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Purpose of Policy
e to formally document CAFII’s practices related to its process for the Executive Staff Annual

Performance Review and Consideration for Compensation Adjustment; and
e to bring transparency, rigour, objectivity, and certainty to this process.

Executive Staff Annual Performance Review and Consideration For Compensation Adjustment
This policy shall apply to whomever the CAFIl Board shall determine to be the Association’s “Executive
Staff.”

The person in the CAFII Officer role of Board Secretary and Executive Operations Committee Chair
(hereinafter referred to as “EOC Chair”) shall be responsible for carrying out this policy, in consultation
with the Board Chair and Board Vice-Chair.

In November/December each year, the EOC Chair shall gather appraisal input for an Executive Staff
member’s annual performance review from three sources:

e Board members’ responses to a survey on the Executive Staff member’s
goals/objectives/Position Description-based performance within the period being evaluated.
The EOC Chair shall develop the survey questions in consultation with the Executive Staff, and
such questions will be subject to annual review and update;

e EOC members’ responses to a survey on the Executive Staff member’s goals/objectives/Position
Description-based performance within the period being evaluated. The EOC Chair shall develop
the survey questions in consultation with the Executive Staff, and such questions will be subject
to annual review and update; and

e the Executive Staff member’s self-evaluative goals/objectives/Position Description-based key
performance accomplishments for the period being evaluated.
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Taking those inputs into account, the EOC Chair shall prepare a written assessment of the Executive Staff
member’s performance in the period being evaluated, for use in a performance feedback discussion
with the Executive Staff member and eventual placement into the individual’s personnel file.

The EOC Chair shall also formulate a recommended compensation adjustment based on the Executive
Staff member’s performance, for discussion with the Board Chair and Board Vice-Chair.

Prior to conducting a performance feedback discussion with the Executive Staff member, the EOC Chair
shall consult with the Board Chair and Board Vice-Chair on the written assessment of the Executive Staff
member’s performance in the period being evaluated; and on the EOC Chair’s recommended
compensation adjustment for that Executive Staff member. The EOC Chair shall take the views of the
Board Chair and the Board Vice-Chair into account in finalizing the written assessment of the Executive
Staff member’s performance and any resulting compensation adjustment.

Following completion of the EOC Chair’s consultation with the Board Chair and Board Vice-Chair, the
EOC Chair shall schedule and conduct a performance feedback discussion with the Executive Staff
member, in which the written assessment of Executive Staff member’s performance in the period being
evaluated and any resulting compensation adjustment shall be communicated and discussed.

Executive Staff Member’s Right Of Appeal

In the event that an Executive Staff Member does not agree with the written assessment of his/her
performance and/or the compensation adjustment offered, he or she has the right to appeal either or
both of those performance evaluation components.

The Executive Staff member must file an appeal in writing — setting out grounds/rationale for the appeal
-- to the Board Chair and Board Vice-Chair, for consideration. The Board Chair and Vice-Chair shall
review the written appeal, in consultation with the EOC Chair, and make a decision on the appeal on its
merits, which decision shall be final.

Timing Of Effect Of Any Compensation Adjustment Awarded

Any compensation adjustment awarded to a CAFIl Executive Staff member shall take effect on January 1
of the year following the period for which performance has been evaluated. Adjustments may be made
retroactive to this date if the performance review was not completed and finalized prior to the end of
the calendar year.

Reporting/Accountability To Board of Directors

Following the completed execution of this Executive Staff Annual Performance Review and Consideration
For Compensation Adjustment Policy each year, the EOC Chair — or in his/her absence, the Board Chair —
shall report to the Board of Directors in an in camera session that this annual policy responsibility has
been completed.
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