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Board Building

Blocks & Meetings

Responsibilities of Board of Directors:
- Establish and implement the

organization’s purpose or mission

I Set the rate of progress toward the

organization's mission

I Ensure continuity for management

and administration of the

organization’s affairs

' Confirm the organization’s identity

with the community

Deal with others in a respectful manner,

reflecting fair play, ethics, and clear

communication

I Be informed and prepared for board meetings

I Represent un-conflicted loyalty to the interests

of the organization and its membership

I Avoid conflict of interest

I Must not exercise individual authority over staff

or the society, except as described in policy
I Attend and actively participate in all board and

committee meetings

Maintain confidentiality

Speak positively of the organization to the public
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I Chair

I Vice Chair

I Secretary

I Treasurer

Clearly defined roles and expectations

are important in ensuringa highly

effective non—profit organization.

Leadership
I Focus activities at the mission
I Evaluate decision-making process

I Meetings
Prepare Agendas

Chair Meetings

-
.
I Encourage Participation
I Keep discussion on topic

I Committees
Appoint committee Chairpersons

Exvomcia member of all committees

Recruitment and Retention

Orient Board Memhers

Orient new Chairperson

Evaluate effectiveness of board

Recognize Board contributions
I Administration

I Act as one of the signing officers
I Prepare annual report
I Perform other duties unique to the organilation

Leadership
I Act in absence of Chairperson
I Work as consultant to Chair

Committees
I Serve on Executive Committee
I Chair at least one major committee

I Recruitment and Retention
I Orient new Vice-Chairperson

I Administration
I Act as one signing officer

I Perform other duties unique to the
organization
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- Meetings
I Manages all process related to meeting

minutes
' record all motions and decisions, sign board

minutes note corrections, keep copies,
distribute copies, etc.

I Committees
I Serve on executive committee

I Recruitment and Retention
I Orients new secretary

I Administration
I Conduct and keep a record of all generai board

correspondence
I Sign official documents of the organization
I File annual returns and forms
I Perform other duties unique to the

organization

Meetings
I Present regular financial reports

Committees
I Serve on the Executive Committee
I Chairfinance committee

Recru itment and Retention
I Orient new Treasurer

Administration
Pav Executive Director

Keep accurate financial reports
Prepare budget

Recommend auditor

Act as a signing authority
Keep full and accurate books

Receive and bankall monies

Submit UIC, CPP, etct

File necessaryfina ncial reports, tax reports and audits
Perform other dUties unique to the organization

Show commitment to the board

Be willing to serve on committees

Attend and participate in meetings

Support board policies and programs

Assist the chair as required

Approve and monitor policies

Approve annual budget and annual
report

Assist in development of the boa rd

Other duties unique to the
organization

i
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Decision Making
I support the group to make the best decision

possible

Communication
I internally & externally

Advocacy
- represent the organization

Planning
I strategic and succession planning

People Management
I leadership, group dynamics, acccuntability etc.

Evaluation
I board, meetings, organization, staff etc.

ommnunn: vmmea A
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I No decision is necessary — someone else will make the

decision

I Spontaneous decision — everyone goes along (trivial)

I Simple majority — 50% +1

I Clear Majority - When it is important that the majority of the

group support the decision & when a bylaw or other

governance rule applies (66% or 75 % etc.)
I Compromise ~ when a decision must be made and group

unity is secondary ”the agree to disagree” syndrome
I Consensus — when risk of a wrong decision is high, when

group decision is essential, when the group feels it is

important to show commitment to the input, which is being

given to an outside decision maker

I (everyone must be willing to support final decision)
11
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Create a healthy & respectful environment

I 2 ears, 1 mouth; listen more, speak less

Be clear & manage your message

I One board member but can represent the

board or organization externally

The board represents your membership/

community to the public & stakeholders

oummm: magma A
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I Set realistic goals — develop or review

strategic pian for organization
I Identify quick wins & successes
- Can timeline goais, performance
measure & meetings (budget cycle

etc.)
I Succession — what do you need to do

to ensure others can continue?
I Can you mentor or support others to step in &

learn?

oassincaziun: prmemd A
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I Ensure others are on task: minutes, reports etc.

