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Marthe L. Orr, BN, RA LT A -aﬁﬁﬁc Constiuant of Tre Armerizgn
Executive Director FooLE SR : Y % Murses Astociption

NEW YORK STATE NURSES ASSOCIATION

1 Madison Avenue, 8th Floo?, New York, New York 10010 (212) 213-6616

tober 18, 1988

Marthe L. Orr, HMN, BN

txecutive Director

Kew York State Nurses Association
2113 Western Ave,

Guiideriand, NY 12084

Dear Ms. (rr:

he Board of Directors has reviewed the responsibilities of the Executive
Jirector. This review has included the Annual Performance Appraisal submittec
the Bpard of Directors by the Executive Director. In accordance with

¥YSNA policy, the President and President-elect have conferred with the Board
f G;recumrs in the preparation of this evaluation.

)

fol Eow.nq evaluation items are consistent with categories that apoear
sition description: Administration, Program and Departmental Opera-
ommunicatimns, Legislative Program, Constituent Affairs/Exiernal

Ms. Orr 35 to be commended for her ongoing efforts to vefine office procedures
{data processing, f“Cde% management, word processing, implementation of

job descriptions and an evaluation process for all professional staff}. The
groanizaticnal structure now in effect places complete programmatic responsibil-
‘t*ms within depariments. These 0rgan1gﬁt1owal networks should be clearly
outlined and “Further clarified %o increase member access to information and

eopropriate personnel,  Channels of communication should be more widely disseminated.

Progrem and Departmenta’l Operations

i Aﬁn‘f‘hﬁﬂ»a opevrations have undergene major changes within the
nned and others uranticipated.

The staff provided excellent support and assistance in the development
of the Report of the Arden House Consortium. We ook forward te implementa-
tion 7 the rezommendations.

e work of thi Council on Nursing bducation on differentiation of
betlween baccelaurcale and associate degree graduales was another out
ing product of this department. However, more direct intervention
part of the treculive Dirvector might have prevented misunderstandings
the ebove document omong staff, Board of Directors, and the Council.

jal
!

“pialions

Yhﬁ Executive Director effectively and efficiently provides staff
i the Board and Board Committees. Minutes are accurate, actions
tracked and implemented, and advice is given during meetings when
ang appropriate.  There are, however, spec1f1r concerns that must
adgdressed,

Efforts on the part of the EXecutive Director to maintain ¢
roies ave especially important. The implementation of shared
ities between volunteers and staff should be openly discussed
and clarified as needed. The Executive Director can be an e
gatekeeper in maintaining balanced relationships between
Board. It is our expectatirn that the Executive Director

a2 positive climate for timeiy communication, continue to maint
tiality, and utilize appropriate support systems.

The Executive Director's flexibility in adapting to fregusn
in elected officers enhances effective shared governance.
governance will be improved by the ongoing clarification
cent roles.

Communications/Public Relations/Pubiications

The memoersh1p has responded positively to the improved
tion's publications. We encourage continued efforts to
in the decision-making process related to the deveiopment

Pesponses to media inguiries regarding current, contrgverial, orofrdeional
issues should be generated by professional nurses crly. Meoraro B
in place to insure professiconal interpratation of fssues 2rs nrsane
policy must continue tg be reinforced.

Legislative Program

The Executive Director has aCSﬂUW§Pﬂu ed the
4

of the legislative program. The Tevel of ieg
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Martha L. Orr, M4, Eh
October 18, 1928
Page Three

is inconsistont throughout the state.  fress needing tmprovement include:
Coordination between HYSHA staff and DNA legisiative committess, timely dissem-
ination of legisiative infurmaticn 1o districts, o more aggressive and visible
legislative image for NYSNA, and coniinu uquv updated information on "leg
Line." Concerted efforts are needed to inciude NYSHA in statewide healih
issues and broaden the icope of our legiclative forus,

Constituent Affairs/Exte

The Executive Dirvector ahould continue to meintain positive working relation-
ships with other nursing cvganizations and community groups.  improved verbal
and nonverbal communicatiorn that reflects opennens and sensitivity to various
professional situations will enhance and strengtnen the image of KYSNA.  The
Executive Director's role includes part icépatian in numercus meetings and
ceremonial events; a strong prefessional image contributes to pesitive outcomes.
Inherent in this sirong professional image is the exercise of mature Jjudgment

and the objective appraisal of preoblematic situations.

In summary, the txecutive Director continues to manage the affairs of this
Association successfully in these critical, challenging times. She demonstrates
the talent and potential for further deve]opment in this role. Attention

Hati!

to areas needing improvement, as identified by the Board, will promote continued
refinement of executive skills and will contribuie to the smooth and efficient
operations of the Assmh.ation.

Juanita K. Hunter, EdD, RN
President

JKH/ker
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Marths L. Orr, MN, AN S BP e v ¥ Corstituent of The American
Execubive Direcior A e e n Hurses kssaclation

NEW YORK STATE NURSES ASSOCIATION
2113 Western Avenue, Guilderfand, N.Y. 12084, {518} 456-5371

September 15, 1988

fask Group for Development of Evaluation Form for Executive Divertor

Comments on Draft Job Description and Sample Evaluation Forms

General areas to be addressed:
;A
Leadership FTL
Role with BOD -
Planning for Association and organizational qoals
spokesperson for profession
Representative for organizational positions
Role model
Separate management issues from implementation of policies
Provides for internal review of all programs (progress, quality)

Communication

seeks to maintain cpen communication, maintains harmony
Staff Performance
Field Service - nepds clari+:

) n ™ Wiyt 18
Accountan i lity

. y i .
Annyal writton rpnort

interval record keepin

rooossible additions to Job Description

ntinging aducation
ob knowledge - assu~es initiative in developing awareness
i i r

cnanges within rursing and health Care industry

-




e Developmont of

Yor Dxecutive

- Group for Development of
ten Form for Executive
r

AT ey

. "Steff-Lvaluation,” check-off form with space for comments, wouls i?ieiéz;::¥~
Other additions: pertinent corrections are made, tn be the mo§t suitabhle of Lhe;,er:n:?zf~ !;;ﬁ:i-
' T+ ic task and responsibility specific, provides for a range of responses 31 wel
~ Aralyric ability - able to analyze situations and prables; ;g q;p(;fjr comments.
from numerous points of reference ST e

i ‘o ; , >lieve that
Communication skills - written and oral conform to acceptabie “Fppendix £," with changes could be used, but T bel
: : : PR . » " -
standards of speech and written skills specific than "Staff-Evaluation,

Leadersiip - demonstrates ability to assume responsibility in
a variety of situations with maximum effectiveness

Personal qualities -

~ "Evaiuation Checklist,” is good only for the process it outlires.
Open minded and skilled in listening : ’

Is censitive to and considerate of others

Demonstrates integrity and loyalty

Manifests good judgement

Possesses the ability to get along with people

Accents constructive criticism well

Manifests geod grooming and a pleasant experience

Displays vigor, enerqy, and enthusiasm

"Director's Performance Review," with changes, could be used, hfu
T 3 : 1" .
Tacks the direct specific components contained in "Staff-Evaluation.

the job description is adequate, certainly a very good beginning {f this
© one in writing. | do think it is more task oriented than functicnal.
“functions” listed are actually evaluation criteria. [ would suggest
iscussion of the subcommittee pext time we are together %o decide i a task
ted job description is the way we want to go. If not, we should Create more
ftive categories which represent major functional areas.

Specific areas which 1 would Tike to see added include:

in
in

in

+
i

en seems the »~asiest and cleanest to use for
nes seem unwieldy.

tor position description, and
describes the duties and re-

EY

ation forms that vou sent me
rrative response,

rmance Aphraisa’l

® i
for QuY purnssag

T
i 4o not bei




Mariba L. Orr, MN, RN
Expcutive Director

Constituent of The American
Hurses Asscciation

NEW YORK STATE NURSES ASSOCIATION

2112 Western Avenue, Guilderiand, N.Y. 12084, (518) 456-5371

March 24, 158B

Juanita K. Hunter,
Pregident

The New York State
127 Shiriey Avenue
Buffalo, NY 14215

Dear Juanita:

-

I will, of cocurse,
concerng ralised by

R.N., E4.D

Nurses Association

be pleased to respond to all issues or

the Board of Directors,

and will do so prior
tc the May 18~19 Board of Directors' meeting.

Howevey, as you know, the informal conversation which we had

on Friday, March 18th, following the close of the Board meeting
gscope. I respectfully request that youn
provide me with a written list of the Board's concerns sc that I

was guite broad in

may prepare a full and appropriate response.

