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The Non-profit Organization Self Assessment
by the Partnership for Prince George’s County
This self assessment will help you evaluate your organization’s performance on 10 indicators of organizational effectiveness, such as Board governance, financial management, and budget operations. Under each indicator we’ve listed a set of practices that, when followed, help to strengthen organizations. Please keep in mind as you read through the long list of practices that it is the rare organization that receives high marks in every category. Most organizations, even long-established, high-performing organizations, have areas in which they are strong and other areas that they want or need to improve.
This self-assessment tool is designed for three purposes: 

· To help your organization review your internal strategies and practices.

· To identify your organization’s strengths and areas that need improvement.

· To be a needs assessment as part of your grant application to the Partnership for Prince George’s County.

In designing this needs assessment, we aim to:

· Help you assess what your organization does well

· What it could do better

· Enable us to determine whether the Partnership will be able to support your efforts
We hope that the process of completing this needs assessment will help you think about ways to strengthen your organization, even if you are not ultimately funded by the Partnership.

Please answer all questions to the best of your knowledge. In areas that you identify as needing work, we encourage (but do not require) you to write comments in the Comments/Action Steps about steps you’d like to take to strengthen this aspect of your organization. 

This self-assessment should be completed by the executive director (or equivalent), in consultation with other key decision makers and stakeholders such board leaders, staff, and service recipients. You should plan to spend at least one hour consulting with key decision makers and completing the assessment itself.
You will notice that some of the indicators and practices listed under each indicator overlap. We think that’s natural given the way organizations and people work.

About the Partnership for Prince George’s County

The Partnership for Prince George’s County (the Partnership) is a project of The Prince George’s Community Foundation, a regional affiliate of The Community Foundation for the National Capital Region.
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1. Organizational Characteristics

	Name:
	[Click to enter organization's name ]

	Address:
	[Click to enter address ]

	City:
	[Click to enter city ]

	State:
	[Click to enter state ]

	Zip Code:
	[Click to enter zip code ]

	E-mail:
	[Click to enter e-mail ]

	Phone:
	[Click to enter phone number ]

	Fax:
	[Click to enter fax number ]

	Communities in Prince George’s County your organization services:
	[Click to enter communities ]

	Year Established:
	[Click to enter year established ]

	Staff Size and composition: (e.g. number of full and part time staff, and their positions)
	[Click to enter staff size ]

	Budget of five years ago (or at start-up, if you are newly established):
	[Click to enter budget 5 yrs ago ]

	Current budget:
	[Click to enter current budget ]

	Number of Board Members:
	[Click to enter number of Board members ]

	Frequency of Board meetings:
	[Click to enter frequency of Board meetings ]

	Name/Title of person responsible for completing this form:
	[Click to enter your name and title ]

	
	


2. Mission 
[ Please describe your organization's mission in one or two sentences ]

3. Mission and Goals

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Mission statement clearly communicates the organization’s reason for existence and reflects the organization’s core values.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Board and staff know the organization’s mission, understand it and are committed to it.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Board and staff periodically review the mission and goals and modify the goals to reflect changes in your external and internal environment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. Programs are planned and regularly assessed for alignment with the organization’s mission, goals and expertise.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. The organization evaluates, at least yearly, its effectiveness by soliciting stakeholder input on how well its mission and activities provide benefit.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	6. Materials for the public and other presentations include and make clear the mission.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	7. Organization has a vision statement, separate from its mission statement, and that vision statement is both aspirational and inspirational.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


4. Board Governance

4a. Recruitment and Preparation

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. There are clear criteria for Board selection, including representation of the ethnic, racial, educational, economic, and other diversity of the community.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Expectations for and by Board members are clearly communicated, and in writing.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Board members have written and relevant job descriptions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. Formal and informal processes are available and used for addressing Board members’ participation, conflicts and issues that diminish their effectiveness.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. Training and ongoing professional development are identified by the Board and staff, provided to the Board and taken advantage of.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	6. Board terms are staggered. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	7. Board members leave the Board when their terms expire, enabling new people to join the Board. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	8. Board turnover does not impede the Board’s effectiveness.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	9. Elections or other agreed-upon processes for Board selection are followed according to bylaws or other written procedures.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


4b. Effectiveness

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Board members understand and are committed to the organization’s bylaws, policies, programs, mission and their roles and responsibilities as Board members.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Board hires the executive director and sets the qualifications and expectations, which are clear and written.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Board delegates the operation of the organization to the executive director.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. Board’s role is governing the organization, not managing it.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. The roles of the Board and the ED are appropriately differentiated and respected.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	6. Board reviews and evaluates the ED’s performance annually, providing useful feedback.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	7. Board effectiveness is evaluated and discussed annually by Board and key staff members.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	8. Board determines, in consultation with the executive director, the direction of the organization and is fully engaged in (rate each of these):
	
