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WELCOME 	
  	
  
	
  
	
  



	
  

Today’s	
  Educa,onal	
  Seminar	
  
“Hiring	
  the	
  Execu,ve	
  Director,	
  Before,	
  

During	
  &	
  AAer”	
  
	
  
	
  



	
  	
   	
  	
  	
  

Disclaimer	
  
	
  

•  This	
  is	
  not	
  legal	
  advice	
  
•  I	
  am	
  not	
  a	
  lawyer	
  
•  Its	
  prac,cal	
  advise	
  is	
  based	
  on	
  Not-­‐for-­‐

Profits	
  ‘Best	
  Prac,ces‘	
  and	
  CSAE	
  annual	
  
surveys	
  of	
  836	
  Execu,ve	
  Directors	
  
	
   	
   	
   	
   	
  	
  
	
   	
   	
   	
  	
  





1.  The	
  Hiring	
  Process	
  
2.  During	
  the	
  Employment	
  Phase	
  
3.  Termina,on	
  
	
  



	
  

• 	
  Before	
  

• 	
  During	
  

	
  
• 	
  	
  AAer	
  



Age	
  Demographics	
  

	
  

• 	
  50%	
  under	
  50	
  years	
  
• 	
  50%	
  over	
  50	
  years	
  
	
  

	
  	
  
	
  
	
  



Execu/ve	
  Director	
  Turnover	
  In	
  Canada	
  

• 	
  10%	
  leave	
  their	
  posi,on	
  each	
  year,	
  of	
  
these	
  
• 	
  	
  34%	
  of	
  these	
  are	
  terminated	
  by	
  Board	
  
	
  

	
  	
  
	
  
	
  



Execu/ve	
  Director	
  Anxiety	
  and	
  Burnout	
  
Rate	
  

	
  	
  

• 	
  19%	
  very	
  burned	
  out	
  
• 	
  33%	
  somewhat	
  burned	
  out	
  
	
  	
  

	
  	
  
 



“Time	
  Bombs”	
  



Poten/al	
  Liabili/es	
  of	
  a	
  Board	
  of	
  Director	
  
	
  	
  
• 	
  	
  Please	
  consult	
  a	
  lawyer	
  regarding	
  the	
  
	
  	
  	
  	
  following	
  topics	
  
• 	
  	
  Criminal	
  Liability	
  
• 	
  	
  Civil	
  Liability	
  
• 	
  	
  Employee	
  and	
  Workplace	
  Liability	
  
• 	
  	
  Income	
  Tax	
  Liability	
  
• 	
  	
  Environmental	
  Liability	
  



Protec/on	
  of	
  a	
  Board	
  of	
  Director	
  
	
  
• 	
  	
  Indemnifica,on	
  
• 	
  	
  Insurance	
  
• 	
  	
  Independent	
  Advice	
  
• 	
  	
  Disclosure	
  of	
  Compe,ng	
  Interests	
  
• 	
  	
  Due	
  Diligence	
  





	
  	
   	
  	
  	
  

	
  
BEFORE,	
  Steps	
  in	
  the	
  Hiring	
  Process	
  

	
  

•  Succession	
  Planning	
  
•  Is	
  Your	
  House	
  in	
  Order?	
  
•  Review	
  the	
  Execu,ve	
  Directors	
  Mandate	
  
•  Assign	
  Responsibility	
  (i.e.	
  A	
  hiring	
  

commibee)	
  
•  See	
  Change	
  as	
  a	
  Posi,ve	
  Opportunity	
  

	
   	
   	
   	
   	
  	
  
	
   	
   	
   	
  	
  



What	
  Model	
  of	
  Governance	
  Are	
  You	
  Using?	
  

•  Policy	
  Board	
  
•  Opera,onal	
  Board	
  
•  Combina,on	
  of	
  Both	
  
	
  



	
  	
   	
  	
  	
  

	
  
Role	
  of	
  the	
  Board	
  

	
  

•  Alignment	
  With	
  Strategic	
  Plan	
  
	
  

•  Role	
  of	
  the	
  Search	
  Commibee	
  
	
  

•  Role	
  of	
  Exis,ng	
  Execu,ve	
  Director	
  

•  Confiden,ality	
  
	
  

	
  	
  
	
   	
   	
   	
  	
  



Execu/ve	
  Director’s	
  Key	
  Responsibili/es	
  

•  Follow	
  Board-­‐driven	
  Policies	
  
•  Advocacy	
  Management	
  (word	
  of	
  cau,on	
  

here...)	
  