Sincerely,

Martna L. Orr
Executive Director

CC: Maggie Jacobs

Secretary, Board of Directors

-

/

artha L. O, MN AN
Freculive Director

Counsiituert of The American
N " ]

”7}‘; NEW YORK STATE NURSES ASSOCIATION
i 2113 Western Avenue, Gullderland, N.Y. 12084, (518) 455-5171

L September 15, 1988

o Task Group tor Bevelopment of Evaluation Form for Dxecutive Dirsctor

.l
e

Comments an Drafi Job Description and Sample Evaluation Forms

General areas to be addressed:

Leadership

Pole with BOD

Planning for Association and organizational goals
pokesperson for profession

Pepresentative for organizatioral positions

Puie model

Separate management issues from implementation of poli
Provides for internal review of all programs (progres

e

]
)

~. Yoy 1
5, ﬁuﬁ*’ry,

Communication

Seeks to maintain open communication, maintains harmony

Staff Performance
Field Service -~ needs clarification

Accountability
Anmoal writien report to President
Interval record keeping
Job Description - Appendix (
Lock at groupings for possible additicns

1. Continuing ecucation
2. Job knowledge - aszumes intiralive
of changes within nursing a77 health cawn

i




v 6 PN . g 9 Septemnar 16, 1GHA fash Group for Bevelopment of
fask Group for levelgpment o -~ SEPLETIET h. 1Ien fvatuztion Form for Executd
fvaluation Form for Fxpryutive :"A'f(“‘u: ..;“r oo 1oy pxeculive
Oirector :

"Htaff-tvaluation,” check-off form with space for comments, would

116 b Sk s epe - : - ’
Mher additions: et corrections are made, to bhe the most suitable of the forms unds

Araliytic ability - able to analyze situations and prohier,

as specific comments.
from numerpus points of reference '

Communication skills - written and oral conform to aceeptahle
standards of speech and written skills

“Appendix €, with changes could be used, but [ believe that it is far locoe
cpeesfie than "Staff-Evaluation.”
Leagership - demonstrates ability to assume responsibiiity in
2 owariety of situations with maximum effectiveness

+

“ODivpctor's Periormance Review," with changes, could be used, but 11, Too,
e

Tacks the direct specific romponents contained in "“Staff-Evaluation.”

n

Fersoral nualities -

. o . C . "Lyatuation Checklist," is good only for the process it outlines,
Upen minded and skilled in listening

Ts sensitive to and considerate of others :
Jemonstrates integrity and loyalty o
Manifests good judgement ‘

Pessasses the ghility to get along with people

Accents constructive criticism well

Manifagts good grooming and a pleasant experience :
Diznlays vigor, enerqgy, and enthusiasm o

) ‘ D . . . S . . “o JKH: ¥
I think the iob description is adequate, certainly a very cood beginning if thisg i ¢

5 the first gne ip writing. 1 do think it is more task oriented than functiona
Menmy of the "functions® listed are actually evaluation criteria. [ would sugaes
iscucsion of the subcommittee next time we are together to decide if a tast
Job description is the way we want to go. If not, we should create more

cateagcries which represent major functional areas.

k]
b

+
L

Spectfic areas whick [ would like to see added include:

-&pie in long range plarning
-2nie hipg oriprities with BQD

-Rple 80D in future direction

-R0'g stats leader nf prganized nursing
Tobelieve, the Nurses House sysiem seems the easiest and cleanest to use for
gvziuation. The other numerical apes seem unwipldy

ecutive Director position descric
nd accurateiy describes the dutie

3¢ veyiowed the samnle evaiuvation forms that vou sent me. One labeled
frall.t ocatling f narrative vesponse, | do not believe is
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TITEEIEENG Columbus Circle o New York, NY 10018134
(212) 582-1022

‘ Lot A : ‘.
1 AN Py
- . L RER TEMGER . 1508 PO September ©~, 1988
AT Juanita ®. Hunter, Ed.D. R.N.
: FE S U T T o L president,
: TaBDTME S DOE M T LR O T e Tain e o Het \.“".FL State Nurses Assoriation
- 127 Shiriey Avenue

v Buffale, K.Y, th215

5 P Al DUOE o DRRTALTNLY SR i S .
CERGE OME A o bear Juanita:
RN iy H Tiipivye P . . . . .
‘Jq [!c;ry““ ; . e . 1 have reviewed the draft of the Executive Dircector position Drion,
B k] 1Hr oy e ; and 1 believe that it is wmost satisfactory and accurat ely dasc The
s .

. ) duties and responsibilities of the position.

}%"

I have also reviewed the sample evaluation forms that you Hert ma.
l1ahled '"Performance Appraisal'’, calling for a rarrative response.
belisve is suitable for our purposes.

Sraff-Evaluation'', check-off form with space for commants, mould appssr,
when pertlnent corrections are made, to be tre ros‘ suitabie *

under review. It is task and responsibility ecifig, proveges ™o Ealt
of responses as well as specific comments.
: “Appendix C ', with changes could be used, but § meiiswe that oD oo T
i M e . ‘ - . i
e less specific tham “Sraff-Evajuation’
BTk NS P -
REEGE L He : "Director's Performance Review', with changes, could be T o R e
lacks the direct specific components contained Eﬁ R afial LAl o
: o - i - R S S v “Eyaluation Checklist!, is good oniy for the Drocess i cugttanes
.
Madeline was supposed te 4o @ cut and paste G an nvaluatior Yoo, oane
circulate it 1o our commitiee. ! nhad wailizo, mapien 16 cegor s L w0 O
: to sending you my Lomrents, Poweys P, (L DEL G SrTavea Ann RS

Sincerely.

)
LQ/{ L] R

Patrs,ia Bishop Barry &N

PBB/pk

The Dolphin--A symbot of service freely given to NURSES in need

jorame AKEN AT 8

grdorsed fy. Amencan Anzogiaven of Cotran Darm Nurees » Ameryan
Natonat Leagus for Nummg © N Lapae! Numens AReamaton
Momber Natceal Healts Counad




Jusnite K. Huntsr, EA.D., R.M,, President

THE NEW YORK STATE NURSES ASSOCIATION
127 Shirley Avenue
Buffalo, NY 14215

August 26, 1988

-

To: M. Naeqgle, 5, Hazzie, P, Barry, M. Orr

From: J. Hunter

RER Task Group for Development of Evaluation Form
for Esecutive Director

At our May meeting we completed the tasks of developing 2 tentative
time frame and making initial task assignments.

4

he tentative time frame developed was as follows:

Jask By Whom Late
L. Review current job M. Orr July 15
description and redesign '
Z. Critique Jeb Description Task Group - -
3. Review Evaiuation forms Task Group before Sept.
and compare with new Board Meeting
iob descriptian )
4. Preliminery Report to - Task Group Sept. 14-15 Board
Board of Directors Meeting
5. Finalize Evailuation Form Task Group before Oct. Board
Meeting
a. Appraval of Evaluation form 8parc of Directors (ctober Board
Meeting

mmitiee members have indicated that step 2 and 3 can be complete
21ily with the possibility of having a conference call before the

ting 1f necessary. May [ suggest that each membder

miption which was sent o you and the evaluation forms

o you and then forward your resuits to me by September 7.

Dowitl then coliat
scheduled on September

. . .
the resuits. A conference call couid then be

R MO ) ;

. : 3.0 Tnis would stilloailow time for preparation

ot the praisminary report for the toard. This s a tight schedule,

noweyer | kL before convention.

s D

think we Can

Ty
<
i
e
]
e
v
-
I
15
s
~
2
Val

Taenk you Tor wour neln in directing our work,

------ the Wil

Juanita K. Hunter, R.N., Ed.D, President
THE NEW YORK STATE NURSES ASSOCIATION
2113 Western Avenue, Guilderiand, N.Y. 12084, (518)456-5371

May 10, 1982

HR M. Naegle, S. Mazzie, P. Barry, M. Orr
Frawm: 1. Hunter

s Task Group for Evaluation of Executive Director

tnclosed are materiale sent by P. Barry to add to those ¥
have previousiy received., Given the heavy agenda of cur May 18.1%
board meeling and the comprehensiveness of the task of developing
an appropriate and useful svaluation tool for the exec aive
director, 1 am anticipating that our meeting neit week will allc
time to: (1) identify the task, (2) develop a tentatice time
frame and {3) make initial task assignments.

k- 3

[ will prepare a preliminary check list for the ;- oup to use
as & point of departure.

JHimb

Enclosures




Juanita K. Hunter, £Ed.0., RN, President

THE NEW YORK STATE NURSES ASSOCIATION
127 Shirley Avenue
Butlalo, Y 14215

TS T apan o ge e (R X N . S B T
JREN Savddra Al Mageic, NA, RN, Virp Prosidenst
i M. Ty 80 - 1 [T S Dyt ‘,1'
] rRilt; SHAET LA e Hunter, R oD, N, Prosoaent g4y
ryT . T A foves  Toqen 1 ¥ $ N e TV 39, ice -
ad AWML 0T DO TOr Eaeontive Yrecton

A4 ovew may remenber during the Dxecutive Session of the
SUSHA Board weeting on Marel 17, the beard .‘«ppx«\x-ﬁd an ad hoe
tee to develop a tool te he used in evaluating the
ereculive divestor,  Qur {irst task was to cxplore and to
gather available tocln and other related materials,

[

twaﬁdx;, xtent of my investination

' ¥ of vou have materials
deothe soame, Meoplan s that all of these

Bohe evvandzed hefore our next hoard meeting.

Aooian to the beard.  Please call
cther ideas or susgest

=unie sl ronag,

W s Pomeet i'\c.-:m‘c the executive session
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MANAGEMENT ACCOUNTABILITY
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Purpose

Development of the Assocliation's Management Acoountabliity
Program involves development of procedures, quides, and forms for
planning and performance appraisat. The program builds on pass
and preseant operational success.

Program Description

The Management Accountability Program will provide a framework
for strengthening ohjective-baszed planning, cvaluation and
‘ mreanization. It will provide useful tools to leadership sacking
e to focus resources on critical obxjectives. The program's

i ultimate cgeoal ig to ensure that planning and management efforts
achieve their intended purposces.

Major Components of the Program

- I4 chiective-based, member-centeored and aware of costs.

- Flobe frcm the Board and CEQ o the management team and all
Loweis of staff,

- A.iows for formative and summative evaluaticn cof progress
toward cr:itical objectives

- Refines the association’'s oporational planning svstems.

; - Provides for the evaluation 2f management performance in
achieving objoctives, fulfilling position responsibilities and
demonstrating essential porformance competencies.

i - Specifies the rolez, responsibili s and relationships of

g . .

| oositionsg involved in the ™3 accountability progranm.




Management Accountability Program

Program Objectives

“:% 1. To develop and implement A Managemont Arooontabi Lioy Frogram
‘ by:
_ a. Developing a system for piaaning and formanive and

L summative evaluation of ~vitical ohiecnives,

b, Developing procedures, guldes and forms fou evaiaation
of the performance of staff prav 3
efforts.

