reporting 

Following completion of the annual review of the CEO’s performance and the setting of the 
new Performance Agreement, a report on the performance review, together with the new 
Performance Agreement, should be reported to Council in a closed committee by the Mayor. 

5. Definitions 

The following definitions apply to this policy. 

TERM DEFINITION 

Performance 
Agreement 

An agreement negotiated between Council and the CEO detailing 
performance criteria and expectations. 

Performance 
Management 
System 

A system designed as the foundation on which performance 
expectations and outcomes of the CEO are set, monitored and 
reviewed. 

CEO The Chief Executive Officer of the Logan City Council. 

Councillor All elected representatives including the Mayor. 

Performance Review 
Panel 

A panel appointed by Council for the purpose of overseeing the 
CEO’s Performance Management System in accordance with the 
CEO Performance Guidelines. 
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Document Control 

File: 1172583-1 Document Id: 13485991 

Amendment 
History 

Version 
Number 

Description of 
Change 

Author / Branch Date 

1.0 Original version Corporate 
Governance 

19 February 2020 

2.0 Administrative 
amendments 

Corporate 
Governance 

14 June 2021 
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Logan City Council 
Chief Executive Officer Recruitment and Onboarding Guidelines 

Logan City Council 

Document Control 

File: 1172583‐1 Document Id: 13512307 

Amendment 
History 

Version Number Description of Change Author / Branch Date 
1.0 Original version Corporate Governance 19 February 2020 
2.0 Administrative amendments Corporate Governance 15 June 2021 
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1 Introduction and Overview 

Efficient and effective local government requires efficient and effective local government 
Leadership. Leadership is the most critical success factor in business today, and local 
government is no exception. 

However, it can become somewhat confused in local government due to the different roles 
and responsibilities resident in leaders within the Council. In simple terms the Mayor of a 
Council is regarded as the first citizen in a community and provides leadership to that 
community along with the Councillors. On the other side is the role of the Chief Executive 
Officer (CEO) of a Council and again in simple terms the CEO provides leadership to the 
Council organisation and its staff and in support of the Mayor and Councillors. 

A high performing CEO will: 

 articulate a vision and sense of purpose for the staff of the Council based on the 
Council’s Corporate and Strategic Plans; 

 motivate and inspire the staff of the Council to achieve the aims and objectives 
contained within the Corporate and Strategic Plans; 

 demonstrate excellence in leadership and management to ensure the efficient and 
effective operations of the Council organisation are aimed at providing high level value 
for money service delivery and continuing to build a higher performing organisation; 

 work respectfully with, provide high quality advice and be accountable to the Council 
to assist in its decision making and to efficiently and effectively implement Council 
decisions; and 

 provide an important link between the Council, the community, other key stakeholders 
and the Council staff. 

The following guidelines detail an appropriate system for the recruitment and appointment 
of Council’s CEO. 

The guidelines make provision for the establishment by Council of a Recruitment Panel to 
undertake and oversee the recruitment process and to make a recommendation to the 
Council on the appointment of a CEO. All Members of the Panel must be trained in the CEO 
recruitment and appointment processes outlined in these guidelines, as well as the key 
principles of recruitment including equity, fairness, confidentiality and merit. 

All Councillors will be invited to this training and strongly encouraged to attend. 

The guidelines also outline the processes associated with onboarding of the new CEO and 
management of the CEO’s contract of employment. 

At the outset it is important to note that in undertaking the recruitment process the 
members of the Recruitment Panel and indeed all Councillors, and any administrative staff 
who support the process, understand and appreciate the need for confidentiality. Many 
applicants will be currently employed in another role and they have the right to have their 
interest in this role kept confidential. Breaches of this confidentiality requirement should be 
regarded as breaches of the Code of Conduct for Councillors or Staff as appropriate. 

3 
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2 Recruitment and Appointment Process 

2.1 Recruitment and Appointment Process Overview 

Council will appoint a Recruitment Panel to undertake the recruitment and recommendation 
process as outlined in these guidelines. 

The Recruitment Panel will make a recommendation to the Council for the formal interview 
by the Council of one or more candidates selected by the Recruitment Panel after the Panel 
has concluded its recruitment process. This process will include a comprehensive 
assessment of candidates and interview by the Panel of a short list of candidates considered 
to meet the criteria established for appointment to the position. 

The Council will undertake a formal interview with the recommended applicant/applicants, 
following which Council will resolve an appointment to the position (or otherwise if Council 
does not believe any of the applicants are suitable). 

