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The Promise of Community Action

“Community action changes
people's lives, embodies the
spirit of hope, improves
communities, and makes
America a better place to live.
We care about the entire
community, and we are
dedicated to helping people
help themselves and each
other.”

From: California Nevada Community Action Partnership
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I.

Background

About this Manual
This manual is intended to support Nevada Community Action Agency Tripartite
Boards and was made possible through Nevada Community Services Block
Grant (CSBG) funding. In Nevada, Community Action Agencies are
administered through Public Agencies and Private Nonprofits. The purpose of
this manual is to provide Tripartite Boards working with either entity type (public
or private agencies) to better serve their communities while meeting federal and
state standards for Board performance. The manual is organized into four
sections and an appendix. Appendices include sample documents, tools, and
checklists.

The War on Poverty
In 1964, weeks after becoming President of
the United States, Lyndon B. Johnson
declared War on Poverty. The Office of
Economic Opportunity was created, an
independent department created specifically
to fight the War on Poverty. The effects of
this action were momentous, bringing forth
decades of bills and acts that created
programs still in effect more than 40 years
later. These programs work to create self
sufficiency among America’s poor, providing
increased access to health care, child care,
food, education, and employment.

Facts about Nevada
Community Action
Agencies
·

14 agencies provide
services in Nevada’s 17
counties.

·

An estimated 71% of
Nevada's population in
poverty lies within the
service area of Urban
League in the Las Vegas
Area.

President Reagan reduced the federal
· An estimated 16% lies in
government’s role by consolidating many
the Reno area within the
domestic social programs into block grants to
service area of
the states in 1981. The CSBG was one of six
Community Services
block grant programs created under the
Agency.
Omnibus Budget Reconciliation Act of
1981.The CSBG funding goes directly to the
· 13% of Nevada's
states, which are required to allocate 90
population in poverty is
percent of the funds to local eligible entities:
distributed throughout
most of which are Community Action
the remaining 15
Agencies (CAAs). No more than five percent
counties.
of the federal funds may be used by the
states to administer the grant, and another
five percent may be used to support state discretionary programs. In Nevada,
CSBG dollars are allocated to the 14 eligible CAAs who provide services to all 17
counties on an annual basis.
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About Community Action Agencies (CAAs)
Community Action Agencies (CAAs) are private nonprofit and public
organizations established under the Economic Opportunity Act of 1964 to fight
America's War on Poverty. Community Action Agencies help people to help
themselves in achieving selfsufficiency. CAAs, funded by the federal
Community Services Block Grant Program (CSBG), are mandated by law to
address policies, programs, and activities related to poverty. The network of
Community Action Agencies is made up of nearly 1,100 local, private nonprofit
and public agencies that work to alleviate poverty and empower lowincome
families in communities throughout the United States.1

History of the Nevada Community Action Association
The Nevada Community Action Association (NCAA) is a statewide group
representing the needs of the CSBG entities in the 17 counties of Nevada. The
NCAA was established in 1999 to provide a statewide organization for training,
technical assistance and collaborative partnering of Nevada CSBG recipient
agencies.

Community Action Basics
Community Action Agencies act locally to fight poverty. Local communities
determine local solutions for Nevadans experiencing poverty, and citizens help to
guide the activities of Community Action Agencies in Nevada.
By statute, CSBGfunded agencies are governed by a Tripartite Board.
Community Action embraces the principle of “maximum feasible participation” in
their local agency of people experiencing poverty. Community Action Boards are
advised by the Office of Community Services (OCS) to include:
§
§
§

1/3 people that are lowincome
1/3 elected officials or their designated representatives
1/3 other representatives from business, labor, religious, law enforcement,
education and other key organizations.

This unique Tripartite Board structure is fundamental to the Community Action
concept. It involves lowincome people in developing responses to poverty and
provides first hand knowledge of community issues.

1

Community Services Network: The Community Services Block Grant in Action (2004) by US.
Department of HHS/OCS.
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Five Federal Mandates of Community Action Agencies:
1. Fight Poverty. CAAs must provide resources and services to reduce
poverty.
2. Promote SelfSufficiency. CAAs must help lowincome persons
a) secure and retain meaningful employment
b) attain an adequate education
c) better use available income
d) obtain and maintain adequate housing
e) obtain emergency assistance
f) engage in civic participation
g) maximize use of available assistance.
3. Feed the Hungry. CAAs must provide services to counteract starvation and
malnutrition.
4. Improve Social Services. CAAs must establish linkages with social service
organizations.
5. Engage the Private Sector. CAAs must encourage private sector
participation to fight poverty.
Retrieved from http://www.communityactionpartnership.com April 17, 2007.

Within the state of Nevada, Community Action involves unique partnerships that
leverage block Grant funds to provide services through public agencies such as
County Social Service Agencies and private nonprofits. This structure promotes
action at the local level and allows services to be flexible and targeted to needs
within each community. Currently, the majority of CAAs nationwide serve rural
communities.
In Nevada, there are fourteen (14) agencies that provide services in seventeen
(17) counties. Each agency provides leadership to fight poverty. While there are
no “typical” CAAs, the approaches to fighting poverty are often similar. These
may include programs to assist persons in securing and maintaining
employment, education, or housing. Community Action Agencies may also assist
persons and families with income management, provide linkages among anti
poverty programs within the community, deliver emergency services, and
improve nutrition. The strategies used in each community vary but programs are
linked by the common goal of promoting self sufficiency and independence.
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Community Action Agencies in Nevada
There are currently 14 Community Action Agencies in Nevada serving the 17
counties in the state. These agencies provide important, localized, services to
individuals and families with need.
Nevada Counties and CSBG Grantees
Carson City
Churchill County
Clark County
Douglas County
Elko County
Eureka County
Humboldt County
Lander County
Lincoln County
Lyon County
Mineral County
Esmeralda County
Nye County
Pershing County
Storey County
Washoe County
White Pine County

Carson City Health & Human Services
Churchill County Social Services
Urban League Community Action Agency
Douglas County Social Services
FRC of Northeast Nevada
Eureka County Social Services
JOIN, Inc.
Lander County Social Services
Lincoln County Social Services
Lyon County Human Services
Consolidated Agencies of Human Services (CAHS)
(Administered by CAHS)
Nye County Health & Human Services
JOIN, Inc. (administered by Humboldt County)
Community Chest
Community Services Agency (CSA)
White Pine County Social Services

Community Action Standards in Nevada
Community Action Agencies are governed by federal law 42 U.S.C. 9901 et seq.
titled the Community Services Block Grant Act. A subsequent Information
Memorandum or IM 82 was published by the U.S. Department of Health and
Human Services in February, 2005. IM 82 provides further guidance on the key
issues of the federal law related to Tripartite Boards. In Nevada, Board
standards have been developed that conform to the Federal Information
Memorandum 82. These standards establish the minimum requirements in
Nevada for the Board’s composition and responsibilities.
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Board Composition
Local community action agencies are governed by a Tripartite Board. The “three
parts” are composed of a unique membership that includes:
1. Low Income
Persons. At least
one third of members
are low income
individuals and
families in the area
served.
2. Elected Officials.
One third of
members are elected
officials (or their
designees) serving
the Board during
their term in office.
3. Major Groups and
Business Interests.
These may include
leaders from
business, industry,
labor, education, or
other major groups
and interests in the
community served by
the CAA.

Federal CSBG Act Section 676B. Tripartite
Boards (42 USC 9910)
a) Private Nonprofit Entities
In order for a private, nonprofit entity to
be considered to be an eligible entity for
purposes of section 673(1), the entity
shall administer the community services
block grant program through a
Tripartite Board that fully participates
in the planning, implementation, and
evaluation of the program to serve low
income communities.
b) Public Organizations
In order for a public organization to be
considered to be an eligible entity for
purposes of section 673(1), the entity
shall administer the community services
block grant program through a
Tripartite Board that is able to
participate actively in the
development, implementation and
evaluation of programs funded under
this subtitle; or another mechanism
specified by the State to assure
decisionmaking and participation by
lowincome individuals in the
development, planning, implementation
and evaluation of programs funded
under this subtitle.

By definition, the minimum Tripartite Board size is 3. In Nevada the Boards
range from 3 to 18 members with the larger community action agencies
generally having higher numbers of board members.
42 USC 9910 allows states to determine alternate mechanisms for ensuring
participation of lowincome individuals in Community Action Agencies that
exist as part of public agencies. In Nevada, the “other mechanism” for public
organizations is an Advisory Tripartite Board as defined in the Tripartite Board
standards.
Appointment to the Board and Length of Service
Low Income Persons
Board membership of persons representing low income individuals and families
should reside in the area served. Persons should be selected by a democratic
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process. A number of different options can be used to meet the democratic
requirement such as an election, or appointment of low income individuals who
serve on other community advisory boards. This requirement helps to assure that
low income persons participate in decisionmaking, planning, implementation,
and evaluation of CAA programs. Persons who provide services or support to
low income persons may also serve on the Board, but should not be included
in this component of membership. While there are no term limits specified by
federal law, persons should reflect the demographic make up of their
communities.
According to the Act:

According to the Act:

PrivateNonprofit Entities Section
676B (2)(B) (i) not fewer than 1/3 of the
members are persons chosen in
accordance with democratic selection
procedures adequate to assure that
these members are representative of
lowincome individuals and families in
the neighborhood served; and (ii) each
representative of lowincome individuals
and families selected to represent a
specific neighborhood within a
community under clause (i) resides in
the neighborhood represented by the
member.

Public Organizations Section 676B
(b)(1) not fewer than 1/3 of the
members are persons chosen in
accordance with democratic selection
procedures adequate to assure that
these members (A) are representative
of lowincome individuals and families
in the neighborhood served; (B) reside
in the neighborhood served.

Elected Officials
Elected officials must serve during the time that they are in office. Elected
officials cannot serve on the Board in the “elected officials” category if they no
longer hold office.
According to the Act:

According to the Act:

Private Nonprofit Entities Section
676B(2) (A) 1/3 of the members of the
Board are elected public officials,
holding office on the date of selection,
or their representatives, except that if
the number of such elected officials
reasonably available and willing to
serve on the Board is less than 1/3 of
the membership of the Board,
membership on the Board of appointive
public officials or their representatives
may be counted in the such 1/3
requirement.

Public OrganizationsNo mention in
the legislation about requiring public
officials but IM 82 clearly outlines that
the purpose for having elected officials
serve on Tripartite Boards are to
encourage awareness of poverty needs
within the community and action by
local governments, and to foster close
coordination and partnership between
public agencies and eligible entities.
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Major Groups and Interests in the Community
Persons representing groups and interests in the community should have current
influence or resources that are critical to the success of the agency. Members
should also be empowered by their organization to participate in the Tripartite
Board activities.
According to the Act:

According to the Act:

Private Nonprofit Entities Section
676B (C) the remainder of the members
are officials or members of business,
industry, labor, religious, law
enforcement, education, or other major
groups and interests in the community
served.

Public Organizations No mention in
the legislation about requiring public
organizations to include major groups
but IM 82 outlines that Tripartite Boards
must choose remaining members from
business, industry, labor, religious, law
enforcement, education, or other major
groups and interests in the community
served.

Accountability and Results
As organizations working to reduce poverty, there are many challenges. One
ongoing challenge is to measure results, make improvements where needed,
and to communicate this level of accountability to the public. The most successful
state and local agencies understand these needs, and, engage in “continuous
self examination.”
In 1994, a CSBG Monitoring and Assessment Task Force (MATF), composed of
Federal, State and local network representatives identified six national goals for
community action. These include:
1.
2.
3.
4.

Lowincome people become more selfsufficient.
The conditions in which lowincome people live are improved.
Lowincome people own a stake in their community.
Partnerships among supporters and providers of service to low income
people are achieved.
5. Agencies increase their capacity to achieve results.
6. Lowincome people, especially vulnerable populations, achieve their
potential by strengthening family and other supportive systems.
These goals can also be described as outcomes to be achieved. The outcomes
exist at different levels: two goals speak about family level outcomes (goals 1
and 6), two goals address community level outcomes (goals 2 and 3), and
two goals specify agency level outcomes (goals 4 and 5).
The focus on results is a critical component of the National CSBG reporting
system know as ResultsOriented Management and Accountability (ROMA).
ROMA establishes outcome measures based on the 50+ national outcome
7

measures. CAAs are required to utilize the standardized outcome measures to
report their results.
To help demonstrate how CSBG measures progress towards goals and
outcomes, several examples of ROMA outcome measures are provided here:
Family Level Outcomes
1. Number of participants seeking employment who obtain it [as compared
with the total number of participants].
2. Number of participants maintaining employment for a full twelve months.
3. Number of households gaining health care coverage through employment.
4. Number of aged households maintaining an independent living situation.
5. Number of households in crisis whose emergency needs are ameliorated.

1.
2.
3.
4.

5.

1.
2.
3.

4.
5.