2. To enhance the leadership roios, capabilities ame
effectiveness of:

i

a. The Board
b. The CEO

c. Department Administrators and Professzional Srtall
3. To establish a results-oriented planning process “nhat:
a. Focuses attention and available resources on critical
objectives
b. Coordinates association planning effors
c. DMonitors progress toward critical objectives
Tl d. Promotes positive action with minimum paperwork
e. Contributes to the quality of services vacgeived by the
: membership.
The program will result in:
_ a. The management tools needed by the Association to ensure
. that planning occurs and achieves its purposes.
: b. The specification of roles, responsibiiities and
e relationships among positions involved in the Management

accountability Program.
. . A cocrdinated "MBO" system usefu r b
[ summative evaluaticn of progress toward
critical objectives.

9]

jo

) th
O

d. A performance evaluation pregram £or professicnal staff
. that assesses progress toward cbiectives, fulfillment of
pesition responsibilitics and demenstration cf essential

professional competencies.

Critical objectives, standarcs of achiewvemesnt and action
plans for the association, cach department, cach cffice and each
position will be develioped, coordinated and monitored by the

e progran.

The system will, next vyear, be cocrdinated to annual and

1onger range budgeting.
x TN
4 . - - N ° ° -
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Introduction

The primary purpoeses of “he Management Accountabllity Proaram of
the are to --

e provide direction to tre nfforts of all
organizational units

¢ enhance the effrncriveness of assaciation
sarvices to its members

e coordinate rational, vegional and local actions
The system described in this publication has heen designed
rtog --

1. gquide the develooment of objectives for all
departments and programs

2. facilitate the monitoring and : rting of
progress made toward the achisv ct
obiectives

3. provide an "early warni:; svstemn” for key =vents
not proceeding as plianned

4. allow for adjustment of obijectives and plans as

necessarvy

5. c¢oordinate the assessment of accomplishments,
identificaticon of problems and development
of objectives for the succeeding year

This publication was developed by a project team, composed of
association staff and specialists. It recognized the significant
accomplishments of the assccilation to date and builds upcn these

b

efforts. It seeks to blend useful present practices with
approaches designed to foster new achievements.

A major component of this program is the Managemant-oyv-
Cbjectives System. Administrators prepare acticn plans.
completed action plans serve as a basic form for the Ferfn
Appraisal which also includes review of job responsibiiisd

professional competencies.
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OVERVIEW

MISSION
STATEMENT

IN-SERVICE
PLANNING
WORKSHOP

PLANNING

PLAN
SUBMISSION

PLAN
REVIEW

MONITORING

EVALUATION

REVIEW AND
RECYCLE

AUGUST

AUGUST

SEPTEMBER

OCTOBER

OCTOBER

NOVEMBER-JUNE

AUGUST
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Performance Evaluation
s Policies and Procedures
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§ Progress Demonstration of Board
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CHIEF EXECUTIVE'S MIS31ON STATENENT
- CRITICAL OBJECTIVES FROM £, JOf
DESCRIPTICN, BOARI, STAFF, PRGoAv
EVALUATON

¢ BOARD  AND EXEQUTIVE DISCUSS OBJECTIVES
@ DOARD APPROVES TENTATIVE OBJEZTIVES
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- OBJECTIVES ARE MODIFIED
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PROGRESS TOWARD OBJECTIVES

NAME

" PERFORMANCE APPRAISAL

POSITION

EVALUATOR _

PERFORMANCE PERIOD &

Dgcir:r'?zn INDICATORS OF *‘5‘6} o "ibu :
1
ESCRIPTIO CRITICAL OBJECTIVES ACHIEVEMENT 3 Q§' S IF NOT ACHIEVED, WHY NOT?
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.
o
| |
e
i
i
o
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| |
L
Staft Member's Signature Date Evelustor's Slgnaturs Date
Stat! Mambers Commmaents: Evvlustor's Commants:
Tinlttasl . Care Inttlel Date
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Staff Evaluation — Job Description

Page 1 of 2 _

Raling Scale
} 7 Posttion Title: FExecutive Director
Mo.__ of for fiscal Year 19 -19__ |3
“ " 2 " Staff Member Nawe: — e e i—
é ‘§ é ,3 Efther party may enter cosments ; ;
b [ .
. ] 31 2% s Evaluator's Name: in this colum ! .
- " 4 v s
Felzt) 54 .5
=3 i & § 22 Performance Responsibility Comxents
Association Representation i
{ 1 f 34113 { 3 1. Repres:nts ?‘3? Association as officia) spokesperson and chief i
o executive officer, : - i
T { B! t 2. Provides liaison with other organizations and agencies. R
U] L] (] (T 3. Maintains contact with legislators and arranges for representation at u :
' hearings, u
{ 1 [ 4, Promotes interest and active participation in the Associration, o ;
) [ 1 {1 I 5. Heprt‘zsents the Association in Jocal, state, and national activities. 7
Financial rlanagement
[ T [ 1] 1. Maintains proper and accurate financial records of the Association.
- ORISR A R 2. Prepares a recommended annual budget for approval By the Board of ||~ T s me eI
~ — Oirectors.. — I
™~ {1 [ 1)1 ) {1 3, Sees that the finances of the Association zre maintained within the i
- Qpprove:dbtlxdt{;eg, r{k}ﬂﬂqed as directed by policy, and audited annuzlly. e
overnance Administraticn
{1 f 11¢( 1 [ ] 1. Coordinates activities of the Board of Directors and asseciation :
e cOMMitLRRS, : — | ISR |
Y1 1jcY i) Z. Informs and advises the Board concerning programs, practices, problems k -
SR N | i -and activities of the Associatian ; SRS | D
T} 31T 71T 3. Supports ar;d enforces polictes, goals, and programs acopted by the
Board of Directors, )
[} [ 1110 1 [ 1] 4, mingains Delegate Assembly, Roard, Executise Coamitiee, and 3dminis~
o trative records of the Asspciation. o o
Planning o h
[ ] [ 14101 {1 “ 1. Xdenéifies; cc’)Hects, inte{rprv{ets, and prevides infarmation to assist
- the Board in lonn-range nlanning,
i H %, Assists the Board in establishing 4oals, R | N
3. Develops plans to accompifsh Association geals W N
L ] f §. Provides Veadership for staff development and implementalicn of plans
ll to fulfill gqoals snd cbiectives, } I
I |

RATING SCALE KEY:

Exceceds Expectations = total perfecrmance ¥s continucusiy well above the normal and expected standards for the pasition,
mets Expectations = competent performance mecting the noimal and expected stasdards for the position.

Dors Mot Meet Expectations = performance clearly inadequate for the normal and expected standerds for the position.

e

~290i1 01T

s

9/ .
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Staff fealustion -~ Job Description

it

e Likiche-(ilyaton |8

Page 2 of 2 ¥
Rating Scale ' Bate:
Position Title: o..c ryup Directey -
Mo, of  for Fiscal Year 19___-19

pa v by P Staff Meeber Maew:

o el # s b Efther party may enter comments

- Py Y e ' .
5 a3 Ji 23 f_‘: Lvaloator’s Neme: in this colum
v & L] 8. gé oo
Sl #3 28 Performance Responsibility Comments

v m———

=t

Membership Sarvices

[ 1 [ 1410 1 {3 1. QOrganizes programs and conferences to meet the inservice needs of
school board members and ciministraters.
2. Provides assistance and counsel to member boards, -
3,__Arrznqes for legislative educatioral updates to the membership,
4. Advises school boards and superintendents in management areas.
5. Promotes better policy-making and improved scrinistrafion in the field

of education,

Legislative Program

] [ ] ] ] 1. Directs governmental relations and legislative activities
2. _Provides lsadarship to the formation of legislative programs.
3. Monitors and analyres legislation related to educztion,

Staff Supervision

1.

Recruits, hires, sets salaries within salary ranges and budgetary pro-
visions, supervises, evaiuates, and terminates staff.

RATING SCALE XEY:

fxeeeds Expectations = total performance is continuously well above the normel and expected standards for the position.

“%ets Fxpoclations - coepetent performance meeting the normal and erpected standards for the position.
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sl Dilecke -Foilyaton

e a2

1. JOB KNOWLEDGE

1 - Assumes inltiative in deveiloping awaryeness of Jhanogeg
’ in pertinent fiold.
: - Is usually aware of developreonta and in
rertinent fiaid
- Maintains aw: of chanoor no b Mien job
situation may reqguirs
-- Does not keep abreast of chanios votiada
~- Not appiicahle.
Comments:
. 2. QUALITY OF WORK
-— wWork is consistently thorough, accurate and on time.
-- work is usually therough, accurate and con time.
-- work reguires censiderable revision by supervisor.
- Work 1is consistentiy unacceptable and generally
[ requires numerous attempts for satisfactory completion.
-- Not appiicable.
Comments:
3. PLANNING AND ORGANIZATION
-- Develop task objectives, timelines, and evaluation
rrocedures independently.
- Cevelop task objectives, timelines, and evaluaticn
procedures with a minimum of supervision.
-- Regquires constant supervision and assistance in
developing task objectives, timelines, and evaluation
. procedures.
-- Not applicable.
ey Comments:
g
A
! v



ANALYTICAL ABILITY

Uemonstrates abmaity Y AnaLlyIZe situations and probloms
{rnm nUﬂbr@uv d

1 Situations and

tance in analyzing

analyze situaticons and

Comments:

COMMUNICATION SRILLS

ommunicaticns
etandarqs cf
Communications
Communications
correction.
Does not demonstrate
Not applicabile.

Comments:

LEADERSHIP

Demonstrates ability tc assume responsibi

varle-y of situations with ma“‘nnn effe
Usually assumes responsibility in
acceptable effectiveness.

Reguires encouragement or directi
responsibilicy.

Prefers nct Lo assume




DECISION~MAKING

Declgions aiways based on & scund basis and ave
developed indepondony manner.

Decisions e JELHJE based on a sound basis and are
developad mlﬂ;ﬁ’ﬂ w* mupe?vkﬁbrz input.
Reasons fo roview and
require zans*a'

Loes not assume r”;= responsibiiities.,
Not applicable.