•  Program	
  Management	
  
•  Personnel	
  Management	
  
•  Financial	
  Management	
  
	
  
	
  



•  Fundraising/	
  Business	
  Development	
  
•  Community	
  Engagement	
  
•  Advisor	
  to	
  the	
  Board	
  

This	
  role	
  has	
  a	
  bobomless	
  pit!	
  







	
  	
   	
  	
  	
  

	
  
Steps	
  to	
  Hiring	
  the	
  New	
  Execu/ve	
  Director	
  

	
  

	
  
	
  	
  
	
   	
   	
   	
  	
  • 	
  Identify Strategic Challenges	
  

	
  

• 	
  	
  Set	
  Time	
  Lines	
  
	
  

• 	
  	
  Review	
  Job	
  Descrip,on	
  
	
  

• 	
  	
  Establish	
  a	
  Candidate	
  Ra,ng	
  Sheet	
  
	
  

• 	
  	
  Consider	
  Internal	
  Candidates	
  



	
  

• 	
  Adver,se:	
  	
  Where,	
  How,	
  or	
  If	
  
• 	
  	
  Use	
  of	
  Social	
  Media	
  
• 	
  	
  Through	
  the	
  Network	
  
• 	
  	
  Do	
  You	
  Need	
  Help	
  In	
  Recrui,ng?	
  

	
  	
  
	
  
	
  



	
  

• 	
  Human	
  Rights,	
  Ci,zenship	
  and	
  
Mul,culturalism	
  Act	
  
• 	
  Provincial	
  Legisla,on 	
  	
  
	
  
	
  



	
  

• 	
  Prepare	
  Job	
  Pos,ng	
  

• 	
  Work	
  Your	
  Network,	
  Use	
  Cau,on…	
  

• 	
  Candidate	
  Selec,on	
  Process	
  
• 	
  Consider	
  3rd	
  Party	
  Assistance	
  
• 	
  Set	
  the	
  Right	
  Tone	
  

• 	
  Telephone	
  Prescreen	
  
	
  





Execu/ve	
  Director	
  Compensa/on	
  

•  How	
  Much	
  to	
  Compensate	
  the	
  Execu,ve	
  
Director	
  Salary?	
  	
  

•  What	
  If	
  You	
  Can’t	
  Provide	
  A	
  Compe,,ve	
  
Salary?	
  

•  Incen,ve	
  
•  Benefits	
  
•  Op,ons	
  



Is	
  Your	
  Execu/ve	
  Director	
  an	
  Employee	
  or	
  a	
  
Contractor	
  

	
  

• 	
  Revenue	
  Canada	
  Criteria	
  Test	
  
• 	
  Not	
  To	
  Be	
  Confused	
  With	
  the	
  Need	
  For	
  An	
  
Annual	
  Contractual	
  Agreement 	
  	
  
	
  
	
  



• 	
  First	
  Interviews	
  
	
  

• 	
  Panel	
  ?	
  
	
  

• 	
  Create	
  the	
  Short	
  List	
  (4-­‐5)	
  
	
  

• 	
  Short	
  List	
  (Panel	
  Interview)	
  
	
  

• 	
  Check	
  References	
  (When?)	
  
	
  

• 	
  Job	
  Offer	
  



Job	
  Offer	
  

	
  

• 	
  Nego,a,on	
  
• 	
  Leber	
  of	
  Employment	
  
• 	
  What	
  if	
  No	
  One	
  Accepts	
  the	
  Job? 	
  	
  
	
  
	
  



Execu/ve	
  Director	
  Tip	
  

•  Bylaws	
  
•  Policies	
  (2	
  types…)	
  
•  Strategic	
  Plan	
  	
  
Treat	
  your	
  strategic	
  all	
  these	
  as	
  your	
  
guiding	
  documents	
  	
  



Learning	
  to	
  read	
  financial	
  statements	
  
will	
  give	
  you	
  a	
  clear	
  understanding	
  of	
  
your	
  organiza/on’s	
  current	
  fiscal	
  
reali/es,	
  past	
  trends	
  and	
  future	
  
prospects.	
  



