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A practical, board-led process for meaningful feedback and accountability



How to Use This Template
This template is designed to make the ED performance review process clear, fair, and useful, for both the board and the Executive Director. It works best when:
1. The review is conducted annually, at a consistent time each year
1. The ED receives the criteria and questions in advance
1. A small review sub-committee (2–3 board members) leads the process
1. The conversation focuses on growth and support, not just evaluation
1. Goals reviewed here inform the goals set for the coming year

Tip: Adapt the language, criteria, and goals sections to reflect your organization's specific context and strategic priorities.

SECTION 1 — Review Overview

	Organization Name
	Enter organization name

	Executive Director Name
	Enter ED's full name

	Review Period
	e.g. April 1, 2025 – March 31, 2026

	Review Date
	Date of review meeting

	Board Members Involved
	Names of review sub-committee

	ED's Time in Role
	e.g. 3 years, 8 months



SECTION 2 — Review Process

Recommended Steps
1. Board passes a motion to conduct the annual ED review
1. A review sub-committee of 2–3 board members is appointed (typically includes the Chair)
1. This template is shared with the ED at least 2 weeks before the review meeting
1. The ED completes a self-assessment using the same criteria (Sections 3 and 4)
1. The sub-committee completes their assessment independently
1. A review meeting is held — both assessments are discussed, discrepancies explored
1. A final summary and goals for next year are agreed upon and documented
1. The board passes a motion receiving the review and confirming any agreed compensation changes

Note: The ED should not be in the room when the board first discusses the review. The sub-committee presents findings and then invites the ED into a joint conversation.

Rating Scale
	Rating
	Label
	What It Means

	5
	Exceptional
	Consistently exceeds expectations; a model in this area

	4
	Strong
	Regularly meets and often exceeds expectations

	3
	Meets Expectations
	Solid performance; doing what the role requires

	2
	Developing
	Room for improvement; support or development may be needed

	1
	Needs Attention
	Significant gaps; a plan for improvement is required



SECTION 3 — Performance Assessment

Rate the ED on each of the following areas. Use the rating scale above. Add specific comments or examples wherever possible, vague ratings are less useful for growth. These questions will need to be adapted to your own organization’s needs. 

3.1 — Leadership & Organizational Culture
	Area
	Description / Guiding Questions
	Rating (1–5)
	Comments / Evidence

	Vision & Strategic Leadership
	Does the ED provide clear direction and inspire confidence in where the organization is going?
	  /5
	 

	Staff Leadership & Culture
	Is staff managed effectively? Is the organization a healthy place to work?
	  /5
	 

	Decision-Making
	Are decisions made in a timely, thoughtful, and transparent way?
	  /5
	 

	Adaptability
	Does the ED navigate change and uncertainty effectively?
	  /5
	 



3.2 — Board Relationship & Governance
	Area
	Description / Guiding Questions
	Rating (1–5)
	Comments / Evidence

	Board Communication
	Does the ED keep the board informed with the right information at the right time?
	  /5
	 

	Respect for Governance Boundaries
	Does the ED understand and respect the distinction between governance and operations?
	  /5
	 

	Support for Board Effectiveness
	Does the ED help the board do its job well (materials, follow-through, access)?
	  /5
	 

	Transparency & Candour
	Does the ED raise concerns and share difficult news proactively?
	  /5
	 



3.3 — Financial Management
	Area
	Description / Guiding Questions
	Rating (1–5)
	Comments / Evidence

	Budget Management
	Does the ED manage the budget responsibly and within approved parameters?
	  /5
	 

	Financial Reporting
	Are financial reports accurate, timely, and clearly communicated to the board?
	  /5
	 

	Revenue & Sustainability
	Is the ED actively contributing to the organization's financial health and sustainability?
	  /5
	 



3.4 — Programs & Mission Delivery
	Area
	Description / Guiding Questions
	Rating (1–5)
	Comments / Evidence

	Program Quality & Impact
	Are programs delivered effectively and achieving their intended outcomes?
	  /5
	 

	Community & Stakeholder Relations
	Does the ED maintain strong relationships with key stakeholders, funders, and partners?
	  /5
	 

	Mission Focus
	Do decisions and priorities consistently reflect the organization's mission?
	  /5
	 



3.5 — Human Resources & Operations
	Area
	Description / Guiding Questions
	Rating (1–5)
	Comments / Evidence

	Staff Recruitment & Retention
	Is the ED effective at hiring and keeping quality staff?
	  /5
	 

	Performance Management
	Are staff held accountable and supported in their development?
	  /5
	 

	Operational Effectiveness
	Are systems, policies, and day-to-day operations running well?
	  /5
	 



SECTION 4 — Goals Review

Review the goals set at last year's performance review. Assess progress on each goal, then use Section 5 to set new goals for the coming year.

	Goal / Priority
	Target / Success Measure
	Progress / Result
	Rating (1–5)

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 



	Overall comments on goal achievement:

	 

	 

	 



SECTION 5 — Narrative Summary

	Overall Assessment (Board's Perspective): What is going well? Where is the ED excelling?

	 

	 

	 

	 



	Areas for Development: Where would you like to see growth or improvement?

	 

	 

	 

	 



	Support the Board Will Provide: What does the board commit to do to support the ED?

	 

	 

	 



	ED's Response / Comments:

	 

	 

	 

	 



SECTION 6 — Goals for Next Year

Set 3–5 specific, measurable goals for the coming year. These will be reviewed at the next annual performance review.

	#
	Goal
	How Success Will Be Measured
	Target Date

	1
	 
	 
	 

	2
	 
	 
	 

	3
	 
	 
	 

	4
	 
	 
	 

	5
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