Comments:

DELEGATION

Is constantly aware of

goed judgement in deleg

subordinates.

Usually identifies areac

delegated to subordinat

Requires guidance and a : in identifying areas
of responsibility for dﬂ'- i

Seldom delegates responsi

Not applicable.

Comments:

FOLLOW-UP

Always initiates gocd following procedures and is
constantly aware of status of delegated proiects.
Generally initiates good folilow-up procedures and
generally aware of status of delegated prociects.
Follow-up procedures are haphazard and lacks aware
of status of delegated projects.

Ineffectual follow-up preocedures and negligible
awareness of status of delegated projects.

Comments:
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RESOURCEFULNRELS

Fxamines and utilizes all possible resources in solving
4 o ob l e,

Can usually sxpected to coout o sufficient
resouroen oiving a Giom

Kelies onoa 13 £ sen of vesourcos it solving a
pfﬁbiﬁm.

Tends to disregard poszsible rescurces far solving
yIrL;PT.

INITIATIVE

Generates

frequenf‘“ mas

Can usually be

in most situation

Wlll generate pos
ituations.

Requires constant prodding

Not applicable.

Comments:

COOPERATION

Demonstrates a wi
responsibilities

reguirements.

Is generally receptive to assumi
performance with a minimum of ne
Responds to respronsibility as
description with no effort to
regquired; some negative respons
additicnal task.

Tends to be totally negative
responsibilities.

ke ap;licable.
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— o ; ‘ . - e
STABILITY UNDER STRESS
- - Reagcts appropriately to all situations; is capabie of
" aralyzing and v " ' i regardless of

situation.
L - - Roacis

.

metimes avideont

situations.,

-- t Y A

. A

- Not appi
+ Comments:

17. DEPENDABILITY

%
[

{
i
1
vl
S
-~

ing tasks,

i porformin a
g positive manner.
-- 4] 11y can be counted on o acdhers o “imelines,
rms tasks and react to situat in a positive

7
jo 2 8 o
;j Fh O e rh b

Comments:
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HEME CATE

PORTITION: SUPEEVIGOR:

SELF-IMPROVEMENT OBJECTIVES

Staff Member's Sclf-Improvemnnt CThiectives for the Coming Year:
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NAME

ACTION PLANNING WORKSHEET

OBJECTIVE NO.

ACTION PLAN

KEY EVENTS

TARGET
RESPONSIBILITY DATE

COMMENTARY
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PERFORMANCE EVALUATION

Performance Evaluation
Policies and Procedures

f ] ]
H,
Progress Demonstration of Board

~ Toward Administrative Skills| [Self-Evaluation

Objectives and/or
— Responsibilities
X

Samples

COPYRIGHT () 1988 Gienn H. Tecker, Consuitants
- All Rights Reserved -
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B.

10.
11.

BOARD SOLF-EVALUATION

Gree or NUCCess
Ly

freas of Responsibiiity m'viﬂaéguate

“Bood

Excellent

Relationship with Chief {xecutive i
Officer

Fotablishes written polic
gu*darrﬂ of the ;{0 tn
of tne organizaticon

Provides the CED w 3
of the expectations sf réarrance and
persoral qualities agairnm which she/he
will be measursd perisdical

iRar statement

i
B G

Invites communicatinn from the T80

i
H

jos

Reaches decisions unly on the hasis of
study of available backqrourd data ana

X3

—
T

consideration of the re**mmen¢ation ot
the CED.

el

n
¥

kS Res Fue)

fequests informat
anu only from 3ta
the

)

Fa J

T Ay oy

.
el e

rowledge of

Rt

P

Provides a climate nf mutual respect i
and trust offering commerdation
whenever earred, and consiructive
criticism when necessary.

Matters tending to aliernate ei:iner
board members Or CEC are discussad
immediately rather than being --rmitied
te fester and deteriorate.

Provides cpportunity and ercour
for professional growth of the
staff.

o3 fu
FrReD
[am) lD

Tzkes the init ativn in maintaining a
professional salary for the CE
comparabie with salaries pa:d out
similar responsibility in and out of
the professicn.

Community* Relationships

Encourages attendance at board meetings. ?

Actively fosters cooperaticn with 8

various news media for dissemination )
of information about programs. 1 {

Insures a continuous planned program
of pubiic information regarding the
nrganization,

Comr uﬂ’ty refers to parties intsrasted in, or 2bie to affect, the
hility to accomplish its

o4




70

\
H kY

| . ~, ,
EVeCutie Ligecte -£Valanhon

-

.

- i,ii-‘i‘w“ ; ul. BRSNS i
A Arcas of Peoponsibilaly Poroar o leadeaua ;txﬂuuat( Good tixcellent

1 . [ E 1r 3 ' f

13. patel o v ¥ s P i r

14, Charnels all corvarny, oo [ "+ -
criticiums of tne groanty; -
the CE0 far stuoy with | I L
that <he/he will reponrt i ‘
hoard 1f action ¢ rpauirs !

15.  Seeks to pre E ; -
the CEO from ; ; ..
qreups and de‘nr : ;
and criticism 1y I ,

} ——— ,._.‘.__...7 o — e e e f " eaetsw o avattr o § « 2t s e a— - ———— :

16. Encourages upen participation in an i ! :
a(iv“,').} v 10 the solgtinn of ! i
specific ;‘:FONQ?-_ ! ‘A

. i T T

17. Is aware of community attitudes and ; f -
the special interest groups which ! 5
seek to influence the oraaniration’s : ; :
progroms, i i BN T T

R i
C. Board Meetings ! -
. . i '

18. Has established written praocedures for |
conducting meetings irc 1udyru ampie ;
fr vision for interested rart1es to he

gard but prevents a sing ss individua’ B
or group from dominating discussions.

19, Conducts its meetings in facilities % ,
that allow the orjannzﬂ-;,w's businezs | ;
affairs to be conductec by the board !
and its staff effectively.

20. Selects a chairman on the bas . 6f nis 5
or her ability to properiy conguct a i
meeting. i

21. New items of a compiew nature are not N
introduced for actior if they are not i
listed on the agenda but are ,rﬂfrn<rd g
for 1isting or & subseguent agenda. ; :

~ 1 H i

22. Definitive action is withheid unti} i ; ; 3 -
ask1ng if there is a steff recommen- i ; : ! i
cation and what it is. i | | . ,

23. Gooc judgement is used in criticizing 2 i ;

2 staff recommendation. T e
! : N
25. The privilege of holding over matters | § | )
for further study is not abuseq. ; o
1 i
- 25. fach merber makes sincere effort to be | B i
| 1r.ormeﬁ on ali agenda items listed ; T
L~ prigr to the meeting. i 5 f -
. 26, Controgversial, complex or complicated ! § -
: matters are held over or placed on the i | ‘
agenda for discussion only, prior to | ! j
consideration for adaptich. | i




: egree of duccess
Areas of Responsibility Foor Ginidecuateiadequate] Good [txcelient

5taff and Persoanel Relationships

- 27. Develops sound perionee) policies
P invelving the staff when approoriate,

: 78. Markes provision for the complaints of
L employees to be heard, and after full
e study if staff dissatisfication is ; |
N found to exist, takes action g ; -
‘ correct the situaticn through ]
Yt appropriate administrative channelis, !

R 29. Is receptive to suggestions for
e improvement of the Groanization,

30, Encourayes professional growth and
increased competency through:

a: Attendance at educaticnal meetings,

b: Training on the inh. i

e

¢: Salary increments which recognize
training and experience beyond
minimum qualifications for 2 given

position,

Provides written description of
personal administration, procedurses,
rights and responsibilities,

E. Relationship to the Organization's
Program 0f NOrkX

32. Understands the program and an B8
restrictions imposed on it by law
or regulation.

Realistically faces the financial é ; ; : .
ability of the organization to support g : i : =
1ts program of work. : ﬂ i

34. Encourages the participaticn of the . :
professional staff, and in certain i :
instances others, in the development ; : ; : S
¢f the program of work. : ‘ ; e
35, weighs all decisi g :

cisions in terms of what
is best for those served by the
organization.

)
1

2
3 -
PR e M)

[ B=* I 4
B
-0

-3
-4 €0,

)
o) Uy -

ey P
724

(s
PN

Q
1 37

=
wr
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st 2 £
m

)

37. Keeps abreast oomen
. S
vhrough attend ticipatio T
in conferences s ang by 1 -
readirg of bos dicals :




Program oF Work




P

Gegree of Suc

5%

Areas of Responsibiiity Tn*crc'atﬂ7 vqqu;

Relationship of Financial Management | ? %
of the DOrganizalion. ;

Eauates the income and expenditurez

The

Goo

d

Excellent

of the organization in terms of
quality og rogram that shoulic be pro-
vided and the abili ty of the sruani-

zation to support such a program,

Takes the a4
and securinag federal, state, ¢
and otner relevant support for

additional financing wnhen necessary

teadership in sue
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fstablishes written policies
provide for sound fiscal operation
and effective management TVCCFVUVQ
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budgeted expenditures cw’, after
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wiaeh emplavs an

The board anzourages, and bas an adequaie
mechanism that pe

. and other inter
: policy proposals.

\ . - ~ : + Y PR o 4
nusivement of statbd
KR

s in the Anue 'mn'“f. ¥

of

The board provides the CBD with che opportunity to
develop poiicy p'mpasals, angd fdoes not write
*instant policy” undap the gun of emergencies or
without giving due norvicoe ro shaf

ard orhﬂr
interested parties +that policy iryending.

ABCDE The policy manual is available through the
organization and 31l who have a need Yo know have
free and easy access to policy information.

ABCDE All coples of the policy manual are recallicod by
the central office annualily to be cheacked {for
accuracy of

antent.

About Board Member:

A

ABCDE You are familiavr with the broard's major policies.

o ABCDE Once policy is adopted you adhere o it
- the implementation <f policy Lo thn admin
staff.

