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About the Tool 

 
High performance associations understand that members have high expectations. They expect 

value for money and in order to deliver on the expectations, it is essential that an association 

support a culture of continuous improvement.  

 

This tool supports continuous improvement initiatives. It is based on key association management 

competencies and is used to measure best practices to current association activity, and to identify 

what is going well, and to recognize what areas need improvement or new initiatives which need 

to be put in place. Practices identified are common to associations and other types of not-for-

profits. 

 

While association management competencies are comprehensive, practices listed in the tool are 

not. The tool is therefore not an in-depth analysis of everything being done by the association. 

The practices listed relate to key business elements and activities that are essential to lead and 

manage an association effectively and efficiently. If you have practices that are superior to those 

listed in the tool, you are to be congratulated. It is hoped that you will share your practices with 

the association community. 

 

 

Competency Evaluation Areas 

 
1. LEADERSHIP     
1.1 Vision     

1.2 Working Together 

1.3 Continuous Learning 

1.4 Conceptual Skills 

1.5 Ethics 

1.6 Innovation & Creativity 

1.7 Change & Flexibility 

 

2.    STRUCTURE & ENVIRONMENT  

2.1 History, Current Status, Trends & 

Issues 

2.2 Governance & Decision Making 

2.3 Policy & By-laws 

2.4 Volunteers 

2.4 Staffing 

 

3.    DIRECTION AND STRATEGY  

3.1 Strategy Formulation 

3.2 Strategy Implementation 

3.3 Strategy Evaluation 

3.4 Reporting & Accountability 

3.5  Knowledge Management 

 
 

 

 

 

 

4.   MEMBERSHIP AND SERVICES  

4.1 Understanding Members 

4.2 Member Relations & Communications 

4.3 Recruitment & Retention 

4.4 Products & Services 

4.5 Quality & Pricing 

4.6 Marketing 

 

5.  SUPPORT OPERATIONS 

 

5.1 Human Resources 

5.2 Information Management & Systems 

5.3 Financial Management 

5.4 Facilities & Equipment 

5.5 Legal & Statutory 

5.6 Insurance & Tax 

5.7 Communications & External Relations 

5.8 Continuous Improvement 

 

6.  PROGRAMS AND SERVICES 

6.1 Publications & Information 

6.2 Events 

6.3 Education 

6.4 Advocacy  

6.5 Fundraising 

6.6 Credentialing 

6.7  Other Services 

6.8  Strategic Alliances & Partnerships 
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Use of the Tool 

 
Association staff can use the tool to evaluate how the association is doing in relation to practices linked to association 

management competencies. They will be able to identify strengths as well as areas which need improvement. The tool can 

also be used by functional or process teams. It will help to establish priorities in terms of organizational improvements. 

The self-evaluation can be conducted on an annual basis to track progress and identify new situations. 

 

While it is possible for staff to use selected areas of the tool, a complete review usually requires broad in-depth knowledge 

of the association and association management. This means the Chief Staff Officer (CSO) in small associations or the 

CSO and members of the executive team in larger associations would be able to perform a fairly comprehensive review. 

 

Boards looking to recruit a CSO may wish to use the tool as part of the assessment to determine competencies and 

priorities for the new CSO, or they may wish to use it as part of an evaluation process. Boards have also used similar tools 

to demonstrate accountability to the membership and to send messages about making the best use of membersô money and 

improvements that have been identified and are under way. These types of evaluations are usually done by independent 

consultants. 

 

Completion of the evaluation prior to strategic or tactical planning will help clarify the current status of an organization. 

 

An individual completing the tool should set aside at least two hours. Completing the evaluation as a team may require an 

additional two hours to accommodate discussion and analysis of current problems and specific action to initiate 

improvements. 

 

 

How To Use This Tool 

 

For each competency area review the practices. Ask how your organization is doing in terms of each practice and assign 

points based on the level of achievement. As applicable, record comments on the assigned ratings. There may be other 

practices which are not listed in an area which you are doing quite well or require improvement. This information should 

be noted. Remember, the evaluation should also acknowledge things done well as the association may wish to build on its 

strengths.  

 

The first area for evaluation is 1.1 Vision, on page 9. After completing this area and determining the average score, 

transfer the score to the Summary of Scores on page 6. Continue this process for the balance of the practices in the tool. 