Execu/ve	
  Director	
  Tip	
  

Place the Executive Director’s 
Report Early in the Agenda 



Board	
  Member	
  Interference	
  
•  Beware	
  of	
  the	
  Board	
  member	
  that	
  has	
  the	
  
propensity	
  to	
  meddle	
  or	
  who	
  has	
  excess	
  ,me	
  
to	
  devote	
  

•  Well	
  intended,	
  yet	
  misguided	
  micromanaging	
  



Consequences	
  of	
  Confusion:	
  	
  
Role	
  of	
  Volunteers	
  vs.	
  the	
  Role	
  of	
  Staff	
  

• 	
  	
  Personality	
  and	
  conflic,ng	
  style	
  
• 	
  	
  A	
  confused	
  leadership	
  model	
  
• 	
  	
  Directors	
  are	
  not	
  strategic	
  and	
  volunteers	
  meddle	
  
• 	
  	
  Scabered	
  accountability	
  
• 	
  	
  Absence	
  of	
  volunteer	
  training	
  and	
  orienta,on	
  
• 	
  	
  Fac,ons	
  within	
  the	
  organiza,on	
  
• 	
  	
  The	
  jobs	
  are	
  very	
  different	
  
• 	
  	
  Lost	
  confidence	
  and	
  respect	
  

	
  
	
  	
  

	
  
	
  



SAMPLE	
  TIMED	
  AGENDA	
  
	
  

Name	
  of	
  Organiza/on	
  
Mee/ng	
  of	
  the	
  board	
  (or	
  commiaee	
  name)	
  

Date,	
  place,	
  /me	
  (start	
  and	
  finish)	
  

6:30	
  pm	
   Pre-­‐mee,ng	
  representa,on,	
  presenta,ons	
  or	
  orienta,on	
  

7:00	
   1.	
  	
  	
  Approval	
  of	
  the	
  agenda	
  

7:02	
   2.	
  	
  	
  Conflict	
  of	
  interest	
  declara,ons	
  

7:05	
   3.	
  	
  	
  Approval	
  of	
  or	
  amendments	
  to	
  the	
  minutes	
  of	
  the	
  last	
  mee,ng	
  

7:10	
   4.	
  	
  	
  Business	
  arising	
  from	
  the	
  minutes	
  

7:20	
   5.	
  	
  	
  Commibee	
  reports	
  –	
  mo,on	
  to	
  receive	
  

7:25	
   6.	
  	
  	
  Business	
  arising	
  from	
  reports	
  

8:00	
   7.	
  	
  	
  New	
  business	
  (e.g.,	
  new	
  program,	
  organiza,onal	
  restructuring,	
  public	
  
complaints	
  -­‐	
  each	
  accompanied	
  by	
  a	
  proposed	
  mo,on)	
  

8:15	
   8.	
  	
  	
  Management	
  reports	
  and	
  discussion	
  

8:20	
   9.	
  	
  	
  Informa,on	
  items	
  (mo,on	
  to	
  receive	
  

8:40	
   10.	
  In-­‐camera	
  items	
  and	
  report	
  back	
  to	
  open	
  mee,ng	
  (e.g.,	
  collec,ve	
  
bargaining	
  	
  	
  	
  	
  

8:45	
  pm	
   11.	
  Mo,on	
  to	
  adjourn	
  





Board/Staff	
  Responsibili/es	
  Checklist	
  

Ac,vity	
   Responsibility	
  

Planning:  

Direct	
  the	
  planning	
  process	
   Staff	
  

Provide	
  input	
  to	
  long	
  range	
  goals	
   Board/Staff	
  

Approve	
  long	
  range	
  goals	
   Board	
  

Formulate	
  annual	
  objec,ves/business	
  plans	
   Staff	
  

Approve	
  annual	
  objec,ves	
   Board	
  

Prepare	
  performance	
  reports	
  on	
  achievement	
  of	
  
goals	
  and	
  objec,ves	
  

Staff	
  

Monitor	
  achievement	
  of	
  goals	
  and	
  objec,ves	
   Board/Staff	
  



Programming:	
  

Assess	
  stakeholder	
  needs	
   Staff	
  

Train	
  volunteer	
  leaders	
   Staff	
  

Oversee	
  evalua,on	
  of	
  products,	
  services	
  and	
  
programs	
  

Board	
  

Maintain	
  program	
  records;	
  prepare	
  program	
  
reports	
  

Staff	
  

Prepare	
  preliminary	
  budget	
   Staff	
  

Approve	
  budget	
   Board	
  

Ensure	
  expenditures	
  are	
  within	
  budget	
  during	
  year	
   Staff	
  

Solicit	
  contribu,ons	
  in	
  fundraising	
  campaign	
   Board	
  

Organize	
  fundraising	
  campaigns	
   Staff	
  

Approve	
  expenditures	
  outside	
  authorized	
  budget	
   Board	
  

Ensure	
  annual	
  audit	
  of	
  organiza,on	
  financials	
   board	
  



Board	
  Commiaees:	
  

