
DATE October 23, 2020 

TO Board Presidents and Board Chairpersons 

FROM [Original Signature on File] 
Nicole Le, Chief 
Office of Human Resources 

SUBJECT Annual Executive Officer Performance Appraisal Process 

This memorandum provides guidance on the process by which boards, 
committees, or commission (hereafter referred to as Board) evaluate the 
performance of their Executive Officers (EO), a term which is intended to also 
include Executive Directors and Registrars. 

The Business and Professions Code provides Boards with the authority to employ an 
EO. The EOs are non-civil service, exempt employees who serve at the pleasure of 
the Board. The EOs are responsible for carrying out the policy directives of the Board 
members, directing activities for Board staff, and working effectively with the 
Department of Consumer Affairs (DCA). It is crucial for the Board, with input from 
the DCA, to evaluate the EO’s performance annually, and set expectations for 
the following year. A revised performance appraisal form, revision October 2020, 
which supersedes the prior version dated February 2015, is attached to this 
memorandum. The revised performance appraisal form provides Board 
members and DCA’s leadership team an opportunity to evaluate the 
performance of the EO in a fair, impartial, and transparent manner. DCA’s 
leadership team may include feedback from various DCA divisions that the 
EO interacts with during the course of employment. 

DCA encourages all Boards to conduct the annual EO performance appraisal in 
the months of October through December, at a publicly noticed board meeting. 
Below are procedures to initiate and conduct the annual EO performance 
appraisal. All Boards are expected to adhere to the below procedures.  
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Initiating the performance appraisal process: 
 

I. The Bagley-Keene Open Meeting Act requires Board meeting agendas to be 
publicly noticed at least 10 days before a Board meeting. Accordingly, at 
least two weeks in advance of the scheduled Board meeting, the Board 
President/Chairperson or designee contacts DCA’s Office of Human 
Resources (OHR) Chief to inform of an upcoming annual performance 
evaluation and to request a copy of the EO performance evaluation form to 
be sent to all Board members.  

II. The Board President/Chairperson or designee works with Board staff and 
counsel to develop the meeting agenda to include a closed session item 
regarding the EO performance evaluation.  

 
Suggested language for the agenda:  

Item # - CLOSED SESSION 
The Board will meet in Closed Session pursuant to Government Code 
section 11126(a)(1) to conduct the annual performance evaluation of its 
Executive Officer. 
 

III. Upon receipt of the EO performance evaluation form, each Board member 
independently completes the form, rating and commenting on the EO’s 
performance in each applicable category. 

IV. The OHR Chief provides a copy of the EO performance appraisal form to 
DCA’s Executive Office so that DCA’s leadership team may also provide 
feedback on the EO’s performance.   

V. The OHR Chief provides a copy of the EO performance appraisal form with 
DCA’s leadership team’s feedback to the Board President/Chairperson on or 
before the day of the Board meeting. 
 

Conducting the performance appraisal: 
 
I. At the Board meeting and in closed session, Board members discuss their 

individual evaluations and determine the collective ratings from the entire 
Board. The Board President/Chairperson also presents to the Board the 
performance appraisal of DCA’s leadership team, including their comments 
and ratings. 

II. One final performance appraisal form is completed by the Board 
President/Chairperson capturing the Board members and DCA’s leadership 
team’s input on ratings, including any overall (or specific) comments that are 
deemed relevant. 
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Post-performance appraisal: 
 

I. The Board President meets, in person or via telephone, with the EO to discuss 
the performance evaluation, comments and feedback from Board members 
and DCA’s leadership team. 

II. The Board President and EO sign the performance appraisal form. The original 
performance appraisal form is sent to the OHR; the EO receives a copy. 

 
If you have questions regarding the EO performance appraisal process, please 
contact the OHR Chief at (916) 574-8306 or (916) 574-8342. 
 
Attachment: Performance Appraisal for Executive Officer – rev. October 2020 
 
cc: Kimberly Kirchmeyer, Director 
 Christine Lally, Chief Deputy Director 

 Ryan Marcroft, Deputy Director, Legal Affairs Division 
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Executive Officer 

PERFORMANCE  APP AISAL  
INSTRUCTIONS 

Executive Officer 
PERFORMANCE APPRAISAL 

INSTRUCTIONS 

1. 1.  TThe he PPerformance erformance  AAppraisal ppraisal prprocess ocess  ssystem ystem isis  babased sed oon n tthe he prprinciple inciple tthat hat peperformance rformance  
sshould hould bebe  eevaluated valuated oon n aa  rregular egular babasis sis inin  oorder rder tto o prprovide ovide rrecognition ecognition oof f eeffective ffective  
peperformance rformance aand nd aas s aa  ttool ool tto o prprovide ovide gguidance uidance inin  imimproving proving ffuture uture peperformance. rformance.  

