Executive Service Corps

Non-profit Organization Assessment Survey
This organization assessment is designed to help you and your staff review current practices and consider your future needs. For the purposes of this assessment we have used seven descriptive categories to define a non-profit organization: 1) Mission, Vision & Values; 2) Strategy and Planning; 3) People; 4) Structure; 5) Culture; 6) Fundraising and Financial Management; and 7) Processes. These areas represent the major elements of a non-profit organization and provide the basis for the assessment questions.

Note:  ESC is available to discuss your results, address your areas of concern, and lend support as needed.

Please respond to the following statements by choosing the item which best represents your organization’s current practices.

	I.   Vision, Mission & Values 
	YES
	     NO
	N/A or Don’t Know

	1. Does the organization have a written mission statement?
	(
	(
	(

	2. [image: image6.emf] 
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Does the organization have a written vision statement? A vision statement describes an ideal “picture” of what the organization is striving to achieve or what it would look like if the organization was successful in achieving its mission.
	(
	(
	(

	3. Has the organization defined and written down the organizational values (the principles which guide the organization’s ongoing activities and practices)?
	(
	(
	(

	4. How confident are you that all employees could accurately explain the organization’s mission? Rate it on a scale of 1 to 5, where 5 signifies a high level of confidence, and 1 signifies a high level of doubt. 
	[image: image7.emf] 
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	5. Is the mission statement displayed in the office or on the organizational brochure for others to see?
	(
	(
	(

	6. Has your Board reassessed the organization’s vision, mission and values in the last 3 years?

a. Mission

b. Vision

c. Values
	(
(
(

	(
(
(

	(
(
(



Please respond to the following statements by choosing the item which best represents your organization’s current practices.

	II.   Strategy and Planning
	YES
	    NO
	N/A or Don’t Know

	1. Has the organization developed and written down specific goals for the coming year?
	(
	(
	(

	2. Are the organization’s current goals/objectives consistent with the mission and the vision statement (if one exists)?
	(
	(
	(

	3. Do you have a written strategic plan (or business plan) to achieve these goals?
	(
	(
	(

	4. Is the strategic plan updated annually?
	(
	(
	(

	5. Does the executive director review progress on the strategic plan with the board and key staff periodically? 
	(
	(
	(

	6. Is the strategic plan shared with all staff?
	(
	(
	(

	7. Has the board identified specific indicators for tracking progress toward the achievement of strategic goals?
	(
	(
	(

	8. Are the measures from the strategic plan used in evaluating staff?
	(
	(
	(

	9. Have you surveyed or interviewed any of the following during the strategic planning process:

a. Customers/users/clients

b. Funders

c. Similar or related agencies

d. Impacted communities
	(
(
(
(
	(
(
(
(
	(
(
(
(

	10. What are the key issues that the organization must address in the next two years?

	11. Have these issues been discussed and included in the strategic plan?
	(
	(
	(

	12. To what extent are the following involved in strategic planning? (1 being very little, 5 being a lot)

· Board of Directors………………………………………...          1          2          3        4        5                                           
· Staff………………………………………………………...          1          2          3        4        5                                           
· Volunteers…………………………………………………          1          2          3        4        5                                           
· Others __________...........………………………………          1          2          3        4        5                                           

	13. How affective is your strategic planning? Use the areas of concern in the right column as well as any other applicable issues you may think of to make your overall rating. (10 is best)
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	· Regularity of referral, review and revisal.
· Inclusion of board members, volunteers, clients, etc.

· Utilization for grant writing

· Specificity in strategic plans assigned to board members, staff, and volunteers.


Please respond to the following statements by choosing the item which best represents your organization’s current practices.