Community Level Outcomes:
Number of accessible, living wage jobs created and/or retained.
Increase in assessed value of homes as a result of rehabilitation projects.
Increase in available housing stock through new construction.
Increased level of participation of lowincome people in advocacy and
intervention activities regarding funding levels, distribution policies,
oversight, and distribution procedures for programs and funding streams
targeted for the lowincome community.
Number of households owning or actively participating in the management
of their housing.
Agency Outcomes:
Number of programs which have become more effective as a result of
research and data (their own as well as others).
Number of families having their situation improved as a result of
comprehensive developmental services.
Number of agencies increasing their number of funding sources and
increasing the total value of resources available for services to lowincome
people.
Number of agencies where board composition accurately represents the
ethnic diversity of the service territory.
Number of partnerships established and/or maintained with other public
and private entities to mobilize and leverage resources to provide services
to lowincome people.
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II.

Responsibilities

CAAs can be private nonprofit groups, or, public agencies. Community Action
Agencies take both forms within the state of Nevada. Nationally, 73 of the 1,086
CAAs (7%) are public organizations. In Nevada, 8 of the 14 (57%) CAAs are
public organizations. Both organization types require oversight from a Tripartite
Board, but the Board serves slightly different functions depending on the whether
the CAA is a private nonprofit or a public agency. This is due in large part to
differences in state and local laws governing nonprofits and public agencies.
For nonprofits, the Tripartite Board is the primary governing body and has
oversight responsibilities for the entire agency. For public agencies, oversight
responsibility is provided by elected officials serving on city councils or the county
commissions. The Tripartite Board for a public agency receiving CSBG funding
plays an advisory role. Public organizations need to determine what level of
decisionmaking the Tripartite Board can engage in and the degree to which the
decisions made by the Board are binding upon the agency. For this reason, it is
recommended that public organizations establish a Memorandum of
Understanding between the Tripartite Board and the County Commission, City
Supervisors, or both.
The Tripartite Board Standards included in this document summarize the key
elements of IM 82 and provide a framework for ensuring the Tripartite Board
practices in Nevada are consistent with the federal CSBG Act.
A summary of Board responsibilities, adapted by the State of Nevada Community
Service Block Grant Program from IM 82 dated 5/9/07 is provided below. While
the majority of responsibilities are shared, there are some key areas where roles
and responsibilities differ. The differences are highlighted for ease of reference.
State of Nevada
Community Service Block Grant Program
Tripartite Board Standards

Standards

Private
Nonprofit
Agencies
A

Board Responsibilities

1

Function as the governing Board.

Public
Agencies

X
2

Function as an advisory Board.
X

3

Oversee all funding sources, including CSBG.
Note: This is recommended for public organizations. It is
considered an important element in providing unified
community action planning and service delivery.

9

X

State of Nevada
Community Service Block Grant Program
Tripartite Board Standards

Standards

Private
Nonprofit
Agencies
4

Public
Agencies

Oversee CSBG funding.
X

5

7

Participate in agency planning, including strategic planning,
establishing budget priorities, determining community needs and
agency programs, establishing agency goals and performance
targets. Approve all plans.
Participate in CSBG planning activities, including strategic
planning, establishing budget priorities, determining community
needs and agency programs, establishing agency goals and
performance targets. Approve all CSBG related plans in an
advisory capacity.
Monitor agency performance through ROMA reporting, fiscal
status reports, and other program reporting processes.
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Monitor CSBG program performance through ROMA reporting,
fiscal status reports, and other program reporting processes.

6

X

X

X
X

Provide leadership in the community on poverty issues.
X

X

X

X

Regularly attend Board meetings and subcommittee meetings.

X

X

Ensure that adequate fiscal controls are in place.

X

X

Ensure that all decisionmaking is based on sufficient information.

X

X

9
Participate in Board training.
10
11
12
13
B

Board Composition

1

Agencies must have a minimum of 3 members composed of
representatives from each of the required sectors.

2
3

4

5

6

1/3 of the Board members must be lowincome persons who
reside in the agency’s service area.
1/3 of the Board members must be local elected officials or their
designated representatives. Elected officials cannot serve on the
Board in the “elected officials” category if they no longer hold
office.
1/3 other representatives: clergy, businesses or business
organizations, community organizations, schools, human service
providers etc.
Selection of Board members must be based on the needs of the
agency in order to promote agency capacity building and
community impact.
Board memberships must be consistent with the demographic
makeup of the service area.
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X
X
X

X

X

X

X

X

X

X

X

X

State of Nevada
Community Service Block Grant Program
Tripartite Board Standards

Standards

Private
Nonprofit
Agencies
C
1

2

Selection Process
The existing Board selects its membership in accordance with its
bylaws. New Boards are to be selected by the County
Commission, if applicable, or the Nonprofit organization.
A democratic selection process must be used to select lowincome
representatives. This includes elections or a petition/application
process that provides equal access for lowincome members to
apply to become Board members. If the petition/application
process is used, the existing Board members will select the low
income representatives from among the applicants.

D

Frequency of Meetings

1

The Board must meet at least once each quarter.

E

Meeting Rules and Standards

1

Adopt and review bylaws annually.

2

Establish a conflict of interest policy.

3

Comply with Open Meeting Law/post agendas.
Note: This is recommended for private Nonprofit agencies as
a means of maintaining transparency.
Provide agenda, supporting documents and prepare meeting
minutes.

4
5

Provide a copy of the minutes to the County Commission.

6

Maintain procedure to allow groups that consider themselves to be
underrepresented on the Tripartite Board to petition for adequate
representation.

F

Board/Executive Director Relationship

1

Boards establish policy; Executive Director recommends policy
and executes Board decisions.
Boards provide advice on policy to Executive Director.
Boards set mission and performance targets; Executive Director
works to accomplish mission and targets.
Boards provide advice on mission and performance targets;
Executive Director works to accomplish mission and targets.
Board and Director jointly evaluate agency performance based on
reports.

2
3
4
5
6

X

X

X

X

X

X

X

X

X

X
X

X
X
X
X
X

X
X
X
X
X
X
X

Boards work through the Executive Director, not staff.
X
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Public
Agencies

What Does the Tripartite Board Do?
The Board can serve two major roles depending on the structure of the
Community Action Agency. A Board of Directors governs private, nonprofit
Community Action Agencies. Community Action Advisory Boards advises
Community Action Agencies that exist as public agencies. These differences
affect the specific responsibilities.

What Does the
Board of Directors
Do?

What Does a
Community Action
Advisory Board Do?

Nonprofit

Public
Agency

Responsibilities
Collectively and individually, board
members are legally and morally
responsible for the activities of the
organization. Collectively, the Board
is responsible for determining
policy in the following areas:

Responsibilities
Collectively and individually, advisory board
members are responsible for the activities
of the CSBG grant. Collectively, the Board
is responsible for guiding policy in the
following areas:

Human Resources
· Board:
o Recruiting new board members
o Recognizing and nurturing
existing board members
o Providing existing board
members with opportunities to
grow and develop
· Executive Director:
o Hiring
o Firing
o Evaluation
· Personnel policies:
o Ensure that the Executive
Director has complete and up
todate policies in place for
management of staff including
compensation, benefits and
grievance procedures
· Volunteers:
o Policy setting
o Prioritize areas in which to use
volunteers
o How the organization should
treat and recognize volunteers

Human Resources
· Board:
o Recruiting new board members
o Recognizing and nurturing existing
board members
o Providing existing board members
with opportunities to grow and
develop
· Executive Director:
o Provide recommendations to
County/City on hiring
o May provide feedback for
Executive Director annual review
o Public Agency Community Agency
Advisory Board members do not
have input into personnel policies.
· Volunteers:
o Helps to prioritize areas in which to
use volunteers
o May provide guidance into how the
organization should treat and
recognize volunteers
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What Does the
Board of Directors
Do?

What Does a
Community Action
Advisory Board Do?

Nonprofit

Planning
Board members have three key
responsibilities in this area:
· Establishing and reviewing the
organization’s
mission/philosophy/goals
· Planning which services/programs
the organization provides
· Evaluating the organization’s
services/programs and operations on
a regular basis
Financial Oversight
Board members have four key
responsibilities in this area:
· Ensuring financial accountability of
the organization
· Overseeing an ongoing process of
budget development, approval and
review
· Raising funds and/or ensuring that
adequate funds are available to
support of the organization policies
and programs
· Overseeing properties or investments
of the organization
Community Relations
Board members have three key
responsibilities in this area:
· Ensuring that the organization’s
programs and services appropriately
address the needs of those we serve
· Advocating for the organization’s
services/programs which includes an
awareness that board members are
always emissaries in the community;
and
· Cooperative action, which includes
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Public
Agency

Planning
· Provide recommendations on the CSBG
grant, mission, philosophy and goals
· Assist in planning for the grant funded
program’s future
· Provide recommendations as to which
services/programs the CSBG
grant/organization is to provide

Financial Oversight
· Assist in the development of the CSBG
budget and monitor its execution
· Provide support to raise funds or ensure
that adequate funds are raised
· Review financial reporting information
for the CSBG and provide
recommendations

Community Relations
Board members have three key
responsibilities in this area:
· Ensuring that programs and services
appropriately address the needs of
those being served
· Advocating for services/programs which
includes an awareness that board
members are always emissaries in the
community; and
· Cooperative action, which includes

What Does the
Board of Directors
Do?

What Does a
Community Action
Advisory Board Do?

Nonprofit

determining occasions when an
organization could/should take part in
coalitions, joint operations, etc.

Public
Agency

advising occasions when CSBG
programs could/should take part in
coalitions, joint operations, etc.

Organizational Operations
Board members have four key
responsibilities in this area:
· Ensuring that the organization’s
management systems are adequate
and appropriate;
· Ensuring that the Board’s operations
are adequate and appropriate, which
includes writing policies for conduct of
meetings and operation of Board
business;
· Ensuring that organizational and legal
structure are adequate and
appropriate;
· Ensuring that the organization and its
Board members meet all applicable
legal requirements.

Organizational Operations
Board members are responsible for
providing guidance on the CSBG program’s
planning, finance, community relations,
organizational operations and minor human
resource systems

Meet Performance Expectations
In performing duties as a member of
the Board, every Board member
is expected to:
· Demonstrate a strong belief and
commitment to the organization’s
mission.
· Devote the necessary time to prepare
for and participate in Board and
committee meetings.
· Exhibit high ethical standards and
integrity in all Board actions.
· Be an enthusiastic advocate for the
organization.
· Take responsibility and accountability
for the organization and all decisions
made by the Board.
`

Meet Performance Expectations
In performing duties as a member of
the Board, every board member
is expected to:
· Demonstrate a strong belief and
commitment to CSBG program’s
mission.
· Devote the necessary time to prepare
for and participate in board and
committee meetings.
· Exhibit high ethical standards and
integrity in all board actions.
· Be an enthusiastic advocate for CSBG
programs
· Take responsibility and accountability
for CSBG program and all decisions
made by the Board related to the CSBG
program

14

What Does the
Board of Directors
Do?
·

·

What Does a
Community Action
Advisory Board Do?

Nonprofit

Spend the time necessary to learn
how to do the job, and maintain an
ongoing schedule of inservice
training to learn how to do the job
better.
Demonstrate willingness to work as a
team member with other board
members and the Executive Director.

·

·

Public
Agency

Spend the time necessary to learn how
to do the job, and maintain an ongoing
schedule of inservice training to learn
how to do the job better.
Demonstrate willingness to work as a
team member with other board
members and the Executive Director.