You request reriodic revi ws cf speci
- if current issues and trends appear
change.

IV. THE BOARD AND THE CHIEF EXECUTIVE OFFICER

About The Board:

ABCDE The board and the CEQC work together in a spirit of
mutual confidence and respect for each cther's area

of responsibility.

Before deciding anvy matter, other than the CEC's
contract, the becard provides the CEQ with ample
cpportunity to develop staff recommendation for

)
58
T3
)
o

5

he bocard channels specl flc complaints and
ests =rning the crganization threouagh %he
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ROLES AND FUNCTIONS

About ¥ou, The Board Member:

The Board:
A B OTCDE You reguest information through the
- directly from staff members without the TETS e 5 : . it
‘ﬁx rnowledage. L necessary to help it conduct its busi
: ’ R not dead or functionless committees,
o that can carry out administrative assi

Do
[(VIR%]

3ot

& B CDE You invite communications from ¢t : ' 1 Carry mancs o :
~znsider all background material e responsibilities. .

ketfore vou reach decisions.

: ° "trogram of Work" refers to the functions and ac
V. C'THE BOARD AND THE PROGRAM OF WORK* S nrdet taken by the organization to accomplish itns

S

emmunity” vefers to parties interested in, o
ne sucrcess of the ovrganization in achiaving Ln3

(%%

st

Ghout The Boa

- ABCTOE The board is familiar with thoe ovaganization . e -
: srogram of work. e _ . . ; »
i N ODOE The board has adopted a code of cthics iz
WESCDOE The board wolahs all decisions in torms of what board members that defines appropriate h
' best for thoze the organirzation sovves, inappropriate behaviocr. .
A BT DOE The board provides a policy on the organical Cx e Apout You, The Board Member:
critical obicctives and stratogic plang, in FE )
rartnerszhip with staff, to achieve those S ABCDE You realize the board acts R -
Alieer ivens., e yourself maks statements, -
A commitments on the board’s
. RoEWOOLOE The beard from time to time cvaluates the program SR 4 -
8 cf work in the iight of objcctives, and
continually monltors progress toward critical
chiectives with the CEO.
Apour Ve The Boavyd Membor: -
P O a

VIi. THE BOARD AND ITS COMMUNITY** RELATTONSHIPS “_‘  i
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~ EVALUATION CHECKLIST -

THE BENEFITS

.«. Evaluation requires that the board regularly review the
job description of the Executive Director.

... Evaluation requires that the board be aware, or becofe more
pointedly aware, of the full spectrum of the Executive
Director’'s responsibilities.

... Evaluzation requires that the board and the Executive Direc-
tor be reminded of all of the objectives that have been set

for the organization and how well or how pcorly progress is
being made towards those objectives.

«+. Evaluztion provides the Executive Director with the oppor-
tunity to feed back to the board on those problems that are

being faced in achieving the stated purpose of the organi-
zation.

+++ Evaluation provides a logical basis for decision making as
Yo the Executive Direcfor's future compensation.

... EZvaluation can previde protection for the Executive Director
against the adverse effects to be expected from an employer
wnich holds 2 number of divergent views towards the nature
and the goals of the Executive Director's job.

... EZvaziuaticn can contribute to the professional develcpment
5% the Executive Director.

... Evaluation can provide ancther opportunity to keep members
5f the board of directors Tore intimately involved with
the operation of the organization.

o T < 2 - - & - 3 E 3

«+. Zvziuation 1g one Tore Means of assuring that the crgani-
zation is serving its communiiy *o the best of its ability
z2nd available rescurces.
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Evaluaticn Checklist - Continued:
ELEMENTS IN OBJECTIVE SETTING

a. Objectives must be in writing, free of generalities or am-
bigucus language, with copies in the hands of all who ars

invelved.
= b. Objectives must produce specific results when accomplished.

c. Objectives should be set within definite time frames with
specific dates for completion.

d. Whenever possible, an objective should be set up to contain
bench marks along the time frame from which progress may be
measured.

5f” e. All cost factors involved with the objective shouida be
e identified.

f. In setting an objective, refrain from any detailed discussion
as to how it should be achieved.

g. Objectives should be consistent with the mission or purpose
of the organization.

h. Objectives should be realistic, attainsble and agreed to by
all who are involved.

THE EVALUATION PROCESS

here is a current job description in existence - and it
a8 been in existence over the period to be evaluated.

¥
'
¥ r3

2. Objectives exist for the organization in accordance with
the guidelines for objectives outlined above.

3. An evaluation team is appointed by the President usually
consisting of the officers and committee (or key commit-
tee) chairs. If a small Executive Committee exists, it
can te included on the evaluation team in toto. A large
Zxecutive Committee should probably be represented on the
evajuation %team. A total of from ten to fifteen individ-
uals on the evaluation <eam is optimum; all of whom should
have had reasonably f{requent contact with the Zxecutive

Jirsctor over the periocc o Te evaluated.
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Eywluation Checklist - Continued

o 4, The Personnel Committee develops an evaluation checklist
e based upon the job description and organizatiocn objectives.
Respondents {the evaluation team) will be asked to rate the
Executive Director's performance againat each line [tem on
the checklist as follows:

Outstanding

- Good. If bettar than what is expected,

Adequate. No less/no more than what is expected.
Poor. Less than what is expected.
Unsatisfactory.

= N Twun
i

Space should be allowed on the checklist at each line itenm
for comments should the respondents wish to make them.

wn
.

This evaluation checklist is now mailed to each member of
the evaluation team with a self addressed and stamped re-~
turn envelope and a request to return the checklist to the
Chairperscn of the Personnel Committee within ten days.
Respondents may or may not sign their individual checklists
at their own option.

&. At the same time, a copy of the evaluation checklist is

mailed to the Executive Director with a request for the
, Executive Director to ccmplete it as a self evaluation
it and to hold it pending the evaluation conference with
Yo o the President (step #9 below).

7. Once all of the checklists have been returmed, the Chair--
person of the Personnel Committee, acting alone, makes up -
a composite checklist which, by line item, indicates the
_ number of responses for each numerical rating and ran-
X domly lists all comments made by members of the evalua-
ol tiocn team without identification of the source of each
5 comment. For example:

TASK RATINGS COMMENTS

Provides support tc

: a) "Highly creative.”
fund raising activities.

5 2

L 0 b) "Needs to improve

3 - 0 relationship with

2 o United wWay."”

1 0 c) "Good public speaker.”

I

Trhe Personnel Committee Chairperson should then hold the
individual evaluation checklists uantil the process is com-
plete {step #11), after which the individual checklis*s

- - —~ e v~
SNOULG oe de:r.“G-,"':u.

TR




Evaluation Checklist - Concluded

8. Once the composite evaluation checklist is complete, there
should be a closed meeting of the officers and the Chair-
person of the Personnel Committee to discuss the composite
evaluation., If a small Executive Committee existis., then
it might be this body which meets to discuss the composite
evaluation. If shortcomings are pointed out, and generally
agreed upon, then a work improvement plan should be Jd&VEI-
oped and this might require specific interim evaluations in
the future. Performance consistently good to outstanding
will suggest positive changes to compensation and appropri-

. ate recommendations to the becard should be developed at

- this same meeting.

9. The President, alone, now meets with the Executive Director
to discuss the evaluation, to compare the board’s evalua-
tion with the Exscutive Director's self evaluation, to
discuss any work improvement plan which the evaluation pro-
cess has suggested and, finally, to discuss any appropriate
changes in the Executive Director's compensgation.

Some feel that rather than meeting alone with the President,
the Executive Director should meet with the same group which
reviewed the composite evaluation checklist in Step #8 and
each organization should chcose the approach which seems
mogt appropriate given the individuals involved.

10. Should the Executive Director be in serious disagreement
with part or all of the evaluation, the right *o respond to
the Executive Committee, or to the evaluation team or to the
full board must be available. Such a response should lead
to a dialogue in which the problem area can be resolved in
a candid and professional way.

[y
e
.

Once full agreement has been reached, the final agreed

upon evaluation should be signed by both the Executive
Dlregtor and the President and then placed on file,
readlly available to all concerned.
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ABOUT GLENN H. TECKER, CONSULTANTS...
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CLENN K. TECKER, COMSULTANTS 105 TERHAGEMEN NS IOPIN IR L O D
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ORGANIZATION CONSULTING PEACTICE.

TROJECTS HAVE BEEM COMPLETED FOR CVER 400 PRIVATEH,

AND NON-FPROFIT ORGAMIZATIONS I 45 STATES, EUROPE, CANALA,
MEXICO AND CENTRAL AMERICA. THE PPACTICE 15

TRENTON, NEW JERSEY. THE FIRM'S

ORGANIZATIONRAL INITIATIVES IN PRINCETON, NEW JFRRESEY D CORPORATE
MANAGEMERT DEVELOPERS IN HOLLYWOOD, FLORI

THOLUDE  SUCH  DIVERSE  ORGANIZATIONG AL ATAT,
TOUNDATION FOR SOCIAL AND ECONOMIC DEVELOPHMENT OF FL  SALVAD
NATIONAL SCHCOL BOARDS ASSCCIATION, AMERICAN WOMEN I RAD
AMERICA HZALTH  CARE  ASSOCIATION, EDUCATIONAL  TESTING
AMERTOCAY SOCIETY OF AGSOCIATION EXECUTIVES, THE CAHADIAN
INDIAN AND NORTHER CFATRS, THE CHICAGO CITY ©UBLIc
CREDIT UN ASSOCIATION, THE AMERICAN LIBRARY
NEW JERSEY'S QFFICE OF MANAGEMEN
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DESIBNING AND CONDUCTING AN INSTITUTE FOR
INTERNATIONAL 7O TRAIN REPRESENTATIVES TRO
NATIONS LEADING NON-GOVERNMENTAL VENTURES
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STATE OF NEW JERSEY'S OFFICE OF MANAGEMENT

REFINE AND IMPLEMENT INTREGRATED STRATESIC
RUDGETING DROC‘LDUREo CREDITE S A MAJCR
i’i"} THE STATE'S POLICY SUCCESS

DEVELOPING STRATEGIES AND INSTITUTIONAL COMPETEH
MEK”\LR‘S OF THE AMERICAN HEALTH CARE ASSOCIATIOR
WJAERICAN ASSOCIATION OF HOMES FOR THE AGING Ff“s!?
T.L'VEF‘: OF CARE TO AMERICA'S EXPANDING OLDER PO

- COUNSELING CREDIT UNION LEADERSHIP ADDRESSING DRAMATIC
CHANGES AFFECTING THE FINP\NCIP\L INDUSTRY

WITH COMMUNITY ACTION AGENCY LT*ADE
DEVELOP THE COMPETEHCIES AND STREA
COWTRIBUTE TO SUCCESS OF THE NATION-WIDE

LATIVE.

