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Organizational Effectiveness Fund Capacity Assessment Tool
The Organizational Effectiveness Fund Capacity Assessment Tool is designed to help organizations assess their capacity. The tool was adapted from the McKinsey Capacity Assessment developed by Venture Philanthropy Partners. The purpose of the tool is to support your organization: 
 
·         To identify your strengths and areas for improvement.
·         To measure changes in capacity over time.
·         To draw out different views about your capacity.
 
·         Different responses to the tool among staff and board members, for example, can be a good discussion-starter within an organization.
 
It is hard to measure the dimensions of capacity, and the text under each score in the grid is not meant to be exact. The scores are meant to provide a general idea of an organization's capacity. In a way, it is meant to "take the temperature" of your organization's capacity level. 
 
This tool is intended to apply to organizations of various ages and sizes.   It should be helpful to a newly formed organization, but it should also work for an established agency with several different funders and many staff.          The results of this exercise should be interpreted in the context of an organization's stage of development. For example, a low rating of three for a new organization may be sufficient and not need immediate attention. In fact, many organizations may never get to level seven on many elements. This tool is not meant to police organizations, but rather support organizations in building their capacity. 
 
“Internal” Dimensions of Organizational Capacity 
This tool looks at five dimensions of organizational capacity that deal primarily with processes and structures within your organization. They are: 
Organizational Direction: Organizational direction means that the board and staff are clear about what they are working toward (the organizational vision, mission and values). If these things are not clear, the organization runs a variety of risks. For example, an organization could be pulled in many different directions or it may not have a clear plan that it can use to manage performance. Clear direction is also a sign of a functioning board and good communications both internally and externally.
Governance and Leadership: Organizations which lack leadership often lack unity and motivation.  They may struggle during periods of change. Strong leadership can guide an organization through ups and downs. Leadership capacity is presented in a variety of ways. It is presented through a well-structured, involved, and dedicated board. Executive Directors and Management Teams also demonstrate leadership through passion and vision, and the ability to analyze situations and strategically plan for the future. 
Change and Development: Along with change, all organizations face risks and potential pitfalls. Capacity lies in the ability to effectively and realistically manage change, learn from it, and develop. If an organization is growing significantly, how will it manage this change? How will staff structure change? How will new roles fit into the existing structure? Has it thought through the implications of managing and accounting for work and the core capacity issues inevitably associated with this? 
Management of Human Resources: The major resource of any organization is its people. An organization's ability to recruit, manage, and reward staff and volunteers drives staff performance and motivation. It is vital to understand how the organization values its people and to understand the real commitment and resources that are dedicated to this.
 
 
You can print the form, and if applying for Community Investment funding, will be asked to scan and upload the forms during the online application process.
It is important to remember that while a higher score is an indicator of a high level of capacity, a low number is not something to panic about. The goal is to use the assessment as a learning opportunity. Focus your efforts on areas that need improvement and track your progress over time.
Use the comments boxes to include any information that you feel is important. This may be used for your own monitoring purposes or, when necessary, to explain why you have selected a particular score. 
 
Management of Financial Resources and Assets:  A strong organization has procedures in place to manage funds in a professional, transparent manner.  Appropriate oversight exists, and systems are in place to monitor the flow of resources on an ongoing basis. In addition, a strong organization has a clear, viable plan for sustaining itself financially through grant development, fundraising, and other means. 
Instructions
Select Who Will Complete the Assessment and When: 
When: You will use this tool to assess your organizational capacity prior to applying to funding but you may also choose to assess your organization at various points in time, in order to measure changes in capacity. 
Who: Ideally, the assessment form will be completed independently by a number of people within your organization who have different points of view (e.g., board members, managers, staff).  
Guidelines for Filling out the Assessment: For each row, read the text and choose the description that best describes the current capacity of your organization. 
Please keep in mind that descriptions will rarely be perfect. Interpret the text loosely and keep in mind that you are trying to score your organization on the continuum of "1" to "7." For each aspect of capacity there are textual descriptions to help you rate your organization from 1-7. Although there are only descriptions for scores of 1, 3, 5, and 7 you may select a score of 2, 4, or 6 if you feel your organization falls between two text descriptions. 
If a row is not relevant to the organization being assessed, or if you simply have no knowledge, leave the question unanswered,
When you have finished marking each row, the form will add up your scores. Then the form will automatically calculate the average.
Is the organization clear about its direction?
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Mission 
 
Your organization's purpose and primary objectives
No written mission. Limited expression of the organization's reason for existence.
Some expression of the organization's reason for existence that reflects its values and purpose, but may lack clarity. 
Lack of agreement about mission or mission rarely referred to.