I Ensure rules of order are foilowed (bylaws etc.)

I Set intention / expectations — ”we are going to spend

10 minutes on this and then move on” (and follow

through)
I May need different processes or tools to engage

people and come to good conclusions
I Sticky notes, pairs or small group conversations

etc.
I Evaluate meetings regularly— may be a short debrief

at each meeting or set it as an agenda item every

few meetings

14
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Agendas
I Minutes
I Motions and Voting
I Committees
I How to Work Together

Being More Organized
I The AGM (Annual General

Meeting)
I Election Process
I Practice makes perfect!

16

Determine why you are meeting and

how the meeting will serve the

purpose and goals of the organization.

Are you meeting to....
Share information

Plan for the future

Make a decision

Assign Tasks

Solve a problem
Train or learn

Build the team

Celebrate

Eval uate

17

An agenda is a must

I It should be prepared in advance

and given to participants before the

meeting

I Make sure it lists key topics and

who will lead the discussion or

make a report

Make sure to outline PRE-work,

that is expected

lt will serve as a road map to keep

discussion on topic

ummnun: vrmced A
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I A typical agenda includes:

1. Call to Order

2. Acceptance of Agenda

3. Approval of Minutes from

g

canmninn: mxami A
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Previous Meeting

Old Business or Business Arising

from the Minutes

Reports

New Business

Correspondence

Adjournment

I Minutes shouldn’t take hours!
I Record who was there, decisions

made, tasks assigned and ”action

items" identified
I lmportantformaintainingyour

registration as a society, charity or

nonprofit corporation
I Can be formal or informal, but need

to be kept
I Action sheet (Action/By Whom/By

When)
I Minutes tell the (his)story of your

organization!amnmun. prawn A

20
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MEE‘TNG ACTION PLAN

Meeting:

Date:

Chair:

Secretary:

ammuomm

Action to be Yaken Person "‘ 'L’
Deadline Cam ‘ ‘
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I Making a Motion

The board member addresses the
chairperson

The chairperson recognizes the board
member

The board member proposes the motion

Another board member seconds the motions

The chairperson states the motion to the
meeting

Participants discuss and debate the motion

The chairperson calls the question and takes
the vote on the motion

I The chairperson announces the result

canmmion: mama A
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I Debating Motions
I You should be recognized by the

chair before speaking
I You must be speaking to the

motion
I Remarks should be addressed

through the chair
I You should speak loud and

clearly

23

I Voting
I May be performed by show of hands or

by secret ballot

I Sometimes minor items may be agreed

upon simply by consensus (although one

dissenting person can turn it into a vote)

I All financial and constitutional items

must be voted upon and have a quorum

present
I A quorum is the smallest number of people who

must be present at a meeting in order for

decisions to be made, usually dictated in the

bylaws

ommnuum vmema A
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I Mechanism by which a board

partitions its work

I Operate through a terms of

reference approved by the

board through a motion

I 3 Types of Committees:

1. Standing committee

2. Sub Committee

3. Ad Hoc Committee

25

Terms of Reference provides a clear
description of what a committee is
expected to achieve

Terms of Reference inciudes:

Name of committee

General purpose or mandate

Key duties and responsibilities

Composition and appointment of
members

Meetings

Resources

Financial and staff

Specific annual objectives

Reports and target dates

Review and evaiuation process
Approval date and review date

26

Three ways committees report:

1. For Information
I Update board on an issue or upcoming events,

written or ve rbal

2. For Discussion
I Generate feedback and input from the board

on a particular issue, idea or plan, no decision

required

. For Action
- Decision make, delay action for more study,

approved, amended or rejected

27
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Committees receive authority from the
Boa rd of Directors in 4 varying degrees:

Limited Advisor:
Committee investigates and reports, and the
board makes the decision

Active Advisor:
Committee investigates and suggests an
action. The board will probably take the
suggested actiont

Limited Agent:
The committee can take some action, but only
with the board’s consents

Active Agent:
The committee takes action, te board ratifies
the action.