2. 2.  TTo o  inindicate dicate  tthe he  rrating ating  oof f  aany ny  peperformance rformance  ffactor. actor,  aan n  “"X" X”  mmark ark  sshould hould  be be  plaplaced ced  iin n  tthe he  
aappropriate ppropriate rrating ating ccolumn olumn aand nd inin  tthe he “"Overall Overall RRating" ating” ccolumn olumn  oon n eeach ach papage ge.   AAdditional dditional 
sspaces paces havhave e bbeen een pprovided rovided tto o accoaccommodate mmodate oother ther crcritical itical pperformance erformance ffactors actors  
ididentified entified byby  tthe he BBoard. oard.  

3. 3.  CComments omments tto o tthe he EExecutive xecutive OOfficer fficer sshould: hould:  
••  IInclude nclude ffactual actual eexamples xamples oof f wwork ork eespecially specially wwell ell oor r popoorly orly ddone. one, aand nd 
••  GGive ive ssuggestions uggestions aas s tto o hhow ow peperformance rformance ccan an bebe  imimproved. proved. 

4. 4.  TThe he OOverall verall RRatings atings mmust ust bebe  cconsistent onsistent  wwith ith  tthe he ffactor actor rratings atings aand nd ccomments. omments, bubut t tthere here is is  
nno o prprescribed escribed fformula ormula ffor or ccomputing omputing tthe he ooverall verall rrating. ating.  

5. 5.  OOverall verall CComments omments mmay ay cconsist onsist oof f a a  ssummary ummary  oof f ccomments omments ffrom rom  sspecific pecific ccategories. ategories,  
gegeneral neral ccomments omments oor r ccomments omments oon n  oother ther jojob-related b-related ffactors actors wwhich hich  tthe he  rrater ater wwishes ishes tto o  
ddiscuss. iscuss.   AAdditional dditional papages ges mmay ay bebe  aattached. ttached.  

6. 6.  ThThe e  BBoard oard PPresident/Cha"rperson resident/Chairperson  wwill ill ddiscuss iscuss tthe he  aappraisal ppraisal wwith ith  tthe he  EExecutive xecutive OOfficer fficer aand nd 
give him or her a copy. In signing the appraisal, the Executive  Officer merely  
acknowledges that s/he  has seen the appraisal and has discussed it with  the rater. His/her  
signature does not indicate agreement with the ratings or comments. 

them a copy. In signing the appraisal, the Executive Officer merely acknowledgesgive
that they have seen the appraisal and has discussed it with the rater. Their signature 
does not indicate agreement with the ratings or comments.   

7. 7.  TThe he ooriginal riginal ccopy opy  oof f tthe he aappraisal ppraisal wwill ill bebe  mmaintained aintained byby  tthe he DDepartment epartment  oof f  CConsumer onsumer  
AAffairs, ffairs, inin  tthe he  EExecutive xecutive OOfficer's fficer’s  OOfficial fficial PPersonnel ersonnel FFile. ile.  
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Above Average  
PPerformance erformance eexceeds xceeds tthe he BBoard's oard’s exexpectations pectations ddue ue tto o tthe he efefforts forts  aand nd aability bility oof f tthe he EExecutive xecutive  
OOfficer fficer  wwhen hen  cconsidering onsidering  tthe he jjob ob in in iits ts  eentirety. ntirety.   PPerformance erformance  is is  bebeyond yond  wwhat hat  is is  eexpected xpected  oof f  aan n  
EExecutive xecutive OOfficer fficer inin  tthis his pposition. osition.  

Needs Improvement  
TThe he EExecutive xecutive OOfficer's fficer’s pperformance erformance ffails ails tto o mmeet eet  tthe he BBoard's oard’s  mminimum inimum eexpectations xpectations ddue ue tto o lalack ck  
oof f eeffort ffort aand/or nd/or aability bility wwhen hen cconsidering onsidering tthe he jjob ob inin  iits ts eentirety. ntirety.  PPerformance erformance rrequires equires imimprovement provement  
inin  nnumerous umerous aand/or nd/or imimportant portant aaspects spects oof f tthe he poposition. sition.  

