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Executive Director Performance Evaluation

Board Director Name: 										
Evaluation Date: 									

Introduction:
An annual performance evaluation is the regular, formal process of:
· Providing feedback about the executive director's execution of their responsibilities.
· Providing the opportunity for the executive director to share feedback on the relationship and support they receive from the board of directors. 
· Providing an opportunity to discuss future goals. 

This form is a tool to assist the board in their duty of evaluating the executive director. 

Each board director and member of the management team should complete the form. The executive director will also complete the form as a self-evaluation. 
 
Once all board directors and members of the management team have completed the evaluation, the process for consolidating and sharing the feedback will occur as per the executive director performance evaluation policy. 

Before You Begin:
Please consider each question and answer to the best of your ability. If there is an area within this assessment that you feel unsure of, select the Don't Know or N/A option. There may be certain competencies that are more operational in nature, which a board director may not have knowledge of. A newer board director may also choose to refrain from assigning a rating in areas they have not directly observed or experienced. In this case, the survey respondent should also select the Don't Know or N/A option.

Comments are an extremely important part of the evaluation process, so allow yourself time to provide meaningful feedback. Board directors and members of the management team should also be aware that, although the performance evaluation process is confidential, ratings and comments are not anonymous. The board chairperson may follow up with an individual board director or member of the management team if the situation is warranted or additional clarity is needed. 

As previously mentioned, this tool is one component in ensuring that the board is fulfilling its duty to evaluate the performance of the executive director. The board should ensure that respectful and productive feedback is shared with the executive director throughout the year. Nothing contained in the formal annual evaluation should come as a surprise to either party. Where a respectful and supportive relationship exists between a board of directors and the executive director, the annual evaluation can become an effective and productive tool that helps guide the organization towards achieving its goals. 

Process and Timelines:

	Section
	Completed by:

	Section 1: Discussion Items
	Executive director (ED)

	Section 2: Organizational Assessment
	ED

	Section 3: Job Skills Assessment
	ED, management team, and board (each complete separately). Each board director and member of management team to complete only Section 4. Board chairperson will compile Section 4 results and attach it to the ED’s form. 

	Section 4: Areas of Focus
	Board chairperson and ED during the performance evaluation meeting



Board chairperson to provide form to executive director at least one month prior to performance evaluation meeting date. 

Board chairperson to provide Section 4 form to board directors and members of the management team at least a month prior to performance evaluation meeting date. 

Executive director to complete form and submit to board chairperson at least one week prior to performance evaluation meeting date.


	
Section 1:
Discussion Items
	This section is to be completed by the ED. This section is intended to provide discussion starters between you and the board of directors and may lead to agreed-to actions for the upcoming year. 

	1. Has the period covered for this evaluation been good/bad/satisfactory or otherwise for you? Why?





	2. What do you consider to be your most important achievements of the period covered?




	3. Are you comfortable with your current workload?






	4. Is there anything you would like to change about the way you and the board communicate and interact?





	5. Are there ways that the board can improve on providing constructive feedback to help you in the performance of your job duties?



	6. 
In what way does <Insert Organization Name Here> effectively utilize your talents? Do you have talents and skills that are not being utilized that you would like to develop?






	7. What is most energizing about your work?





	8. What part of your work do you find the least rewarding?





	9. What will keep you working at <Insert Organization Name Here>?





	10. What might entice you away?







	

Section 2:
Organizational Assessment
	
This section is to be completed by the ED. This section is intended to provide you the opportunity to share your thoughts on <Insert Organization Name Here>’s culture and working environment. 


	1. Do you feel that that there is clear understanding of where the board’s role ends and the executive director’s begins?




	2. Do you feel the board trusts your judgment?





	3. Do you feel valued by the board?





	4. Do you have any suggestions for improving the working environment overall at <Insert Organization Name Here>?










	
Section 3:
Job Skills Assessment

	
This section is to be completed by board directors, ED, and senior management team. Rank the employee’s capability or knowledge in the following areas. Provide comments where you feel necessary.


	1
	NEEDS IMPROVEMENT – Occasionally fails to meet job duties and expectations; considerable improvement needed to meet job requirements.

	2
	MEETS EXPECTATIONS – Performs job duties at a satisfactory level. 

	3
	EXCEEDS EXPECTATIONS – Often exceeds job requirements; consistently meets goals and objectives; accomplishments are occasionally made in areas outside normal job role.

	DK
or
N/A
	DON’T KNOW or NOT APPLICABLE – Use this option if you do not feel that you can make an informed assessment on the specific knowledge/skill/ability being evaluated (i.e. you are a new board director and have not worked with the ED in that specific capacity).

