The Disability Rights Center of Kansas

PERFORMANCE EVALUATION FOR

EXECUTIVE DIRECTOR

Instructions for Completing and Rating

There are several essential job functions for the evaluation.  The rating levels to be used are:
5 – Outstanding
4 – Exceeds Expectations
3 – Meets Expectations
2 – Needs Improvement
1 – Unsatisfactory
N/A – No basis for evaluation

The rating levels are described as follows:

	5 – Outstanding
	Performance is clearly and consistently outstanding.  Demonstrates a very high degree of proficiency.  Consistently exceeds standards of normally expected performance.

	4 – Exceeds Expectations
	Performance is at a very high level.  Demonstrates high degree of proficiency.  Frequently exceeds standards of normally expected performance.

	3 – Meets Expectations
	Performance is satisfactory and consistently at level expected.

	2 – Needs Improvement
	Performance is only marginally acceptable.  Meets performance expectations only periodically or only in certain areas.  Specific areas for future performance improvement are indicated.

	1 – Unsatisfactory
	Performance is poor and clearly below the level of acceptance.   Specific areas for future performance improvement are indicated.  Improvement is mandatory.

	N/A – No basis for evaluation
	Not Applicable.  



The Disability Rights Center of Kansas
Executive Director Evaluation


Name:   	 										   Date of Hire:       
Evaluation By:	Date of Evaluation:	 

	Essential Job Function (EJF) 
	Rating
	Additional Comments (if needed)

	Service & Support to the DRC Board of Directors.
The Executive Director:
	
	

	is the administrative head of the corporation, serving under and employed by the volunteer Governing Board of Directors of DRC.  The Executive Director employs the staff necessary and creates, administrates and implements the agency’s programs in order to ensure that the vision and priorities of the Board are carried out.  
{Source: Bylaws and Board SOP}
	
	

	staffs the volunteer Governing Board of Directors, the Board Executive Committee and other Committees of the Board as necessary.  The Executive Director is the primary DRC staff resource that helps better enable the Governing Board to Govern.  The Executive Director directs other DRC staff to carry out the wishes and vision of the Board.  Because the relationship between the Board and Executive Director is a close collaborative partnership, the Executive Director is responsible for providing effective information, recommendations, advice and consultation to the Board on priorities, vision, policy and Board actions and activities.     
{Source: several places throughout the Bylaws and SOP}
	
	

	is responsible for implementing and executing the actions, programs, policies and activities that are approved by the Board of Directors.
{Source: SOP}
	
	

	with the Board President, schedules and prepares agendas and materials for the meetings of the Governing Board of Directors.
	
	

	keeps the Governing Board of Directors advised of Executive Director’s current job products through his/her Executive Director’s report to the Board at normal Board meetings.
{Source: SOP}
	
	

	presents to the Board annually the proposed agency case priorities for the fiscal year.  In order to ensure input from consumers and the disability community, the Executive Director will conduct surveys and inquires to obtain feedback and input on the proposed agency priorities.  The Executive Director implements the priorities of the Board.
{Source: SOP}
	
	

	presents to the Board annually the overall results of the Program Performance Reports (PPRs) for each program, and highlights key areas of the reports.
{Source: SOP}  
	
	

	performs other duties and tasks as assigned by the full Board of Directors.   
	
	

	

	Programmatic Accountability and Leadership.
The Executive Director:
	
	

	is responsible for developing the over-all protection and advocacy (P&A) program and services for DRC.  This includes ensuring that the P&A program is operated effectively by establishing operational policies, procedures, satisfaction and accountability measures, etc.
{Source: Bylaws}
	
	

	ensures that before a case is accepted that the case meets the Board’s priorities, resources and staff time are available, effectiveness and accountability are ensured, legal merits are met, the consumer meets the eligibility requirements of the federal grants and overall protection & advocacy program, etc. 
{Source: Bylaws}  
	
	

	ensures accountability to the agency’s eight federal grant agencies and other funding sources by hiring the right staff and overseeing the agency’s program performance reporting efforts.  
	
	

	acts as a necessary change agent with strong leadership skills as part of reaching the goal of continuous quality improvement for the agency, including agency reorganizations, structure, etc.  Ensures that staff members have adequate opportunity to communicate effectively amongst themselves about cases and work products (through case review meetings, team meetings, etc.). 
	
	

	is expected to be an innovator and a leader in establishing and maintaining the organizational structure at DRC, in the Kansas disability policy field and in the P&A network nationally through the P&As national association, NDRN.
	
	

	writes and ensures the effective writing of agency grant applications, with particular attention paid to the existing federal grants that are part of the DRC P&A base budget.
	
	

	working with the volunteer Governing Board of Directors, looks for new opportunities for program development and ways to serve more Kansans with disabilities.  After the volunteer Board has raised sufficient non-federal dollars, the Executive Director engages in limited fund raising and development efforts using non-federal dollars, as approved by the Board, to help better diversify DRC’s revenue.  
	