COUNSELING LEADERS FROWM THE PRIVATE AND
SECTORS OF A CENTRAL AMERICAN NATU‘N TO
STRATEGY FOR ESTABLISHING FREE ENTERPRIS
ANTY ECONCOMIC S5YSTEM OF THEIR C.’_)Y.-Llle

AS AN ENTREPRENEURIAL PRACTICE, GLENN H. TECKER, COHSULTANTS

1S ABLE TO PROVIDE QUALITY SERVICE TO ITS CLIENTS AT

30%

OF
CF
ON

0B

BELOW OTHERS. THE PRACTICE 1S STREAMLINED TO MEET
ITs CLIENTS. A UNIQUE ORGANIZATIONAL DESIGH MWD

WORLD-WIDE COMMUNICATION SYSTEMS KEEPR COHSULTANT

CLIENT NEEDS
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Board/Senior Staff Strategic Planning

Leadership Seminar for Boards of Director:s
werking Effectively with a Non-Profit Boa:rd

Snhaping !
Board/stal
Styles and Competencies

Practical Strategic Planning:
The Leadership Partnership:
Leadership:

+

WORKSHOPS, SEMINARS & KEYNOTE
PRESENTATION TOPICS

s

Footre

Building an Equitable Salary Administraticon

Managing People Through Change

Managing the Organization Through Tha

Managing in thce Middle: A Seminar

Suparvisors

__ Goal Setting

__ Train-the Trainer:

Staff Evaluation

Developing a Performance~Ralated Co

£

o

"y
mp

Getting Things Done With Other Feople

Practical Creativity
Process Consultation Skills
Participatory Plann
Participatory Management
Management Team Development
Conducting Effective Meetings
Project Management

iz

-k

g
-

-

184
o

L)

Teaching Other Adults

Starting A New "Unit" of the Organization
Cenducting an Organization Performance au
Program Evaluation

Evaluating Instructors

Needs Assessment

Marketing Education Programs

Cenducting Successful Evaluation cenferen
Competencies of the Non-Profit Professien
weorking with Consultants

Policy Development

Werking Successfully with Volunteers
Making Effective Presentations

Design 4and Management cf Training Program
Creatively Delivering Instructicon to adul
The Adult Learner

Improving Productivity

Crganizaticnal Renewal

Iveryone's in Sa.es A Progaram Tor ALL S
Yultiple Project Management

Managing Time

Positive Prodlem Solving/lonflict Fasolux
So, You Want To Be A Consultant

¥arkesing To Assocziations

Faciiitators Training

How to Design and Conduct Foous Croups

parnero;

ensation

g/Collaborative Management

IPTLITE




IVE ANAGEMENT

‘n CCOUNTABILITY

P ROGRAMS

...an adapted excerpt from Merit, Measurement and Money.
by Glenn H. Tecker. Published by the National
School Boards Association {1985)
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MANAGEMENT
ACCOUNTABILITY
PROGRAMS

By instituting a management accountability program for
professional staff, associations demonstrate a strong
commitment to achieving, recognizing and rewarding
competence. That commitment motivates all staff, who are
treated in the same professional way. The association has a
right to expect that they will be held accountable for
performing their jobs effectively. Establishing a
management accountability program and holding professicnals
accountable for their success in carrying it out should be

an organizational priority.

MANAGEMENT ACCOUNTABILITY PROGRAM

A Managenent Accountability Program {MAP) enables

associations to:

* egtablish sound and practical performance appraisal;

j link compensation to decisions about periormance
effectiveness;

*  1ink evaluation and recognition of performance to

achievement of organizational cbjectives.




MAP merges the association's planning process with  Ins
appraisal of professicnal performance. If designed
properly and implemented seriocusly, MAP provides a structure
for purposeful and continuous attenticn to effectivaness.
Performance is evaluated in a framework <That prometes
successful management and balancnd attention to achlevament

of mission, efficient operations and successful personneli.

An effective management accountability program Jdemonstrates
nine important characteristics that represent goais avery
association  has, or should have, regarding  program
management. These characteristics serve as a checklist for
associations to use in evaluating current management

pianning and evaluation systems.

Collaborative decisionmaking.

MAP involves collaborative decisionmaking that results in
shared acccuntability between all levels of the asscciaticn.
Critical cbjectives are identified through data colliecticn,
analysis, and discussion. Decisicns about what needs Lo be
accomplished are understcod and owned by evervone. Plans
for achieving identified objectives are develcped
systematically by the person responsible. He/she develops
those plans with those who report to them and with their

SuUperior. Coliliaboration is Dbuilt into decisionmaking




. . - K k T : LY .
S g : KR B
= = | e

L Lnecse

Merging planning and evaluation.

s In management accountabilicy DIGYLATS, rianning and

evaluation activities are mergad.

used for measuring accomplishment of objactives are

determined as part of the planning

The process of developing standards

objectives and to test the feasibiiity

achieve the objectives. The standards, suggestaed by the

staff responsible, will be used to judge whether plans were

implemented successfully and whether the implementad plans

achieved their purpose.

Early warning system.

Bacause planning and evaluation activities are intecrated, a

management accountability program has a built in Tearly

warning system." Fermative evaluatiosn lets planners, dcers,

and evaluators monitor whether plans are leading toward

achieving stated cbjectives; it lets decisionmakers correct

a plan during its use rather than waiting for it to fail. A

management accountabkility program has an inherent bias

toward success because 1t promotes continual adjustment of

activities o improve the probability that desired outcomes

will be achieved.
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Coordinating activities.

MAP promotes ccordi
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Preventing surprises during swmative evaluation.

Because the MAP process L3 formative 1n natdre, adiudstments
to action plans increase the probabiliity that obleguives
will be achieved. If an obiect 4 ‘ 1 partially or
not at all, those involved in the : ing, .rplementation,
and formative monitoring of 111} > it far ahead
of the final evaluation. nat iy avaluation,
responsible staff member snd superior know when an

isn't being achieved and acti ara gprobabi

already %o respond.

Evaluation record.

The MAP approach to integratsd plannins Y evaluation
produces a clear and defensible record of performance by the
association and by individuals. By linking management
accountability to performance compensation, associations can
establish both monetary and nonmonetary reward systems for
effective performance. MAP also contributes to sound
personnel decisions about selecticn, assignment, promotion

and retention.

Time well spent.

Seveloping and executing a management acccuntability program
takes time, but it is time' well invested. Once
professionals are trained in the skills needed to make the
program work, it can be implemented and "debugged” in a

"pilot" first year.




WMAP soon becomes tho accepred means for focusing continual

artention on the achisvement of important cutcomes.

MAP is net just ancther "faddish" management technlique.

rakes full advantage of successful applicaticns of several

proven managemant tachnigques and weds them in 8 practical

way. MAF significantly anhances the probabilivy that

association managers will be successful in achlewving thelr

declared and approved intentions.

LINKING MAP TO PERFORMANCE-RELATED
COMPENSATION

Planning and evaluation accomplished acccrding tc MAP are

compatible with performance-related compensatiocn.

an effective planning and perfcrmance appraisal

the necessary foundation for performance-reiated

compensation. All team members who are responsible for

; management, from the chief staff officer to program

assistant, can participate in a management acccuntability

program and

its companion performance pay system.

Effective management accountability programs raguire

commitment, clarity, andéd competence. Leadership must e

W accountable for ensuring that the’ management accountability

th

crogram fulfills 1its purpose. That will require money,

enerqgy, and time. Leadership must see that staff i3

involved in develecping the program so that staff will

dnderstand and support it.




The leadership must fund ingervice trainaing for all involved

in develsping and evaluation process. The

training should simulation, acotive i1nvolvement,

practice and feedback, and it must be reinforced aver time.

IMPLEMENTING MAP

The firse sLep roward establishing a management

accountability program ig beoard and chief

agreement on the critical objectives the assocization must

address. Five to ten objectives are lidentified by the
leadership after consultation with management

professional staff, and others.

The proposed cbjectives are reviewed with the board,

modified if necessary, and approved. The <chief =staff

officer and management ¢tear <¢hen develop action plans.

These plans are a written summary of key events,

responsibilities, and target dates inveolved in achieving the

objectives. Simultaneously, the chief staff officer and

management team propose indicators of achievement. These

standards are the measures the board, tcp management, staff,

and others will use to determine whether, or tc what extent,

the cobjectives were acccmplished.



ﬁ}/ﬁ’afﬁ V@ ‘L,/ JECrn - %/L/&ﬁﬂf)

celon pians And indiTanors i achlovement are rveviowed by
endorsed by the

criticaLr obiectives, action

plans, and indicators provide Faundarn Sole the
deveiopment of unit and position r4 snsipiliities.  Unit and
position obiacuive shoul ne compatibl Wit the
association-wide prioritis A7 ) 5 They will also be
related to more ecific abiectives and needs of  the

association, unit,

A simplified portrait of the flow of

plans, and measures is shown in Figure

setting critical objectives,

achievement, and develcping action plans is accomplished at
every level cf the associatin~n cCcu from the board
and chief staff executive, tc individual positions within a
program. The development of objectives, indicators, and

action plans at each level inveclves:

person or persons respensible for their achievement;
pecple who work with the person responsible;
the respensiblie person's superior.