Board Functions
The Board of Directors provides the continuity on which your
organization is based. Individual members of the staff and the
Board come and go, but the entity of the Board exists as long as
your organization does. Individual members of the Board together form a
governing body that has the overall responsibility for your organization or CSBG
grant. Major functional areas for Tripartite Boards include development, planning,
implementation and evaluation.
Nonprofit

The Advisory Board also functions best when it provides
continuity to the agency. Individual members of the staff and the
Board come and go, but the entity of the Board exists alongside
CSBG programs. Individual members of the Board together form an advisory
body that has the overall responsibility for the CSBG grant. Major functional
areas for Tripartite Boards include development, planning, implementation and
evaluation.
Public
Agency

Development
As the designated antipoverty agencies within their community, both public and
private eligible entities are required to conduct periodic needs assessments of
the causes and conditions of poverty within their service area and to decide what
role or mission the agency will assume relative to other community organizations
and resources in addressing those needs.
Tripartite Boards are key players in the developmental processes described on
the following pages.
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Needs Assessment – Board members, especially those that live in communities
to be served and represent lowincome people, ought to be a primary source of
information and insight concerning the conditions in their neighborhoods.
Representatives of lowincome families can help fashion agency outreach and
communication strategies on an ongoing basis to assure that agency staff and
programs are responsive to changing community needs and conditions. Board
members that represent elected officials, and other community groups and
interests, all bring critical information and perspective to the needs assessment
process. Elected officials or their representatives can commission or make
available governmentsponsored studies of local economic, social, educational,
and key conditions that affect poverty. Business, labor, religious, and other
community group representatives offer similar information from the private sector
and access to shortterm and longerrange service and resource assessments
and/or development plans that may impact the nature or extent of poverty in the
community.
Clarifying Agency Mission – The way each community action agency perceives
its role, or mission, is central to what they do and how they assess their
effectiveness. Tripartite Boards, if correctly constituted, provide an agency with
broadbased, inhouse, panel of “experts” on most aspects of community needs,
resources, and opportunities. Their expertise should help inform agency
leadership and staff concerning role(s) community action should and could play
to reduce poverty visàvis other public and private programs and initiatives.
Creating or reviewing mission statements can provide a focus for collaborative
strategic planning among board members and agency leadership and staff, and a
foundation for meaningful board oversight of agency operations and
effectiveness.
Planning
Tripartite Boards are important participants in agency annual and longerrange
planning activities. Specifically, individual members of the Board, and the Board
as a whole, ought to contribute to and benefit from various aspects of program
planning.
Longrange Strategic Planning – For those CSBG entities that are 501(c)(3)
Nonprofit agencies, Tripartite Boards are ultimately responsible for the overall
direction, conduct, and effectiveness of agency programs and activities. Public
agency boards are “advisory” and are intended to guide public officials that
manage their agencies, both elected and appointed, with information and advice
on how to reduce poverty within the geographic area being served. As such,
participation of boards is essential in strategic planning discussions of how the
mission of the agency is to be accomplished through its program and activities,
and how the agency will determine what constitutes its “success.” Tripartite
Boards should be encouraged to help the agency: a) identify broad goals and
results it hopes to achieve through its work among lowincome individuals and
families, and within the community being served; b) mobilize an array of
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programs and activities, both within and outside the agency, to achieve those
goals and results; and c) establish and maintain procedures for gathering and
presenting information on goals and results for agency and board use.
Annual Planning – Tripartite Boards of both public and private entities should
participate in the identification of what the agency hopes to accomplish each
year, help the agency establish specific performance expectations in terms of
both the nature and number of improvements to be achieved among lowincome
people and within the community, and guide agency programs and activities.
Milestones, or intermediate steps toward achieving the ultimate results, ought to
be identified by agency staff so that board members will be able to track progress
throughout the year. In addition, boards are encouraged to identify possible ways
to strengthen agency operations, including needed staff or facility enhancements,
and to identify specific results it expects to be achieved. Boards may choose to
utilize annual agency performance expectations, or anticipated program results,
as important components of annual performance plans and compensation
agreements they negotiate with the agency’s Executive Director and other key
staff.
Implementation
Because members of Tripartite Boards have “fiduciary” responsibility for overall
operation of private, nonprofit community action agencies and statutorily
described “advisory” responsibilities in public agencies, members are expected to
carry out their duties as any “reasonably prudent person” would do. At a
minimum, Community Action Program Legal Services (CAPLAW), a major legal
resource for CAA’s nationwide, suggests that this would require:
1. Regular attendance at board and committee meetings
2. Thorough familiarity with core agency information, such as the agency’s
bylaws, articles of incorporation, sources of funding, agency goals and
programs, Federal and State CSBG statutes
3. Careful review of materials provided to Board members
4. Decisionmaking based on sufficient information
5. Ensuring that proper fiscal systems and controls, as well as a legal
compliance system, are in place
6. Knowledge of all major actions taken by the agency
Two aspects of the requirements described by CAPLAW above warrant further
discussion – Board oversight of agency programs and Board oversight of fiscal
controls.
Agency Program Implementation – Boards are encouraged to stay informed of
agency programs and activities throughout the year, and to receive periodic
reports from agency staff that focus on progress toward achieving milestones
and ultimate results among clients and communities being served. Timely board
awareness of program implementation progress allows for possible
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reassessment of performance expectations or program realignments should the
need arise.
Board members are also encouraged to help the agency establish and maintain
working relationships, or partnerships, with other public and private agencies and
programs in the community that can help achieve community action results.
For example:
1. Members that are either elected officials or that represent the elected
officials may identify public resources and programs that could
contribute to client or community outcomes and facilitate
communication and coordination between the community action
agency and the public program
2. Members that represent critical community interests, such as
commercial or financial institutions, may help identify possible
sources of support for the agency’s low income clients, including
employment opportunities, asset formation assistance, or access to
other financial services
3. All members of the Tripartite Board may be enlisted in an agency’s
advocacy efforts to increase or preserve needed services and
programs in the community that support greater selfsufficiency
among lowincome families
Evaluation
Results Oriented Accountability
1. Evaluation – (Results Oriented Accountability)
○ ResultFocused Evaluation – clients and community
○ ResultsFocused Evaluation – agency and staff
○ Using Information for Planning
○ Using Information for Additional Funding and Advocacy

Financial Management
Fiscal Controls – Because Tripartite Boards of private, nonprofit agencies are
ultimately responsible for assuring that agency funds are spent and accounted
for in accord with all applicable Federal, State, and local statutes and
regulations, they must make sure that fiscal controls and procedures are put in
place and maintained by the agency which provide for:
1. Trained and qualified staff to manage fiscal accounts and records of
the agency on a daytoday basis;
2. Commonly accepted financial procedures for transactions, record
keeping, and reporting such as those required by the CSBG Act, Part
74 of the Code of Federal Regulations, and OMB Circular 133;
3. Frequent reports to the Board by agency fiscal staff on overall agency
fiscal status, procedures, practices, and transactions;
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4. Required Board review and prior approval of all “substantial” agency
fiscal transactions or commitments, as defined by statute or agency
bylaws; and
5. Audits and audit reports to the Board by a CPA firm independent of
board member or agency staff association.

What Are the Responsibilities and Rights of Individual Board
Members?
In order for the Board to meet its responsibilities, it must be made up of
committed individuals that have the required interest, skills, and commitment to
the Board and its agency. Board members, at a minimum should possess:
§
§
§
§
§

A demonstrated interest in the organization’s goals
Specific experience and/or knowledge in at least one of the following
areas: Human Resources, Planning, Finance, Community Relations, or
Organizational Operations
A willingness to expand knowledge of Board responsibilities
A willingness to represent the organization to the community
A willingness to contribute time to the organization for meetings, training,
and other activities sponsored by the organization

Serving as a board member of the organization requires an important
commitment. To meet this commitment, members are expected to:
§
§
§
§
§
§
§

Ensure adherence to the organization’s mission
Attend and actively participate in all of the board meetings, and notify the
executive or board chairperson of anticipated absence
When absent from a meeting, review minutes and results of the missed
meeting
Be prepared to participate fully in board and committee meetings. This
may require preparation between meetings and doing “homework” to
understand the tasks, issues, and solutions
Serve on at least one committee, if a committee structure is in place
Act only with the full Board, not individually, unless authorized to do so by
the full Board
Speak on behalf of the Board only when the full Board sanctions doing so

Members of the Tripartite Board also have specific rights. Members have the
right to:
§ Receive notice of board meetings and the agenda
§ Attend and participate in board meetings
§ Examine the organization’s books, records, meeting minutes, financial
statements, and contracts for CSBG
§ Place items on the board meeting agenda at the appropriate time.
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Summary: Ten Basic Responsibilities of Board
1. Determine the Organization’s Mission and Purpose
A statement of mission and purposes should articulate the organization’s goals,
means, and primary constituents served. It is the Board of Directors’
responsibility to create the mission statement and review it periodically for
accuracy and validity. Each individual board member should fully understand and
support it.
2. Select the Executive
Boards must reach consensus on the Chief Executive’s job description and
undertake a careful search process to find the most qualified individual for the
position. Public Agency Board members often have a limited role in this process.
3. Support the Executive and Review 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. The
Chief Executive in partnership with the entire Board, should decide upon a
periodic evaluation of the chief executive’s performance. Public Agency Board
members often have a limited role in this process.
4. Ensure Effective Organizational Planning
As stewards of an organization, Boards must actively participate with the staff in
an overall planning process and assist in implementing the plan’s goals.
5. Ensure Adequate Resources
One of the Board’s foremost responsibilities is to provide adequate resources for
the organization to fulfill its mission. The Board should work in partnership with
the Chief Executive and development staff, if any, to raise funds from the
community. Public Agency Board members often have a limited role in this
process and it is often confined to the CSBG funded programs.
6. Manage Resources Effectively
The Board, in order to remain accountable to its donors, the public, and to
safeguard its taxexempt status, must assist in developing the annual budget and
ensuring that proper financial controls are in place. Public Agency Board
members review and help monitor the CSBG program budgets but do not have a
sphere of influence across the organization.
7. Determine and Monitor the Organization’s Programs and Services
The Board’s role in this area is to determine which programs are the most
consistent with an organization’s mission, and to monitor their effectiveness.
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8. Enhance the Organization’s Public Image
An organization’s primary link to the community, including constituents, the
public, and the media, is the Board. Clearly articulating the organization’s
mission, accomplishments, and goals to the public, as well as garnering support
from important members of the community, are important elements of a
comprehensive public relations strategy.
9. Serve as a Court of Appeal
Except in the direst of circumstances, the Board must serve as a court of appeal
in personnel matters. Solid personnel policies, grievance procedures, and a clear
delegation to the Chief Executive of hiring and managing employees will reduce
the risk of conflict. The Public Agencies Board members do not share this role.
10. Assess Its Own Performance
By evaluating its performance in fulfilling its responsibilities, the Board can
recognize its achievements and reach consensus on which areas need to be
improved. Discussing the results of a selfassessment at a retreat can assist in
developing a longrange plan.
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III.

Board Policies

In an effort to be effective in their role, Board members must develop, implement
and adhere to policies. Policies guide their behavior and protect the members
and the organization from potential risk areas. Because state laws govern
nonprofits and public agencies differently, the policies may differ depending on
the organization type. Below are common policies that should be included in a
board policy and procedure manual. Where a policy pertains specifically to either
a nonprofit or a public agency, this is noted. Where available, a link is provided to
an example tool in the appendices.

Board Delegation of Policy Interpretation to Staff and Public
The Board delegates to the Executive Director responsibility for policy
interpretation to the staff and public and for rule making, issuance of procedural
directives and guides not specifically covered or detailed by the Board. Such
interpretations, rules, and directives have the force of board regulations unless
and until suspended by board action.

Compliance with Nevada State Law Regarding Nonprofits
The formation and operation of nonprofits in the state of Nevada
is governed by Chapter 82 of the Nevada Revised Statutes
(NRS). Directors of nonprofits should understand these statutes.
When directors exercise care in managing the nonprofit, they are immune from
personal liability. The following sections are excerpted from A Guide to Non
Profits, published by the Nevada Department of Justice. The guide explains
responsibilities of the Board of Directors to exercise duties of care, duty of
loyalty, and duty of obedience.
Nonprofit

Directors of nonprofits are charged with exercising their duties in good faith.
Specifically, duties of care include:
1. Active Participation: Actively participate in the management of the

organization. Receive information and prepare prior to voting on issues.
Ask questions and seek to understand thoroughly each issue. Be aware
and involved in each major action taken by the organization.
2. Following the Money: Be involved and informed in all financial aspects of
the nonprofit. The organization should have adequate internal accounting
and controls. Management must produce and share accurate income and
expense statements, balance sheets, and budget status reports in a timely
matter. Additionally,
a. Consider maintaining an audit and finance committee.
b. If your organization invests, adopt a policy that requires funds to be
deposited in a federally insured interest bearing account. Do not
subject public funds to high risk investments.
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3.

4.

5.

6.

7.