Clear expression of organization's reason for existence which reflects its values and purpose; mission referred to by some within organization.         
Clear expression of organization's reason for existence which reflects its values and purpose; mission frequently referred to by many within the organization.         
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Vision 
 
What your organization values and ultimately hopes to accomplish as a result of your work
Little shared understanding of what the organization aspires to become or achieve beyond the stated mission.
 
Some understanding of what organization aspires to become or achieve; lack of clarity; vision held by only a few; or “on the wall,” but rarely used to direct actions or set priorities.
Clear and specific 
understanding of
what organization aspires to become or achieve; held by many within the organization and often used to direct actions and set priorities.



Clear, specific, and compelling
understanding of  what organization aspires to become or achieve; broadly held and consistently used.         
Is the organization clear about its direction?
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Overarching Organizational Goals 
Vision (if it exists) is not translated into a small set of concrete goals, though there may be general (but inconsistent and vague) knowledge within organization of overarching goals and what it aims to achieve.

Vision translated into a concrete set of goals; goals lack at least three of the following four things: clarity, boldness, ways of tracking success, or time frame for measuring success; goals known by only a few, or only occasionally used to direct actions or set priorities.	

Vision translated into a small set of concrete goals, but goals lack one or two of following four things:
clarity, boldness, ways of tracking success, or time frame for measuring success; goals are known by many within the organization and often used by them to direct actions and set priorities
Vision translated into clear, bold set of goals that the organization aims to achieve, specified by concrete ways to measure success for each criterion, and by well-defined time frames for attaining goals; goals are broadly known within the organization and consistently used to direct actions and set priorities.	

1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Overarching Organizational Strategy (i.e., strategic plan)
Strategy does not exist or is unclear; strategy has no influence over day-to-day behaviour.
 
Strategy exists but is either not clearly linked to mission, vision, and overarching goals, or is not easy to act upon; strategy is not broadly known and has limited influence over day-to-day behaviour.	

Well organized strategic plan has been developed and is linked to mission and vision but is not fully ready to be acted upon; strategy is mostly known and day-to-day behaviour is partly driven by it.	

Organization has clear, well organized and well written medium- to long- term strategic plan that is both actionable and linked to overall mission, vision, and overarching goals; strategy is broadly known and consistently helps drive day to- day behaviour at all levels of organization.

1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Program relevance and integration 
Core programs, services or activities vaguely defined and lack clear alignment with mission and goals; programs or activities seem scattered and largely unrelated to each other.         
Most programs and services are well defined and can be solidly linked with mission and goals; program offerings may be somewhat scattered and not fully integrated into clear strategy.         
Core programs and services are well defined and aligned with mission and goals; program offerings fit together well as part of clear strategy.	

All programs and services well defined and fully aligned with mission and goals; program offerings are clearly linked to one another and to overall strategy.	

Does the organization support strong governance and leadership?
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Board  Composition 
Limited membership diversity (ie. fields of practice, expertise stakeholder groups). Board has little or no relevant experience. Low commitment to the organization's success, vision, and mission. Meetings are infrequent and/or poorly attended.
 
Some diversity in fields of practice; membership represents a few different stakeholder groups; moderate commitment to organization's success, vision and mission; regular, purposeful meetings are well-planned and attendance is good overall.
 
Good diversity in fields of practice and expertise; membership represents most important stakeholder groups; good commitment to organization's success, vision and mission; regular, purposeful meetings are well-planned and attendance is consistently good.
Occasional subcommittee meetings.  Limited succession planning in place.
Membership with broad variety of fields of practice and expertise, and drawn from a variety of constituencies; includes functional and program content-related expertise,  as well as high-profile names;  high willingness  and proven track record  of investing  in learning about the organization  and addressing  its issues; outstanding  commitment to the organization's success, mission  and vision.
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Board Involvement and Support	

Board provides little direction, support, and accountability to leadership; board not fully informed about major organizational matters; largely “feel-good” support.
 
Board provides occasional direction, support, and accountability to leadership; informed about all major organizational matters in a timely manner. 
 
Board advice actively solicited. 
 
Board provides direction, support and accountability to programmatic leadership; fully informed of all major matters, input and responses actively sought and valued; full participant in major decisions.
Board provides strong direction, support, and accountability to programmatic leadership. 
 
Board engaged as a strategic resource; communication between board and leadership reflects mutual respect, appreciation  for roles and responsibilities, shared  commitment and valuing collective  wisdom.
Does the organization support strong governance and leadership?
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Executive Director/ Senior Management Team Passion and Vision 
Organization leadership has low energy level and commitment; little continued attention to organizational vision.         
Leaders/ managers within organization have good energy level; visible commitment to organization and its vision.
 