Appoint	
  commibee	
  members	
   Board	
  

Call	
  Commibee	
  Chair	
  into	
  ac,on	
   Board	
  

Promote	
  abendance	
  at	
  Board/Commibee	
  mee,ngs	
   Board/Staff	
  

Recruit	
  new	
  Board	
  members	
   Board/Staff	
  

Plan	
  agenda	
  for	
  Board	
  mee,ngs	
   Board/Staff	
  

Take	
  minutes	
  at	
  Board	
  mee,ngs	
   Staff	
  

Plan	
  and	
  propose	
  commibee	
  organiza,on	
   Board/Staff	
  

Prepare	
  exhibits,	
  material	
  and	
  proposals	
  for	
  Board	
  and	
  
Commibees	
  

Staff	
  

Sign/Approve	
  legal	
  documents	
   Staff	
  

Follow-­‐up	
  on	
  implementa,on	
  of	
  Board	
  and	
  Commibee	
  
decisions	
  

Staff	
  

Seble	
  conflicts	
  between	
  Commibees	
   board	
  



Personnel:	
  

Employee	
  Chief	
  Staff	
  Officer	
   Board	
  

Direct	
  work	
  of	
  staff	
   Staff	
  

Hire/discharge	
  staff	
  member	
   Staff	
  

Decision	
  to	
  add	
  staff	
   Board	
  

Seble	
  staff	
  conflicts	
   Staff	
  

Community	
  Outreach:	
  

Interpret	
  organiza,on	
  to	
  community	
   Board	
  

Provide	
  organiza,on	
  linkage	
  with	
  other	
  organiza,ons	
   Board/Staff	
  



So	
  What	
  Kind	
  Of	
  An	
  Execu/ve	
  Director	
  Do	
  
You	
  Have?	
  

•  Too	
  Weak?	
  
•  Too	
  Strong?	
  
•  Just	
  Right?	
  



Areas	
  of	
  Concern	
  -­‐	
  Examples	
  

•  Promises	
  Unfulfilled	
  
•  Ac,on	
  Items	
  Not	
  Fulfilled	
  
•  Does	
  Not	
  Appreciate	
  Financials	
  
•  No	
  Board	
  Report	
  or	
  Poor	
  Report	
  
•  Hot	
  Potato	
  (Blame	
  Game)	
  
	
  



44	
  



45	
  



46	
  



47	
  



48	
  



49	
  



Have	
  You	
  Tuned	
  Out	
  
Your	
  Execu/ve	
  Director	
  



Lack	
  of	
  Accountability	
  

•  Board	
  and/or	
  Staff	
  













Execu/ve	
  Director	
  Doing	
  Fine,	
  but	
  Not	
  Great	
  

•  Execu,ve	
  Director	
  Evalua,on	
  Template,	
  
Annually	
  

•  What	
  Are	
  the	
  Gaps?	
  
•  Give	
  Board	
  Feedback	
  and	
  Provide	
  the	
  

Time	
  of	
  the	
  Next	
  Review	
  
•  Professional	
  Development	
  
•  Change	
  of	
  Direc,on	
  





When	
  the	
  Execu/ve	
  Director	
  Resigns	
  

•  Do	
  You	
  Have	
  a	
  Succession	
  Plan?	
  
•  Request	
  a	
  Leber	
  
•  Business	
  As	
  Usual	
  
•  There	
  Goes	
  Your	
  Database???	
  
•  When	
  is	
  the	
  ED’s	
  last	
  day	
  



Employee	
  Pueng	
  In	
  Time	
  



Board	
  Termina/on	
  of	
  An	
  Execu/ve	
  Director	
  

•  Do	
  You	
  Have	
  a	
  Succession	
  Plan?	
  
•  	
  When	
  to	
  Terminate	
  an	
  Execu,ve	
  

Director?	
  
•  For	
  Cause	
  (use	
  cau,on)	
  
•  With	
  Dignity	
  
•  Passwords,	
  Keys,	
  etc.	
  
•  How	
  Do	
  You	
  Inform	
  Others	
  



“I	
  some(mes	
  think	
  that	
  the	
  saving	
  grace	
  of	
  
Socie(es	
  lies	
  in	
  the	
  fact	
  that	
  the	
  over-­‐	
  
whelming	
  majority	
  of	
  our	
  members	
  are	
  
possessed	
  of	
  two	
  great	
  quali(es:	
  a	
  sense	
  of	
  
humor	
  and	
  a	
  sense	
  of	
  propor(on”.	
  	
  
	
  	
  
	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Terry	
  J.	
  Clark	
  
	
  



Thank You 

•  Evalua,ons	
  
•  Q	
  &	
  A	
  

Terry J. Clark 
 www.realboardsolutions.com 
terry@realboardsolutions.com 

 
604-737-9992 

Toll free: 1-888-531-5796 
 

 