Ensure that the funds are being used for the organization’s charitable or
public purposes. If an organization raises funds for a charitable or public
purpose but consistently uses virtually all income for administrative and
promotional expenses, the Board has failed to exercise due care.
Hiring Professional Fundraisers: Make sure any contract with a
professional fundraiser is fair and reasonable in light of the organization’s
financial resources. Ask for references and check with law enforcement
agencies and other organizations to help ensure that the firm is
trustworthy. Beware of fraudulent telemarketers that can harm the
nonprofit’s reputation, jeopardize its tax exemption status, and expose the
organization and its directors to liability.
Maintaining and Reviewing Records: As a director, you should be
familiar with the organization’s books and records including articles of
incorporation, bylaws, accounting records, and minutes. Ensure that
minutes are taken at every board meeting. Minutes must accurately record
the votes cast and identify the names of those in the minority on any
question. They should be signed, circulated to members for review, and
presented for approval. Financial records should be regularly audited by
an independent accountant.
Forming Committees: Unless otherwise provided by the articles or
bylaws, directors may establish committees which exercise the powers of
the Board in a manner consistent with resolutions or bylaws. Committees
cannot amend, alter, repeal articles or bylaws, elect, appoint, or remove
committee members, directors, or officers, authorize the transfer of all the
organization’s property or assets, dissolve the organization, or adopt a
plan for distribution of the assets. A committee may not amend, alter, or
repeal a Board resolution unless permitted to do so by the resolution.
Conducting Investigations: Directors should investigate warnings or
reports or theft or mismanagement by officers or employees of the
organization. Where appropriate, they should consult with an attorney or
other professional for assistance.
Knowing Your Rights: Directors also have rights.
a. You have the right to obtain information necessary to enable
you to carry out your responsibilities as a director.
b. You have the right to reasonable access to management.
c. You have the right to inspect the internal information of the
organizations. This includes inspection of books of account,
an all financial records during normal business hours. This
right may be enforced in court as long a the director has
given at least five days written demand to access the
information and will use the information for a purpose related
to the role as a director.
d. Directors are entitled to rely on the reports, opinions,
financial records or other information prepared by directors,
officers, employees, committees, attorneys, and accountants
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as long a the director does not have knowledge which could
cause such reliance to be unwarranted.
Directors are also charged with the duty of loyalty. To exercise the duty of
loyalty, directors should:
1. Avoid Detrimental Conflicts of Interest: A potential conflict of
interest arises when a business transaction takes place between the
organization and a director or a business in which a director has a
financial or family interest. Before any transaction involving a director
or family member of a director, the member should fully disclose the
financial interest to the entire Board. The director should abstain from
discussion of and voting on the matter, and the Board should only
approve the transaction if it clearly in the best interest of the
organization.
2. Establish a Written Policy: The Board should establish a written
policy for handing conflicts of interest. It should address disclosures of
financial interests and withdrawal from discussion and voting by the
interested director. Additional provisions, such as special voting
requirements for issues involving conflicts of interests, or, annual
disclosure forms, may also be adopted.
3. (Directors Must Not) Misuse Corporate Information: Directors must
not use information, documents, records, or other data obtained from
the organization for a purpose unrelated the organization’s interest.
Board members have a duty to obey the governing documents of the nonprofit
and comply with state and federal laws. To exercise the duty of obedience,
directors must:
1. Obey State and Federal Statutes: Directors should be familiar with
state and federal laws relating to nonprofit organizations, charitable
solicitations, taxes, and workers compensation requirements.
Directors should also be aware of their requirements to the Internal
Revenue Service (IRS).
2. Meet Filing Requirements: Directors must comply with the deadlines
for filing tax returns, paying income tax withholdings, making social
security payments, registering with the Secretary of State’s Office, and
other filing requirements.
3. Comply with Governing Documents: Directors should know and
comply with the organizations articles of incorporation or charter, and
bylaws. The Board should regularly hold meetings, members should
receive notice for meetings, and proper procedures for voting should
be held.
4. Seek Outside Help: To ensure compliance with the law, members
should obtain the assistance of legal counsel, accountants, or other
qualified people.
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Conflict of Interest Policy
Board members and employees:
· Have a duty to subordinate personal interests to the welfare of the
organization and those we serve. Conflicting interests can be financial,
conflicts, or involve personal relationships, status or power.
Board members are prohibited from receiving gifts, fees, loans, or favors from
suppliers, contractors, consultants, or financial agencies, which obligate or
induce the board member or employee to compromise responsibilities to
negotiate, inspect or audit, purchase or award contracts, with the best interest
of the organization in mind.
· Are prohibited from knowingly disclosing information about the organization to
those who do not have a need to know or whose interest may be adverse to
the organization, either inside or outside of the organization. Nor may board
members or employees in any way use such information to the detriment of
the organization.
· May not have a significant financial interest in any property which the
organization purchases, or a direct or indirect interest in a supplier,
contractor, consultant or other entity with which the organization does
business.
· Are expected to be alert for and avoid situations which might be construed as
a conflict of interest.
o Any possible conflict of interest should be disclosed to the other board
members and made a matter of record, either through an annual
procedure or when the interest becomes a matter of Board action.
o Any board member having a conflict of interest or possible conflict of
interest should not vote or use his/her personal influence on the
matter, and he/she should not be counted as part of a quorum for the
meeting. The minutes of the meeting should reflect that a disclosure
was made, the abstention from voting and the quorum situation.
These restrictions should not be construed as preventing the board member from
briefly stating his/her position in the matter, nor from answering pertinent
questions of other board members, since his or her knowledge could be of
assistance to the deliberations. All board members will be required to complete
the “Conflict of Interest Statement.” This policy will be reviewed by the Board
annually and given to each new board member for signature during orientation.

Ethical Obligations of Board Members
The Board will annually approve a code of ethics for board members.
All board members will be given a copy of the code of ethics, and will be
expected to adhere to the provisions of that code. An example code of ethics can
be found in the Appendix (Sample Code of Ethics).
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Political Activity
According to the CSBG Act, (42 USC 9914) CSBG programs may not use funds,
resources, or staff in any partisan or nonpartisan political activity or any political
activity associated with a candidate, or contending faction or group, in an election
for public or party office; any activity to provide voters or prospective voters with
transportation to the polls or similar assistance in connection with any such
election; or any voter registration activity. For more information on this topic, visit
CAPLAW online (Online Resources).

Public
Agency

Compliance with Nevada Open Meeting Law

As a public body (NRS241.015(3), the Tripartite Boards of public
organizations must comply to Nevada Open Meeting Laws.
Tripartite Boards of Community Action Agencies are required to comply with
Nevada Open Meeting Law (NRS Chapter 241). “It is the intent of the law that
their [public bodies] actions be taken openly and that their deliberations be
conducted openly.”
The statutes include the following provisions to cover all meetings2 of the Board,
committees, and subcommittees.
1. Notice of a meeting must be posted 3 working days prior to the meeting.
The notice must be placed at the principal office of the public body, or, if
no office exists, the building where the meeting will be conducted.
Additionally, the notice must be posted at a minimum of 3 prominent
locations within the jurisdiction. The notice shall also be posted on the
agency’s website, if it has one.
2. The notice must include the time, place, and location, a list of locations
where the notice has been posted, and agenda that consists of a clear
and complete statement of the topics to be considered, a list describing
the items on which actions may be taken, and include a period devoted to
comments by the general public. If a portion of the meeting will be closed,
this will also be noted. If any person has requested notification, the
correspondence must be sent (via postmail or email) before 9 am on the
third working day before the meeting.
3. A copy of any supporting material available to the governing board must
also be provided. If supporting material is to be provided at the meeting,
copies must be available to the public.
Note to Nonprofits: Although not legally required, following open meeting
laws are strongly recommended for Nonprofits in order to maintain
transparency with the communities they serve.
2

Exception includes emergency meetings. An emergency meeting would include disaster caused
by fire, flood, earthquake, or other natural causes, or, an impairment of the health and safety of
the public.
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IV.

Administration and Reporting

Board and Executive Expectations
The relationship between the Executive Director and the Tripartite Board is very
important. Together, the Board and the Executive Director lead the organization
to achieve its goals. However, it is important that distinct roles be defined. The
following guidelines developed specifically for Tripartite Boards can be helpful in
understanding how the board and director work together in defined roles. Also, it
should be noted that for Tripartite Boards of public agencies, the role of the
Board is lessened. The guidelines below relate only to CSBG activities rather
than the organization as a whole.
Guidelines to Manage Board and Executive Expectations and Roles:
· Boards establish policy, Executive Directors execute policy
· Boards set organization mission, Executive Directors accomplish
organization mission
· Boards set performance targets, Executive Directors guide work to
achieve targets
· Boards and Executive Directors evaluate agency performance. Both are
accountable
· Boards supervise only one employee – the Executive Director. It is the
job of the Executive Director to supervise staff.

THE BOARD EXPECTS ITS
EXECUTIVE DIRECTOR TO:
· Serve as Chief Operations
Executive of the organization
· Serve as professional advisor to
the Board
· Recommend appropriate policies
for consideration
· Implement the policies adopted by
the Board
· Keep the Board fully and accurately
informed regarding the
organization’s programs
· Develop a budget in connection
with the Finance Committee.
· Keep the Board uptodate on
budget problems
· Interpret the needs of the programs
and present professional
recommendations on all problems
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THE EXECUTIVE DIRECTOR
EXPECTS THE BOARD WILL:
· Provide Counsel and advice giving
the benefit of its judgment,
expertise, and familiarity
· Consult with the Executive on all
matters which the Board is
considering
· Delegate responsibility for
executive functions
· Refrain from handling
administrative details
· Make the staff responsible to the
Executive Director
· Share all communication with
Executive Director
· Provide support to Executive
Director and staff in carrying out
their professional duties
· Support the Executive Director in

·

·
·

and issues considered by the
Board
Recruit and supervise the best
personnel and develop a
competent staff
Devote time to improving the staff

·

Assist the Board in developing
and conducting community
information program

·

all decisions and actions consistent
with policies of the Board and the
standards of the organization
Hold the Executive Director
accountable for supervising the
organization
Evaluate the work of the Executive
Director

Boards and Subcommittees: Pros and Cons
There are many reasons for a board to develop and utilize subcommittees. When
wellimplemented, committees relieve the work load of the Board as a whole.
Other benefits of subcommittees include:
·
·

Increased quality of decisions. A group of fewer, more focused people can
be more committed to an issue.
Recruit and train future board members. Committees are an excellent
place to ease community members, as well as clients, into the workings of the
organization. Many times committee members become excited about the
mission of the organization, and decide to volunteer more time, eventually at
the board level.

Despite the advantages of subcommittees, their work does not necessarily mean
greater efficiency. Each Tripartite Board should determine whether a
subcommittee structure is valuable to the organization. The number of board
members, the complexity of issues handled, the number of tasks, and current
efficiency of board meetings may be factors in determining whether a board
should implement standing committees. For examples of standing committees
and their charges, a list of Sample Subcommittees has been provided in the
appendix. Additionally, tips for maintaining Effective Subcommittee Structures is
provided in the appendix.
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CSBG Reporting Standards
Client Eligibility Verification: Establish the client income eligibility level to be
used statewide and what income eligibility documentation the state will accept to
verify household income. The eligibility level must be based upon the federal
poverty income guidelines. Many states use 125% of the federal poverty line.
Client income eligibility should be updated yearly as the U.S. Department of
Health and Human Services (HHS) poverty income levels are revised and
released.
Application Process and Annual Reporting: Boards are responsible for CSBG
application and reporting activities. In the table provided, the required activities
are shown with frequency and the dates when they are required.
Activity
Request for Funds

How Often?
Monthly

Quarterly ROMA Report

Quarterly

Annual CSBG Report

Annually

Budget Amendment for
Carryover
Application/Renewal
Application

Annually
Annually

Due Date
Prior to the end of the following month.
Example: requests for the month of July
are due August 31
1st quarter ending Sept 30, due by Oct
31
2nd quarter ending Dec 31, due by Jan
31
rd
3 quarter ending Mar 31, due by Apr 30
4th quarter ending Jun 30, due by July 31
Sept or Oct, agencies will be notified of
due date
Aug or Sept, agencies will be notified of
due date
Apr or May, agencies will be notified of
due date

Attorney General Oversight of Charities
Nonprofit

Within the state of Nevada, there are specific statutes that pertain
to charitable organizations.

Fundraising: It is illegal for a person, in planning, conducting or executing a
solicitation for or on behalf of a charitable organization to make any statement or
representation concerning a contribution which directly, or by implication,
deceives or misleads a person acting reasonably under the circumstances; or
make any statement or representation which omits any material fact, if the
omission has the tendency or effect of deceiving or misleading a person acting
reasonably under the circumstances. This law was enacted to protect donors and
legitimate charitable nonprofit organizations from unscrupulous fundraising
practices.

29

Charitable Lotteries: Charitable lotteries are permitted, but are governed by and
regulated by the State Gaming Board. Lottery tickets may only be sold in the
primary county in which the charity is located and the counties that border the
primary county. The law also contains limitations on the amount of compensation
that can be expended for prizes, supplies and payment for services to those
operating the lottery. An organization that wishes to raise funds through any kind
of lotterytype contest should consult the Attorney General’s office or the Gaming
Board to ensure the activities are legal.
Other Filings: Nonprofits should be on record with the Secretary of State. It is
the responsibility of the Board to ensure the organization complies with sales and
use taxes, FICA and income tax withholdings, and workers' compensation
obligations. Filings with IRS protect tax exempt status, and are also of the Board.

30

V.

Appendix: Tripartite Board Toolkit

In this Appendix, several tools and resources are provided. Not all tools and
resources will fit the current needs of your board. Your board, together with the
Executive Director, can select and customize these tools and use them to
enhance board structure and efficiency. Where tools are designed specifically for
either a nonprofit or a public agency, this is indicated.

