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This is a sample of a board responsibilities sheet for a typical charitable organization.  When a new member is being recruited these expectations are shared before he or she makes the commitment to serve.  (These roles and responsibilities may be amended to fit an organization’s individual needs.)  


They should be reviewed and approved annually in conjunction with a board retreat or annual meeting of the board.  Each member should sign the amended or ongoing copy and copies of the signed document should be circulated each year to all board members.





           Responsibilities of Individual Board Members


Participate in a formal New Board Member Orientation.


Serve a (number)-year term on the Board.


Understand the importance of why you have been asked to serve on the Board, and make your particular expertise, contacts, and resources known and accessible.


Attend at least 75% of the regular meetings of the Board.  Call in advance to let the Chairperson of the Board know you will not be in attendance.


Attend all special activities of the Board, including fundraising events, retreats etc. Every Board Member is expected to work on at least one fundraising event.


Generate support from friends and other contacts.  


Spend at least one day a year at the “person served” level.


Take part in at least one special program or activity.


Serve on one Board Committee or special task force.


Attend the annual day-long board planning retreat.


Assist in the recruitment of board members, volunteers and committee members to augment  the board.


Make a significant personal financial contribution to organization. (What is significant to be determined by the individual board member.)  

















Responsibilities of Individual Board Members








Function as a goodwill ambassador and spokesperson for organization and its programs.  


Expand the organization’s  network through friends, relatives and colleagues who can help meet needs in areas such as fundraising, public relations, education, and acquisition of "office supplies" (computers, copier machines, etc.).


Stay well-informed about our business by carefully reading minutes of the Board meetings, financial statements and other materials.  


Show up at board meetings prepared, having read all pre-meeting materials you may have received.


Take seriously your legal, fiscal and ethical responsibility as a Board member.  


Notice community activities and legal/political developments, etc. which may impact on the agency and/or its programs and bring them up at Board meetings.  


Be familiar with the by-laws.


Keep your Board "files" up-to-date by adding new materials as you receive them.


Individual board members to not speak publicly on behalf of the organization. (This function is the responsibility of the executive director, board chair and/or a designated spokesperson for the organization.


Once Board consensus is reached on a policy or program be openly supportive even if you disagreed during approval process.  If you cannot support Board actions or policies once approved, resign.
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