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1. Determine the organization's mission and purpose. It is the board's responsibility to create and review a statement of mission and purpose that articulates the organization's goals, means, and primary constituents served.

2. Appoint the general manager. There should be a consensus on the GM's responsibilities and undertake a careful search to find the most qualified individual for the position.

3. Provide proper financial oversight. The board must assist in developing the annual budget and ensure that proper financial controls are in place.

4. Ensure adequate resources. One of the board's foremost responsibilities is to provide adequate resources for the organization to fulfill its mission.

5. Ensure legal and ethical integrity and maintain accountability. The board is ultimately responsible for ensuring adherence to legal standards and ethical norms.

6. Ensure effective organizational planning. Boards must actively participate in an overall planning process and assist in implementing and monitoring the plan's goals.

7. Recruit and orient new board members and assess board performance. All boards have a responsibility to articulate prerequisites for candidates, orient new members, and periodically and comprehensively evaluate its own performance.

8. Enhance the organization's public standing. The board should clearly articulate the organization's mission, accomplishments, and goals to the public and garner support from the community. 

9. Determine, monitor, and strengthen the organization's programs and services. The board's responsibility is to determine which programs are consistent with the organization's mission and to monitor their effectiveness. 

10. Support the general manager and assess his or her performance. The board should ensure that the chief executive has the moral and professional support he or she needs to further the goals of the organization.

[bookmark: _haqk09v9f474]5.4. Board Member Job Description and Duties
As custodians of a not-for-profit company, the Directors of [X-Company] and I as a member of the board, bear the responsibility of governance. As a director, I make a significant commitment of resources (time, money, expertise, community contacts, organizational skills or leadership talents) to advance the mission and goals of [X-Company]. 
My Responsibilities as a member of the Board of Directors are: 
· Policy making 
· Evaluating, hiring and firing the General Manager 
· Long-range planning 
· Financial oversight 
· Evaluation of the organization 
· Fundraising 
· Public relations 
· Board training and development 
· Advocacy in the community at large for the organization and its mission. 

This means that I: 
· Know [X-Company]’s mission, purposes, goals, policies, programs, strengths and weaknesses 
· Join in discussions and votes 
· Understand the budget process 
· Review financial statements 
· Evaluate the organization and the Board 
· Review the performance of the General Manager 
· Lead, support and participate in fundraising projects 
· Serve on a committee of the board 
· Represent and promote the organization in the community 
· Assist [X-Company] through personal commitment and contacts 
· Take part in Board development and training activities 
· Participate in [X-Company] activities in as many capacities as time allows, while fulfilling primary responsibilities to the Board.
Time Commitment 
Since [X-Company] is an early-stage company, we plan to hold monthly board meetings. As a director, you agree to participate in at least 70% of such Board meetings (approximately 8 per year), and if necessary special sessions or retreats. I will serve on a standing committee or special projects committee and attend other annual events and productions. Absent special circumstances, I agree to attend at least three-fourths of all board meetings and miss no more than three board meetings in a row. I will communicate special circumstances to the other members of the Board, or [X-Company]’s management team. 
Committee Chair Commitment 
As part of my service on the [X-Company] board, I agree to identify a standing or special project committee, to serve on that committee and possibly prepare myself to chair that committee in the second year of my first term. 
Financial Commitment 
Personal Contribution: I agree to contribute to [X-Company] at least once each year, according to my ability, including any fundraising campaigns the company may undertake from time to time. The Board is committed to showing 100% board participation in fundraising. 
Fundraising: I recognize that each director assumes responsibility for fundraising, and agree to assist in identifying and evaluating prospective donors (i.e., individuals, corporations and foundations). As a director, I will use best efforts to raise at least HK$20,000 annually.
Communication 
The General Manager is responsible for day-to-day operations and for coordinating the activities of its various divisions and programs. Staff members report to the General Manager who is further accountable to the board for their performance. For these reasons, the General Manager must be aware of all board/staff communications. This is most easily achieved by copying the General Manager’s email messages between board and staff and through regular staff reports following meetings with committees and individual directors. 
Board Terms 
Directors serve for a term of one year. At the end each term, Directors who wish to stand for re-election are asked to renew their commitment. Individuals who do not meet membership expectations as determined by a performance review will be asked to step down. 
Governance and Oversight 
I understand that directors are legally responsible for the organization. An important part of serving as a director is protecting assets and ensuring that funds are managed properly. Accordingly, I will review financial information provided prior to each Board meeting and the annual audit. I recognize that participation in discussions of financial reports and in the budget preparation process are essential duties. 
Conflict of Interest 
I confirm that I will not use my service for my personal advantage or for the advantage of friends or associates. I agree that I will not obtain for myself, my relatives or my friends a material benefit of any kind from my association with [X-Company]. I agree that I will represent the interest of all people served by the organization. 
Advocacy and Leadership 
As a member of the Board of Directors, I will represent [X-Company] to all its constituents: the public, elected and governmental officials, private industry and foundations. Individually and collectively, I confirm that directors are primary advocates for the organization, responsible for projecting and maintaining the organization’s public image. I will actively work to point out potential nominees for directorship to enhance [X-Company]’s ability to achieve its mission and goals. 
Committees 
Board committees (a) facilitate the setting of policy and (b) monitor areas such as finance, development of resources and long-range planning. Committees review issues and receive staff reports that are not always presented to the full Board. They identify new or emerging issues, research and distribute related information and make recommendations to the Board. The Executive Committee acts for the full board between board meetings. 
Resources and Recruitment 
As a member of the Board of Directors, I will support the organization by drawing on my professional and social experience and contacts to suggest potential supporters, sponsors, consultants and committee members. 
Learning and Training 
Serving on the Board of [X-Company] offers many opportunities to broaden understanding, experience and skills. Directors participate in Board-specific training to enhance skills necessary for governance, leadership and advocacy. 
Board Performance Review 
Each year the Executive Committee reviews the performance of the Board as a whole, the performance of new Directors and those whose terms are ending. The review is based on duties described in this document and includes meeting attendance (as documented in meeting minutes), fulfillment of Board member responsibilities and the various contributions made to assist [X-Company] in its mission. If concerns arise from the review, the Chairman will discuss them directly with the individual member.
General Manager Performance Review 
The Board of Directors reviews the General Manager’s performance annually under the leadership of its Executive Committee. I agree that I am expected to participate in the review. Assessment of the General Manager’s performance is the Board’s primary intervention in day-to-day management. 
By signing I acknowledge that I have read the Board Member Job Description and Duties and agree to abide by its terms during my Board service. 