	
	
	

	(a) Goal Setting/Strategic Planning
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(b) Determining Policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(c) Funding Strategy
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(d) Financial and Legal Oversight
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(e) Evaluation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	9. Board regularly reviews the resource needs of the organization and approves a comprehensive funding strategy.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	10. A regular Board meeting schedule is agreed-upon, communicated and followed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	11. Board meetings are an effective and efficient means of handling formal business; meeting materials are distributed to Board members in advance and meeting minutes are recorded and approved by Board.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	12. Board meetings are focused on priorities of the organization such as on policy and planning issues.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	13. Established processes for monitoring and addressing issues such as self-dealing and conflicts of interest, with third party oversight, are in place and used.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


5. Leadership

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Top leadership – the executive director and senior staff members – has shaped a strategic plan that reflects the mission and goals of the organization.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Top leadership is committed to mission and goals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Top leadership is able to meet goals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. Top leadership values, includes and inspires staff to meet goals and objectives.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. Succession planning is attended to, ensuring the organization’s sustainability and continuity.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	6. Top leadership is open and available to staff, regularly meeting with staff to discuss progress and problems in significant areas.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


6. Strategic Planning

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Strategic planning is conducted on a regular schedule (e.g. annually, every three years, etc.) with the participation of Board, staff and stakeholders.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Strategic plan is reviewed annually by staff and Board, and adjusted as necessary.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Organization has set clear and meaningful goals and objectives to guide strategic planning.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. Strategic planning process acknowledges the organization’s strengths, areas that need improvement, and external opportunities and challenges.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. Strategic goals are broken down into measurable objectives; measures are both quantitative and qualitative.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	6. Objective-setting includes work plans and timelines, identifying the person(s) responsible for achieving them; objectives are matched realistically with human and financial resources.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	7. Actual performance relative to objectives and work plans is reviewed and assessed by leadership throughout the year and appropriate modifications are implemented by leadership and staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	8. Planning process considers the future in relation to organization mission and environmental changes that will affect it.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


7. Program and Service Delivery

7a. Programs

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Programs align with the organization’s core vision, mission and expertise.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Programs align with the priorities identified in the strategic plan.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Human and financial resources are adequate to support programs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. Organization’s technology is adequate to support programs and staff. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. Program effectiveness is reviewed at least once a year by staff, in consultation with representative service recipients and findings are applied effectively in future action.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	6. Program design includes ways to measure progress and outcomes, using pre- and post-assessment tools. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	7. Programs are based upon a documented need of clients.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	8. Programs change over time as lessons learned are incorporated or as needs of service recipients or the community change.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	9. Programs encourage hope and optimism in clients.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


7b. Processes

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	10. Attention is paid to how processes such as communication, evaluation, and planning are done to ensure desired outcomes (e.g. there is openness and adequate time for development and agreement on actions).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	11. Programs are shaped by input of current and potential service recipients, staff, Board, volunteers, and evaluation data, and best practices of others in the field.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


7c. People

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Every employee, staff member, volunteer and Board member receives at least yearly, concrete, written feedback on performance. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Regular time is made throughout the year for conversations about effective performance, development needs/opportunities and needs. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


8. Fiscal Responsibility

8a. Financial Management and Budget Operations

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Treasurer is appropriately qualified.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Staff person in charge of financial management is appropriately qualified.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	1. Written financial control policies and procedures exist.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Organization follows written financial control policies and procedures. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Board requires and monitors appropriate accounting and financial reporting.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. Budget process follows an annual calendar.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. Board approves and monitors annual operating budget and financial plans for fundraising and other activities. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	6. Organization prepares a comprehensive annual budget that includes all program and management elements, all development activities and all sources and uses of funds.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	7. Monthly financial statements (balance sheet, statement of activities, cash flow statements) are prepared and reviewed by staff and Board; statements compare revenues/expenses with approved budget. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	8. Organization follows accounting practices that conform to accepted standards and fulfill IRS requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	9. An annual independent audit or review is conducted by a Certified Public Accountant.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	10. The audit report is accompanied by a management letter containing recommendations for improvements in the accounting system and controls, if necessary.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	11. The Board or an appropriate committee reviews the audit report and management letter and institutes necessary improvements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	12. Senior staff and Board members are trained on how to read, interpret and use the organization’s financial statement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	13. Senior staff and Board members can cite simple budget figures and answer basic financial questions at a moment’s notice.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	14. Written financial control policies and procedures exist, including for the handling of cash and deposits and approvals of spending and disbursements, and the organization follows them.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	15. There are written guidelines that are followed on who can authorize expenditures and debt accumulation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	16. The Board regularly reviews the status of all debt at meetings and tracks whenever the debt changes significantly or will affect the stability of the organization
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	17. Organization prepares an annual report of its financial position that is available to the public. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	18. Organization practices cost containment in a manner consistent with the maintenance of quality and effectiveness.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	19. Organization has insurance coverage which provides suitable protection for the organization, property, Board members, staff, volunteers, and organization clients.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	20. Purchase or service agreements between the organization and other organizations and individuals are in writing. Organization has adequate procedures in place to ensure compliance. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