	

	

	Manager, Employer, Human Resources, and Supervision of DRC Staff.
The Executive Director:
	
	

	creates, modifies and ensures the effective administration of all employee policies and procedures.  The Executive Director reports substantive changes in employee policies and procedures to the Board.
{Source: Bylaws and SOP}
	
	

	employs all staff members of DRC, with the sole authority to hire, terminate, discipline and evaluate the DRC staff.  The Executive Director will develop a written job performance evaluation process and materials, conduct annual reviews and address employee performance issues.  The Executive Director fixes the salaries of all other employees of DRC, and implements merit pool salary raises based on the annual evaluation and performance of employees.  The Executive Director works with the other members of the agency’s management team to ensure that these activities are accomplished.
{Source: primarily SOP, but also Bylaws}  
	
	

	develops written job descriptions for each staff position in his/her employ and makes adjustments to those job duties and the organizational structure as necessary.  New positions must be approved by the Executive Director, with specifications regarding the necessary education, experience and essential job functions.  The Executive Director reports changes in staff positions to the Board of Directors.
{Source: SOP}
	
	

	recruits high quality candidates and employs a detailed and effective hiring process to ensure that DRC hires the best and brightest talent within its available resources.  Supervises employees who report directly to the Executive Director and ensures the supervision of all other DRC employees.
	
	

	

	
[bookmark: _GoBack]Financial, Budget and Expenditure Accountability.
The Executive Director:
	
	

	works with the Governing Board of Directors to ensure that an annual independent financial audit and OMB A-133 compliance audit are performed yearly by an independent Certified Public Accountant.  The Executive Director ensures that any compliance issues addressed in the audit are resolved.
{Source: SOP}
	
	

	annually oversees and ensures the preparation of the overall agency budget and presents it to the Governing Board of Directors for their action.  The Executive Director implements the budget approved by the Board and stays within the overall budget expenditure limitations imposed by the Board.  The Executive Director, along with the Board, develops the budget vision, direction, strategies and implementation measures necessary to ensure that the financial viability of the agency is protected in the strongest manner possible.
{Source: SOP}
	
	

	ensures that the financial statements/budget update reports are presented to the Governing Board of Directors at each Board meeting, and at other intervals as required by the Board.  This financial statement/budget report will include the total funding available and the cumulative expenses for each separate program.
{Source: SOP}
	
	

	ensures that the financial policies and internal controls are in place to help protect DRC in the accounting for and expenditure of agency resources.  The Executive Director performs many of the required functions of these internal controls (signing checks, being the fist to open bank statements, reviewing and approving expenditures prior to purchase, etc.).  These controls are examined yearly during the independent financial audit.  The Executive Director will work with the independent auditors and the Board to ensure effective internal financial controls exists and that the accounting policies of the agency are sound and prudent.
{Source: SOP}
	
	

	negotiates or delegates negotiation of and personally approves all contracts and procurement agreements for products, goods and services at DRC, within the overall Board approved budget.  The Executive Director enters into contracts to carry out the organizations mission and advance the services and consumers of DRC.
	
	

	 
	
	

	Communications, Media and External Relations.
The Executive Director:
	
	

	ensures the development and implementation of DRC’s communications and external relations efforts, including developing extensive media and stakeholder contacts.
	
	

	works closely with the media to help advance DRC’s public policy, outreach and communications objectives.  The Executive Director acts as the official spokesperson for DRC before the media.
	
	

	to the greatest extent possible, attempts to obtain positive media attention, or helps minimize negative attention, for DRC’s issues and cases through print, television, radio and other media outlets.
	
	

	develops and ensures the development of DRC external communications materials (newsletters, brochures, talking points, press releases, legislative testimony, etc.).
	
	

	develops and ensures the development of specific trainings for the disability stakeholder community based on needs assessed through DRC’s intake and service provision, as well as through stakeholder outreach.
	
	

	performs and ensures the performance of targeted outreach to different disability and stakeholder communities, including speaking engagements and training individuals with disabilities on their rights, self advocacy skills, policy issues, etc.
	
	

	represents or delegates representation of DRC at stakeholder meetings, events, etc.  
	
	

	represents DRC at the meetings of the National Disability Rights Network (NDRN).
	
	

	is responsible for creating and maintaining effective relationships with the eight federal agencies that fund DRC’s P&A work, as well as any other funders.
	
	

	
	
	

	Public Policy Advocacy & Educating Policymakers.
The Executive Director:
	
	

	ensures the development and implementation of the DRC’s plans for public policy change, including developing contacts with stakeholder organizations, interest groups and policymakers at the Administrative, Legislative and Executive Branch levels.
	
	

	acts as the official spokesperson for DRC in public policy advocacy and education of policymaker matters.  The Executive Director works closely with policymakers to promote DRC’s policy agenda.
	
	

	analyzes what is sometimes incredibly complex legislation and public policy issues impacting people with disabilities.  The Director engages in public policy advocacy and educates policy makers on the impacts of the legislation and policy.
	
	

	actively develops public policy initiatives which positively impact people with disabilities, with an emphasis on bills and policy proposals that are based on or respond to the cases that DRC serves.  The Executive Director should place an additional focus on disability policy issues where without DRC’s involvement the policy would not be advanced.  The Director advocates for the creation of these new policies or changes to current public policy by educating policy makers.
	
	

	






I acknowledge that I have received this performance evaluation and that it has been discussed with me.  I understand that the original copy will be placed in my personnel file.  My signature below does not necessarily indicate my agreement with the contents of the evaluation.








________________________________              ____________                           _____________________________         __________
Executive Director                                                Date                                           Board President	                                        Date
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