Should a practice not relate to your organization, leave the practice blank and determine the average based on the number 

of practices completed. 

 

When points have been assigned to applicable practices and posted to the Summary of Scores, determine the overall 

average for each competency domain and then the score for the organization. While the final scores are helpful in terms of 

evaluation with other associations or the organization in the future or past, what needs to be analyzed are areas with 

extremely low scores.  

 

The analysis may result in improvement recommendations. Record the recommendations for each sub-competency 

domain. Improvement recommendations or a summary of the recommendations should be recorded on page 8 (Summary 

of Improvement Recommendations) and a determination in terms of priority should be indicated. The summary 

information can be used as an executive summary as part of a report on the evaluation. 
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SUMMARY OF SCORES 
 

Leadership 

 
Average 

Scores 

1.1 Vision  

1.2 Working Together  

1.3 Continuous Learning  

1.4 Conceptual Skills  

1.5 Ethics  

1.6 Innovation & Creativity  

1.7 Change & Flexibility   

Overall Average   

 

  

 

Association Structure and Environment 

 
Average 

Scores 

2.1 History, Current Status, Trends & Issues  

2.2 Governance & Decision Making  

2.3 Policy & By-laws  

2.4 Volunteers  

2.4 Staffing  

Overall Average   

 

 

Direction and Strategy 

 
Average 

Scores 

3.1 Strategy Formulation  

3.2 Strategy Implementation  

3.3 Strategy Evaluation  

3.4 Reporting & Accountability  

3.5  Knowledge Management  

Overall Average  
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Membership and Services 

 
Average 

Scores 

4.1 Understanding Members  

4.2 Member Relations & Communications  

4.3 Recruitment & Retention  

4.4 Products & Services  

4.5 Quality & Pricing  

4.6 Marketing  

Overall Average   

 

 

Support Operations 

 
Average 

Scores 

5.1 Human Resources  

5.2 Information Management & Systems  

5.3 Financial Management  

5.4 Facilities & Equipment  

5.5 Legal & Statutory  

5.6 Insurance & Tax  

5.7 Communications & External Relations  

5.8 Continuous Improvement  

Overall Average   

 

 

Programs and Services 

 
Average 

Scores 

6.1 Publications & Information  

6.2 Events  

6.3 Education  

6.4 Advocacy  

6.5 Fundraising  

6.6 Credentialing  

6.7  Other Services  

6.8  Strategic Alliances & Partnerships  

Overall Average   

 

ORGANIZATION SCORE -AVERAGE OF OVERALL SCORES   
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SUMMARY OF  RECOMMENDATIONS  
 

Improvement Recommendations  Priority Assigned and Timing 

 ASAP This Year Next 

Year 

As 

Resources 

Permit 
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1. LEADERSHIP: Area 1.1 - Vision 

 Achievement 

Practices Minimal  

(1 point) 

Partial  

(2 points) 

Full  

(3 points) 

1.1.1 The importance of values and vision, and 

methods and processes for vision development 

and promotion are understood through 

orientation and actual practice. 

 

   

1.1.2 Activity occurs to anticipate future needs of 

and developments for the association. 

 

   

1.1.3 A vision is defined with stakeholders and 

practices are used to guide individuals and 

groups towards promoting, sharing and 

contributing to the vision. 

 

   

Total Scores    

AVERAGE SCORE  

COMMENTS ON RATING  

 

 

 

 

COMMENTS ON OTHER RELATED PRACTICES NOT LISTED ABOVE  

 

 

 

RECOMMENDATIONS  
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1. LEADERSHIP: Area 1.2 ï Working  Together 

 Achievement 

Practices Minimal  

(1 point) 

Partial  

(2 points) 

Full  

(3 points) 

1.2.1 Team building techniques and dynamics are 

used. 

 

   

1.2.2 Diversity is appreciated and effective 

communication skills are valued. 

 

   

1.2.3 Alternative dispute resolution practices are 

used to resolve conflict. 

 

   

Total Scores    

AVERAGE SCORE  

COMMENTS ON RATING  

 

 

 

 

COMMENTS ON OTHER RELATED PRACTICES NOT LISTED ABOVE  

 

 

 

 

RECOMMENDATIONS  
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1. LEADERSHIP: Area 1.3 ï Continuous Learning 

 Achievement 

Practices Minimal  

(1 point) 

Partial  

(2 points) 

Full  

(3 points) 

1.3.1 Practices of self-assessment, mentoring and 

board and staff development techniques are 

used. 