The key steps involved in the recruitment process are summarised below: 

 Vacancy occurs in CEO position; 

 Council appoints an Acting CEO; 

 Council appoints an external facilitator experienced in executive local government 
recruitment to assist in the recruitment process in accordance with the Council 
Recruitment and Onboarding Guidelines; 

 Council resolves to appoint a Recruitment Panel, including an external independent 
member, to undertake and oversee the recruitment and recommendation process in 
accordance with the Guidelines; 

 Training for Recruitment Panel, with all Councillors invited and encouraged to attend; 

 Recruitment Panel workshop conducted, with all Councillors invited, to identify key 
attributes desired of the new CEO, and the challenges and priorities facing the CEO and 
the organisation; 

 Recruitment Panel undertakes the recruitment process in accordance with the 
Guidelines, selects and interviews a short list of candidates for the role (and more than 
one interview may be desirable) and determines the candidate or candidates to be 
formally and finally interviewed by the whole Council; 

 Council undertakes the formal interview with the selected candidate or candidates and 
makes a determination – for appointment of a preferred candidate or for a 
continuation of the process; 

 Negotiations with the preferred CEO and contract signed; 

 Onboarding process for the new CEO; 

 A workshop with Council and the new CEO within 3 months after commencement to 
identify priorities in the role in that first year of appointment to be incorporated into 
the Performance Agreement. 

Further details of each of these components of the process are outlined below. 

4 
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2.2 Statutory Provisions for Appointment of the CEO 

Sections 194 and 195 of the Local Government Act 2009 make provision for the appointment 
of a CEO: 

194 Appointing a chief executive officer 

(1) A local government must appoint a qualified person to be its chief executive officer. 

(2) A person is qualified to be the chief executive officer if the person has the ability, 
experience, knowledge and skills that the local government considers appropriate, having 
regard to the responsibilities of a chief executive officer. 

(3) A person who is appointed as the chief executive officer must enter into a written 
contract of employment with the local government. 

(4) The contract of employment must provide for— 

(a) the chief executive officer to meet performance standards set by the local 
government; and 

(b) the chief executive officer’s conditions of employment (including remuneration). 

195 Appointing an acting chief executive officer 

A local government may appoint a qualified person to act as the chief executive officer 
during— 

(a) any vacancy, or all vacancies, in the position; or 

(b) any period, or all periods, when the chief executive officer is absent from duty or 
cannot, for another reason, perform the chief executive officer’s responsibilities. 

2.3 The Recruitment Panel 

Roles and Responsibilities 

The Recruitment Panel will undertake and oversee the recruitment process in accordance 
with these guidelines. 

External assistance and facilitation 

Council will, after implementing an agreed process, appoint an external recruitment firm or 
person experienced in the recruitment of executive positions in local government (the 
external facilitator) to assist the Recruitment Panel and Council in the recruitment and 
appointment processes outlined in these Guidelines (which may be tailored by Council based 
on advice from the recruiter and/or Recruitment Panel). 

Local Government is a somewhat unique working environment and a specialist executive 
recruitment agency experienced in local government, government and not for profit 
executive recruitment is likely to have a keen knowledge of the executive recruitment 
market across Australia. Their knowledge of high performing CEOs will ensure a broad cross 
section of interest can be identified and encouraged to apply for the role. The external 
facilitator will also be able to have confidential discussions with potential candidates and 

5 

ensure that their potential interest in the CEO role can be discussed privately. 
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The external facilitator will not be a voting member of the Recruitment Panel but will 
organise, facilitate and conduct meetings of the Panel and help the Mayor to ensure the 
recruitment process is run in accordance with these guidelines and based on the principles 
of equity, fairness, confidentiality and merit. 

The external facilitator should recommend an extensive advertising strategy to Council to 
ensure the vacancy is well promoted throughout Australia and more broadly to attract the 
very best interest and applications. 

Membership 

The Recruitment Panel will comprise the Mayor, Deputy Mayor and at least two other 
Councillors nominated by the Council. The Panel membership should where practicable be 
representative of the different interests on the Council. 

As a matter of best practice, the Recruitment Panel should also contain an external person 
selected by Council and experienced in recruitment of senior executives and/or the role of a 
local government CEO in a Council such as Logan. The external facilitator, the LGAQ, the 
LGMA or the Public Service Commissioner may identify potentially suitable external 
independents for Councils consideration. 