List of Tools with Links
1. Online Resources
2. Sample Board of Directors Job Description
3. Sample Advisory Board Member Job Description
4. Sample Subcommittees
5. Effective Subcommittee Structures
6. Characteristics of an Effective Board
7. Sample Code of Ethics
8. Example Charter: Community Agency Advisory Board
9. Sample Bylaws: Board of Directors
10. Sample Public Meeting Notice and Agenda
11. Sample Agenda for a Nonprofit Group
12. Sample Conflict of Interest Agreement
13. Checklist: Was Your Meeting Successful?
14. Sample Meeting Minutes 1
15. Sample Meeting Minutes Churchill County
16. Sample Minutes for a Nonprofit Group
17. Meeting Minute Checklist
18. Sample Board Evaluation
19. Sample Executive Director Evaluation
20. Parliamentary Procedures at a Glance
21. Open Meeting Laws Compliance Checklist
22. Sample AntiDiscrimination Language
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Online Resources
The sources used to develop this manual are provided for reference.
The Nevada Community Action Association (NCAA) is a statewide group
representing the needs of the CSBG entities in the 17 counties of Nevada.
Find links to other local agencies and information about training in Nevada
http://www.nevadacaa.org/

The National Association for State Community Service Programs (NASCSP)
Members are state administrators of the U.S. Department of Health and Human Services
Community block Grant and the U.S. Department of Energy’s Weatherization Assistance
Program. NASCSP keeps its members, the federal government, and other interested
parties informed about issues related to CSBG and DOE/WAP through its publications
and training.
http://www.nascsp.org/

Nevada Secretary of State Learn more about state taxation and filing requirements,
incorporation, and download applicable forms at http://sos.state.nv.us/

Nevada Attorney General The Attorney General website has many useful
publications, including “Guide for Nonprofits,” and the “Open Meeting Law Manual.”
These publications are available at http://ag.state.nv.us/. The Attorney General has
offices in Reno, Las Vegas, and Carson City. Carson City office:
(775) 6841100.

Internal Revenue Service (IRS) Visit the Internal Revenue Service Charities website
to learn more about tax exemption status of charities and nonprofits.
http://www.irs.gov/charities/index.html

Community Action Partnership
The community action partnership provides publications, technical support, and
partnering opportunities among the nation’s community action agencies.
http://www.communityactionpartnership.com/

Community Action Partnership National Directory
The 2007 CAA Directory features contact information for Community Action Agencies,
state and regional CAA associations, and Community Services Block Grant (CSBG)
Administrators, as well as a listing of individuals who have the Certified Community
Action Professional (CCAP) designation.
http://www.communityactionpartnership.com/publications/CAAdirectory.asp

The California/Nevada Community Action Partnership (Cal/Neva) is the
member Association of California and Nevada Community Action Agencies (CAAs) and
other Nonprofit organizations that together serve over 4 million low income individuals
each year. http://calneva.org/

The Northeast Institute for Quality Community Action (NIQCA) is committed to
promoting management excellence in Community Action Agencies (CAAs) located in
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Massachusetts, Connecticut, and Rhode Island. Multiple tools and resources are
available community action. http://www.niqca.org/

Community Action Self Assessment This manual and tools, updated in 2006
includes a section on governance. Created Northeast Institute for Quality Community
Action Quality Community Action System
http://www.virtualcap.org/cmsContent/files/QCAS%20SelfAssessment%20Manual.pdf

Parliamentary Procedure Parliamentary procedure refers to the rules of
democracy—that is, the commonly accepted way in which a group of people come
together, present and discuss possible courses of action, and make decisions. Learn
about parliamentary procedure and view links to help achieve efficiency at your meetings
at http://parliamentarians.org/procedure.php.

Free Complete Toolkit for Boards
Written by Carter McNamara, MBA, PhD, Authenticity Consulting, LLC. Copyright 1997
2007. Links and information about all types of governance, including advisory Boards.
http://www.managementhelp.org/Boards/Boards.htm#anchor4669

CAPLAW or Community Action Program Legal Services provides model policies,
technical assistance, general information, and links. http://www.caplaw.org/

Administration for Children and Families Office of Community Services
Block Grant has information, reports, policies, legislation updates, grant summaries,
and more. http://www.acf.hhs.gov/programs/ocs/csbg/

National Community Action Foundation provides information and advocacy from
Washington. Use this site to find the latest information about community action
legislation. http://ncaf.org/

Virtual CAP This site provides an indepth look at innovative programs and projects
developed by Community Action Agencies around the United States. Programs can be
researched by state, category or keyword. Each contains a summary description, as
well as useful links to download materials and related websites. Go to Latest Postings
page to see most recent information.
http://www.virtualcap.org/

Results Oriented Management and Accountability The ROMA Web Site is a
“commons” where community action folks from around the nation meet and greet and
share. Your comments and suggestions are not only welcome, but also genuinely
encouraged. See what other states and communities are doing related to ROMA at
http://www.roma1.org/index.asp?pid=1

Community Services Network: The Community Service Block Grant in
Action (Fiscal Year 2004) This publication, produced by the U.S. Department of
Health and Human Services provides information about what CSBG funds do throughout
the nation to create, coordinate, and deliver programs and services to low income
Americans. http://www.nascsp.org/documents/NASCSP_FINAL_updated.pdf
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Sample Board of Directors Job Description
Nonprofit

This sample job description can be customized to fit your board’s
responsibilities and then used to help recruit board members.
Board of Directors Job Description

The Board of Directors is responsible to conduct, manage and control the affairs
and business of the corporation, and to make such rules and regulations
therefore not inconsistent with the law, with the Articles of Incorporation or the
Bylaws, as they deem best.
In addition, the Board must demonstrate its fiduciary responsibility in the
following manner:
Governance
· Reapprove membership for any director who misses [enter number]
consecutive meetings
· Select and remove all board members, prescribe such powers and duties for
them as may be consistent with the law, with the Articles of Incorporation or
the Bylaws, fix their compensation and require from them security for faithful
service
· Assists in establishing the direction of and regularly examines the
organization’s services to ensure they fulfill its mission and achieve its
objectives
· Represent the organization’s point of view through advocacy for them.
· Govern the organization by broad policies and objectives, formulated and
agreed upon by the Executive Director, including assigning priorities and
ensuring the organization’s capacity to carry out programs by continually
reviewing its work
· Designate Standing Subcommittees and number of members by resolution.
· Appoints Standing Committee Chairperson
Commitment
· Contact the Board Chair for assignments and an update if unable to attend a
meeting
· Must be Chair or member of 1 committee or task group
· Attend at least 1 fundraising event and at least 2 agency sponsored events
annually
· Support other fundraising efforts through personal contributions as they deem
able
Supervision
· Hires and fixes the salary of the Executive Director
· Establishes criteria by which to evaluate the Executive Director annually
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·
·

Advises Executive Director on and approves employees’ compensation
through budget development adoption process
Gets to know other committee members and builds collegial working relations
that contribute to consensus

Evaluation
· Evaluates annually the performance of the organization in achieving its
mission.
· Evaluates annually its effectiveness as a Board in achieving the
organization’s mission
· Evaluates the performance of the Executive Director annually, using
predetermined criteria
Financial Sustainability
· Acquire sufficient resources for the organization’s operations and to finance
the services adequately
· Account to the public for the services of the organization and expenditures of
its funds, including: To provide for fiscal accountability, approve the budget,
and formulate policies related to contracts from public or private resources;
and to accept responsibility for all conditions and policies attached to new,
innovative, or experimental programs
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Sample Advisory Board Member Job Description
Public
Agency

This job description can be customized to meet the specific
roles and responsibilities at your agency and used to help
recruit board members.
Advisory Board Member Job Description

The Community Action Advisory Board is responsible to conduct, manage and
control the affairs and business of the Community Services Block Grant (CSBG),
and to make such rules and regulations therefore not inconsistent with the law,
with the Articles of Incorporation or the Bylaws, as they deem best.
In addition, the Board must demonstrate its fiduciary responsibility in the
following manner:
Governance
· Reapprove or terminate membership for any board member who misses
[enter number] consecutive meetings
· Select and remove all advisory board members, prescribe such powers and
duties for them as may be consistent with the law
· Assists in establishing the direction of and regularly examines the CSBG
services to ensure they fulfill its mission and achieve its objectives
· Represent the organization’s point of view through advocacy for them
· Provide guidance and recommendations on broad policies and objectives,
formulated and agreed upon by the director and commissioners
· Participate in subcommittees, if used by the Board
Commitment
· Contact the Board Chair for assignments and an update if unable to attend a
meeting
· Must be Chair or member of 1 committee or task group
· Attend 2 agency sponsored events annually
Supervision
· May make recommendation regarding the hiring and salary of the Executive
Director
· May participate in Executive Director annual performance evaluation.
· Gets to know other committee members and builds collegial working relations
that contribute to consensus
Evaluation
· Evaluates annually the performance CSBG activities within their alignment
and progress with the organization’s mission
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·
·

Evaluates annually its effectiveness as a Board in achieving the
organization’s mission
Board members may participate in evaluation of the Executive Director
annually, using predetermined criteria

Financial Sustainability
· Helps to acquire sufficient resources for the organization’s operations and to
finance the services adequately
· Account to the public for the services of the organization and expenditures of
CSBG funds, including: To provide for fiscal accountability, approve the
budget, and formulate policies related to contracts from public or private
resources; and to accept responsibility for all conditions and policies attached
to new, innovative or experimental programs
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Sample Subcommittees
Examples of standing committees are provided, along with tips for maintaining an
effective committee structure.
Executive Subcommittee
MEMBERS: Officers or chairpersons of other standing committees and a
specified number of atlarge board members.
AUTHORITY AND CHARGE: This committee manages the business of the
organization to the extent determined by the Board. It should act only in the
intervals between meetings of the full Board and at times as directed by the
Board. Executive committees are often useful in national organizations where the
board members are far apart. Executive committees can be problematic in
smaller organizations, as they tend to concentrate power in a few people. If
Board members live geographically close, executive committees are best
avoided.
Finance Subcommittee
MEMBERS: Treasurer, staff, and other board members.
CHARGE: This committee considers the details of the budget, monitors financial
condition and reports, approves of major purchases, etc. It ensures that the
organization employs generally accepted accounting principles based upon
uniform accounting procedures. It also is cognizant of and seeks out available
funds.
Personnel Subcommittee
MEMBERS: Chair of the Board, board members, Executive Director, others.
CHARGE: This committee establishes policies and procedures regarding
salaries, fringe benefits, hours, and working conditions that permit employment
and retention of qualified staff and foster high productivity and quality of service.
Nominating Subcommittee
MEMBERS: General board members, staff, others.
CHARGE: This committee nominates officers and candidates for membership,
recommends criteria for selection of new members, provides orientation of new
members, analyzes attendance at meetings, and recommends action regarding
inactive members.
Program Subcommittee
MEMBERS: General board members, Executive Director, Staff, others.
CHARGE: This committee provides Board with detailed information about the
agency’s services that cannot be given in Board meetings, examines the
agency’s services, (i.e. how the program relates to the purposes and goals of the
agency and to other programs in the community),gives the Executive Director
and appropriate staff opportunities to discuss with the Board how effectively
agency services reflect changing trends, formulates policies for Board action.
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Development Subcommittee
MEMBERS: General board members, knowledgeable community members,
staff.
CHARGE: This committee assumes the primary responsibility for matters
pertaining to the quality and quantity of volunteer participation, financial support,
internal and external image.

Effective Subcommittee Structures
Every committee, no matter what type, requires the following elements to
function effectively:
· Make sure the committee has a real purpose of existence
· Make sure that everyone knows what that purpose is
· Remove committee members who are not right for the committee or do
not participate
· Don’t hold meetings without a clear reason
· Give advance notice of meetings
· Whenever possible, distribute materials in advance
· Encourage everyone to participate during the meeting and discourage
members who monopolize the discussion
· Start and end meetings on time
· Schedule important items first on the agenda
· Don’t have more than eight people on a committee
· Be specific about the charge and deadlines
· Provide an agenda for each meeting
· Don’t allow unrelated discussions during meetings
· Make sure members receive credit for the accomplishments of the
committee
· Utilize seating arrangements where everyone can interact
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Characteristics of an Effective Board
This table contains 12 characteristics of an effective Board. This list can help the
Board to assess strengths and opportunities for improvement.
Diversity

In general, members bring to the Board differences in skills,
experience, interests and social background.

Member
Involvement

Board members take an active interest in their
responsibilities and are deeply concerned about the
agency’s problems and programs.

Member
Knowledge

Board members are well informed about the Agency’s
operation and the social forces that affect the delivery of
service.

Rapport

Board members have mutual respect for each other’s
differences of opinion and maintain a productive working
relationship.

Sensitivity

Board members are representative of, and sensitive to,
different constituents and viewpoints.

Sense of
Priorities

Board members are concerned with important and long
range issues, to the exclusion of trivial matters.

Direction

The Chair is respected and is skilled at bringing out various
points of view and in arriving at appropriate decisions.

Strength

The Board stands foursquare behind effective policy
decisions.

Financial Support

The Board includes a reasonable number of members who
are able to obtain financial support for the agency.

Board/Staff
Relations

The Board has a productive working relationship with the
Executive Director.

Structure

The Board is organized to enable individual Board
members and committee members to assume an active
role in its functions.

Accomplishments The Board’s achievements provide members with a sense
of satisfaction as a result of their Board service.