 

   

1.3.2 Staff are encouraged to develop career 

management plans and use mentors. 

 

   

1.3.3 The value of continuous learning for volunteers 

and staff are promoted. 

 

   

Total Scores    

AVERAGE SCORE  

COMMENTS ON RATING  

 

 

 

 

COMMENTS ON OTHER RELATED PRACTICES NOT LISTED ABOVE  

 

 

 

 

RECOMMENDATIONS  
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1. LEADERSHIP: Area 1.4 ï Conceptual Skills 

 Achievement 

Practices Mini mal 

(1 point) 

Partial  

(2 points) 

Full  

(3 points) 

1.4.1 Decision-making tools and their applications in 

developing problem-solving strategies, systems 

thinking approach, are understood and applied. 

 

   

1.4.2 Strategic integrative analysis occurs to evaluate 

products, services and processes. 

 

   

1.4.3 Situations and problems are identified and 

analyzed such that viable solutions are found; 

tasks and problems are approached so that all 

key stakeholders take the total system and 

strategies into account. 

 

   

Total Scores    

AVERAGE SCORE  

COMMENTS ON RATING  

 

 

 

 

COMMENTS ON OTHER REKATED PRACTICES NOT LISTED ABOVE  

 

 

 

 

RECOMMENDATIONS  
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1. LEADERSHIP: Area 1.5 - Ethics 

 Achievement 

Practices Minimal  

(1 point) 

Partial  

(2 points) 

Full  

(3 points) 

1.5.1 Ethical responsibilities and dilemmas are 

understood through policies and orientation. 

 

   

1.5.2 There is adherence to established or desirable 

ethical policies. 

 

   

1.5.3 Monitoring and reporting as per policy occurs. 

 
   

1.5.4 As required action is taken to address ethical 

situations. 

   

Total Scores    

AVERAGE SCORE  

COMMENTS ON RATING  

 

 

 

 

COMMENTS ON OTHER RELATED PRACTICES NOT LISTED ABOVE  

 

 

 

 

RECOMMENDATIONS  
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1. LEADERSHIP: Area 1.6 ï Innovation and Creativity  

 Achievement 

Practices Minimal  

(1 point) 

Partial  

(2 points) 

Full  

(3 points) 

1.6.1 An environment is created where innovation 

and creativity are encouraged and lead by 

example.  

 

   

1.6.2 Successful practices are used to establish, 

encourage, and reward innovative and creative 

activities. 

   

1.6.3 Innovative and creative products and services 

are implemented. 

 

   

Total Scores    

AVERAGE SCORE  

COMMENTS ON RATING  

 

 

 

 

COMMENTS ON OTHER RELATED PRACTICES NOT LISTED ABOVE  

 

 

 

 

RECOMMENDATIONS  
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1. LEADERSHIP: Area 1.7 ï Change and Flexibility 

 Achievement 

Practices Minima l 

(1 point) 

Partial  

(2 points) 

Full  

(3 points) 

1.7.1 All key stakeholders understand the stages 

within the change process and the importance 

of flexibility and negotiations. 

 

   

1.7.2 Different leadership demands and styles are 

anticipated and responded to. 

 

   

1.7.3 Change management processes are used to 

benefit the association and involve key 

stakeholders. 

 

   

1.7.4 The association demonstrates an ability to 

adapt to change. 

 

   

1.7.5 A mechanism is in place to effectively deal 

with unexpected developments and crises. 

 

   

Total Scores    

AVERAGE SCORE  

COMMENTS ON RATING  

 

 

 

 

COMMENTS ON OTHER RELATED PRACTICES NOT LISTED ABOVE  

 

 

 

 

RECOMMENDATIONS  
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2. STRUCTURE AND ENVIRONMENT : Area 2.1 -  History, Trends & Issues 

 Achievement 

Practices Minimal  

(1 point) 

Partial  

(2 points) 

Full  

(3 points) 

2.1.1 Key leaders and staff are provided with a 

history of the association. 