Draft resolutions in the recruitment and appointment process 

First set of recommendations 

1. That Council note the vacancy in the position of Chief Executive Officer. 

2. That Council appoint… as Acting Chief Executive Officer (if necessary). 

3. That the Mayor and Deputy Mayor be delegated authority to engage an external 
facilitator experienced in local government executive recruitment to assist in the 
recruitment and appointment process in accordance with the guidelines adopted by 
Council. 

Second set of recommendations 

1. That a Recruitment Panel comprising the Mayor, Deputy Mayor, Councillors… and 
external member… be appointed to undertake and oversee the recruitment and 
recommendation process for the vacant CEO position in accordance with the 
Guidelines adopted by Council. 

2. That the Recruitment Panel report to Council on the preferred applicant or applicants 
for formal interview by the Council and appointment of the new Chief Executive 
Officer by Council. 

Final set of Recommendations 

1. That the identified candidate be offered the position of Chief Executive Officer with 
Logan City Council and the Mayor and Deputy Mayor, in consultation with the 
facilitator, be authorised to negotiate and finalise the appointment based on the 
approved terms and conditions. 

2. That a public announcement of the name of the successful candidate be made to staff 
and the media when the Mayor has obtained written acceptance of the offer from the 
preferred candidate. 
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2.4 Mandatory Training for Members of the Recruitment Panel 

Under these Guidelines all members of the Recruitment Panel must be trained in Council’s 
recruitment and appointment processes as outlined in these guidelines. It is desirable that 
all Councillors attend this training as they will be involved in the final interview(s) and 
making the appointment to the position. 

The training will outline the requirements of these guidelines as well as detailing important 
recruitment principles such as equity, fairness, confidentiality and merit. 

The external facilitator will deliver this training at the commencement of the recruitment 
process, desirably at the initial workshop to agree key attributes and priorities for the CEO 
(see below). 

2.5 Workshop to Agree Key Attributes and Priorities and Other Matters 

At the commencement of the recruitment process the facilitator will arrange a workshop 
with the Recruitment Panel, with all Councillors invited to attend. 

The objectives of this workshop would be: 

 to undertake training in the requirements of these Guidelines as well as detailing 
important recruitment principles such as equity, fairness, confidentiality and merit – if 
such has not already been provided; 

 to discuss and agree the key attributes required in the new CEO and agree key 
challenges and opportunities; 

 to agree an appropriate remuneration range; and 

 to confirm the process and timelines. 

A key purpose of the workshop is to agree the key attributes required for a successful CEO 
and the significant challenges and opportunities facing the organisation and the position so 
as to excite potential candidates about the role. 

In considering the key attributes, workshop participants should be mindful of the position 
description for the CEO role which outlines the roles, responsibilities and competencies 
required in the position. 

It is important that workshop participants recognise the fundamentally important role of the 
CEO in leading a high performing Council organisation. Appointments made to CEO positions 
based around a particular priority of Council should be acknowledged but should not 
predominate the attributes. Such priorities should be resourced in the organisation by 
Council, rather than being seen as a key attribute of the CEO per se. 

Similarly, Local Government is a unique working environment and a good understanding of 
this unique environment is desirable. 

The workshop should also identify the key challenges, opportunities and priorities for the 
CEO. These will give an insight into what the focus will be for the successful applicant, and 
they should be framed to motivate and excite the right person for the role. 

The Council should also confirm the remuneration range envisaged for the successful 
applicant. The Council should obtain external and independent expertise in valuing the 
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Finally, at this workshop the Council should confirm the process and timelines to be 
implemented – commencement of advertising, closing of advertising, shortlisting date, 
interview date with the Recruitment Panel and the date of interviews with the Council. It is 
important these dates are agreed and documented upfront so they can be placed in the 
diaries of Recruitment Panel members and Councillors (for the final interview) and for 
aspiring candidates to set interview dates aside in their diary. 

2.6 Selection Criteria 

Agreeing selection criteria is one of the most important steps in the recruitment process. 

The selection criteria should relate to the key attributes identified at the Recruitment Panel 
workshop (aligned to the CEO position description) and outstanding leadership skills should 
be listed as the key attribute. In framing the selection criteria consideration should be given 
to the importance of the CEO being able to: 

 Articulate a vision and sense of purpose for the staff of the Council based on the 
Council’s Corporate and Strategic Plans; 

 Motivate and inspire the staff of the Council to achieve the aims and objectives 
contained within the Corporate and Strategic Plans; 

 Demonstrate excellence in leadership and management to ensure the efficient and 
effective operations of the Council organisation are aimed at providing high levels of 
value for money service delivery and continuing to build a higher performing 
organisation; 

 Work respectfully with, provide high quality advice and be accountable to the Council 
to assist in its decision making and to efficiently and effectively implement Council 
decisions; 

 Provide an important link between the Council, the community, other key stakeholders 
and the Council staff. 