This process of systematic decisionmaking and cocllaborative

planning creates shared accountability for achieving

objectives,
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Frure 1. SEITING TEAM ORJECTIVES

BOARD and CHIEF STAFF OFFICER

ORGANIZATIONAL OBJECTIVES

e ‘//N‘ .

CHIEF STAFF OFFICER

ACTION PLANS

Who wrml When How

TEAM and CHIEF STAFF OFFICER

POSITION OBJECTIVES

Action Plans




a
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supervisty  savs, "The
iooks workable,”" both

rezponsible staf marl 1 ne persaon’'s  supervisor
share accountabillty for achieving the specified objective.

The purpose of planning and evaidation becomes to achieve

SUCCESS instead of catching failure and chastising

performance.

The flow of = i i i i progress is shown
in Figure 2. The tarqget dates established for key events in
each action plan serve as triggers for formative evaluation
cf progress to date. The people accountable for achleving
the obiective are responsible for providing information to
their supervisors about achievements, probiems, and next
steps at each critical point. Where adjustments are

required, plans are meodified.

This is not a cumbersome, paper intensive MBC system.
Objectives and plans are ? everything the
sscociaticon is  deing. Crici bj it represent

riority outcomes that most  importan to th

association's success.

In this way, MAP becocmes a vehicle for tracking the need

changes in direction. The fcundaticon of the appraisail

system is adjusted at the same time that objectives or plan
are alitered. Inherent in management accountability ograms

is the ability to be current.
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OBJECTIVES SET

ACTION PLANS OK’D

IMPLEMENTATION

PROGRESS REPORTS

(FORMATIVE EVALUATION AT TARGET DATES)

!

ANNUAL EVALUATION




ecord  of
management ACIOUNRTADI LLTY PrOogram \otion pilans are neither

voluminous

targer
staff respen

resources reguired.

Figure 3 shows a format tizn plan. The cbjectives,

action plans, and indicatsrs of achievement 1link ne
planning and performance appraisal components of the MAP

approach.
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FIGURE >

ACTION PLAN

OBJECTIVE:

FURTHER
SPECIFICATION:

INDICATORS OF
ACCOMPLISHMENT:

o Date Target Date
Key Evenis Responsibility Initiated Da?a Completed Comments

RESOURCES
People: Equipment: Materlais/Supplies Othar;




THREE DIMENSIONS OF PROFESSIONAL
PERFORMANCE

Effactive evaluaticn of gprofessional

performance involves

fncusing constructively <Sn  strengths, comperencias, and

needs in three relaved dimensions of the job.

Traditionally, evaluation focuses on one, or at best twc, of

these three equally and

important interactive aspects of

responsibility. (See Figure 4).

Dimensicn Ome:

Objectives.

Performance is appraised on the basis of whether the

Progress Toward Cooperatively Determined

professional is accomplishing specified and approved goals.

This portion of the evaluation 1s accomplished through

L continuous review and modification of action plans and

review of the predetermined "indicators o<f achievement" at

summative evaluation. This first dimension is a direct link

between the system's planning process and performance

appraisal. The key question we are asking and answering is

"Are we accomplishing our gocals?”

Dimension Two: Fulfillment of Job Responsibilities.

Position descriptions anéd specific criteria developed to
define job responsibilities are used to answer the guesticn
"Are we doing the job?". While the first dimension focuses

on the extent to which specific outcomes or job targets are

achieved, this dimension focuses on successful fulfillment

of routine functions and responsibilities.



How iadividuals fUif.il ob responsibilitie and outcome

cbiectives are Lates : 3 : =t the same. Job
A

responsibiiities ATE Ittod B Rulst. B i nature. Critical

abjectives describe ourtcomes or products that will result
from fulfilling Jjob respensibilities. in this dimension,
evaluation of performance 15 Dbased on stateme of job
responsibility and criteria.

The development of criteria for job responsibilities
clarifies the position for both professicnal and supervisor.
It encourages common expectations for performance. It also
provides a sound foundaticn for emplcyee selection and

promotion decisioens.

Dimension Three: Demonstration of Professional Competencies.

The manner in which the professional goes about fulfilling
job responsibilities to achieve outcome ocbjectives must be
examined. '"How are we doing the job?" 1is the focus of this

appraisal of behavioral characteristics.

There are many ways tc list and appraise ccmpetencies. One
methed that provides a constructive 1ink to professional
development involves describing behaviors that characterize
various levels of professionél competence. In his
approach, major areas of competency are identified. Cac
competency 1is described further by a series of statements.

Each statement portrays a level of behavior that can be

exhibited 1in a particular competency.




Straff members evaluate how they view thelr competence by

selecting a sentence tha theixr own
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view of their behavior. Thelr supervisor reviews the

self-appraisai and indicates areas of agreement or

disagreement. Areas of disagresmpent are  discussed.

Specific competencies that need development are identified.

A professional develeopment plan is authcored by the staff

member ard supervisaor to address those competencies.

Self-appraisal is a sound way to encourage professionals to

review their behavior and identify areas needing

development. For example, areas cf competence might

include:

*  human relations

communications

.

delegation
problem solving

etc.

Several sentences describing varying levels of competence

would e written for each area identified. Under the

heading "delegation," for example, four sentences might be
useful:

*  Always delegates the right thihgs to the right peaple,

ffectively monitors progress, and ensures successful

completion.
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* fleyally delegaves the right things to the right people,
gsometimes monitors progress, and usually achieves
SUCCRSS.,

* gSeldom delegates or often delegates to the wrong people,
and sometimes does not monitor progress. Seldom achieves
success with delegated tasks.

* Rarely delegatres or delegates to the wrong people. Never
monitors progress and delegated tasks are never

completed.

Many instruments of this type exist. Each association should
reaview examples and adapt them to their own needs and
values. Although associations sometimes shy away from
addressing Dbehavioral competencies, focusing on this
dimension of performance constructively is essential. Staff
members must be able *c understand how to refine their
behaviors to do their jobs better. When they do, it is more
probable that critical objectives will be accomplished.
This review affirms the values of the association. It

B reinforces the importance of those values %o execution of

strategies selected to pursue the association's objectives.




FIGURE 4.

3 DIMENSIONS OF

PROFESSIONAL PERFORMANCE

§ll ARE WE ACCOMPLISHING

QUR GOALS?

PROGRESS TOWARD
COOPERATIVELY
DETERMINED
OBJECTIVES

ARE WE DOING
OUR JOB?

¢ ACTION PLANS

§ INDICATORS OF
ACHIEVEMENT

FULFILLMENT OF
JoB
RESPONSIBILITIES
HOW ARE WE DOING
THE JOB?
8 POSITION DEMONSTRATION
DESCRIPTION OF PROFESSIONAL

8 CRITERIA COMPETENCIES

8 DESCRIPTION OF
BEHAVICR

¢ SELF-EVALUATION

0 SUPERVISCR
EVALUATICON




SUMMATIVE EVALUATION OF PERFORMANCE

The three dimensiocns of professional perfcrmance are the
basis for annual summative evaluation. This overall
appraisal uses judgements about each of the three related

agspects of performance.

In summative valuaticn, achievement of objectives is
:Aﬁ evaluated. Decisions are made, on the basis of the
predetermined indicators of achievement, about whether
objectives are achieved, partially achieved, or not
achieved. Wwhere objectives are not achieved or are achieved
partially, the professional indicates "why". The staff
t member's evaluator must decide wheither the explanation is

satisfactory.

The extent to which job responsibilities are accomplished
also 1is evaluated on the basis of predetermined criteria.
Areas of strength, areas of competence where there is room
for growth, and areas that need remediation are identified.
The basis of performance judgments is also reviewed. The
reasons for judgments are related to predetermined and
approved criteria for each job responsibility. Specific

job-related improvement objectives can be determined and

professional development plans written.

WD
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Benavicral cornetencles 3550 @ ArpraLs vy the staff

o

member and the supervissr. hreas vequiri turther
professional development Are ) vified and specific
objectives and professicnal developmeat plans are writ&cn.
The staff member and superviscr can share and understand

their raspective viows af the manner in  which the

The supervisor and staff member also can examine the
supervisor's role and the relationship of the supervisor's
activities to the staff member's ability *to perform

effectively. This process promotes honest discussion of the

performance dimension that most ocften is source of

dissatisfaction and disagreement between member and

supervisor.

The staff member’'s supervisor makes a summative judgment
about the overall quaiity of perfcrmance within each of the
three dimensicns. These judgments prcvide the basis for a
single summative judgment abcut the owverall gquality cf

performance during a given evaluation pericd.




USING PERFORMANCE INCREMENTS

performance~related com oo i distributed according to
whether : 2 TTRAT : ST 18 "outstanding”,
"competent”, or nsatist ' {Terms such as "exceeds
nxpectations’, neet expectations” and "does not meet
axpectations™ zan also be used,} Perfonrmance increments are
aarned above the “norral' salary increase, Professionals
know that if i erfarmance is judged as outstanding or
competent, *they L1 ceive a performance increment of a
certain percent cf the midpoint cof their salary range in
addition %to anv reguiar increment. The salary of a staff
member whose performance is rated unsatisfactory is frozen.
No raise of any type is awarded. Salary remains.the same

until satisfactory improvement is achieved or termination in

the position occcurs.

In many programs, the perfcrmance i . is a cne time
lump sum cash bonus awarded at

period. It does not beccrme

Sometimes other stable pecints

maximums, gquartiles or minimums) are used as

calculating the performance award. Many asscciation
awarding a percent of current salaries sc that the

bonus is based on current perforﬁance, ané nct a

level reached by performance in the past.
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This appreoath warks Partigusarly welili i asscciaticons that

Aot

evaluate their compensaticn Proarams for market
2 comparabilivy and cost-cf-~living changes at least R

semi-annually. Salary schedules are rationally adjusted to

ttract and retain the human talent the organization

o

requires.