 

   

2.1.2 The purpose, relationships and value of 

associations are understood by key leaders and 

staff. 

 

   

2.1.3 Trends and issues facing associations are 

identified and analyzed. 

 

   

2.1.4 Attributes of a high performance association 

are recognized by key leaders and staff. 

 

   

Total Scores    

AVERAGE SCORE  

COMMENTS ON RATING  

 

 

 

 

COMMENTS ON OTHER RELATED PRACTICES NOT LISTED ABOVE  

 

 

 

 

RECOMMENDATIONS  
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2. STRUCTURE AND ENVIRONMENT : Area 2.2 -  Governance & Decision Making 

 Achievement 

Practices Minimal  

(1 point) 

Partial  

(2 points) 

Full  

(3 points) 

2.2.1 The distinction between governance and 

management, and applicable responsibilities for 

decision-making are identified and are clearly 

delineated within the association bylaws and 

policies minimizing the possibility of conflicts 

of authority. 

 

   

2.2.2 The association provides for the development 

of effective and efficient chapter or other multi-

level structure relationships to support 

governance. 

 

   

2.2.3 The association has a process in place that 

evaluates current governance and decision-

making efforts and establishes structures, 

operating processes and accountability to 

ensure effectiveness. 

 

   

2.2.4 The election procedures provide for a rotating 

governing body. 

 

   

2.2.5 The election procedures provide for a 

representative governing body. 

 

   

2.2.6 The association has a system in place to 

provide opportunities for new leaders to 

emerge through committee and other service. 

 

   

2.2.7 The governing body is specifically vested with 

the responsibility for policy development, 

planning, evaluation, member liaison and 

financial integrity of the association. 

 

   

2.2.8 The governing body or executive committee 

meet often enough to provide direction to the 

staff and to monitor association operations. 

 

   

2.2.9 Agendas, including appropriate source 

materials, are distributed sufficiently in 

advance of meetings. 

 

   

2.2.10 Minutes of governing body and committee 

meetings are concise and distributed promptly. 
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2.2.11 Duties and responsibilities of the voluntary 

leadership are in written form and 

appropriately communicated. 

 

   

2.2.12 The organizational structure supports strategic 

direction, and charts and/or other 

documentation clearly show functional 

relationships between volunteers and staff, and 

among staff. 

 

   

2.2.13 The association demonstrates that its 

organizational structure permits operation of its 

programs, services and activities under the 

most favourable structure. 

 

   

2.2.14 The roles and functions of membership 

elements of the association (geographic, 

product, special interest) and the relationships, 

among them are specifically delineated. 

 

   

2.2.15 The responsibilities of committees, their 

composition, specific charges, appointment 

procedures and reporting relationships are in 

written form and are updated periodically. 

 

   

2.2.16 There is evidence that committees and staff 

submit recommendations. The governing body 

approves programs, services, and activities, and 

determines the allocation of resources. 

 

   

Total Scores    

AVERAGE SCORE  

COMMENTS ON RATING  

 

 

COMMENTS ON OTHER RELATED PRACTICES NOT LISTED ABOVE  

 

 

 

RECOMMENDATIONS  
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2. STRUCTURE AND ENVIRONMENT : Area 2.3 -  Policy and By-Laws 

 Achievement 

Practices Minimal  

(1 point) 

Partial  

(2 points) 

Full  

(3 points) 

2.3.1 The Association has by-laws and use board 

motions to implement policy.  

 

   

2.3.2 The Association has a process to identify and 

develop policy, as appropriate. 

 

   

2.3.3 The Association develops policy options with 

supporting analysis.  

 

   

2.3.4 There is documentation of adherence to 

membership requirements, dues setting 

authority, and other basic standards of 

operation as set forth in the bylaws. 

 

   

2.3.5 There is evidence that the constitution and 

bylaws, and policy of the association have been 

reviewed at regular intervals. 

 

   

2.3.6 There is a practical procedure for amending 

bylaws. 

 

   

2.3.7 Responsibility for review and maintenance of 

existing policy documents is clearly delineated 

and operational. 

 

   

Total Scores    

AVERAGE SCORE  

COMMENTS ON RATING  

 

 

COMMENTS ON OTHER RELATED PRACTICES  NOT LISTED ABOVE  

 

 

RECOMMENDATIONS  

 

 

 

 




