Leonardo’s Discovery Warehouse/Adventure Quest

Executive Director 
Evaluation
Modified October 2008

Instructions:  Please rate the Executive Director using the following scale.
1 = no performance






2 = improvement needed



a score of 1 – 2.5 = 
0% salary increase
3 = performs as expected



a score of 2.6 - 3.5 = 
3% salary increase

4 = exceeds expectations



a score of 3.6 - 4.5 = 
4% salary increase
5 = consistently exceeds expectations


a score of 4.6 – 5 = 
5% salary increase
PLEASE NOTE:  Ratings of a 1 or a 5 require a supporting comment.  
If you fail to submit a comment, the score will be calculated at a 2 or 4 respectively
Fiscal Accountability:



Budget - Keeps the organization on budget and reports 


_____________  

financial status of the organization regularly to the board

Comments
Fundraising  - Actively pursues funding through Grant 


_____________

Writing, Fundraising activities  and endowment campaign

Comments
Strategic Planning:



Actively supports the strategic plan as laid out by the 



_____________

board of directors, and reports these endeavors to the board.

Comments

Marketing, Communication


& Public Relations:
Media Relations – Maintains a cohesive public identity through 

_____________

local media outlets

Comments
Marketing - continuing to develop marketing materials and 

_____________
website maintenance and actively promote events and programs
Comments
Operations:


Personnel Management – Oversight of all paid 



_____________  
and non-paid employees.  Recruit, train, schedule 
and reward employees both paid and non-paid. 

Comments
Facility management – Oversight of maintenance 


_____________  
and upkeep of museum and adventure quest 
and all related systems including inspections

Comments
Policy Development and Implementation -  Work with 

_____________  

To develop and implement needed policies and procedures. 

Review annually

Comments

Gift Shop – Participate in merchandising and marketing


_____________   

strategies

Comments

Memberships - Promote family and corporate memberships 

_____________  
and sponsorships.
Comments

Groups – Promote and oversee group and school visits


_____________  
Comments
Exhibits – Develop, maintentance and rotation of exhibits

_____________  
Comments

Programs – Develop, oversee, market, and evaluate all 


_____________  
programs
Comments

Events – Schedule, oversee, organize and attend all museum 

_____________  
events

Comments
Board Support & Dev.:


Board Communication - Communicate regularly with board, 

_____________  
prepare for monthly meetings, and annual retreat.
Comments
Board Development -  Help recruit community leaders to 

_____________  
committees and to the board.  Attend all committee meetings
Comments
Professional Development


Maintain active memberships in related professional organizations 

_____________
Comments
Leonardo’s Discovery Warehouse/Adventure Quest

Executive Director 

Bonus Calculation Sheet

Modified October 2008

To determine the Executive Director’s bonus the following criteria will be evaluated.  Each yes answer will earn the ED, the corresponding $ amount.
$500
Did the ED score 3 or higher on his/her annual evaluation?  
$500
Did the organization show a profit on the recently closed year?  
$200
Did the full time staff give the ED a score of 3 or higher on his/her annual evaluation?
Did Membership numbers stay the same ($200) or increase ($500)?
Did visitor numbers stay the same ($200) or increase ($500)?
Did program attendance stay the same ($200) or increase ($500)?
Did group visits the same ($200) or increase ($500)?
Did Gift Shop Sales the same ($200) or increase ($500)?
Did the number of facility rentals the same ($200) or increase ($500)?
Did grant monies the same ($200) or increase ($500)?
Did corporate sponsorships the same ($200) or increase ($500)?
Did employee turnover the same ($200) or decrease ($500)?