In determining key selection criteria, Council should also consider the responsibility areas 
and competencies outlined in in the CEO Performance and Contract Management 
Guidelines: 

 Safety focus; 

 Strategic focus and alignment; 

 Commitment to Excellence; 

 Leadership and Culture; 

 Commitment to High Performing Teams; 

 Working in the local government context; 

 Financial Management; 

 Personal Management. 

All applicants should be required to address the selection criteria in their application and be 
asked to clearly identify their motivation and interest in the role and the location. 

8 
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2.7 Preparation of the Information Package to Send to Interested Applicants 

A quality information package should be seen by Council as a key step in this process. The 
information package is an ideal vehicle to not only promote the role and the key challenges 
facing the organisation but also the lifestyle and family benefits that will be of interest to the 
candidate’s partner and family. 

This package should contain, as a minimum, details about the Logan area, the Council and its 
operations, the Council organisation, specific details about the key attributes required in a 
successful CEO and a listing of challenges, opportunities and initial priorities for the CEO 
position. 

The package should also clearly outline the recruitment process, including key dates. 

2.8 Shortlisting of Preferred Candidates 

The primary role of the Recruitment Panel is the evaluation of all applications and the 
shortlisting of preferred applicant/applicants for interview(s) by the Recruitment Panel and 
to then make a recommendation to Council of a preferred candidate or candidates for 
formal Council interview. The process should include the following: 

Shortlisting report 

The facilitator will prepare a detailed assessment report on all applications received as the 
basis of the Panel reviewing all applications and agreeing a shortlist of candidates to be 
interviewed by the Panel. That report should contain a summary of each applicant, their 
qualifications and experience, desirably with a head‐shot photo (which should be presented 
with their application), and comments from the facilitator relating to both the suitability of 
the candidate based on the key attributes identified at the Recruitment Panel workshop, and 
included in the information package, and the personal discussions and interview the 
facilitator had conducted with the candidate. 

There is an expectation that the facilitator will have spoken personally with all applicants 
prior to preparing the shortlisting report. 

The shortlisting report should contain the facilitators recommendations – in 3 parts – those 
who meet the attributes desired and who should be interviewed by the Recruitment Panel; 
those who the facilitator will discuss with the Panel to clarify their suitability as they may be 
on the edge of being recommended; and those candidates who are not recommended for 
interview based on their non‐compliance with the attributes sought or knowledge of the 
candidate’s inter‐personal skills which may not align with the culture of the Council. 

As part of preparing the shortlist report the facilitator should undertake a global social 
media search and check of applicants recommended for shortlist interview to confirm there 
is nothing in social media or on the web that might be relevant to consideration of the 
candidate by the Panel. 

Selection of applicants for interview by the Recruitment Panel 

The Panel should carefully review all application details as summarised in the shortlisting 
report, together with assessing their resumes, application, and recommendation by the 
facilitator. 

9 
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Applicants who meet the required level of competency and experience as detailed in the 
selection criteria should be identified by the Panel and a decision then reached on how 
many candidates should be interviewed. 

Referee checking and Leadership profiling prior to shortlist interview 

Prior to interview with the Recruitment Panel, it is highly desirable that initial referee 
checking be conducted so any issues raised by referees can be considered and explored at 
interview. 

It is also highly desirable that each short listed candidate undertake a leadership and 
personality profile to provide an important insight into their leadership style and personality 
traits. Other psychometric testing may also be undertaken. 

The personality profiling provides a valuable insight to each short‐listed candidate and also 
enables any specific behavioural or leadership issues to be explored at interview. 

The results of the referee checks and leadership profiling are then made available to 
Recruitment Panel members in advance of the interviews. This ensures a range of 
perspectives on the candidate can be assessed and used at interview to explore with 
candidates any particular features which emerged from the checks and profile. 

Interview structure 

The way the interview is structured is very important to a successful outcome. 

The Recruitment Panel will decide on not only how many candidates are to be interviewed 
but also how the interviews are to be conducted. 

It may be that the Recruitment Panel conducts a two stage process with candidates before 
the final interview with the Council. This should be agreed at the commencement of the 
recruitment process with advice from the facilitator on what might constitute a best practice 
approach. The facilitator should discuss with the Recruitment Panel the most appropriate 
interview venue. 