40

Sample Code of Ethics
This sample code of ethics, once customized for your organization, can be used
ensure that Board Members understand the conduct that is expected while
serving the organization.
Sample Code of Ethics
As a member of this organization’s Board, I will:
·
·
·
·
·
·
·
·
·
·

·
·
·
·
·
·

·
·

Listen carefully to my teammates and those served by the organization.
Respect the opinion of other board members.
Respect the opinion of the Executive Director and other key staff persons.
Respect and support the majority decisions of the Board.
Recognize that all authority is vested in the Board when it meets in legal
session and not with individual board members.
Keep wellinformed of developments that are relevant to issues that may come
before the Board.
Participate actively in Board meetings and actions.
Call to the attention of the Board any issues that I believe will have and
adverse effect on the organization or those we serve.
Work with the entire Board and the Executive Director to resolve any issues
that I believe will have an adverse effect on the organization of those we serve.
I will utilize Board meetings to address concerns regarding the organization, its
staff, or other issues. If necessary, I will ask for additional meeting time to
address an issue.
Attempt to interpret the needs of constituents to the organization and interpret
the action of the organization to its constituents.
Refer constituent or staff complaints to the proper level on the chain of
command.
Recognize that the board member’s job is to ensure that organization is well
managed, not to manage organization.
Vote to hire the best possible person to manage organization.
Represent all constituents of organization and not a particular geographic area
or special interest groups.
Consider myself a “trustee” of the organization and do my best to ensure that
the organization is well maintained, financially secure, growing and always
operating in the best interests of constituents.
Always work to learn more about the board member’s job and how to do it
better.
Declare any conflict of interests between my personal life and my position on
the organization’s Board, and avoid voting on issues that appear to be a
conflict of interests.

As a member of this Board I will not:
·
·
·

Be critical, in or outside of the Board meeting, of other board members or their
opinions.
Voice my concerns regarding staff, including the Executive Director, outside
Board meetings.
Use this organization or any part of the organization for my personal advantage
or the personal advantage of my friends or relatives.
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·
·
·

Discuss the confidential proceedings of the Board outside the Board meeting.
Promise prior to a meeting how I will vote on any issue in the meeting.
Interfere with duties of the executive or undermine the executive’s authority.
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Example Charter: Community Agency Advisory Board
The charter is the governing document for Tripartite Boards that
are or associated with public agencies. If your Board does not
have a Charter, it is important to develop one. An example is
provided. Your district attorney’s office can also be helpful in developing
the charter. Once developed and approved, board members should
comply with the articles in the Charter.

Public
Agency

Churchill County Social Services
Advisory Board
CHARTER
PREAMBLE
WHEREAS, Churchill County Social Services desires to cooperate in the planning and
delivery of human service programs and abide by the community action model delivery
of human service programs.
WHEREAS, Churchill County has recognized county agencies, business and units of
local government to be eligible and have elected to serve as the governing body for a
community action program under regulations issued by the Community Services
Program.
ARTICLE 1
NAME, AREAS SERVED, MEMBERSHIP
The organization shall consist of the following parties:
1. Churchill County elected official / designated representative
2. FRIENDS family resource center – representing the low income service population
3. Private Business
ARTICLE 2
PURPOSE
Churchill County Social Services shall operate as a community action agency to
coordinate the planning and delivery of Social Services to residents of the County.
Churchill County Social Services shall address the needs of low income and atrisk
persons and shall work toward the goal of alleviating the conditions and causes of
poverty.
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ARTICLE 3
ADVISORY BOARD STRUCTURE
1. County Advisory Board
A. Membership: The County Advisory Board shall have membership of three (3)
persons: 1. One member is elected Official or designated representative; 2. One
member from the business sector; and, 3. One member representing the interests of low
income persons.
B. Meetings: The Advisory Board shall hold one regular meeting each quarter. The time
and place of the regular meeting shall be set by present members at each meeting, and
posted on the County website and local social service agencies. Advisory Board
members shall be sent an agenda for a regular meeting at least three (3) days prior to
the date of the meeting, and all agendas shall be posted in accordance with Nevada
State Public meeting law, except as otherwise provided for by law, all meetings of the
advisory Board shall be governed by the provisions of Chapter 241 of the Nevada
Revised Statutes (Open Meeting Law).
A quorum of the Advisory Board shall consist of two (2) members. Any action taken by
the advisory Board must be made and based upon simple majority of the members
present. In the event of a tie vote, the matter must be reconsidered at the next regular
meeting of the Board.
C. Powers and Duties: The Advisory Board, as a full Board, shall have authority to make
recommendations for the following: annual grant budgets and audits; approve concept
paper, contracts, and grants; assist in the conceptual planning of future services; assist
in completion of the annual evaluation of the Director, only to make recommendations on
performance; give recommendations on polices pertaining to community action agency
activities; review closeout and monitoring reports; and take such other action as
requested by the Churchill County Commissioners or Director of Churchill County Social
Services.
D. Officers: Each member of the Advisory Board shall have coequal authority in the
discharge of his/her duties as provided for by Section C hereof.
E. Voting: Each member of the Advisory Board shall have one (1) vote as provided for in
Section D hereof.
F. Committees: The Advisory Board shall authority to form a special committee for the
express purpose of addressing exceptional concerns of individuals in Churchill County,
Nevada. Any special committees formed under this section shall consist of at least (1)
member of the Board and such other persons as the Board may direct.
G. Confidentiality: The Advisory Board or any special committee formed, pursuant to
Section F. hereof, shall have the duty of ensuring compliance with federal and state law
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governing confidentiality and privacy of any persons who are the object of human
services programs.
ARTICLE 4
ADMENDMENT, PARTIAL PARTICIPATION AND DISSOLUTION
This Charter shall be effective upon approval of the county Commission at a public
meeting thereof. The same shall continue pending further action by the Board of County
Commissioners.
Any member of the Advisory Board may seek to withdraw his/her membership. Notice of
intent to withdraw must be made to the Advisory Board upon sixty (60) days prior written
notice of intent to withdraw.
The Director of Churchill County Social Services, Members of the Advisory Board, or
County Commissioners shall have the right to make nominations on replacement of
withdrawn members. Recommendations shall be recommended by the Advisory
members to the County Commissioners for final approval.
ACTICLE 6
COMPLIANCE WITH FEDERAL, STATE AND LOCAL LAWS
The Advisory Board must comply with all applicable federal, state, and local laws or
ordinances in the discharge of its functions in this Charter.
Dated this 18 day of April, 2007.
Churchill County Board of Commission:
______________________________
Gwen Washburn, Chair
Advisory Board Members:
________________________________ ________________________________
Brad Goetsch, County Manager
Karen Stoll, FRIENDS Director
________________________________
Lori Capurro, Owner Anchor Properties
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Sample Bylaws: Board of Directors
A sample of bylaws is provided here. If your organization is
nonprofit and does not currently have bylaws, this sample can be
customized and approved by the Board according to existing
policies and procedures.
Nonprofit

BYLAWS OF
Duluth Community Action Program, Inc.
Duluth, Minnesota
Date Approved July 29, 1999
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Sample Public Meeting Notice and Agenda
Public
Agency

Provided below is an Example of a Public Meeting Notice and
Agenda for a Board of County Commissioners meeting.

BOARD OF COUNTY COMMISSIONERS
CHURCHILL COUNTY, NEVADA
155 N. Taylor Street
Fallon, Nevada 89406
(775) 4234092
Fax: (775) 4237069
Email: pmoore@churchillcounty.org

****NOTICE OF PUBLIC MEETING****
PLEASE POST
PLACE OF MEETING: Churchill County Chambers, 155 North Taylor Street, Fallon,
NV
DATE & TIME: 02 May 2007 at 8:15 a.m.
TYPE OF MEETING: Regularly Scheduled County Commissioners Meeting

1.

2.
3.

4.
5.

Notes:
These meetings are subject to the provisions of Nevada Open Meeting Law (NRS
Chapter241). Except as otherwise provided for by law, these meetings are open
and public.
Action will be taken on all agenda items, unless otherwise noted.
The agenda is a tentative schedule. The Board of County Commissioners may act
upon agenda items in a different order than is stated in this notice so as to affect
the people’s business in the most efficient manner possible.
In the interest of time, the Board of County Commissioners reserves the right to
impose uniform time limits upon matters devoted to public comment
Any statement made by a member of the Board of County Commissioners during
the public meeting is absolutely privileged.
Agenda:

1. Call to Order:
2. Pledge of Allegiance:
3. Verification of the Posting of the Agenda:
4. Review and Adoption of Agenda: Action to approve the agenda as submitted or
revised
5. Review and Adoption of Minutes:
Minutes of the regular Commissioner’s meeting of 010207
Minutes of the special Commissioner’s meeting of 100207
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Minutes of the regular Commissioner’s meeting of 180407
6. Public Comment: Comment upon matters not on agenda.
7. Appointments:
8:20 a.m. Planning Dept. Matters – Eleanor Lockwood: Consideration and possible
action re:
A.
B.
C.
D.

Mills & Mills Inc. Cluster Development Map (TCID#07014, Schindler Road).
Douglas & Kelly Service Parcel Map (TCID#07008, Bench Road).
Sage Creek Development Co., LLC Parcel Map (TCID#07013, Lazy Heart Lane).
Anthony & Cheryl Martin Parcel Map (TCID#07005, Wood Drive).

8:40 a.m. Consideration and possible action re: Dental Insurance Renewal for Churchill
County and CC Communications Employees and Retirees for FY 0708, Geof
Stark, Human Resources Director.
8:45 a.m. Consideration and possible action re: First reading of regulated local tariff,
Robert Adams, General Manager, CC Communications.
8:55 a.m. Consideration and possible action re: proposal for clean up and beautification
of the Churchill County Administrative Complex, Maxine Hight, Artistically
Yours.
8. Letters Received: (Action item)
9. Old Business:
10. New Business:
11. Consent Items: (Action items generally not requiring discussion or explanation)
All matters listed under the Consent Agenda are considered routine and may be
acted upon by the Board of County Commissioners with one action and without an
extensive hearing. Any member of the Board or any citizen may request that an
item be taken from the Consent Agenda, discussed and acted upon separately
during this meeting.
Informational Items:
A. Notice f/Citizen Alert re: Information on the U.S. Transport Council and
Yucca Mountain.
B. Letter f/U. S. Senator Harry Reid re: geothermal rents and royalty payments.
C. Notice f/State of Nevada, Commission on Mineral Resources, Division of
Minerals, Geothermal Permit Notice re: Ormat Nevada, Inc.
Review:
A. Notification received from Churchill County Recorder Vicky L. Tripp
regarding the Real Property Transfer Tax funds for the 3rd Quarter of the FY
0607 into the Consolidated Tax Fund.
B. Notification from Churchill County Recorder Vicky L. Tripp regarding the
Collection and Remittance Report for the 3rd Quarter of the FY 0607.
Committee and Departmental Reports:
12.
13.
14.
15.

Consider Future Agenda Items:
Claims and Payroll Transmittals:
Adjournment:
Affidavit of Posting
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State of Nevada
County of Churchill

)
: ss
)

I, Pamela D. Moore, Administrative Aide to the Board of County Commissioners,
do hereby affirm that I posted, or caused to be posted, a copy of this notice of public
meeting, on or before the _____ day of ______________, 2007, at the following
locations in Churchill County, Nevada:
1.
City Hall;
2.
County Administration Building;
3.
Road Department;
4.
Churchill County Law Enforcement Center;
5.
The Churchill County Website @ www.churchillcounty.org.
_________________________________
Administrative
AideBoard
of

County

Commissioners
Subscribed and Sworn to before me this ______ day of _______________, 2007.
_________________________________
County Clerk
Endnotes:
Disclosures:
*Churchill County is an equal opportunity provider and employer.
Accommodations:
*Churchill County will make all reasonable efforts to assist and accommodate physically
handicapped persons desiring to attend. Persons who are disabled and require special
assistance may contact the Churchill County Commission, in writing at 155 N. Taylor
Street, Ste 156B, Fallon, Nevada 89406, or by calling (775) 4234092.
Procedures:
*The schedule of regular meetings of the Board of County Commissioners is provided for
by Title 2, Chapter 2.04, of the Churchill County Code.
*The public meetings may be conducted according to rules of parliamentary procedure.
*Persons providing public comment will be asked to state their name for the record.
*The Board of County Commissioners reserves the right to restrict participation by
persons in the
public meeting where the conduct of such persons is willfully disruptive to the people’s
business.
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Sample Agenda for a Nonprofit Group
Nonprofit

Boards of Nonprofits should develop and post agendas as a best
practice. Provided is a sample agenda appropriate for a nonprofit
or other group not subject to Nevada Open Meeting Law.

CAHS Board Agenda
Thursday June 14, 200X
7:30 a.m.– 9:00 a.m.
LOCATION:
Maggie’s Restaurant
Hawthorne, NV 89415
Agenda
Thursday
1. Call to Order & Roll Call

Time
7:30

2. Review & approve meeting minutes

7:35

3. Old Business
§ Fiscal Reports*
§ Program Reports
§ Executive Director’s Report

7:40

4. New Business
§ Approval of grant application
§ Recruitment Committee report
§ Insert other new business*

8:05

5.
6.
7.
8.

