Conducting Performance Evaluations for the Chapter Executive Director

Purpose of Performance Evaluations:
· To objectively assess the exec’s performance and accomplishments relative to his or her job description and established work expectations.

· Performance evaluations help the Board fulfill its responsibility for ensuring the chapter is well managed and that priorities are set and on target.
· Ensures that the mission and goals of the chapter are being carried out.  
· Strengthen and support the Executive Director to ensure work expectations are being met.  Reduce ambiguity regarding job performance
· Allow for review of the relationship between the board and the exec.
· Strengthen and support the chapter’s governance structure.

· Provide important and valid feedback on job performance, strengths, and areas that need to be addressed or improved – identify training needs.  Helps make decisions about the exec’s salary, and in some cases, to decide continuation of employment.
· Allow comment and evaluation of job objectives and job expectations.

· Performance documentation is the basis for support of personnel action.

· Important – the evaluation needs to be fair and valid in that it must measure performance in the context of reality, not against an ideal that may or may not be achievable.  Criteria for evaluation and the evaluation committee composition must be decided in advance.  It must be based on the goals set for the year (Attachment C in the contract), and the job description.  The evaluation tool and process must be mutually agreeable with the exec and executive committee.
Role of the Chapter President:

· Contact the Chapter Services Department prior to the start of the evaluation process – confirm proper steps, the evaluation tool and whether there is an expectation of a less than satisfactory evaluation.
· The primary role of the chapter president in the performance review is to ensure the process is implemented and to participate in the evaluation process.

· You are the primary point of contact with the Executive Director to get the process underway.

· You may contact the executive or they may contact you to initiate the process.

· Assemble what you may need as resource materials in preparation for conducting the review –

· copy of last review; 

· last survey instrument (if used);

· Copy of the Executive Director’s goals and objectives

· Critically important – they form the basis of the review 

· With the consent of the board, appoint an evaluation committee or task force (could be a subset of the Personnel Committee, Executive Committee, or a Combination)
· Optimum size of task force is three (3) people

· Presidents should never analyze the data or conduct the performance review on their own.  There should always be at least two people conducting the process and compiling the results.
· Decide on the method of obtaining feedback from the Board and/or Committee Chairs on the executive director’s performance.

· Questionnaire/Survey 

· Report on Performance to Plan

· A tool that measures the performance of the executive director against the performance of the chapter

· The president is also responsible for establishing the timeframe for completing the evaluation process that are consistent with the Personnel Standards for NASW Chapters (usually 2-3 months are needed)
· Facilitate the process to ensure that it is completed within the established timeline (the goal is to complete the final review 30 days before exec’s anniversary.
Role of the Executive Director:

· The executive director’s perspective on the needs of the chapter and the role of leadership can provide useful insight in the evaluation discussion that follows.
· The executive director needs to assess his/her own performance against mutually agreed upon goals and should complete a self-evaluation of his/her own work that can be used as a starting point in the overall performance evaluation.  Given the complexities of the daily management environment, the Evaluating task force and the Board of Directors will be able to make a fairer judgment of the Executive Director’s performance if they understand more clearly the constraints and challenges of the position.
Performance Objectives:

· The performance evaluation is based on two key areas: 
· The executive director’s most current stated goals and objectives.
· The executive director’s job description. 

Performance Areas:

· As noted, the evaluation tool must be consistent with the previously established and agreed upon goals and objectives.
· The Evaluation Tool’s Performance areas may include:
· General Administration (Managing the operations)
· Financial Planning and Management
· Membership Services and Development
· Program Development
· Supervisory Skills
· Communication – outreach, media, external communication
· Volunteer Development
· Summary – Overall rating and comments
· Areas of Strength
· Areas of Improvement
Frequency:
· Performance reviews and evaluations are best conducted on an annual basis.

· Chapter executive directors with an employment agreement for a three-year period should receive at least two performance reviews.

· NOTE: Annual performance reviews should not preclude regular and consistent feedback – both positive and negative. Don’t wait for a formal review process if there are performance issues being surfaced. 
Compiling and Reporting the Results:
· After the deadline for collecting evaluations has past, the task force should compile the results together.  May consider dealing with outlier scores by reporting two sets of scores -- with and without the outliers.
· A written report shall be completed by the evaluation task force or the executive committee.  The report provides closure to the process and is a forward-looking document.
· The report should recommend performance goals and objectives for the coming year based on input from the chapter executive committee. In developing future goals/objectives, be sure they are:
· Specific
· Measurable
· Achievable
· Realistic
· Timely
· The executive director should be given the opportunity to review and comment on the report.
· Only a verbal brief summary of the report should be shared with the board of directors – no hard copy should be distributed and the raw data is for the Evaluation Task Force’s eyes only.
· The final report should be presented to the executive director and a copy forwarded to the Chapter Services Department.  The exec and president should sign/date the document indicating he or she received the report.
· The report and any written comments need to be placed in a confidential personnel file.
· In the event of less than satisfactory performance:
· Prior to taking any action or making any decisions, the chapter president must contact and consult with the Chapter Services Department.
· The Executive Committee should develop an action plan identifying inadequate performance areas and measurable objectives to improve performance and discuss with the executive director.
· Any information obtained in conducting the performance evaluation process must be kept confidential within the Evaluation Task Force and the Board
Confidentiality:

· All discussions involving the evaluation process must be kept confidential.

· The board of directors should go into executive session at all times if discussing the performance evaluation of the executive director.
· All written materials supporting the process should be maintained by the president (for 3 years).  Committee members’ notes and unrelated items should be destroyed at the end of the process by the president or committee chair. 
Summary:

· Contact the Chapter Services Department for ongoing support, resources, and technical assistance when conducting the performance review of your executive director.

· Additional Resources:

· Chapter Services Power Point Presentation – available on the Extranet (Presidents Section)

· Standard 41 - Personnel Policies for NASW Chapters
Remember – evaluations are another opportunity to establish a professional, productive relationship between the board and exec.
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