	 Accurate as theold one
	Canadian Council for Accreditation of Pharmacy Programs


Performance Review
Employee Information
	Name
	

	Job Title
	Executive Director

	Review Period
	June 1, 20XX-May 31, 20XX


	Ratings
	Exceeds Requirements
	Meets Requirements
	Needs Improvement
	Fails to Meet Requirements
	Not Sure; I lack firsthand knowledge in this area

	Section 1: Strategy and Planning
	
	
	
	
	

	Works with Board members to develop a clear vision, strategic plan, and associated business/operating and quality plan(s) for CCAPP.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Recommends adjustments to strategic, business/operating and quality plans where appropriate throughout the year.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Reports to Board members on the status of ongoing work to meet CCAPP’s Mission and the goals of strategic, business/operating, and quality plans.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Maintains national and international affiliations with partners and stakeholders, promoting CCAPP in a positive manner that gets results oriented to the Mission and strategic plan.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.


	Ratings
	Exceeds Requirements
	Meets Requirements
	Needs Improvement
	Fails to Meet Requirements
	Not Sure; I lack firsthand knowledge in this area

	Section 2: Managing Operations
	
	
	
	
	

	Demonstrates substantive knowledge regarding CCAPP policy, procedures and operational requirements.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Effectively coordinates staff and volunteers to achieve CCAPP’s mission, goals and business plans.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Coordinates Board meetings in a timely manner including scheduling, agendas, accommodations, minute-taking and follows through/up on action items.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Coordinates Committee meetings effectively, including scheduling, agendas, accommodations, minute-taking, and follows through/liaises with Chairperson on action items.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Ensures that CCAPP policy, procedures, Standards and supporting documents, and website are maintained current.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Maintains records required for risk management and compliance with federal not-for-profit regulations (e.g., bylaws, financial matters).
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Ratings
	Exceeds Requirements
	Meets Requirements
	Needs Improvement
	Fails to Meet Requirements
	Not Sure; I lack firsthand knowledge in this area

	Develops budget(s) in consultation with Finance/Executive Committee.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Obtains funding and manages finances (e.g., payroll, bill payment, other expense reimbursements, and investments) in a manner that is consistent with the strategic plan, business/operating plan(s), policy and values of CCAPP.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Provides up-to-date financial reports at Board meetings.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Ensures proper composition of Standing Committees (Executive, Finance, Standards, Bylaws, Nominations, etc.).
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Orients new Board members and new executive members
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Selects and cultivates qualified support staff (e.g., administrative support; Coordinator) including establishing clear and attainable performance standards and providing performance feedback at appropriate intervals.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Ratings
	Exceeds Requirements
	Meets Requirements
	Needs Improvement
	Fails to Meet Requirements
	Not Sure; I lack firsthand knowledge in this area

	Section 3: Managing Relationships
	
	
	
	
	

	Is trusted by staff, Board members, volunteers, partners and stakeholders; is approachable, friendly and an effective ambassador for CCAPP; handles difficult situations constructively and effectively.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Delegates tasks and responsibilities appropriately and effectively.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Communicates progress in achieving CCAPP’s mission and strategic plan to Board members, partners and other stakeholders clearly, concisely, and adequately; prepares and promotes the CCAPP annual report.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.

	Adheres to CCAPP’s confidentiality and conflict of interest requirements.
	☐
	☐
	☐
	☐
	☐

	Comments
	Click or tap here to enter text.


Completed by
	Name
	Click or tap here to enter text.
	Date
	Click or tap here to enter text.