8:25
8:35
8:45
9:00

Community Information Exchange
Future Agenda Items
Public Comment
Adjournment

*Indicates possible action item
This agenda must be posted at the following locations by 9:00AM three working days before the
meeting. Mineral County Independence News, Mineral County Court House, Mineral County Post
Office, Mineral County Library, Joseph’s Market, CAHS Office.
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Sample Conflict of Interest Agreement
All members of Tripartite Boards should be aware of potential conflicts of interest.
This form can be signed by board members and used in conjunction with the
conflict of interest policy to ensure that issues related to conflict of interest are
avoided.
Conflict of Interest Statement
I have read and am familiar with [the organization’s] Board policy concerning
conflict of interests, and I have initialed the line opposite the appropriate
paragraph below.
________ Neither I, nor the best of my knowledge, any member of my family has an
interest or taken any action which would contravene the policy of this Board.
________ Neither I, nor the best of my knowledge, any member of my family has an
interest or taken any action which would contravene the policy of this Board, except such
interest or action fully disclosed below.

Board Member Signature

Date
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Checklist: Was Your Meeting Successful?
Use this checklist to help assess and improve your Board’s meetings.
Content—was there common focus on:

¨
¨
¨
¨
¨
¨
¨
¨
¨
¨
¨
¨
¨
¨

Yes

No

Needs

the purpose

_

_

_

kind of meeting

_
_
_
_
_

_
_
_
_
_

_
_
_
_
_

_
_
_
_
_
_
_
_

_
_
_
_
_
_
_
_

_
_
_
_
_
_
_
_

the process of the meeting

_

_

_

how the meeting would proceed

_
_

_
_

_
_

_
_
_
_

_
_
_
_

_
_
_
_

the topic
content of the meeting
the decisions to be made
a meeting agenda
status report/update information
problem definition
problem analysis (fact finding)
generating alternative solutions
choosing criteria by which to decide
final decisionmaking
feedback during the meeting
implementation

Process—was there common focus on:

¨
¨
¨

how the decisions would made

The Facilitator/Group Leader:

¨
¨
¨
¨
¨

maintained an open, safe, balanced atmosphere

helped the group agree on where they want to go before
they fed back information to the group/ for clarification

_

_

_

¨
¨

was nonjudgmental

_
_

_
_

_
_

_

_

_

_
_

_
_

_
_

protected individuals from attack
maintained conversation flow
encouraged everyone to participate

suggest alternatives and procedures

Role definition of individuals in the meeting:

¨

everyone’s roles and responsibilities were clear

Time Frame

¨
¨

everyone clearly agreed on the meeting time frame
the meeting started and ended on time
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Sample Meeting Minutes 1
Public
Agency

This is example is from the Nevada Open Meeting Law
Manual. For more information, see the Manual, or, consult with
your District Attorney for compliance information.
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Sample Meeting Minutes Churchill County
Public
Agency

Fallon, Nevada
06 July 2006

CALL TO ORDER
The regular meeting of the Churchill County Board of Commissioners was called
to order at 8:15 a.m. on the above date by Chairperson Washburn.
PRESENT:
Gwen Washburn, Chairperson
Lynn Pearce, Commissioner
Norman Frey, Commissioner
Alan Kalt, Comptroller
Brad Goetsch, County Manager
Kelly G. Helton, Deputy Clerk of the Board
ABSENT:
Pledge of Allegiance
It was verified that the agenda for this meeting was posted in accordance with
NRS 241.
PUBLIC COMMENTS
Chairperson Washburn inquired if there were any public comments on issues that
were not listed on the agenda. There were none.
ACTION ITEMS
AGENDA
Commissioner 00 moved to approve the agenda as submitted. Commissioner 00
seconded the motion, which carried by unanimous vote.
MINUTES
There were no minutes submitted for approval at this meeting.
APPOINTMENTS
THE BOARD MAY REQUIRE THE PROVISION OF AN OATH OR AFFIRMATION
BY ANY PERSON PROVIDING ORAL TESTIMONY AT A PUBLIC HEARING.
Consideration and possible action regarding: Petition from Wesley W. Hackbarth, Jr. to
explore and develop a patented mining claim Chairperson Washburn stated Mr.
Hackbarth was not present, but it was explanatory what he would wanted to do.
County Manager Goetsch stated Mr. Hackbarth would be paying the taxes
currently owed in the amount of $693.20 to the County before he could begin exploring.
District Attorney Mallory stated as long as Mr. Hackbarth agreed to that, he had no
problem with the Board approving the request.
Commissioner Frey moved to allow Wesley W. Hackbarth, Jr. to explore and
develop the patented mining claim known as Florence #3, Blue Bell, Little Fellow
#171958 Survey 2668 in the Fairview Mining District pending payment of the taxes
currently owed to Churchill County. Commissioner Pearce seconded the motion, which
carried by unanimous vote.
Recess Board of County Commissioners’ meeting to conduct the Liquor Board meeting.
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Commissioner Frey moved to recess the Board of County Commissioners meeting
and convene the Liquor Board meeting. Commissioner Pearce seconded the motion,
which carried by unanimous vote.
Liquor Board – Consideration and possible action regarding: Second Reading – Bill No.
2006M, amending Ordinance #13, providing amendments to Chapter 5.24 of the
Churchill County Code (Alcoholic Beverages) See the minutes attached hereto and
made a part hereof.
Reconvene Board of County Commissioners meeting
Commissioner Frey moved to reconvene the Board of County Commissioners
meeting. Commissioner Pearce seconded the motion, which carried by unanimous vote.
Planning Department Matters:
Tentative Map:
Ralph and Deborah Mills, Cluster Development (St. Clair Road) TCID #06034
Located in a portion of the SW 1/4NW 1/4, Section 4, Township 18 North, Range 28
East, M.D.M., which consisted of 11 parcels.
Planning Director Lockwood stated the
Parcel Map:
Robert and Kitty Hammon (Alcorn Road) TCID #06003 Located in a portion of the NE
1/4NE 1/4, Section 32, Township 19 North, Range 28 East, M.D.B.&M., which
consisted of four parcels; Parcel #1 contained 1.14 acres; Parcel #2 contained 1.19 acres;
Parcel #3 contained 1.22 acres; and, Parcel #4 contained 1.40 acres, all of which
contained no water rights.
LETTERS RECEIVED
There were no letters received for this meeting.
OLD BUSINESS
There were no Old Business items submitted for this meeting.
NEW BUSINESS
Consideration and possible action regarding: Change the date of the regularly scheduled
Commissioner meeting of 16 August 2006
Commissioner Pearce moved to change the date of the 16 August 2006 meeting to
22 August 2006, keeping the place and time the same. Commissioner Frey seconded the
motion, which carried by unanimous vote.
Consideration and possible action regarding: Resolution #1406 – Certification of the
combined tax rate for the levy of taxes beginning 01 July 2006 and designation the
number of cents of each one hundred dollars of property levy for each fund within the
provisions of NRS Chapter 361.460 Chairperson Washburn read the Title of Resolution
#1406 into the record:
TITLE:
A RESOLUTION IN ACCORDANCE WITH THE
PROVISIONS OF NEVADA REVISED STATUTES CHAPTER
361.460 CERTIFYING THE COMBINED TAX RATE FOR THE LEVY
OF TAXES BEGINNING JULY 1, 2006; AND DESIGNATING THE
NUMBER OF CENTS OF EACH ONE HUNDRED DOLLARS OF
PROPERTY LEVY FOR EACH FUND AND OTHER MATTERS
PROPERLY RELATING THERETO.
Comptroller Kalt stated this was a housekeeping item as the County was required
to certify the tax rate after the Nevada Tax Commission approved at their 26 June 2006
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meeting. Clerk/Treasurer Venturacci apportioned the new tax rate included in this
Resolution.
Commissioner Frey moved to adopt Resolution #1406 and approve the
certification of the combined tax rate for the levy of taxes beginning 01 July 2006, as
certified by the Nevada Tax Commission in accordance with the provisions of NRS
361.460, furthermore authorize the Clerk/Treasurer to prepare the Fiscal Year 20062007
tax bills. Commissioner Pearce seconded the motion, which carried by unanimous vote.
Consideration and possible action regarding: Cooperative Agreement between Lyon
County and Churchill County regarding Third Judicial District Court District Attorney
Mallory stated this was an agreement that would provide for office supplies, salaries,
retirement benefits and expenses shared between Lyon County and Churchill County for
their employees. Lyon County and Churchill County were two counties that were in one
judicial circuit, which was the sole purpose for the agreement.
Commissioner Frey wondered if there had ever been a study to determine the split
in case loads between the counties. District Attorney stated the most recent study in
criminal matters showed that Churchill County had almost the same number of cases as
Lyon County even though we had a smaller population.
Commissioner Pearce moved to approve the renewal agreement with Churchill
County and Lyon County for the purpose of providing fair and equal apportion certain
common costs for the Third Judicial District Court. Commissioner Frey seconded the
motion, which carried by unanimous vote.
CONSENT ITEMS (Action items generally not requiring discussion or explanation)
1.
*INFORMATIONAL ITEMS
A.
Notice from NDEP regarding Groundwater Monitoring Report – Second
Quarter 2006, Former Silver State Gas, Facility ID #5000255.
2.
*REVIEW
Notifications received from hospitals regarding Churchill County patients.
3.
*COMMITTEE AND DEPARTMENTAL REPORTS
1.
Building Department’s monthly report
2.
Recorder’s Office monthly report
3.
Treasurer’s Office monthly report (April and May)
4.
*CONSIDER FUTURE AGENDA ITEMS
Commissioner Frey moved to approve the Consent Agenda items as submitted.
Commissioner Pearce seconded the motion, which carried by unanimous vote.
COMMISSIONER REPORTS
CHAIRPERSON WASHBURN:
Chairperson Washburn reported she was the guest speaker for Fallon’s People
First meeting. She reported she participated in the Emergency Management exercise
regarding flooding situations. She reported she attended a meeting with LVEA.
COMMISSIONER PEARCE:
Commissioner Pearce reported he, Comptroller Kalt and Rex Massey met with
Yucca Mountain representatives to discuss the renewed interest in the Mina Rail Route.
The Schurz Tribe was adamant about fuel rods being transported through their land;
however, they sent a letter stating they may be willing to enter into discussions regarding
environmental impacts. The Tribe was looking for the rail line to be rerouted outside the
center of Schurz. A concern for Churchill County maybe Section 180c of the Nuclear
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Policy Act regarding firstresponders. There was a requirement that all emergency
response personnel be properly trained and outfitted, but the way the bill was written in
Congress, the money went to the State of Nevada and was supposed to be given to the
local levels. He noted Ed Mueller was retiring from Department of Energy.
COMMISSIONER FREY:
Commissioner Frey reported on the 22nd he attended the Library Board. He
reported on the Cemetery Board meeting he attended where they discussed a new trail
into the new section of the Cemetery.
COUNTY MANAGER GOETSCH:
County Manager Goetsch reported on improvements to the Cemetery. He
reported he met with other counties with regards to net proceeds. He reported he met
with Tribe regarding building office space for lease on the 40 acres by Fox Peak. He
reported he worked on a lot of issues regarding TROA and water transfers. He scheduled
a meeting with Storey County regarding transfers and wells along the Carson River. He
reported on the Resource Plan and their schedule. He stated Central Nevada Regional
Water Authority would appear at the next Board meeting to propose that Churchill
County join the CNRWA. He reported CEDA hired their new director. He discussed
storage of the election machines and reported they needed to be moved due to damage.
COMPTROLLER KALT:
Comptroller Kalt reported Wayne Carlson, POOL, would conduct a training
session for Department Heads and elected officials. He reported Churchill County
recently closed on the $4 million Interim Debenture. He reported POOL/PACT finalized
the new CHRM services that were previously provided for by Beller and Associates.
CLAIMS AND PAYROLL TRANSMITTALS
The claims and payroll transmittals submitted for this meeting were reviewed and
approved.
ADJOURNMENT
There being no further business to come before the Board, the meeting was
adjourned at 10:00 a.m.
APPROVED:_________________________________
Gwen Washburn, Chair
ATTEST:
___________________________________________
Gloria Venturacci, Clerk of the Board
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Sample Minutes for a Nonprofit Group
According to the Nevada Office of the Attorney General, Boards of Nonprofits
should record minutes at every meeting. Provided are sample minutes
appropriate for a nonprofit or other group not subject to the Nevada Open
Meeting Law.

CAHS Board Meeting Minutes
Thursday June 14, 200X
7:30 a.m.– 9:00 a.m.
LOCATION:
Maggie’s Restaurant
Hawthorne, NV 89415
Minutes
1. Call to Order & Roll Call
The regular meeting of the CAHS Board was called to order at
7:30 a.m. on the above date by Chairperson ????.
Present:
Absent:
2. Review & approve meeting minutes
Commissioner 00 moved to approve the minutes as submitted.
Commissioner 00 seconded the motion, which carried by
unanimous vote.
3. Old Business
§ Fiscal Reports*
§ Program Reports
§ Executive Director’s Report
4. New Business
§ Approval of grant application
§ Recruitment Committee report
§ Insert other new business*
5. Community Information Exchange
6. Future Agenda Items
7. Public Comment
Chairperson ???? inquired if there were any public comments on
issues that were not listed on the agenda. There were none.
8. Adjournment
There being no further business to come before the Board, the
meeting was adjourned at 9:00 a.m.
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Meeting Minute Checklist
Public
Agency

NRS 241.035 requires that written minutes be kept by all public
bodies of each meeting they hold regardless of whether the
meeting was open or closed to the public.