	III.   People 
	YES
	NO
	N/A or Don’t Know

	1. How often does the board meet? ___________

	2. Is the following expertise available to the board?

a. Legal

b. Accounting
	(
(
	(
(
	(
(

	3. Is there other professional expertise that would be useful to have available to the board?
                If so, what?  _________________
	(
	(
	(

	4. Is an orientation program for new board members available?
	(
	(
	(

	5. Are the respective roles and responsibilities of board members and the Executive Director clearly understood?
	(
	(
	(

	6. How good is the board’s understanding of the organization’s market and whom it is serving? (5 signifies Very Good, 1 signifies Very Bad)  

[image: image2]

	7. How effective is your board? Use the criteria in the right hand column and any other considerations to guide your rating. (10 is most effective) 
[image: image3]
	· Level of participation

· Experience of members

· Orientation for new members

· Knowledge about programs and target community

· Soundness of policies for selection/removal of staff/board members

	8. Do all employees attend training, classes or programs so they learn new skills or competencies?
	(
	(
	(

	9. Does the Board provide the Executive Director with an annual performance review?
	(
	(
	(

	10. Do senior leaders attend leadership seminars/workshops/classes as part of his/her professional development?
	(
	(
	(

	11. What is the staff turnover rate for the last two years?



	12. Does the organization review and provide feedback to employees on an annual basis?
	(
	(
	(

	13. Do you have people seeking to join the organization?
	(
	(
	(

	14. Have you conducted an employee satisfaction survey within the last three years?
	(
	(
	(

	15. Is there a written employee handbook?
	(
	(
	(

	16. Are staff meetings held on a regular basis?
	(
	(
	(

	17. Do you provide staff orientation?
	(
	(
	(

	18. Do you provide staff training?
	(
	(
	(

	19. What can you do to improve in the area of staff development (not including volunteers)?


	20. How many volunteers (excluding board members) do you have? _______________

    How many are program volunteers?                                              ______________

    How many are administrative volunteers?                                     ______________

    How many are “other” volunteers?                                                _______________

	21. Do you have a written volunteer recruitment plan?
	Yes - (
	No -(
	(

	22. Do you have a written evaluation process for volunteers?
	(
	(
	(

	23. How effective are volunteers in contributing to your organization’s success (board members excluded)? Rate on a scale of 1 to 10, (10 being very effective, and 1 being not effective at all.) Use the criteria in the right hand column to base your rating on.


[image: image4]
	· Stability of volunteer base (show up when expected, good retention rate.

· Regular training and orientation for new volunteers.

· Incentives/rewards for volunteers.

· Liability insurance.

· Effective matching of skills to tasks.

· Participation in planned activities.


Please respond to the following statements by choosing the item which best represents your organization’s current practices.
	IV.   Structure
	YES
	NO
	N/A or Don’t Know

	1. How many members are on your board?   _____  What is the limit specified in the bylaws?  _____
	
	
	

	2. Do you ever have difficulty getting a quorum at the board meeting?
	(
	(
	(

	3. Has the organization written down the role and responsibilities of a board member?
	(
	(
	(

	4. Do the majority of board members make a financial contribution to the organization annually?
	(
	(
	(

	5. What are the board committees (if any?)
	(
	(
	(

	6. Is there a current organizational chart available?
	(
	(
	(

	7. Have you made changes to the organization’s design within the last three years?

    If so, please describe:


	(
	(
	(

	8. Are all employees located in one facility?

    If not, please describe:


	(
	(
	(

	9. Is the administrative structure sufficient to support the organization’s current goals/objectives?

         If no, please explain:


	(
	(
	(

	10. Is the organization’s infrastructure sufficient to support the organization’s current goals/objectives?           If no, please explain:
	(
	(
	(


	V.   Culture 
	YES
	NO
	N/A pr Don’t Know

	1. Do you believe the organization’s leaders inspire employee loyalty and commitment? (5 Absolutely, 1 Not at all)
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	2. Does the current work environment make this a stimulating, rewarding and/or challenging place to work?

