Livingston County Convention & Visitors Bureau

Executive Review Policy 

Pursuant to the Bylaws the bureau board Chair will appoint an Executive Review Committee at the September board meeting.  The committee including the board Chair will total 4 board members.  The committee will consist of no more than two active and two associate board members.  

The Executive Review Committee will meet on a designated day between the 5th and the 15th of November, and complete the executive’s review on the approved form attached to this policy.  The review committee will recommend any change in the Executive Directors base salary if warranted.  The committee’s recommendation is presented to the full board of directors for consideration at the November board meeting.  If a change in the Executive Directors salary is approved by the board it will be effective on January 1st of the following year.

At the November board meeting the board Chair and/or the Executive Review Committee’s designee will present a recap of the executive’s review to board members. The committee’s report will also include the previous year’s goals, the proposed measurable goals for the current year, and the reasons for the committee’s salary recommendations.

Upon board approval of the Executive Review Committee’s recommendation at the November board meeting, the board Chair will schedule a meeting with executive director to present the review results. The board Chair or committee designee will present the review to the executive director by December 15th.
Executive Director’s Annual Report 
The Executive Director’s Annual Report will be completed by November 5th each year and presented to the board Chair. This annual report will be shared with the Executive Review Committee. The Executive Director’s Annual Report will include:

· A copy of the executive’s previous year’s review

· A executive annual report memo submitted by the executive director containing industry appointments/elections, achievements, financial accomplishments

· A recap of the executive directors goals for the previous year and documentation supporting the achievement or non achievement of those goals

Prior to Executive Review Committee meeting the following items will be provided to the board Chair for consideration when addressing salary issues. This information will not be distributed to the entire committee for confidentiality reasons. These items are to include:

· A recap of the executive director’s employee benefit compensation expenses for the previous year 

· An earnings report that documents the executive director’s base salary
Livingston County Convention and Visitors Bureau

Executive Director Evaluation
The evaluator is requested to rate the employee on this form keeping in mind the employees job description, market plan objectives, financial performance, and the Bureau’s goals.

The following definitions should be used as a guide.

Perfect
Exceptional performance.  Always well above all expectations. (10)

Outstanding
Exceptional performance in fulfilling job requirements and occasionally exceeds all expectations. (9)

Very Good
Consistently good performance, which regularly meets job requirements and exceeds expectations. (7-8)

Good
Regularly fulfills all job requirements. (6)

Average
Work is acceptable, but lacks initiative and attention to detail. (4-5)

Below Average 
Occasionally fails to meet minimum job requirements.  Improvement is required. (2-3)

Unsatisfactory
Fails to meet minimum requirements. (1)

Following these guidelines each skill listed below will be rated from 1 to 10 with (1)being the lowest rating and very unsatisfactory and ten (10) the highest rating an d nearly unattainable.

Professional Skills

1. LEADERSHIP:

                                    1  2  3  4  5  6  7  8  9  10

Comments:___________________________________________________________________________________________________________________________________________________________________

1  WORK WITH STAFF:

                                    1  2  3  4  5  6  7  8  9  10

Comments:___________________________________________________________________________________________________________________________________________________________________

2. IMPLEMENTATION OF POLICIES:

                                    1  2  3  4  5  6  7  8  9  10

Comments:___________________________________________________________________________________________________________________________________________________________________

3. RESPONSIVENESS TO CONSTITUENTS:

                                    1  2  3  4  5  6  7  8  9  10

Comments:___________________________________________________________________________________________________________________________________________________________________

4. PROMOTES POSITIVE IMAGE OF THE BUREAU/PUBLIC RELATIONS:

                                    1  2  3  4  5  6  7  8  9  10

Comments:_________________________________________________________________________________________________________________________________________________________________________

5. PREPARATION FOR MEETINGS:

                                    1  2  3  4  5  6  7  8  9  10

Comments:_________________________________________________________________________________________________________________________________________________________________________

6. DEVELOPMENT OF MARKETING PLAN:

                                    1  2  3  4  5  6  7  8  9  10  

Comments:_________________________________________________________________________________________________________________________________________________________________________

7. IMPLEMENTATION OF MARKETING PLAN:

                                    1  2  3  4  5  6  7  8  9  10 

Comments:_________________________________________________________________________________________________________________________________________________________________________

8. DEVELOPMENT OF BUDGET:

                                    1  2  3  4  5  6  7  8  9  10

Comments:_________________________________________________________________________________________________________________________________________________________________________

9. ADHERENCE TO BUDGET:

                                    1  2  3  4  5  6  7  8  9  10

Comments:_________________________________________________________________________________________________________________________________________________________________________

10. DEVELOPMENT OF REVENUE SOURCES:

                                    1  2  3  4  5  6  7  8  9  10 

Comments:_________________________________________________________________________________________________________________________________________________________________________

General Skills

11. JUDGMENT:

                                    1  2  3  4  5  6  7  8  9  10

Comments:_________________________________________________________________________________________________________________________________________________________________________

12. APPEARANCE:

                                    1  2  3  4  5  6  7  8  9  10
Comments:_________________________________________________________________________________________________________________________________________________________________________

13. INITIATIVE:

                                    1  2  3  4  5  6  7  8  9  10

Comments:_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Additional Comments:

________________________________________________________________________________________________________________________________________________________________________________

Strengths:

________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________

Areas for Improvement/and or Development:

________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________