Leaders/ managers within organization are inspiringly energetic; show constant, visible commitment to organization and its vision; excite others around vision.         
Leaders within organization are contagiously energetic and highly committed; live the organization's vision; compellingly articulate path to achieving vision that enables others to see where they are going.         
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Executive Director/ Senior Management Team Impact Orientation 
Leaders/
managers within the organization focus on managing processes and outputs; view financials as an unfortunate constraint; impact spoken about only in vague terms; fail to deliver impact consistently; delay decision making; reluctant to change status quo.
 
Leaders/ managers within the organization normally deliver satisfactory outcomes given resources; promptly address issues; understand implications and impact of change on people.
 
Leaders/ managers within the organization consistently focus on achieving results or outcomes; focus on ways to better use  existing resources  to deliver highest  impact possible; have a sense of urgency in addressing  issues  and rapidly move from decision  to action; develop and implement actions  to overcome resistance to change; leaders see financial soundness as an essential part of organizational impact.
 
Leaders/ managers within the organization guide organization to succeed in achieving results and optimal financial efficiency; constantly seek and find new opportunities  to improve impact; anticipate  possible  problems;  have sense  of urgency about upcoming  challenges;  communicate  compelling need for change that creates  drive;  align  entire organization  to support change.         
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Executive Director/ Senior Management Team Relationship Building 
Leaders/Managers within the organization have difficulty building trust and rapport with others.         
Leaders/Managers within the organization are responsive to opportunities from others to work together; express confidence in others' ability to be successful; share own experience and expertise.
 
Leaders/Managers within the organization actively and easily build rapport and trust with others; effectively encourage others to succeed; give others freedom to work their own way; give people freedom to try out ideas and grow.         
Leaders/Managers constantly establish win-win relationships with others, both within and outside the organization; deliver consistent positive messages to motivate people; able to let others make decisions and take charge; find or create special opportunities to promote people's development.         
How does the organization manage change and develop?  

1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Performance Measurement and Evaluation
Very limited 
measurement and tracking of performance; all or most evaluation based on anecdotal evidence; organization collects some data on program activities and outputs but has no measurement of outcomes or results.         
Performance partially measured and progress partially tracked; organization regularly collects solid data on program activities and outputs but lacks measurement of outcomes or results.         
Performance measured and progress tracked in multiple ways, several times a year, considering impact of program and activities; variety of performance indicators; social impact measured.
 
Well-developed
comprehensive, integrated system used for measuring organization's performance and progress on an on-going basis, including social, financial, and organizational impact of program and activities; small number of clear, measurable, and meaningful key performance indicators.         
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Performance Analysis and Program Adjustment 
Performance data rarely used to improve program and organization.
 
Some efforts made to compare activities and outcomes against outside world; internal  performance data used occasionally to improve organization.
Effective internal and external tracking and analysis occurs but driven largely by top management and/or confined to selected areas; learning is distributed throughout organization, and often used to make adjustments and improvements.
 
Comprehensive internal and external tracking and analysis are part of the culture and used by staff in target-setting and daily operations; high awareness of how all activities rate against internal and external benchmarks; systematic practice of making adjustments and improvements on basis of benchmarking.         
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Strategic Thinking
Organization is uncomfortable with complexity and ambiguity and does whatever possible to reduce or avoid it; relies mainly on intuition rather than strategic analysis.         
Organization is able to cope with some complexity and ambiguity; able to analyze strategies but does not yet generate strategies.         
Organization quickly understands and interprets complex information; is comfortable dealing with the unknown and develops good strategies around how to respond.         
The organization has keen ability to analyse complexity; makes informed decisions in ambiguous, uncertain situations; develops strategic alternatives and identifies associated rewards, risks, and actions to lower risks.         
How well does the organization manage its human resources?
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Human Resource Planning
Organization uncovers   and/ or addresses HR  needs only when too large to ignore;   lack of HR planning activities  and expertise  (either  internal or accessible external); no experience  in HR planning.
 
Some ability and tendency to develop  high-level HR plan; HR plan loosely  or not linked to strategic  planning activities  and roughly guides  HR activities.         
Ability and tendency to develop and refine concrete,  realistic  HR plan; HR planning carried out on near-regular basis;  HR plan linked to strategic planning activities  and used to guide HR activities.         
Organization is able to  develop and refine  concrete, realistic,  and detailed  HR plan; HR planning exercise  carried  out regularly; HR plan tightly linked to strategic  planning activities  and  systematically used  to direct HR activities.
 
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Staff	

Staff drawn from a narrow range of backgrounds and experiences; interest and abilities limited to present job; little ability to solve problems as they arise; staff job satisfaction limited.
 
Some variety of staff backgrounds and experiences; good capabilities, including some ability to solve problems as they arise; many interested in work beyond their current jobs and in the success of the organization's mission.         
Staff drawn from diverse backgrounds and experiences, and bring a broad range of skills; most are highly capable and committed to mission and strategy; eager to learn and develop, and assume increased responsibility.
 