28

An AGM is a meeting that official

bodies and associations involving the

general public (including companies

with shareholders), are often required

by the law, constitution, charter, by-

laws etc. governing the body to hold

every year for members in good
standing.

29

The AGM is an occasion to:

elect the board of directors

receive information about the past year’s
activities, progress, achievements and

milestones

find out about the organization’s

financial health

make changes to the incorporation

objects and bylaws

receive information on future directions

Get feedback and support from the

membership

ask questions

3O
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A nonprofit organization is required

to have an AGM each year
I The meeting must take place in

Alberta

' Audited financial statements must

be presented

31

Nominations
I Nomination committee report
I Call for nominations from the floor
I Individuals accept or decline nomination
I Individuals speak about their qualifications

for the role (2-3 mins)

Voting
I Nominees leave the room
I Ballots, Show of hands, Voice

Results
I Scrutineers observe the election process,

count the ballots/hands and announce

results

allots are destroyed after

maximum magma A
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Tips to Maximize Team Success:
I Get to know each team

member personally
I Establish your team norms of

behavior
I Communicate regularly about

things that matter
I Define vision and goals
I Recognize your team is an

evolving system
I Have fun with a purpose
I Clarity on roles

amianuan imam A
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How many of you have had to

deal with difficult people?

What kinds of difficult behavior

did they display?

34

I How to deal with difficult board

members:
- Don‘tget into the situation in the first place
I Hand out protocol policies when electing

board members

' Communicate frequently and often

I Pro-actively share information willingly and

often

I Let board members attend training sessions

I Take this member to lunch/coffee and build a

relationship

Keep them busywith tasks

Have the Chairperson of the board talk wit

that member

35

Additional strategies to keep in mind:
I Reaffirm purpose, outcome and focus on the

agenda

I Have working principles, refer to as needed

I Rationally consider facts and alternatives

I Avoid we/they, focus on the topic or issue

I Discourage nYeah,but...r,
,encourage

uYeah,

and...u

I Use a parking lot/holding pattern
I Take a short break

I Use humourappropriateiy

I Speak with disruptive individuals one-on-

one, away from the meeting space

36
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Review agenda and know the purpose of the
meeting

- Confirm attendance in advance
I Be prepared — complete action items from

previous meetings
- Arrive at meeting before the scheduled time
I Avoid side conversations during meeting
I Seek clarification when needed
I Be open to ideas of others
I Be a good listener
I Actively participate in discussions
I Help others stay on topic
I Share the load
I Role model good participation!

Meeting should close with a

summary:

I Restating meeting purpose and

objectives

I Summarize what was

accomplished

I Review of action items to be

completed, by whom and by

when

I Ask for input from meeting

participa nts:
I Take time after the meetingto get

group feedback

I Take time informally to get individual

feedback

I Review the agenda and

OUtComES 0n VOUI‘ OWI’I

I Note all forms of eedback to

imp’rove your future meetings
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Looking back

- What did you Iearn today?
I Anythingjump out at you, anything

grab your attention?
I Where did you struggle, dislikes or

concerns?
I What are the highlights, what is one

thing you might take back and use?

What would you like to lrn mor

about moving forward?

Safe travels home

Debbie Hagman

debbie.hagman@gov.ab.ca

Community Development Unit

Alberta Arts, Culture & Status uf Women

Provincial Building, 4709 44 Avenue

Stony Plain, AB T7Z 1N4

780-554-0725 Deb's Cell

To access future services, send an

email to:

communitydevelopment@gov.ab.ca
animation: mmm A
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