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S E V E N  G U I D E L I N E S  F O R  I M P L E M E N T I N G  A N  E X E C U T I V E  

D I R E C T O R  P E R F O R M A N C E  R E V I E W

INTRODUCTION 

Performance reviews are not 

required by law but they are 

best practices.  

Simply stated, performance reviews or 

employee evaluations are a process that 

measures workers' job performance. The 

information gained from performance 

reviews is often used to determine raises, 

succession plans and employee-

development strategies. 

While there is no law that requires 

employers to conduct job reviews, most 

organizations that do provide 

performance reviews for their key 

employee (CEO or Executive Director) are 

more likely to have a better 

understanding of their employees – if, of 

course, the performance review is done 

correctly. If it is implemented poorly, the 

review can have a devastating impact on 

the relationship between the board and 

their Executive Director.  

Employees can't file a lawsuit for not 

having an employee review done, but an 

employee can sue for issues such as 

unlawful termination and wages. 

 

 

 

 

 

 

 

 

NOTE: I need to mention here that if your 

organization has an employment agreement with 

the Executive Director that requires an annual 

performance review then you would likely be 

legally bound to provide the review. So be sure to 

know what is in the employment agreement.   
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Two benefits of performing 

an annual performance review 

for your Executive Director. 

 

It Encourages:  

Most Executive Directors greatly desire 

that their efforts are recognized and that 

they are rewarded for good work. 

Employee reviews provide a platform for 

identifying good performances as well as 

areas where the Executive Director may 

need development.   

It Protects:  

While federal laws don't address 

employee reviews, an annual assessment 

of the organization’s Executive Director 

helps to protect the board by providing 

consistent documentation of the 

Executive Director’s progress or 

behaviors which would decrease risks of 

an employee's claim of discrimination. 

 

CASE STUDY 

In the case of Slattery v. 

Swiss Reinsurance 

America Corp, May 3, 

2001, the employee 

accused the employer 

of discriminatory termination. The 

employer had to prove the termination 

was legitimate and nondiscriminatory, 

and this was indicated by well-performed 

reviews.  

The documents indicated that the 

employee's performance had declined 

over time and that the employer had 

taken steps to help the employee before 

termination. In this situation, the 

employee review helped the employer 

justify the termination. 

 

SUPERVISION TIP 

Comments or assessments  

should never come as a complete 

surprise to the ED/CEO. 
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SEVEN GUIDELINES FOR 

IMPLEMENTING AN EXECUTIVE 

DIRECTOR PERFORMANCE 

REVIEW 

1. Train Those Who Will Be 

Implementing the Evaluation 

for the Executive Director.  

Assure that all those who will be 

implementing the performance review are 

aware of any state HR regulations that 

may impact how employee evaluations 

are performed and the organization’s 

evaluation policies and procedures.  

In addition to written and in-person 

training regarding the evaluation 

process, each evaluator should be 

familiar with both the Executive 

Director’s duties and how the Executive 

Director performs these duties. 

 

2. Create a Performance 

Review Process Specifically 

Designed for Your Executive 

Director.  

The Executive Director’s performance 

appraisal should include specific 

references to each aspect of his/her job 

description and to the goals set forth in 

the organization’s annual directional 

statement.  

3. Ensure Accuracy and 

Reliability. 

Although there is a common tendency on 

the part of evaluators to be too "easy" on 

the Executive Director, give a "middle of 

the road" ranking, or to form a general 

impression of the employee’s 

performance that impacts all aspects of 

the review, efforts should be taken to 

assure that none of these happen.  

This is one reason why it’s best that 

several board members or a committee 

performs the review rather than one 

board member. This helps to reduce risk 

for the board. 

 

 

 

 

“You cannot change what you 

do not acknowledge.”   

Dr. Phil McGraw 
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4. Assure That the Executive 

Director’s Job Description is 

Relevant and Accurate. 

Having the right job description is critical 

to a performance review.  

In addition, you should avoid performing 

a review on your Executive Director if 

there was no annual directional 

statement that contained specific 

organizational goals provided to the 

employee.  

5. After Your Executive 

Director Has Reviewed the 

Evaluation and Has Been 

Given Time to Comment in 

Writing, Have the Executive 

Director Sign the Evaluation.  

Your Executive 

Director should be 

given an 

opportunity to 

comment on the 

assessment – orally and/or in writing – 

and the comment should be included in 

the performance review. The Executive 

Director should sign and date the 

evaluation. 

6. Provide for Appeals on 

Grievances. 

Employees have the right to appeal any 

part of their performance review that 

they disagree with. Therefore, your 

organization should have a policy 

regarding how employees may do so.  

The right of appeal for the Executive 

Director does two things:  

First, it provides another means for the 

board to assess whether or not the 

evaluators implemented the performance 

review properly.  

Second, if an employee fails to exercise 

this right of appeal, it may be damaging 

to their case if they later attack the 

evaluation in a wrongful discharge claim. 

7. Schedule Consistent 

Timings of Evaluations. 

A plan for providing regular and 

consistent job evaluations should be 

established in policy form.  

The timing of the evaluation is generally 

associated with either planning for next 

year’s budget or around the hiring 

anniversary of the employee.  

Inconsistency in the timing of 

evaluations, like any other inconsistency 

in employment actions, may work against 

the organization in a wrongful discharge 

cases or arbitrations. 
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Legal Disclaimer 

The information contained herein is for 

education and informational purposes only 

and not for the purpose of providing legal 

advice. You should contact your attorney to 

obtain advice with respect to any particular 

issue or problem. The opinions expressed 

herein are the opinions of Chase 

Advancement Inc. No warranty is made as to 

the accuracy of any information.  

 

 

 

 

 

ViSTA Blueprint helps boards of directors to 

implement an effective performance review 

for their Executive Director. For more 

information about ViSTA Blueprint go here: 

http://vistablueprint.blogspot.com/  
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