Staff drawn from extraordinarily
diverse backgrounds and experiences, and bring broad range of skills; most staff are highly capable in multiple roles, committed both to mission/ strategy and continuous learning; most are eager and able to take on special projects and collaborate across divisional lines; staff are frequent source of ideas and momentum for improvement and innovation, staff are very satisfied with their role within the organization.
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Recruiting, Development and Retention 	

Standard career paths in place without considering personal development plans; no or very limited training, coaching, and feedback; no regular performance appraisals; no systems/processes to
identify new talent.
Some tailoring of development plans; personal annual reviews incorporate development plan for each staff; limited willingness to ensure high-quality job occupancy; some formal
recruiting networks are in place.

Recruitment, development, and retention is a priority; some tailoring in development plans; relevant training, job rotation, coaching/feedback, and consistent performance appraisals; genuine concern for high-quality job occupancy; well connected to potential sources of new talent.

Well-planned process to recruit, develop, and retain staff;  individually tailored development plans; relevant and regular internal and external training, job rotation, coaching/feedback, and
consistent performance appraisals; proven willingness to ensure high quality job occupancy; well connected to potential sources of new talent.
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Individual Job Design 
Lack of positions created to address a number of key roles; unclear roles and responsibilities with many overlaps; job descriptions do not exist.
 
Positions exist for most key roles, with a few still missing; most key positions are well-defined and have job descriptions; some unclear accountabilities or overlap in roles and responsibilities; job descriptions tend to be static.         
All key roles have associated
positions; most individuals have well defined roles with clear activities and reporting relationships and minimal overlaps; job descriptions are continuously being redefined to allow for organizational development and individuals' growth within their jobs.
 
All individuals have clearly defined core roles which must be achieved and an area of discretion where they can show initiative and try to make a difference; core roles are defined in terms of end-products and services rather than activities; individuals have the ability to define their own activities and are empowered to continuously improve.
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Volunteers
No or limited strategic planning for recruitment, screening, training and management of volunteers; high volunteer turnover; no or limited vision of the role of volunteers within the organization.
 
Basic existing strategy for recruitment, screening, training and management of volunteers; some volunteer retention; some vision of the role of volunteers within the organization.
 
Recruitment, screening,  training, and retention of volunteers is a priority; organization has understanding of the role volunteers play within the organization and has some established networks of volunteers to implement these priorities; volunteers are managed in an effective manner in order ensure mutual benefits for the volunteer and organization; volunteers are appropriately rewarded for their contributions most of the time.         
Well-planned and well implemented process to recruit, screen, train, and retain volunteers; organization has a strong understanding of the role volunteers play within the organization and has a well established network of volunteers to implement these priorities; volunteers are managed in very effectively in order ensure mutual benefits for the volunteer and organization; volunteers are appropriately rewarded for their contributions.         
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Performance as Shared Value
Employees are hired rewarded and promoted for no clear reason; decisions are mostly made on “gut feeling” and little attention is paid to performance.         
Performance contribution is occasionally used and may be one of many criteria for hiring, rewarding and promoting employees; performance data is used to make decisions.
 
Employee contribution to social, financial and organizational impact is usually an important factor in making hiring, rewards and promotion decisions; important decisions about the organization are embedded in performance thinking.         
All employees are hired, rewarded and promoted for their collective contribution to social, financial and organizational impact; day-to-day processes and decision making use performance thinking; performance is constantly referred to.         
How does the organization manage its financial resources and assets?
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Financial Planning
No or very limited financial planning; general budget  developed; only one budget for  entire  organization; performance against budget loosely or not monitored.         
Limited financial plans, ad hoc update; budget utilized as  operational tool; used to guide/ assess financial activities; performance to budget monitored periodically.         
Solid financial plans, regularly updated; budget integrated into operations; reflects organizational needs; performance-to budget monitored regularly.         
Very solid financial plans, continuously updated; budget integrated into full operations; as strategic tool, it develops from a process that incorporates and reflects organizational needs and objectives; well understood divisional (program or geographical) budgets within overall central budget; performance-to-budget closely and regularly monitored.         
1
2
3
4
5
6
7
Clear need for increased capacity
Basic level of capacity in place
Moderate level of capacity in place
High level of capacity in place
Fundraising 
Generally weak fund-raising and grant-writing skills and lack of expertise. Fundraising strategies are re-active and crisis-driven and not linked well to organizational needs and objectives.
Moderate fund-raising and grant writing skills; financial needs generally met.          
Regular needs adequately covered by well developed fund-raising and grant writing plan.   Fundraising plan takes into account future needs and opportunities as well as current day-to-day needs, and is well linked to organizational objectives.
Highly developed fund-raising skills and expertise.  Fund-raising efforts are creative, and based on strong, ongoing working relationships with donors.            
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