
BOARD AND STAFF . . . WHO DOES WHAT?
GOAL:  To improve board-staff relationships by coming to consensus on who has primary responsibility for various organizational tasks.

SUGGESTIONS:  Read each task and determine who has primary responsibility for doing it; write a 1 in that column.  If someone/group has strong secondary responsibility, or the task/decision shouldn’t be made without input from them, put a 2 in that column.

FUNCTION / TASK
RESPONSIBILITY

1 - PRIMARY

2 - SECONDARY/INPUT AND 

     ASSISTANCE


BOARD
EX. Dir./  ADMIN.
STAFF

I.  PLANNING

1. Determine basic organizational purpose and goals

2. Determine which community needs should be met and to what extent

3. Determine categories of services to be provided

4. Develop long-range plans for the organization

5. Develop programs to meet identified needs

6. Set specific program objectives

7. Establish funding level needed to run organization

8. Develop program evaluation system






II.  POLICY

1.  Provides background information necessary for policy decisions

2.  Gives input to policy

3.  Makes policy






III.  FUND RAISING

1.  Develop fund raising plan

2.  Develop funding sources
3.  Solicit funds and other resources
4.  Evaluate fund raising success





IV.  FINANCIAL MANAGEMENT

1.  Prepare agency budget

2.  Monitor how funds are spent on a day to day basis
3.  Monitors total funding picture
4.  Hire a CPA for annual audit
5.  Do bookkeeping





V.  PERSONNEL

1.  Develop agency personnel policies

2.  Recruit, screen, hire, supervise, and terminate:
a.  executive director

b.  paid staff
c.  board members
d.  direct-service volunteers
3.  Provide training and development opportunities for:

a.  executive director

b.  paid staff
c.  board members
d.  direct service volunteers
4.  Develops evaluation procedures and evaluates the performance of:

a.  executive director

b.  paid staff
c.  board members
d.  direct service volunteers





VI.  PUBLIC RELATIONS

1.  Develop a formal public relations plan

2.  Implement the public relations plan
3.  Serve on the boards of other community agencies
4.  Maintain contact with state, regional, and national organizations with similar interests
5.  Establish method of assessing management practices which impact “internal” public relations





VII.  BOARD RECRUITMENT

1.  Develop board nominating procedures

2.  Suggest potential members to the nominating committee
3.  Develop board orientation and training





Policy Making Boards

The following key is provided for policy making Boards.  It reflects accepted practice and delineates responsibilities of the Board of Directors / Trustees and paid staff.

When the organization has a voting electorate or membership, they ultimately determine the Board’s actions.  Some of the responsibilities indicated as primary to the executive might be delegated to other staff in a large organization.  In an organization without paid staff, the Board members may perform some of the functions indicated for the executive or staff.

Some tasks have not been included in the key, because the responsibility is based on agreements between Board and staff depending on the situation.

We haven’t indicated responsibility for advisory councils, because their responsibilities are set directly by the individuals or groups which have commissioned them.

TASKS
DEGREE OF RESPONSIBILITY
BOARDS
EXECUTIVE DIRECTOR
STAFF

Planning
Primary

Secondary
1, 2, 3, 4
5, 6, 7, 8

2, 3, 4
5, 6, 7, 8

Policy
Primary

Secondary
3
1, 2
1

Fund Raising
Primary

Secondary
1
1


Financial Management
Primary

Secondary
3, 4
1, 2

3
5

1

Personnel
Primary

Secondary
1, 2a, 2c, 3a, 3c, 4a, 4c


2b, 3b, 4b

1
2d, 3d, 4d

Public Relations
Primary

Secondary
4

1
1, 2, 4, 5
1,2

Board Recruitment
Primary

Secondary
1, 2, 3
2, 3


*   The numbers correspond to the numbered tasks in worksheet
1
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