BOARD OFFICERS 
Chair:
The Chair shall convene regularly scheduled Board meetings, shall preside or in his/her absence arrange for another member of the Board to preside. The Chair shall: 

· Provide leadership for the Board 

· Serve as ex-officio member of all committees 
· Call special meetings if necessary 
· Appoint all committee chairs and recommend who will serve on committees  
· Prepare agenda 
· Ensure that orders and resolutions of the board are carried into effect

· Sign and deliver in the name of the organisation deeds, mortgages, bonds, contracts or other instruments pertaining to the business of the organisation, except in cases in which the authority to sign and deliver is required by law to be exercised by another person or is expressly delegated by the articles or bylaws or by the board to another officer or agent of the organization

· certify proceedings of the board and the members 

· Work with the nominating committee to recruit new board members   
· Act as an alternate spokesperson for the organization   
· Periodically consult with board members on their roles and help them assess their performance 
· Assist with fundraising activities
· Represent the organisation at forums and meetings with stakeholders
· Perform other duties prescribed by the board. 
IF the organization has paid staff you may wish to include 
· Work in partnership with the manager to make sure board resolutions are carried out 

· Assist Manager in preparing agenda for board meetings   

· Assist Manager in conducting new board member orientation   

· Oversee searches for a new Manager 
· Coordinate Manager's annual performance evaluation   

Secretary:
The Secretary shall be responsible for keeping records of Board actions, including overseeing the taking of minutes at all board meetings, sending out meeting announcements, distributing copies of minutes and the agenda to each Board member, and assuring that governance records are maintained.
· Attend all board meetings   
· Serve on the executive committee   

· Maintain all board records and ensure their accuracy and safety 

· Review board minutes  
· Assume responsibilities of the chair in the absence of the board chair
· Provide notice of meetings of the board and/or of a committee when such notice is required 
· Carry out administrative tasks that arise as a result of Board meetings.
Treasurer: The Treasurer shall make a report at each Board meeting. Treasurer shall chair the Finance committee, assist in the preparation of the budget, help develop fundraising plans, and make financial information available to Board members and the public. 
· Maintain knowledge of the organisation and personal commitment to its goals and objectives  
· Understand financial accounting for nonprofit organizations 
· Keep accurate financial records for the organisation 
· Deposit money, drafts, and cheques in the name of and to the credit of the organisation in the banks and depositories designated by the board
· Endorse for deposit notes, cheques, and drafts received by the organisation as ordered by the board, making proper vouchers for the deposit
· Disburse corporate funds and issue cheques and drafts in the name of the organisation as ordered by the board
· Upon request, provide the Chair and the board an account of transactions by the treasurer and of the financial condition of the organisation 

· Serve as financial officer of the organization and as chairperson of the finance committee.   

· Manage, with the finance committee, the board's review of and action related to the board's financial responsibilities.   

· Work with the Chair/Manager to ensure that appropriate financial reports are made available to the board on a timely basis  

· Assist the Chair/Manager in preparing the annual budget and presenting the budget to the board for approval.   

· Review the annual audit and answers board members' questions about the audit. 
                                                                                            

INDIVIDUAL BOARD MEMBERS RESPONSIBILITIES AND PERSONAL CHARACTERISTICS TO CONSIDER 
· Attend all board and committee meetings and functions, such as special events. 
· Be informed about the organization's mission, services, policies, and programs. 
· Review agenda and supporting materials prior to board and committee meetings. 
· Serve on committees or task forces and offer to take on special assignments. 
· Inform others about the organisation. 
· Suggest possible nominees to the board who can make significant contributions to the work of the board and the organization 
· Keep up-to-date on developments in the XXXX sector . 
· Follow conflict of interest and confidentiality policies. 
· Refrain from making special requests of the staff. 
· Assist the board in carrying out its fiduciary responsibilities, such as reviewing the organisation's annual financial statements. 
 Personal Characteristics to Consider 
· Ability to: listen, analyze, think clearly and creatively, work well with people individually and in a group. 
· Willing to: prepare for and attend board and committee meetings, ask questions, take responsibility and follow through on a given assignment, seek  financial resources, open doors in the community, evaluate oneself. 
· Develop certain skills if you do not already possess them, such as to: cultivate and solicit funds, cultivate and recruit board members and other volunteers, read and understand financial statements, learn more about the XXX sector and the needs of clients  
· Possess: honesty, sensitivity to and tolerance of differing views, a friendly, responsive, and patient approach, community-building skills, personal integrity, a developed sense of values, concern for the organization and its development, and a sense of humor. 


EVALUATING THE EFFECTIVENESS OF THE BOARD 
The effectiveness of the  Board can be enhanced by regular assessment of its activities and performance. An assessment process can help board members to understand their role, and encourage fulfillment of board responsibilities. The process need not be complicated; it can placed on the agenda of a board meeting, or occur regularly within board meeting discussions through questions that serve to refocus the board on larger issues. For example, a useful strategy is to conclude board meetings by asking board members to rate the meeting on an index card: Were the issues covered today significant? Did the materials you received prior to the meeting adequately prepare you to participate in the discussion? Did the board conduct matters of management or policy? Overall, was the meeting worth your time? A steady stream of feedback created by these responses and used by the board chair and executive director can greatly improve the value of board meetings.
An annual board assessment gives each board member the opportunity to evaluate the board's overall effectiveness at accomplishing its goals in a variety of activity areas. It can be scheduled to occur during a board meeting, or completed by board members on their own time and returned to the agency. Results of the evaluation can be shared at the next board meeting, and appropriate follow-up then determined. A ranking system reflecting the level of accomplishment within each task may be useful (1= effective performance, 2=adequate performance, 3=inadequate performance, U= uncertain), and activities can be grouped into the following categories:
· Knowledge of board financial, legal and public responsibilities 

· Representation to the public by the board 

· Understanding and communication of the organisation's mission 

· Organization's compliance with legal regulations, licensing and other standards 

· Effectiveness of board practice: policies, committees, procedures 

· Approval of outside counsel (legal, accounting, managerial) 

· Relationship with the Manager 

· Hiring, evaluating, managing, and compensating the Executive Director 

· Strategic planning 

· Policy development and approval 

· Oversight of organizational financial structure and activity, including income, expenses, borrowing, insurance coverage, audits, bank relations, fund-raising, and other financial procedures 

· Board performance: meeting attendance, discussion participation 

· Board succession and nomination process 

· New board member orientation 