PROBLEMS AND PITFALLS

_ ; Associations should avoid complicated performance-related
compensation programs. Attempts te {a) weigh the difficulty
or importance of ohjectives, (b} reflect increased
-y difficulty or impertance related to level of responsibiiity

o2r (¢} guantify measures of effectiveness or their

application are usually unnecessary and counterproductive.

e Differences in job resy-nsibilities should be reflected in

the base saiary schedule. In this way, associations

determine a salary related to the job, not a salary related

to the individual. Ranges and steps within ranges can

reflect such variables as 1longevity and formal training

appropriately.

Performance-relizted compensaticn, usinyg +the perfcrmance

increment, is a simple and straightiorward way tc acccmplish

the incentive purposes of merit pay. It avoids the major

and problems that can 1inhibit development cr

implementatio of a reascnable and practics.l



S

Eyg (he D/Eﬁcﬁ‘é *{VZ/U&/?O}/)

It is important for the association to remember the primary
purposes of performance-related compensation:
* ro recognize competent performance with money;
to signal unsatisfactory performers of dissatisfaction by
withhoiding monetary recogniticn;
to provide additiocnal recognition to outstanding
parformers that identifies them as models for others and

encourages others to strive for additional recognition.

Achieving the primary purpose of performance pay, positively
affecting the quality of a staff member's performance,
requires only simple recognition of outstanding, competent,
and unsatisfactory performance. Systems that require
classification of performance intoc too many categories
require judgments about differences in performance that are
too i£i tc be reasonably defensible. Overly
complicated systems are, in fact, counterprocductive to the
primary purposes of professiocnal compensation systems. AS
long as outstanding and competent performance are recognized
monetarily, and unsatisfactory performance is penalized,
asscciations are 1linking money earned to performance

effectiveness appropriately.
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THE BOARD’S ROLE IN PERFORMANCE APPRAISAL

AND COMPENSATION

nave a8

Boards

performance~reliated

participate
appralisal
program. The
staff officer

organizaticnal

T LAl

in

ievel

role 1t management  eviluation  and

compensation proarams.  ‘The board should

the assomlation-~wide planning and

mATTAgement accountability

the chief

developi MAP at the

serves as values and

behavicrs other staff members should emulate.

The board
objectives,
This interaction
management team,

and their staff.

demonstrate its commitment

staff. Staff

interacts

indicatcrs

often djudge the

“he

with
cf achisvement,

will be replicated by <the

and then between management *eam members

The board must suppcrt the

tc sharing accountabliliity with

real importance of efforts

based on how much time and money the "boss" and the

"board"

spend on it.




€.5.0. ACCOUNTABILITY

A management accountabiliiy program enables the board to
marge organizaticnal planning with its performance appraisal
of the chief staff officer. Tnis is accomplished through
performance evaluation pelicies and procedures that evaluate

he C.S5.C.'s performance on the basis of:

progress toward predetermined objectives as measured by
predetermined indicators of achievement;

demonstration of position skills, responsibilities and/or

competencies as measured by criteria and competency

descriptors;

the board's self-evaluaticn of its own effectiveness and
the extent to which its performance affected the ability
of the C.8.0. o acccmplish the designated objectives and

responsibilities.

Figure > lists the nine steps involved in the interaction
between the board and the C.S5.0. that merge organizational
rlanning with C.S.0C. evaluation. Figure 6 snhnows the flow of
events involved in linking Jjob responsibilities of the

C.S5.0. to evaluation.
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Pnsiticon cbiectives, respensibllities, and compstencies as

demeonstrated by the £.5.0,, are evaluated by the board in

- consultation with the ¢.S.0. The <.5.0. uses the same
process when evaluating how all senior staff Thave

accemplished their job. in this way, the bcard and C.S.0.

demonstrate their commitment to using formative performance

evaluation. The foundation for judgements about

- effectiveness can be defended and related precperly to

decisions about compensatian.

BOARD ACCOUNTABILITY

Board self-evaluaticon demonstrates symbolically and tangibly
the board's commitment to performance appraisal as a
constructive mechanism for promoting continued improvement.
The board's willingness and demeanor in evaluating itself
will say mere to association staff about the integrity of
evaluation and compensation policies <than any verbal or
written declarations. Figure 7 shows the seven steps
involved in developing and conducting a _ board

self-appraisal.
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cure 5: BCARD AND (SO INTEBACTION

PERFORMANCE EVALUATION
POLICIES AND PROCEDURES

PROGRESS TOWARD OBJECTIVES

EQUNDATION

CS0's MISSICN STATEMENT
-CRITICAL OBJECTIVES FROM: (SO,
JOB DESCRIPTION, BOARD, STAFF,
PROGRAM EVALUATION, MEMBER NEEDS ASSESSMENT, ETC,
BOARD AND CSO DISCUSS OBJECTIVES
BOARD APPROVES TENTATIVE OBJECTIVES
CSO RECOMMENDS "INDICATORS OF ACHIEVEMENT” TO THE BOARD
BOARD DISCUSSES, MODIFIES AND APPROVES INDICATORS
CSO AND STAFF DEVELOP “ACTION PLANS”
~OBJECTIVE
~RESPONSIEILITIES
~TARGET DATES
-RESOURCES REQUIRED

PLANNING

CSO AND BOARD DISCUSS ACTION PLANS

-OBJECTIVES ARE MODIFIED
-PRIORITIES ARE ESTABLISHED

IMPLEMENTATION

BOARD APPROVES FINAL OBJECTIVES AND INDICATORS
TARGET DATES PROVIDE BASE FOR FORMATIVE EVALUATION

ASSOCIATION PLANNING AND CSO EVALUATION MERGE




"

5
Y
k)

yggm w Libece --f/ﬂ/é/mm

nne good ‘ =h 1 AT S 2 seilf-examination as thoe
final i the ol 101 annual summative
evaluation,. Because planning ang ovaluation are oyclical,
board self-evaluation <an serve simuitaneously as the first
and last event in the planning/evailuation cycle. This
activity provides an opportunity f the boarsd and C.5.C. to
begin discussions about problems, issues, and needs that
will serve as the basis for recomme critical obiectives
for the next year. Planning and evaluaticn activities are

merged in fact, not just in thecry.
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PERFORMANCE EVALUATION
POLICIES AND PROCEDURES

DEMONSTRATION OF POSITION
SKILLS /RESPONSIBILITIES

¥

BOARD AND CSO IDEMTIFY SKILLS/RESPONCIBILITIES
-SELECT EXISTING LIST OR DESCRIPTION
-CUSTOMIZE EXISTING LIST OR DESCRIPTION
-DEVELOP LIST OR DESCRIPTION

BOARD AND CSO DETERMINE "INSTRUMENTS" AND ASSESSMENT
PROCEDURES

~SELECT EXISTING INSTRUMENT AND PROCEDURES
~CUSTOMIZE EXISTING INSTRUMENT AND PROCEDURES
~DEVELOP INSTRUMENT AND PROCEDURES

BOARD MEMBERS COMPLETE ASSESSFENT
ASSESSMENT DATA IS AGGREGATED AND ANALYZED

BOARD AND CSO INTERPRET DATA
~STRENGTHS
-NEEDS

BOARD AND CSO DEVELOP GROWTH/IMPROVEMENT OBJECTIVES AND PLANS
PERFORMANCE EVALUATION IS AUTHORED AND APPROVED




~ p At s ” IalatAki -~ o mALT ’T.’ ’%"U n«
FiGupe 7. DEVELDPING AND CORDUCTING pOARD SELE-APPRATSAL

PERFORMANCE EVALUATION
POLICIES AND PROCEDURES

¥

BOARD SELF-EVALUATION

T

BOARD (WITH CSO) IDENTIFI
~SELECT EXISTING LIST

-CUSTOMIZE EXISTING LIST
-DEVELOP LIST

ES RESPCHSIBILITIES

BOARD (WITH CSO) DETERMINES "INSTRUMENTS” AND ASSESSMENT
PRCCEDURES

~SELECT EXISTING INSTRUMENTS AND PROCEDURES

-CUSTOMIZE EXISTING INSTRUMENTS AND PROCEDURES

-DEVELOP INSTRUMENTS AND PROCEDURES

BOARD MEMBERS COMPLETE ASSESSMENT
ASSESSMENT DATA IS AGGREGATED AND ANALYZED

BOARD (WITH CSO) INTERPRETS DATA
~STRENGTHS

=NEEDS

BOARD (WITH €SO} DEVELOPS IMPROVEMENT OBJECTIVES AND PLAN

RECORD OF BOARD SELF-EVALUATION IS AUTHORED AND ACCEPTED
BY THE BOARD




&

-

The MAP process 7o le { ¢ stal v with a board/staff
strategic planning scssion. ne T 1 days dedicated to

planning activities. Such a meeting often invelves seven

Examine the essential characteristics of

effective planning in Asscclations.

Clarify the Association's mission statament,

1. Review previous planning material and program

evaluations.

4. Conduct a strategic analysis identify the
Associaticn's internal and external strengths,
weaknesses, threats and opportunities;
current and

5. 1Identify strategic issues.

6. Determine the Asscciation's respcnse to the

identified issues.

7. Establish critical obijectives.




following the
dcevelaoped by
are authored

ent meetings, and the next cycle

zegsion should enable
participate, in an

crjanized fashion, in shaping e 4 e Assnciation.

xperience affirms the C ey makers and

managers working as partners in i "hi approach

takes advantage of  variocus er ot information
bases and promctes effective

action.

MAP is a practical apprcach that c¢an link long-range and
annual planning, program evaluatiocn, performance
compensation and budgeting. Specific procedures Wil
refined and evolve over time. ‘ i however,

becomes an “"crganizaticnal 1lifestyle” ~ democnstrates

commitment to achieving, recognizin nd rewarding

effectiveness.
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