Name: ____________________________________________ 

Signature: _________________________________________       Date: ________________________ 


[bookmark: _ghpn2z840fza]5.5. Committee Descriptions 
Although the following committees are not required, and often some or all of these committees are not active at [X-Company], the list below describes the purpose of all possible [X-Company] committees. 
Governance & Board Development Committee 
The Governance & Board Development Committee is responsible for the general affairs of the board: 
Board Governance Responsibilities: 
· Monitor any possible conflicts of interest, and ensure all [X-Company] activities are handled in an open, transparent, and ethical manner, particularly for programs that include interests on multiple sides, e.g., when supporting companies in our portfolio wherein the leadership team or shareholders are also connected to [X-Company]
· EXPAND? 

Board Development Responsibilities:
· To prepare priorities for board composition 
· To meet with prospective board members and recommend candidates to the board 
· To recommend a slate of officers to the board 
· To conduct orientation sessions for new board members and to organize training sessions for the entire board

Fundraising Committee 
The Fundraising Committee is responsible for overseeing the organization's overall fundraising and, in particular, the fundraising done by the board. To accomplish this, its responsibilities are: 
· To work to ensure section 88 tax exemption is obtained 
· To manage grant writing and other fundraising applications, e.g., the SIE Fund Application and other large grant applications 
· To work with staff to establish a fundraising plan that incorporates a series of appropriate vehicles, such as special events, direct mail, product sales, etc. 
· To work with fundraising staff in their efforts to raise money, and to take the lead in certain types of major outreach efforts 
· To be responsible for involvement of all board members in fundraising
· To monitor fundraising efforts to be sure that ethical practices are in place, that donors are acknowledged appropriately, and that fundraising efforts are cost-effective.
Finance Committee 
The Finance Committee’s tasks are: 
· Ensure the company’s monthly expenses are being recorded, accounts are being kept appropriately, bills are being paid, and audit preparation is being handled on a continual basis
· To review budgets initially prepared by staff, to help develop appropriate procedures for budget preparations, and on a consistency between the budget and the organization's plans 
· To report to the board any financial irregularities, concerns, opportunities 
· To recommend financial guidelines to the board 
· To work with staff to design financial reports and ensure that reports are accurate and timely 
· To recommend selection of the auditor and work with the auditor 
· To ensure that donation and program invoices and receipts are being issued in a timely manner
· To ensure employees are being paid on time, and payroll slips are being issued monthly
· To ensure that annual and program reports are prepared in a timely manner, e.g., at the end of a funding period (for specific program reports) 
Program Committee
The Program Committee is comprised of board members who are most familiar with the approaches and operations of the organization's programs: *
· To oversee new program development, and to monitor and assess existing programs 
· To initiate and guide program evaluations, and 
· To facilitate discussions about program priorities for the agency.


