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PERFORMANCE DEVELOPMENT WORKSHEET  

PURPOSE 

This document is designed to assist Board members in the performance review of the President/CEO. 

 

PROCESS 

To have completed for the start of the following year 

1. Complete the Leadership Feedback process: Management fills out an on-line survey regarding CEO’s performance by end of October 

2. Identify leadership competency development plan based on survey in  Step 1: CEO provides plan to the executive for their review by end of November 

3. The form below is completed for new goals and development plans: CEO provides to full Board by December meeting 

4. Review, modify (if required) and approve the content on this form by the Board: January 

Year End Review 

1. CEO completes the final feedback on this performance development form by November 30th and provides to the board 

2. Board Executive complete the form (Directors Area) by the December board meeting 

3. CEO and Board Executive meet to discuss year performance and feedback (this will also support setting the performance development plan for the next year) 

4. The finalized performance development form will be sent to the Board for final review and filing. 

 

PRESIDENT/CEO OBLIGATIONS 

The form shall be provided in both a form fillable PDF and/or on paper at the pleasure of the individual director. 

Each goal shall be described in enough detail as to provide a clear outcome for which directors can measure. 

This form will be referred to on a quarterly basis. 
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DIRECTOR OBLIGATIONS 

Each director will “own” their own version and will make notes in the “Final Outcome” area as to their opinion of the success of the action items based on the measures. 

The directors are free to submit their form quarterly to the chair or on an annual basis in December when performance of the CEO for the year is reviewed. 

These documents will be used in general board discussion and by the executive in reviewing performance with the President/CEO.  AT the end of the year, the directors individual forms should 

be shredded and just the finalized form be saved. 

 

COMBINED OBLIGATIONS 

The board will determine an annual performance bonus amount (Maximum bonus available) by the first board meeting of the year to which this form applies.   

50% of the bonus amount is included as the President/CEO’s “normal” remuneration. 

The other 50% is based on the board’s assessment of the completion of an action item(s) in this report. 

The board is to determine the final bonus payable by the December board meeting so it can be paid and allocated to the year in which it applies. 
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Section 1: Goals 

This section outlines the critical goals and tracking progress towards these goals.  

Strategic Plan 
Area 

Description of the Action Item and its 
objective 

How can the board measure 
success 

Timing Feedback and Comments (filled out by Director and CEO) Priority 

Technology / 
Channels 

Broker/Agent upload of new business. 
 
Brokers have the ability upload new 
business to most of their carriers. 
Through Cognition+, HTM has the 
possibility of accomplishing this. 

We will demonstrate the ability 
to do policy enquiry and auto 
upload to the board. 

Q2 

JAN: Cognition+ now working with 3Tree. This company has moved away 
from creating a nice portal and focusing on the challenge of getting 
information from the broker system into the company. 
APR: Signed Statement of Work(SOW) with Cognition+ to start the project  

Governance 

IFRS 17 is the new accounting standard 
that we have to adopt in 2023.  
 
To adopt it in 2023, means we have to 
have a comparison year of 2022. 

The directors should be able to 
demonstrate a basic 
understanding of the IFRS 17 
concepts and changes 
 
Samples of IFRS 17 documents 
will be provided 
 
There will be progress reports 
for the remainder of 2021 and 
through 2022 demonstrating 
our readiness position 

2022 

MAR: Donna is doing a lot of work in behind the scenes. Reinsurance on 
claims and premiums have been balanced and reported to OMIA for use by 
the actuary. Qlick Sense, our BI tool, has been updated to show both the 
current accounting method and the new IFRS 17 accounting methods using 
one accounting system. Donna is participating at every accounting 
roundtable or session on IFRS. 
APR: Donna showed possible Balance Sheet / Income statement in IFRS 
format. 

 

Channels 

The acquisition of Pearson Insurance is 
another major milestone on our journey 
to enhance our agent driven business. 
 
Incorporating the agency into the 
company using our new agent model. 

Acceptance of the purchase 
offer 
 
Hiring of agent 
 
Transfer of the business 
 
Retention of business 

Q4 (2021) 
 
 

Q2 
 

July 1 
 

Dec 31st 

FEB: While this has been delayed through the legal process, both parties are 
fully committed. Date has been set (March 12th) to sign documents. 
Christine has created a comprehensive list of “To do” activities for us to start 
working on prior to as well as post July 1st. 
MAR: Hiring process with Amanda. Contract to be signed on March 11th. 
APR: Amanda is on board and Christine has been assigned to handle the 
Pearson transition as a management development project. 
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Director Feedback General Comments (Director Area) 

Overall Goal 
Feedback 
 
 

 

 

 

 

Section 2: Leadership Competencies  

This section outlines your strengths and areas of development from the Leadership Assessment.  

Strength Areas: In this section outline the top 3 strengths that your team values that is core into the future.  

Competencies 
Area 

Leadership Strength Details How you will continue to use this strength moving forward? Feedback and Comments (filled out by Director and CEO) 

Innovation 
Scores and verbal comments about my experience 
regarding innovation came through strong. 