	Organizational Development
	RANKING

	a) Ensures that <Insert Organization Name Here> has a long-range strategic plan with which to achieve its mission, and towards which makes consistent and timely progress.
	

	b) Provides leadership in developing program and organizational plans with the board of directors and staff.
	

	c) Demonstrates quality of analysis and judgment in program planning, implementation, and evaluation.
	

	d) Shows creativity and initiative in establishing new programs.
	

	e) Develops, implements, and maintains succession plans for senior management positions.
	

	f) Ensures change is managed effectively, using sound change management principles.
	

	Comments:




	Administration and Human Resource Management
	RANKING

	a) Divides and assigns work effectively, delegating appropriate levels of freedom and authority.
	

	b) Establishes and makes use of an effective management team.
	

	c) Ensures that job descriptions are developed and that regular performance evaluations are held and documented.
	

	d) Ensures compliance with human resources policies and regulations related to workplaces and employment.
	

	e) Demonstrates leadership related to the health, safety, and wellbeing of employees.
	

	f) Encourages staff personal and professional development and education.
	

	g) Fosters a culture that welcomes diversity.
	

	h) Maintains a climate which attracts, keeps, and motivates a diverse staff of top-quality people. 
	

	i) Brings forward compensation recommendations to the Board on an annual basis. 
	

	j) Leads staff in maintaining a climate of excellence, accountability, and respect.
	

	k) Negotiates collective agreement in a mutually beneficial way that is conducive to good labour relations [if unionized workplace].
	

	Comments:





	Community/Stakeholder Relations
	RANKING

	a) Serves as an effective spokesperson for <Insert Organization Name Here> or delegates duties to individuals most appropriate for technical responses.
	

	b) Represents the organization well to its members, government agencies, elected officials, stakeholders, and the general public.
	

	Comments:





	Financial Management and Legal Compliance
	RANKING

	a) Ensures adequate control and accounting of all funds and that <Insert Organization Name Here> maintains sound financial practices.
	

	b) Works with staff to prepare budgets, monitor performance, and initiate changes (to operations and/or budgets) as appropriate.
	

	c) Ensures that the organization operates within budget guidelines.
	

	d) Ensures that official records and documents are maintained and that <Insert Organization Name Here> has achieved all reporting requirements (such as annual returns, etc.).

	

	e) Keeps board of directors informed of any legal risks or liabilities that exist.

	

	Comments:





	Board of Directors
	RANKING

	a) Provides appropriate, adequate, and timely information to the board.
	

	b) Provides support to board committees.
	

	c) Sees that the board is kept informed on the condition of the organization and all important factors influencing it.
	

	d) Ensures board has appropriate resources for meetings.
	

	e) Works effectively with the board as a whole.
	

	Comments:




	





	Leadership
	RANKING

	a) Treats people with dignity and respect.
	

	b) Supports decisions that other people make.
	

	c) Makes certain that goals, plans, and milestones are set. 
	

	d) Gives team members appreciation and support and rewards people for their contribution.
	

	e) Makes certain that people adhere to standards and/or policies.
	

	f) Expresses confidence in people’s abilities and decisions.
	

	g) Sets a personal example of what is expected.
	

	h) Motivates others to perform better.
	

	i) Initiates activities that build strong teams.
	

	Comments:


	




	Initiative

	RANKING

	a) Searches for ways to improve the organization.
	

	b) Experiments and takes appropriate risks.
	

	c) Follows through on commitments.
	

	d) Challenges people to try new approaches.
	

	Comments:
	





	Judgment and Analysis

	RANKING

	a) Assesses the impact of decisions before making them.
	

	b) Communicates sensitive decisions and areas of potential risk to the board.
	

	c) Engages the management team in decisions that have wide-spread impact, are sensitive, and/or require diverse opinions.
	

	d) Makes decisions that are in the best interest of the organization, not just easy or popular.
	

	Comments:




	Professionalism 

	RANKING

	a) Presents self in a professional manner (observance of organization’s dress code, use of tact/diplomacy, etc.).
	

	b) Exhibits a strong sense of corporate responsibility and speaks with conviction about meaning of work.
	

	Comments:




	Final Comments
This space can be used for any general comments you may wish to make. Do you have any final comments on this job skills assessment?








	
Section 4:
Areas of Focus 
	This section is to be completed by the board chairperson and the ED. Based on discussion during the evaluation, the ED and board chairperson will state specific objectives/goals/training opportunities, etc. for the upcoming period. 


	Area of Focus
	Timeframe

	


	

	


	

	


	

	


	

	This section is to be completed by the board chairperson and ED. Did the ED achieve stated goals from the previous performance period? Outline below. 

	Area of Focus

	Achieved? (Y/N)
	If not, what are the reasons? Updated timeframe for achievement?

	


	
	

	


	
	

	


	
	

	


	
	



Signatures:

____________________________		___________________________
Employee Signature			 	Board Chairperson Signature		
		
____________________________		___________________________
Date							Date

Original is kept in the employee file; duplicate provided to employee.
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