Questions to be asked at the interview should be agreed by the Panel in advance of the 
interview and relate directly to the selection criteria. Panel members should look for 
applicants to provide details in support of any claims made at the interview – desirably the 
applicant should be able to provide a good answer to the question, and then support that 
with examples detailing their actual experience and achievements. 

Preparation for Interview 

The Panel should convene at least 30 minutes before the first interview to receive a briefing 
by the facilitator on the interview process so every member of the Panel is clear on 
expectations. Interview Panel members need to be aware they are being interviewed too by 
the candidate – and the conduct of Panel members will be under review by each candidate. 

It is the facilitator’s responsibility for interviews to start and finish on time. Judgement is 
needed here on what time might be needed to draw out of a candidate the information 
needed. 

10 
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2.9 Recommendations from the Recruitment Panel to Council 

The Recruitment Panel, through the facilitator, will prepare a report on the recruitment 
process and outcomes for the Council, clearly detailing the process followed, and the 
outcome of interviews, with an overview of the candidate or candidates selected for final 
interview. 

Prior to formalising this report, the facilitator should undertake the first stage of a further 
probity check of the candidates referred for final interview. 

An important additional due diligence process is for the Mayor, with the assistance of the 
facilitator, to undertake some final referee checks. If 1 or 2 candidates are being 
recommended to the Council for final interview and selection for appointment the Mayor 
(and desirably with the Deputy Mayor) should personally speak with the candidate’s 
referees, and if possible the Mayor of the Council where the candidate is coming from, or 
the chair of the board if a private sector candidate or a CEO supervisor if coming from a level 
below CEO. 

This will enable the Mayor, on behalf of the Governing Body, to enquire of any issues that 
may have been unearthed at earlier interview, or to confirm earlier impressions or 
otherwise regarding the candidate’s leadership style or key attributes. 

2.10 Formal Interview by Council and Consideration of Appointment 

Council will meet and undertake a formal final interview with the applicant/applicants 
recommended by the Recruitment Panel. 

An opportunity should be given to individual Councillors to ask any specific questions they 
may have, but these must relate directly to the CEO role. 

Following formal interview, the Council should determine if it has a preferred applicant to 
negotiate with. If so, the Mayor and Deputy Mayor, with advice from the facilitator, should 
be delegated authority to conclude the negotiations and finalise the appointment in 
accordance with Council’s decision. The draft contract will have been agreed by the Council 
at an earlier meeting, and the range of remuneration that might be applicable to each 
preferred candidate will have been discussed by the Recruitment Panel. Any benefits, such 
as the private use of the Council motor vehicle, the use of a mobile phone and laptop 
computer will have been included in the contract. Reimbursement of relocation expenses 
may apply to a candidate travelling inter‐state or of a distance and this should be agreed by 
the Council. 

If after this comprehensive process the Council is unable to select one preferred candidate 
then the Council will need to agree the next steps, which could involve follow up interviews, 
clarification of any concerns regarding the preferred candidate(s), selecting another 
applicant or applicants to interview from the shortlisting report, or re‐advertising the 
position. 

2.11 Making the Offer of Employment 

The Mayor should be delegated the role of finalising the appointment process with the 
preferred applicant, and this may also include the Deputy Mayor in an advisory capacity, and 
with assistance from the facilitator. 
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The offer should be made in writing through a letter of offer setting out the key terms of the 
offer (period, remuneration, etc.) with 2 copies of the contract of employment attached – 
one for Council and one for the CEO. 

The applicant should be asked to confirm acceptance in writing and return the signed and 
witnessed copies of the contract to Council. The Mayor should then sign the contract and 
return a copy to the successful applicant. 

Once the offer has been formally accepted there needs to be agreement with the successful 
applicant when the formal announcement of appointment can be made simultaneously at 
the Council and at the successful applicant’s workplace. This will be by way of a media 
release and advice to all staff containing comments from both the Mayor and new CEO. 

3 Onboarding of the New CEO 

3.1 Onboarding After Appointment and Beyond Commencement 

The Mayor should arrange for background information to be sent to new CEO, to include 
copies of relevant plans and strategies, Corporate Plan, current Operational Plan, recent 
studies or reviews of the Council organisation, recent Council meeting business papers, and 
other relevant documentation or reports. 