Investment and Impact Measurement Committee 
The Investment and Impact Measurement Committee is responsible for managing [X-Company]’s impact investment and other venture philanthropic initiatives, as well as creating and initiating impact measurement standards for both internal and external programs: 
· To oversee the vetting procedures in relation to internal and external funding schemes, particularly in the deployment of grant capital to other social enterprises, e.g., grant making under the SIE Fund Intermediary scheme. 
· To create standardized impact measurement tools and procedures, and to oversee impact measurement for both internal and external programs 


[bookmark: _ll1ri1iapfh4]5.6 - Current annual calendar of board and committee meetings (monthly)
#1 Board Meeting: 						30 April 2019
#2 Board Meeting: 						TBD May
#3 Board Meeting:						TBD June
#4 Board Meeting:						TBD July
#5 Board Meeting:						TBD August
#6 Board Meeting:						TBD September
#7 Board Meeting:						TBD October
#8 Board Meeting:						TBD November
#9 Board Meeting:						TBD December


[bookmark: _851am3xkxn9i]5.7. - Board Meeting Attendance Policy 
This policy is intended to support full contribution of all board members. The policy has been reviewed and authorized by the board. 
A board-attendance problem occurs if any of the following conditions exist in regard to a board member's attendance to board meetings: 
· The member has two un-notified absences in a row (“un-notified” means the member did not call ahead to a reasonable contact in the organization before the upcoming meeting to indicate they would be gone from the upcoming meeting). 
· The member has three notified absences in a row. 
· The member misses one third of the total number of board meetings in a twelve-month period. 
If a board-attendance problem exists regarding a member, the chair of the board will promptly contact the member to discuss the problem. The member’s response will promptly be shared by the chair of the board with the entire board at the next board meeting. In that meeting, the board will decide what actions to take regarding the board member’s future membership on the board. If the board decides to terminate the board member’s membership, the board will promptly initiate a process to begin recruiting a new board member.



[bookmark: _jf4ea1xwawrm]5.8. Recruiting, Orienting, Informing & Removing Board Members 
Recruiting
Maintain an up-to-date list of potential board candidates, including the particular skills they can bring to the organization. This is often done by the Board Development Committee. 
Prospective board members should meet with the board chair and the general manager, hear an overview of the organization and receive relevant organizational materials, receive a board member job description and a board member application form. The prospective new member should hear about how the organization orients new members. Provide names of several board members whom the prospective new member might contact with any questions. 
Identify if there are any potential conflicts of interest with the candidate, e.g., is he or she on the board of a competing organization, a vendor of the organization, etc. 
Invite the prospective new member to a board meeting. Notify current board members that a potential new member will be attending. Consider name tags to help the potential new member be acquainted with board members. Introduce the member right away in the meeting and, at the end of the meeting, ask the potential new member if they have any questions. Thank them for coming. 
Shortly after the meeting, call the prospective new member to hear if they want to apply for joining the board or not. If so, solicit their completed board member application and provide all applications to the board for their review and election. 
Notify new members (those who have been elected) and invite them to subsequent board meetings and the board orientation.
Orienting
The following is an overview of the information that needs to be conveyed to new board members at their orientation. These materials can be presented in person and in writing at an orientation meeting.

	Information
	Issues

	Program
	Inspire within new board members a passion and commitment for the outcomes of the organization – what it does, whom it serves, what difference it makes. Their passion will motivate their actions


	Finances
	Provide new board members with easy to read summaries of financial information – source of each channel of income, how it is spent, and the state of the organization’s financial health, including their role in fund-raising.


	History
	Root each member in an understanding of the history of the organization. Help each new board members see their own participation as part of the organization’s ongoing story.


	Strategic Direction
	Present a framework for the plan for the future so that new board members see their own participation as part of the organization’s ongoing story.


	Organizational Structure
	Introduce the staff and talk about how the work really gets done in order to help new board members understand who does what and lines of accountability.


	Board Roles
	Talk with new members to ensure that they understand the role of the board and can envision where they will fit in.


	Board Member Responsibilities
	Ensure that new board members understand their own responsibilities as board members.


	Board Operations
	Help new board members understand how the board operates so that they may participate effectively.


	Board Members
	Facilitate new board member integration with the other members.


	Skills
	How to read a financial statement. Meeting and voting processes.




Informing 
The following is an overview of the information that should be provided to the board at the designated intervals: 
Monthly: 
· Financial report 
· Significant published articles about the organization 
· Memo from general manager summarizing current activities, accomplishments, and needs 
Quarterly: 
· Financial report 
Regularly, when appropriate: 
· Updated material for board handbook 
· Advance copies of publications, brochures, or promotional material 
· Annual report
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