Not Applicable  
RRater ater isis  uunable nable  tto o aassess ssess tthe he  EExecutive xecutive OOfficer fficer  in in  tthis his  aarea, rea,  oor r  tthe he  aarea rea  is is  nnot ot  aapplicable pplicable  tto o  tthe he  
eemployee's mployee’s jjob. ob. 
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The rating system consists of five (5) Ratings Categories, as defined below: 

EXECUTIVE OFFICER  
PERFORMA CE AP RAISAL  ATI G  SYSJE 

EXECUTIVE OFFICER 
PERFORMANCE APPRAISAL RATING SYSTEM 

The rating system consists of five (5) Ratings Categories, as defined below: 

Outstanding  
PPerformance erformance ssign·ficantly ignificantly eexceeds xceeds tthe he BBoard's oard’s eexpectations xpectations ddue ue tto o tthe he eefforts fforts aand nd aability bility oof f tthe he  
eemployee mployee wwhen hen cconsidering onsidering tthe he jjob ob inin  itits s eentirety. ntirety.   SSignificantly ignificantly aabove-standard bove-standard pperformance erformance mamay y  
bebe  eexhibited xhibited byby  cconsistently onsistently ccompleting ompleting aassignments ssignments inin  aadvance dvance oof f  ddeadlines: eadlines; imimplementing plementing  
plaplans ns  aand/or nd/or  prprocedures ocedures  tto o  inincrease crease  eefficiency fficiency  oor r  eeffectiveness ffectiveness  oof f  wwork; ork;  wworking orking  inindependently dependently  
wwith ith llittle ittle ddirection: irection; aand nd cconsistently onsistently mmeeting eeting BBoard oard ggoals. oals.  

3 

Average
PPerformance erformance oof f tthe he EExecutive xecutive OOfficer fficer mmeets eets tthe he mminimum inimum exexpectations pectations oof f tthe he BBoard. oard.   TThe he  
EExecutive xecutive OOfficer fficer aadequately dequately  peperforms rforms tthe he dduties uties  aand nd rresponsibilities esponsibilities oof f tthe he poposition. sition.  



 overall rating  rating  comments,

Executive Officer  
PERFORMANCE  APPRAISAL 

Executive Officer 
PERFORMANCE APPRAISAL  

OOVERALL VERALL RRATING ATING  fofor r  

NAMNAMEE:: ___________________________________________________ 

BBOARD OARD OOF F__________________________________ 

The  must be consistent with the factor  and  but there is no 
prescribed formula for computing the overall rating. The rating system is described on page 3. 
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 ________________ _ 

___________ _ 

The overall rating must be consistent with the factor rating and comments. but there is no 
prescribed formula for computing the overall rating. The rating system is described on page 3. 

0 OUTSTANDING 

0 ABOVE AVERAGE 

0 AVERAGE 

0 NEEDS IMPROVEMENT 

ERALL COMMENTS (Attach additional pages, if necessary} 

 
 
 
 
 
 
 
 
 

 
I HAVE  PARTICIPATED IN A DISCUSSION OF OVERALL JOB PERFORMANCE  

Signature of Executive
OOfficer: fficer:___________________

  Date: 
_____________ _   

_____________ _   

  
  

4 

☐ OUTSTANDING 

☐ ABOVE AVERAGE 

☐ AVERAGE 

☐ NEEDS IMPROVEMENT 

OVERALL COMMENTS (Attach additional pages, if necessary) 

I HAVE PARTICIPATED IN A DISCUSSION OF OVERALL JOB PERFORMANCE 

Signature of Executive 
____________________________________ 

Date: 
___________________ 

SiSignature gnature of of  BoBoard ard  
PPresident/Chairperson: resident/Chairperson:___________________________________ 

DDate: ate: 
___________________ 
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PPrinted rinted NName: ame:___________________________________________ 
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Executive Officer 
PERFORMANCE APPRAISAL  

Performance Factor Ratings 

1. Relationship with the Board

1 Maintains respect and trust of Board members. 

2 Provides Board with advice during consideration of 
issues. 

3 Keeps Board informed of progress of Board 
programs on a regular basis. 

4 Remains impartial and treats all Board members in 
a professional manner. 

5 Functions as effective liaison between Board and 
Board Staff. 

6 Provides Board with complete, clear, and accurate 
reports, minutes, etc. 

7 Responds promptly to requests for information. 

8 Is readily available to Board members. 

9 Responds to constructive suggestions or criticism. 

OVERALL RATING: 

Relationship with  the  Board  Comments:  (A(Attach ttach adadditional ditional ppages. ages, iif f nenecessary) cessary)  
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Performance Factor 

1. Relationship with the Board 

Maintains respect and trust of Board members. 

Provides Board with advice during consideration of 

Keeps Board informed of progress of Board 
proQrams on a reQular basis. 

Remains impartial and treats all Board members in 
a professional manner. 

Functions as effective liaison between Board and 
Board Staff. 

Provides Board with complete. clear, and accura 
reports. minutes. etc. 

Responds promptly to requests for information. 