Each Director should also be asked by the Mayor to provide a briefing paper for the new CEO 
containing details of any “hot issues” for the Council, the Executive Leadership Team and 
their Department. It should also give an overview of the status of their department and any 
recent performance reviews or internal audits conducted. These should be sent to the new 
CEO in advance of commencement. 

If possible, the new CEO might visit the Council and the region prior to commencement for 
the purpose of “breaking the ice” in meeting the executive and some other key staff such as 
in the CEOs office, and to provide an opportunity to explore residential accommodation 
options. This may also be an ideal opportunity for the new CEO to explore schools and 
recreation facilities for the family. The Mayor should offer to provide assistance with this 
and arrange interviews with schools or accommodation providers or the like. The Acting CEO 
and staff in the CEO’s office may assist the Mayor with those arrangements. 

Prior to commencement the new CEO might arrange with their Executive Officer to make a 
range of appointments in the first 2 weeks: 

 Meeting with CEO office staff; 

 Meeting with ELT members together and ELT team members individually; 

 Meeting with the Management Team members together, and Managers individually; 

 Meeting with each individual Councillor, desirably through a tour together around 
their division; 

 Touring the Council area and facilities, in particular, priority to visiting the Council 
depots and meeting with outdoor staff (perhaps at a barbecue breakfast); 

 Meetings with key external people – local members of parliament, key community 
representatives, chair of the chamber of commerce, etc.; 

 Meeting with all staff by way of visits to work areas and work sites. 
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3.2 Commencement of the Performance Management Process 

The 3 month Workshop 

A best practice process within 3 months of the CEO commencing in the role is to conduct a 
workshop with Councillors and the CEO so that: 

 the CEO can present an overview of their findings in the early months; 

 the Councillors can provide feedback to the CEO on their perspective of the CEO’s 
performance in that period – and highlight the beneficial changes which have already 
been observed ‐ as well as providing a critique on what the CEO might have changed 
and areas requiring greater attention; and 

 the Council and CEO can agree projects and priorities to be included in the CEO’s 
performance agreement. To assist in this the CEO should provide a list of potential 
projects and priorities for Council’s consideration based on the CEO’s experience and 
early time in the role. 

4 Related Documents 

Document Document 
Management System 
Reference 

Chief Executive Officer Recruitment, Appointment and Performance Policy 13485991 

Chief Executive Officer Performance and Contract Management Guidelines 13512288 

Chief Executive Officer Performance Review Panel Terms of Reference 13512265 

Chief Executive Officer Performance Agreement Template 13512260 

Chief Executive Officer Periodic Performance Review Template 13512274 

Chief Executive Officer Employment Contract Template 13512252 

Chief Executive Officer Recruitment Panel Terms of Reference 13512281 
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1 Introduction and Overview 

Efficient and effective local government requires efficient and effective local government 
leadership. 

These guidelines outline a Performance Management System for the Chief Executive Officer 
(CEO) at Logan City Council (Council) as the basis on which performance expectations and 
outcomes of the CEO are set, monitored and reviewed annually. They also outline the basis 
upon which the CEO employment contract will be managed. 

This includes: 

 establishment of a Performance Review Panel to facilitate the development and review 
of the CEO Performance Agreement, and the process by which the panel will operate; 

 roles and responsibilities of key stakeholders in the CEO Performance Management 
System; 

 key inputs to developing the CEO Performance Agreement; 

 the overarching process for establishing and reviewing CEO performance; and 

 management of the CEO contract of employment. 

The CEO Performance Management System has consequences for performance, either 
recognition of above expectation performance, or performance management where 
performance is below expectations, and by disciplinary action if needed. 

2 The Structure of the CEO Performance Management System 

The Performance Agreement 

The key to this system is in the setting and agreeing of performance expectations between 
the parties at the start of the financial year. The key documents underpinning this process 
may include: 

 the Council’s current Corporate Plan and, in particular the annual Operational Plan 
that delivers on the Corporate Plan; 

 annual organisational priorities set by the CEO / Executive Leadership Team (ELT); 

 the Code of Conduct for staff; 

 Council Value statements; 

 the role statement / position description for the position of CEO; 

 core competencies for the CEO position, linked to Councils Leadership and 
Performance Capability Framework; and 

 a suite of relevant Corporate Key Performance Indicators. 

These documents will be used to develop the CEO Performance Agreement. 

The CEO Performance Management System philosophy is that the Performance Agreement 
will be used as the basis of encouraging relevant and rigorous conversations about 
performance at review time, with final assessments being evidence‐based. 
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