	3. Within the staff, do you believe that people feel comfortable expressing differences of opinions?

	4. Within the board, do you believe that board members feel comfortable expression differences of opinions?

	5. Is there racial/ethnic minority representation among your staff?  

    What percentage?
	(
	(
	(

	6. Is there racial/ethnic minority representation among your board?

    What percentage? 
	(
	(
	(

	7. What is the percentage of racial/ethnic minority representation among the people your organization primarily serves or represents? ________________
	


	V.   Culture 

	8. Indicate the nature of your organization’s culture on the compass chart below using the vertical and horizontal spectrums as well as the organization style descriptions in the right hand column as a reference. Mark an X in the square that best describes the combination of the attributes below as they currently exist in your organization.
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From Measures of Organizational Culture Assessment Instrument developed by Kim S. Cameron & Robert E. Quinn  (1999)


	Models of Culture:
1. The Market Culture values stability and control and is concerned with external (market issues). This culture tends to view the external environment as threatening.
2. The Adhocracy Culture focuses on external issues and values flexibility and discretion. It is characterized by creativity and risk taking.

3. The Hierarchy Culture focuses on internal issues and values tradition, consistency, cooperation, and conformity. This culture works well if the goal is efficiency and the organizational environment is stable and simple.

4. The Clan Culture focuses on  internal issues and values flexibility and discretion. Its goal is to manage the environment through teamwork, participation, and consensus.



	VI.  Fundraising and Financial Management  
	    YES
	NO
	N/A or Don’t Know

	1. Do you have written board-approved financial control procedures?
	(
	(
	(

	2. Does the organization have a budget developed for the current year?
	(
	(
	(

	3. Does the budgeting process include the following people?
                          Executive Director………………………………………………………………………………………….

                          Board of Directors………………………………………………………………………………………….

                          Staff………………………………………………………………………………………………………….

                          Key Volunteers……………………………………………………………………………………………..
	(
(
(
(
	(
(
(
(
	(
(
(
(

	4. Did the organization have an operating deficit last year?
	(
	(
	(

	5. Does the organization prepare monthly P&L or income statements that show revenues and expenses for the month?
	(
	(
	(

	6. Does the organization prepare a monthly balance sheet that shows assets and liabilities?
	(
	(
	(

	7. Does the organization project cash flow?
	(
	(
	(

	8. Does the organization have an accounting manual?
	(
	(
	(

	9. Who does the bookkeeping and develops the financial statements? What is this person’s training/ degree?



	10. Is the financial information kept on a computerized accounting system? Which system do you use? (MIP, QuickBooks, Peachtree, etc.)
	(
	(
	(

	11. Has the organization had a financial audit or financial review by a CPA firm in the last year?
	(
	(
	(

	12. Does a person other than the bookkeeper review the bank statements reconciliations?
	(
	(
	(

	13. Does the person who opens the mail keep a log of incoming checks and cash?
	(
	(
	(

	14. Do you difficulties collecting receivables or billable grants?
	(
	(
	(

	15. Has outside support for the organization from individuals, grants, and contracts grown over the last two years?
	(
	(
	(

	16.  Does the organization have sufficient resources to achieve the current goals/objectives?
	(
	(
	(




	VII.  Processes 
	    YES
	NO
	N/A or Don’t Know

	1. Is there a policy and procedure manual for the organization?
	(
	(
	(

	2. How are key decisions, new procedures, and best practices communicated within the organization? Please Explain:


	3. Do you have any publications or tools used to communicate with funders, volunteers, contributors, clients/customers, or the general public? Please describe.


	(
	(
	(

	4. Are there personnel Policies?
	(
	(
	(

	5. Is your organization serving more people or doing more of its mission this year than the previous year? Explain briefly:


	(
	(
	(


	V. General Summary


1. Count your responses to the yes/no questions in each area and summarize the results here: 



YES = good practices for non-profit organizations to engage in



NO = reassess current practices to determine if new practices should be instituted



Don’t Know = An opportunity to further understand and explore current organizational practices

2. Which area garnered the most “YES’s”?



Vision, Mission & Values



Strategy



Culture



Structure



People  



Fundraising and Financial Management 


      Processes 

3. Which area garnered the most “NO’s”?



Vision, Mission & Values



Strategy



Culture



Structure



People  



Fundraising and Financial Management 


      Processes 

4. What are your areas of greatest concern?  

5. How can ESC assist you?   Please describe: 




1		2		3		4		5
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Internally Interested





Flexibility and Discretion


Structure





Command and Control Structure





Externally Interested
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