Is readily ova able to Board members . 

. spends to constructive suggestions or criticism. 
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Performance Factor 

2. Execution of Board Polley 

Understands and complies with the overall policies. 
laws. and requlations of the Board. 

Implements Board policies. 

Efforts lead toward successful accomplishment of 

Ensures effective and efficient management of 
enforcement and licensinq proqrams. 

Keeps Board apprised of licensing and enforcement 
program and process developments. 
Manages Board legislative program and efforts. 

anages sunset review process. 
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Executive Officer  
PERFORMANCE APPRAISAL 

Executive Officer 
PERFORMANCE APPRAISAL  

Performance Factor Ratings 

2. Execution of Board Policy

1 Understands and complies with the overall policies, 
laws, and regulations of the Board. 

2 Implements Board policies. 

3 Efforts lead toward successful accomplishment of 
goals. 

4 Ensures effective and efficient management of 
enforcement and licensing programs. 

5 Keeps Board apprised of licensing and enforcement 
program and process developments. 

6 Manages Board legislative program and efforts. 

7 Manages sunset review process. 

OVERALL RATING: 

Execution of Board Policy  Comments:  (A(Attach ttach adadditional ditional ppaqes. ages, iif f nenecessary) cessary)  
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Performance Factor 

3. Administrative Functions 

Plans. organizes. and directs Board administrative 
functions and staff. 

Provides oversight. direction. and management of 
the Board's annual budget. expend tures. and 
revenues. 

Keeps Board apprised of budget developments. 

Identifies. recommends and. as directed. seeks 
necessary changes to laws and regulations through 
proposed legislation and/or the Office of 
Administrative Law. 

Ensures compliance and enforcement of 
departmental. state, and federal policies and 

Develops and executes sound personnel practices 
ld procedures. 
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Executive Officer  
PERFORMANCE APPRAISAL 

Executive Officer 
PERFORMANCE APPRAISAL  

Performance Factor Ratings 

3. Administrative Functions

1 Plans, organizes, and directs Board administrative 
functions and staff. 

2 Provides oversight, direction, and management of 
the Board’s annual budget, expenditures, and 
revenues. 

3 Keeps Board apprised of budget developments. 

4 Identifies, recommends and, as directed, seeks 
necessary changes to laws and regulations through 
proposed legislation and/or the Office of 
Administrative Law. 

5 Ensures compliance and enforcement of 
departmental, state, and federal policies and 
procedures. 

6 Develops and executes sound personnel practices 
and procedures. 

OVERALL RATING: 

Administrative Functions  Comments:  (A(Attach ttach adaddition ditional pµ agye:., es, i11 f ne,~cessary) cessary)  
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Performance Factor 

4. Public Liaison 

Represents the Board before the pub1·c 

Directs consumer outreach proQrams. 

ManaQes Board's public relations effort. 

Directs liaison with educational institutions. 

Solicits and gives attention to problems and opinions 
of all Qroups and individuals. 

Represents the Board before industry associations to 
provide information regarding the Board's laws, 
reQulations, proQrams, and policies. 
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Executive Officer  
PERFORMANCE APPRAISAL 

Executive Officer 
PERFORMANCE APPRAISAL  

Performance Factor Ratings 

4. Public Liaison

1 Represents the Board before the public. 

2 Directs consumer outreach programs. 

3 Manages Board’s public relations effort. 

4 Directs liaison with educational institutions. 

5 Solicits and gives attention to problems and opinions 
of all groups and individuals. 

6 Represents the Board before industry associations to 
provide information regarding the Board’s laws, 
regulations, programs, and policies. 

OVERALL RATING: 

Public Liaison  Comments:  (A(Attach ttach adadditional ditional ppages, ages, iif f nenecessary) cessary)  
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Executive Officer 
PERFORMANCE APPRAISAL  

DCA  Executive Office Comments:  (A(Attach ttach adadditional ditional ppages, ages, iif f nenecessary) cessary)  
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•   Keep Board members informed of key issues related to the industry, budget, or new mandates;
•   Prepare Board members with adequate information to fully participate at public meetings, including posting materials in a timely manner;
•   Keep DCA Executive Office informed of key issues and accomplishments related to Board operations;
•   Maintain positive and respectful partnerships with Board staff, DCA staff, and other DCA boards and bureaus;
•   Comply with mandates from the Administration, Agency, DCA, and control agencies;
•   Convey verbal and written communications in a professional and respectful manner to all audiences;
•   Respond to all inquiries and requests timely and tactfully;
•   Ensures self and staff fulfill all mandated training within the required period;
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•   Monitors validity/defensibility of examinations and provides appropriate recommendations for action, if applicable.
















