8b. Financial Condition

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. The most recent audited financial statements report that the organization has a positive net worth (fund balance or net assets)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. The organization has experienced no significant cash flow problems in the past two years
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. The organization owns some or all of the facilities it uses for its operations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. The organization has cash reserves equal to three months’ operating expenses
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. The organization is working actively to increase its reserves
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	6. The organization regularly analyzes its financial position to identify opportunities for more effective management of debt and cash reserves.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


9. Fundraising

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Fundraising plan is in place, including multiple strategies for revenue generation.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Fundraising is done by qualified personnel.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Fundraising plans are reviewed annually and strategies are evaluated and tweaked continually.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. All Board members participate as appropriate in fundraising or provide other services according to agreed upon written expectations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. Clear annual reporting to donors is done.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	6. Fundraising practices follow Association of Fundraising Professionals (AFP) ethical standards.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	7. Budget and strategic plan are disclosed as part of fundraising process.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	8. Organization budgets resources for fundraising adequately and understands that it must invest in fundraising to survive and grow.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	9. Organization has invested in technology that builds capacities for fundraising and other resource development.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	10. Organization does appropriate prospect research, maintaining good records of past giving to assist cultivation and development of donors.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


10. Human Resource Management and Development

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Written personnel policies and procedures exist, are reviewed and updated as appropriate to maintain compliance with legal requirements and best practices.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. A copy of personnel policies and procedures is available for review by all staff members and the Board.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Processes for discussion, clarification and improvement of policies and procedures are clear and viable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. Organization has a written Affirmative Action plan.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. Organization has written policies on (rate each):
	
	
	
	

	(a) Hiring procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(b) Performance reviews
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(c) Employee benefits policies and procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(d) Grievance procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(e) Termination procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(f) Non-discrimination and ADA compliance policies
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(g) Record keeping procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(h) Payroll related policies and procedures and compensation guidelines
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	(i) Professional development and training policies and procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	6. Personnel policies/procedures have been reviewed by a qualified attorney within the past two years.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	7. Organization has written job descriptions for all paid positions and key volunteers.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	8. Organization hires qualified staff, and performs annual performance reviews, and makes personnel adjustments as necessary.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	9. Staff is provided and takes advantage of professional development opportunities; they are apportioned in fair, effective ways.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	10. Conflict within or among individuals or groups in the organization are handled swiftly and effectively.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	11. Both effectiveness and efficiency are fostered in interpersonal, professional relationships through open conversation and problem solving.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	12. Staff members at every level of the organization are valued, empowered and encouraged to provide input, ideas and suggestions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


11. Community Outreach (Engagement, Collaboration, Advocacy)

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Organization has a way to regularly connect with stakeholders in the community who have vested interests in the work of the organization.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Organization seeks collaboration with other organizations as a way to extend its work in the community.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Advocacy for clients and organization mission is part of community outreach.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. Board and leadership network with stakeholders beyond the organization.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


12. Communications (Internal and External)

	
	In Good Shape
	
Needs Work
	

N/A
	
Comments/Action Steps
 (if applicable)

	1. Organization has an effective means of informing the community about programs and resources, including written materials. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	2. Organization encourages and has a process for reviewing and responding to ideas, suggestions, and perceptions from the public.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	3. Organization is involved in the appropriate networks, coalitions and partnerships related to its current work, mission and vision.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	4. Organization is involved in advocacy and/or lobbying for its constituency, within the limits allowable for 501(c) (3) organizations. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]

	5. Organization leaders understand and engage in effective communication to support and enhance the organizations programs/service delivery and fundraising.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Click to enter comments/actions]


13. Reflections
In completing this needs assessment:
1. What did you discover or confirm?
[ Please describe in one or two sentences ]


2. What surprised you?
[ Please describe in one or two sentences ]


3. What two areas of your work and operations require immediate attention?
[ Please describe in one or two sentences ]


4. What two actions can you take now to improve performance or solve problems in your 
organization?
[ Please describe in one or two sentences ]

To complete the form, use the tab keys or your mouse to move from field to field. Be sure to save this document periodically while you are working on it to avoid losing any information. Once you have completed the form, please return to � HYPERLINK "mailto:Ruth@TheSchimelLode.net" ��Ruth@TheSchimelLode.net�, only if submission is prearranged. 
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