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Executive Director Performance Review

Evaluator Name: ______________________________________    
Evaluation Period:_____________________ to ___________________________

All results are confidential.  Thanks in advance for your help.
General Responsibility of the Executive Director: To assume overall responsibility for the successful performance of all phases of the organization's operations, the fulfillment of all contractual obligations and the organization's mission, and the successful execution of all Board policies.

Rating Scale:  
	1

Never Displays the Behavior
	2

	3

	4

	5
Always Displays the Behavior


	A. Relations with Board of Directors
	Ratings

	
	Executive Director
	Board of Directors

	· Communicates necessary information in a timely and organized fashion.
	
	

	· Establishes and maintains positive and effective working relationships 
with each member of the Board.
	
	

	· Conforms to Board policies and directives.
	
	

	· Demonstrates an understanding of the differences between the 
administrative role of Executive Director and the policy-making role of the Board.

	
	

	· Makes periodic regular reports to the Board regarding all important aspects of your organization's functions and operations, highlighting both achievements and areas of concern.
	
	


Executive Director Comments:

Board of Director Comments:
	B. Personnel Administration
	Ratings

	
	Executive Director
	Board of Directors

	· Establishes clear patterns of authority, responsibility, supervision and communication with management, program, clerical and business office staff, including weekly management and team meetings, general staff meetings, regular staff planning retreats, & regular individual supervision.
	
	

	· Develops and utilizes an effective set of personnel policies and procedures.
	
	

	· Develops and utilizes an effective system of performance appraisal for all staff.
	
	

	· Develops and utilizes a well-planned, fair and effective system for
 recruitment selection and maintenance of highly qualified staff.
	
	

	· Oversees and utilizes a fair process of progressive disciplinary action 
when warranted by employee actions.
	
	

	· Identifies and deals with personnel problems quickly and effectively.
	
	


Executive Director Comments:

Board of Director Comments:

	C. Leadership and Relations with Staff
	Ratings

	
	Executive Director
	Board of Directors

	· Communicates necessary information in a timely and organized manner.
	
	

	· Establishes and maintains positive and effective working relationships with all management staff.
	
	

	· Models behaviors and attitudes which promote individual responsibility, programmatic and professional excellence and creative initiative.
	
	

	· Invites and responds to staff needs and feedback in a timely manner.

	
	

	· Delegates responsibility and authority when appropriate.
	
	

	· Demonstrates an ability to foresee problems and utilize preventative problem solving strategies.
	
	

	· Demonstrates sensitivity towards persons affected by administrative decisions.
	
	


Executive Director Comments:

Board of Director Comments:

	D. Program Services
	Ratings

	
	Executive Director
	Board of Directors

	· Encourages and ensures high levels of quality in staffing and program standards relevant to the needs of your organization.
	
	

	· Ensures accessibility of services to the organization's constituencies.
	
	

	· Ensures ongoing program supervision and training for all program staff.
	
	

	· Maintains a system of quality program record-keeping and documentation of all activities.
	
	

	· Encourages and supports all staff in updating their skills and knowledge 
necessary to ensure the most appropriate and effective services possible.
	
	

	· Plans and implements new services and programs necessary to meet the 
most critical needs of our constituency
	
	


Executive Director Comments:

Board of Director Comments:

	E. Relations with Governmental Authorities
	Ratings

	
	Executive Director
	Board of Directors

	· Represents the needs of your organization and advocates for the needs of its constituencies to funding and regulatory bodies at the local, state, and federal levels.
	
	

	· Ensures that your organization, its staff, and its programs operate in compliance with all applicable local, state, and federal laws and regulations.
	
	

	· Engages in constructive political activities necessary to understand and impact positively the political forces affecting the organization and its constituents.

	
	

	· Develops, maintains, and fulfills written contracts with other organizations when required and/or appropriate.
	
	


Executive Director Comments:

Board of Director Comments:

	F. Media, Public Relations and Networking
	Ratings

	
	Executive Director
	Board of Directors

	· Effectively develops positive media relations.
	
	

	· Effectively develops your organization's profile with government.
	
	

	· Communicates effectively and regularly with others and interested citizens regarding issues affecting the constituency.
	
	

	· Advocates for the unmet needs of the constituency.
	
	

	· Takes active steps to educate the local public regarding issues relating to your organization's activities.
	
	

	· Encourages liaison activities by all staff with representatives of local 
government, other providers, community members, and members of the press, when appropriate.
	
	

	· Actively works to promote cooperative activities between your organization and others.
	
	

	· Participates in community, state and federal professional organizations, boards, and societies.

	
	


Executive Director Comments:

Board of Director Comments:

	G. Financial Management
	Ratings

	
	Executive Director
	Board of Directors

	· Oversees development of annual organization budgets.
	
	

	· Plans for future revenue needs and resources to assure the continued operation of your organization's programs and works to increase income to expand and improve those programs.
	
	

	· Has been effective at grant writing and communicating with funders.

	
	

	· Makes regular reports to the Board regarding the financial condition and 
fiscal operations of your organization's.

	
	

	· Operates your organization's business in accordance with Generally Accepted Accounting Principles and procedures; takes actions to improve your organization's business practices 
based on annual recommendations from an independent auditor.
	
	


Executive Director Comments:

Board of Director Comments:

	H. Property/Resource Management
	Ratings

	
	Executive Director
	Board of Directors

	· Maintains in good repair the fixed assets and physical facilities used by your organization.
	
	

	· Ensures that sufficient facility space is available to appropriately house all your organization's staff and programs, and coordinates efforts to maximize the efficient use of available space.
	
	

	· Plans for the long-term future space needs of your organization.
	
	


Executive Director Comments:

Board of Director Comments:

	I. Planning
	Ratings

	
	Executive Director
	Board of Directors

	· Works with members to develop short and long-range action plans 
for all your organization's programs.
	
	

	· Oversees development of an annual implementation plan and 
quarterly updates to the plan as required by funders.
	
	

	· Oversees a long-range planning process for your organization.
	
	

	· Implements new programs and services growing out of the long-range planning process.
	
	

	· Meets regularly with members at program planning retreats.

	
	


Executive Director Comments:

Board of Director Comments:

	J. Professional Activities
	Ratings

	
	Executive Director
	Board of Directors

	· Utilizes expert consultation from appropriate consultation resources when needed 
to ensure the highest quality of your organization's programs and practices.
	
	

	· Maintains affiliation with professional associations relevant and beneficial 
to the successful operation of your organization.

	
	

	· Actively participates in organizations and activities with provincial-wide 
involvement and influence in promoting a higher level of services to the community.
	
	


Executive Director Comments:

Board of Director Comments:

Goals for the coming year: 

1. ______________________________________________________________________________________________________________________________

2. ​______________________________________________________________________________________________________________________________

3. ______________________________________________________________________________________________________________________________

4. ______________________________________________________________________________________________________________________________

Job-related strengths: 

1. ______________________________________________________________________________________________________________________________
2. ______________________________________________________________________________________________________________________________

3. ______________________________________________________________________________________________________________________________

4. ______________________________________________________________________________________________________________________________

Plans to strengthen performance: 

1. ______________________________________________________________________________________________________________________________
2. ______________________________________________________________________________________________________________________________

3. ______________________________________________________________________________________________________________________________

4. ______________________________________________________________________________________________________________________________

	
	
	

	Employee Signature and Date
	
	Supervisor Signature and Date