1. Bring emerging issues to the management team for a 
good discussion on how the company can be 
innovated around solving problems or taking 
advantage of opportunities 

2. Utilizing others expertise in creating the innovation 
ideas or in carrying them 

3. Recognize the input of others 
4. Celebrate the wins and losses of innovation 

FEB: Revamped the Vaccine policy based on new 
environment.  Donna/Ryan did legwork on AI defender 
device/software for cyber attacks. 

Models the 
way / 
Accountability 

Allowing the managers to do their work with little to no 
supervision, providing advice and guidance when 
necessary. 

1. Continuing to take a “nose in” and “fingers out” 
approach so I understand what my managers are up 
to without interfering 

2. Discuss activities in one on one meetings and hold 
them accountable for the activities, offer assistance 
on their terms 

3. Leave space in management meetings for discussion 
on these activities so each manager can receive or 
provide input and assistance if one of them is 
struggling to get something accomplished  

FEB: Helped in some yearend discussions with staff regarding 
the compensation review. 
MAR: Helped get wordings review back on track with the 
calling of a meeting and getting commitment from those 
doing the work. One on one meetings held at the start of 
March. 
APR: One on one with VP Claims about Cognition+ conversion. 
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Competencies 
Area 

Leadership Strength Details How you will continue to use this strength moving forward? Feedback and Comments (filled out by Director and CEO) 

Coaching / 
Mentorship 
and Delegation 

Looking out for the development opportunities for the 
managers and providing them with the tools and 
experiences they would like for their growth as a leader 
of the organization 

1. I look for opportunities through our associations, such 
as OMIA, NAMIC and CAMIC. 

2. I consider courses beyond the direct technical courses 
that would help them in the day to day 

3. I will provide opportunities to be part of the activities 
I take on as CEO so I can share the understanding and 
experience with them that they may not otherwise 
have 

JAN: Put forward a proposal for Warren for education. Barb’s 
now in charge of circulating all education to ensure all 
managers are aware of opportunities. 
MAR: Provided Chair and Vice-chair with education 
opportunity to assist with board meetings. Signed Warren and 
Christine up for EY education on a variety of industry topics. 
APR: Discuss Pearson project leadership role. Created a new 
schedule for management showing conference attendance 
and education target. 

 

 

Development Areas: In this section below, outline the top 3 leadership development areas from the leadership assessment. 

Competencies 
Area 

Leadership Development Details 
How will you enhance this areas of development 
moving forward? 

Feedback and Comments (filled out by Director and CEO) 

Integrity / 
Teamwork 

Building on trust throughout the 
organization. Our management team is 
in a good spot and we are working well 
together. We need to work on every 
person to have that same trust factor. 
 
Trust is built in drops and lost in buckets. 

1. Continuing to improve on communication 
2. Being transparent as possible on a wide range 

of topics 
3. Showing vulnerability in meetings. If you made 

a mistake, own up to it 
4. Get lots of feedback and act on it, even if it’s to 

say “no”. A response in the negative to a 
suggestion is better than simply ignoring it was 
ever mentioned. Recognizing an action was 
taken based on staff response reinforces the 
value of staff and their input 

FEB/MAR:  A variety of input has been requested and received, from policy work 
(vaccine) through to important emails to the staff on sensitive topics. Brought in 
Meghan to talk with the management team and when discussing personal 
challenges over the last while did (unintentionally) get emotional. Working with 
Claims team and providing some input but trying to provide suggestions only and 
allow them to make the calls for any decisions. Working with Ryan and Allison to 
assist in training. Held two staff meetings from January to March including a 
number of email updates.  
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Competencies 
Area 

Leadership Development Details 
How will you enhance this areas of development 
moving forward? 

Feedback and Comments (filled out by Director and CEO) 

Coaching / 
mentorship / 
Delegation 

Providing people with the opportunity to 
be part of some activity that is outside of 
the scope of their normal job builds 
confidence and adds interest and energy 
to their role in the organization. 

1. Look for activities that I do that can be 
delegated. Be clear about the expected 
outcome and timeframe and offer assistance 
when they need it 

2. Encourage managers to do the same with their 
staff. Look for opportunities to make 
suggestions to management 

MAR: Policy wordings have been handed over to Steve and Warren to work 
together. Had a meeting with them to get commitment on time-frame. Offered to 
review the final versions. Our new staff member Karli came to us with health and 
safety background. Encouraged her to approach Bryce and ended up having Bryce 
come to me to ask if it was OK to have a new person come on-board. 
For 2022: Included $250 or $500 in budgets for each person towards a goal. 

Teamwork A lot of time spent on reviewing this 360 
CEO document with the management 
team was on management meetings. 
How can we be more effective and all 
have a better understanding of the 
company and where we are at. 

1. We set aside Monday morning before board 
meetings as a scheduled day 

2. Ad hoc meetings can still be called with as 
much lead time as possible 

3. Encourage participation in the management 
agenda (I end up setting 90%+ of the agenda 
topics) 

MAR: Although we are carrying out the managers meetings on a regular basis, I am 
not getting the added agenda items from others yet. We have met over policies a 
couple times in addition to the management team. We also had a session with 
Meghan. 

 

Director Feedback General Comments (Director Area) 

Overall Leadership 
Development 
Feedback 
 
 

 

 