The minutes must include:

¨ The date, time, and place of the meeting;
¨ The names of the members of the public body who were present and the
¨
¨
¨
¨

¨

names of those who were absent;
The substance of all matters proposed, discussed, or decided and, at
the request of any member, a record of each member’s vote on any
matter decided by vote;
The substance of remarks made by any member of the general public who
addresses the body if he or she requests that the minutes reflect his or her
remarks, or if he or she has prepared written remarks, a copy of his or her
written remarks if he or she submits a copy for inclusion; and
Any other information that any member of the body requests be included or
reflected in the minutes.

See OMLO 9803 (July 7, 1998) for an example of how a public body may violate
the Open Meeting Law by failing to reflect in its meeting minutes the substance of
the discussion by the members of the public body of certain relevant matters.
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Sample Board Evaluation
Board SelfAssessment Survey
Please respond to the following questions as completely as possible. This survey should take 3045 minutes of your
time. The selfassessment survey should be conducted on an annual basis to determine areas of Board orientation,
training or further development. Please respond to the items on the survey by rating the degree to which the
organization exhibits the characteristic described in each statement. Check the number that best agrees with your
assessment of the characteristic, using the following scale: 1 = this rarely or never describes the organization
(less than 25% of the time), 2 = this describes the organization less than half the time, 3 = this describes the
organization about half of the time, 4 = this describes the organization more than half of the time but less
than 75% of the time, and 5 = this describes the organization all or almost all of the time. If, in your
estimation, an item does not apply to the organization or you do not feel you have personal knowledge to
appropriately respond, mark the No Response (NR) option.
Check the appropriate rating for each question.

1

(rarely)

1. Understanding of Mission and Vision: All Board members have
been oriented to and demonstrate an understanding of the
organization's mission, vision and (if defined) core values
2. Alignment with Mission and Vision: The Board utilizes the
organization's mission, vision and values in making decisions and
periodically reviews operations to ensure congruence with the
mission, vision and values.
3. Involvement in Planning: The full Board and appropriate staff are
actively involved in strategic planning and other forms of
organizational planning so that plans reflect the best collective
thinking of the Board and staff.
4. Operations Monitoring: The Board has current knowledge of the
services and projects of the organization and the status, strengths
and weaknesses of those services and projects.
5. Financial Monitoring: The Board has a sufficient understanding
of the financial status of the organization and uses that
understanding to plan present and future operational expenditures.
6. Within the last year, utilizing recommendations of its auditor, the
Board reviewed and revised if necessary the agency's financial
management policies & procedures.
7. Financial Information: The Board is regularly given meaningful
information by staff on the organization’s financial condition and
performance and the Board monitors the agency's financial
situation by approving the annual budget, monitoring monthly
reports and ensuring completion of an annual audit.
8. Board Member Recruitment: The Board identifies new skills and
perspectives needed on the Board, and then and then works with
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2

(less
than
50%)

3

50%
of the
time

4

(more
than
50%,
less
than
75%)

5

(Almost
or All)

NR

Check the appropriate rating for each question.

1

(rarely)

staff to locate and attract new Board members as needed to fill
identified gaps in Board composition.
9. Board Succession: New leadership for the Board is cultivated by
both supporting current board members in enhancing their
leadership roles and cultivating outside leaders even when not
recruiting to fill open Board positions.
10. Orientation of Board Members: New board members receive a
thorough orientation that covers what the organization does, its
plans and conditions, duties of board members, policies and
procedures, and other relevant information.
11. Board Training: Relevant training and information on best
practices in governance is regularly provided to all board members.
12. Member Engagement: All board members are consistently able
to personally contribute their ideas and expertise at Board
meetings, committee meetings and in other ways.
13. Board Culture: The Board exhibits a culture of trust, mutual
respect, candor and enthusiasm among its members and in
working with staff.
14. Communications: The Board has defined a process and uses it
to communicate with members between meetings about changing
circumstances of the organization.
15.Comments on items 114:

16. Decision Making: The Board has an established process for
making decisions that engages all board members in important
decisions. The decision making process is followed and is
effective.
17. Board Accountability: Objective criteria for what the Board is
expected to do as a group and what individual board members are
expected to contribute have been defined and are understood by
Board members.
18. Personal Accountability: Board members are willing and able to
personally live up to the core values and highest performance
standards of the organization.
19. Enforce Standards: The Board consistently expects staff and
contractors to live up to defined standards of performance and
quality, holding staff and contractors accountable to meeting the
standards.
20. Enhance Public Image: Board members are champions for the
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2

(less
than
50%)

3

50%
of the
time

4

(more
than
50%,
less
than
75%)

5

(Almost
or All)

NR

Check the appropriate rating for each question.

1

(rarely)

organization within the community and are effective in promoting a
positive public image for the organization.
21. Strategic Thinking: The Board regularly poses strategic
questions and identifies and explores alternative courses of action
in order to continually enhance the organization's strategic position
and level of success
22. Creativity is Valued: The Board encourages and supports
creativity by board members and by employees throughout the
organization.
23. Risk Taking: The Board has defined calculated risks and
supports said risk taking by both the Board and staff.
24. Promotes Organizational Change: The Board takes steps to
foster a culture of change, whereby the ability to change at an
accelerated rate is highly valued rather than being a source of fear
and frustration at both the Board and organizational level.
25. Willing to Change Self: Board members are proactive and
willing to change their mind and adapt to changing conditions.
26. Avoids “Sacred Cows”: The Board encourages its members
and staff to challenge processes and systems, and does not create
“sacred cows” that are not open to question or modification.
27. Passion: The Board is made up of members who are
passionate about the work of the organization.
28. BoardStaff Relationships: The Board has a trusting, functional
relationship with the chief executive and other staff with which it
interacts. Relationships are based on mutual respect and trust.
29. Board Satisfaction with Staff: The Board as a whole is satisfied
with the capabilities and performance of the staff.
30. Engagement in Financial Strategies: Board and staff members
are regularly engaged in developing new ways to improve the
financial position that are consistent with the mission, vision,
values, goals and other strategies.
31. Organizational Culture: The desired culture of the organization
– the formal and informal values, norms, and beliefs that guide how
individuals and groups in an organization interact with each other
and with people outside the organization – has been defined.
32. Ethics Definitions: The ethical practices of the organization are
defined and articulated by the leadership of the organization.
33. Ethics Practice: The Board has a high level of trust in the
integrity and ethics of the organization.
34. Community Affairs: The organization is visible in community
forums and activities, especially those related to the organization's
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2

(less
than
50%)

3

50%
of the
time

4

(more
than
50%,
less
than
75%)

5

(Almost
or All)

NR

Check the appropriate rating for each question.

1

(rarely)

2

(less
than
50%)

3

50%
of the
time

4

(more
than
50%,
less
than
75%)

5

(Almost
or All)

mission.
35. Community Planning: The organization is involved in
communitybased efforts to determine current and future
community needs and helps develop a coordinated system of
services to meet those needs.
36. External Policy Awareness: The organization stays continually
informed about proposed legislative, regulatory and public policy
changes that may affect its services or operations.
37. Personal Contributions: I have been able to consistently add
value to the organization by serving on the Board through
contributions of expertise, ideas, relationships, funding or other
forms of value.
38. Satisfaction with Organizational Direction: I am satisfied with
the direction of the organization, its position within the community,
and the impact it is able to have in serving its constituents.
39. Satisfaction with Personal Involvement: I am very satisfied with
my own role on the Board of Directors and believe that service on
the Board is a worthwhile use of my time.
40. Comments on items 1639:

Check Yes or No for each question below.

Yes

41. Our board members understand their primary role as policymakers and delegate dayto
day management of the agency to the Executive Director.
42. Our Board recognizes its responsibility to hire a competent Executive Director and prior to
renewing his or her employment contract, conducts an annual performance appraisal that
recognizes areas of achievement and sets measurable goals.
43. Our Board recognizes the importance of strategic planning and has participated in the
development of and/or approved an agency strategic plan within the last five years.
44. The Board reviews external monitoring reports completed by program funding sources and
ensures appropriate and effective action is taken to correct identified deficiencies and findings.
45. The Board regularly evaluates the effectiveness of agency programs, eliminating programs
that are not effective or needed and adding new programs or services that are needed.
46. Our Board reviews our ByLaws annually to make sure they are in compliance with the
law, do not conflict with our articles of incorporation, and are consistent with Board practice.
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No

NR

Check Yes or No for each question below.

Yes

No

47. Our Board members are covered by Directors and Offices insurance.
48. The Board seeks legal counsel when necessary.
49. With the advice of an attorney or consultant that specializes in personnel law, the Board
has reviewed the agency's personnel policies and procedures in the last year and approved
whatever revisions were necessary.
50. The Board understands that its meeting minutes are the only legal record of the actions it
has taken and therefore, carefully reviews the minutes for accuracy before voting to approve
them.
51. Our Board has a policy that requires members to disclose any conflict of interest involving
an issue before the Board, and to abstain from discussion or voting on this issue.
52. Our Board monitors its membership to ensure it is in compliance with federal and state law
pertaining to the tripartite composition requirements and term limit restrictions of community
action Boards.
53. Our Board achieved a quorum at all of its meetings during the past year.
54. Using procedures outlined in the Agency ByLaws, inactive Board members are removed
and replaced.
55. Our Board members are active advocates who promote the interests of the agency and
the people we serve.

Overall Strengths and Opportunities for Improvement
56. Key Strengths: Please list up to five aspects of the Board of Directors or the organization as a whole that you
believe to be the strongest or most effective characteristics.

57. Opportunities for Improvement: Please list up to five aspects of the Board of Directors or the organization as a
whole that you believe should be priorities for improvement. Your comments and recommendations regarding the
specific nature of improvements that should be considered are also greatly appreciated.

___________________________________________________________
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Sample Evaluation of the Executive Director
Provided is a sample Executive Director evaluation. The point is to build a broad picture
of his or her overall performance. It is not necessary to respond to every item. If you
don’t have an opinion about some of the items, skip those items and focus only on those
which you feel qualified to make a judgment. Not all aspects will apply to your
organization; so, answer only the questions that are relevant to your Executive Director’s
position.

Part 1
RANKING:
Check only one ranking in each item. The explanation of each ranking:
VERY GOOD: The Executive Director has gone beyond what you would expect
from any executive’s performance in this area. Every person shines in some
areas and the “Very good” identifies the strengths that you would encourage.
ADEQUATE: The Executive Director meets most or all of what you would expect
from any executive’s performance in this area. The rank means his performance
is acceptable and you don’t seek big changes in performance in this area.
NEEDS IMPROVEMENT: By assigning this ranking, you are telling the Executive
Director that he or she is not working a t a level acceptable to you and that
changes need to be made to improve. If an individual Board member assigns this
ranking to an item, there should be an explanation in the comments section.
COMMENTS:
Give details in the comments sections of each item that will explain the reasons for your
response to the item. Compliments are as important as criticism. Please note wherever
possible in this section:
Specific observations of what the Executive Director is doing that you think
should not be done.
Specific observations of what the Executive Director is not doing that you think
should be done.
Specific comments about excellence in the Executive Director’s performance.
EXPLANATIONS:
To keep all evaluators on the same track, an interpretation is offered for each item under
the heading “This item means…”: Please read this section before responding to the item.
The evaluation is only valid if all evaluators are working from the same understanding of
the items contained in the instrument.
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CATEGORY 1: Organizational Leadership
1a) The Executive Director understands and implements the mission of the
agency.
This item means: This mission statement is approved by the Board and should be a
guide to what the Board expects. The executive should display a good understanding of
the mission and all that he does for the organization should be in line with the mission.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
1b) The Executive Director works as an advocate for the agency.
This item means: The Executive Director is the recognized representative of the
organization day to day. For nonprofits, advocacy involves active solicitation of funding,
lobbying for legislation favorable to the organization, and helping to create a good image
of the organization in the public eye. For public agencies, fundraising and lobbying do
not apply; however, the Executive Director should work to ensure work to promote the
image of in the community through their leadership and actions.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
1c) The Executive Director understands the needs of the agency’s clients and
seeks to fill those needs with the organization’s programs and services.
This item means: the Executive Director position can become segregated from the daily
activity of the organization. The Executive Director must always seek to understand the
needs of those your agency serves and focus efforts on meeting those needs.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

75

1d) The Executive Director is recognized as a leader among his or her peers.
This item means: Peer approval and respect is often a good measure of quality in your
Executive Director. Is the Directory a leader in peer organizations or given recognition by
peer groups? If you have no opportunity to observe this, skip this item.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
1e) The Executive Director gains respect and support of other persons and
organizations that come into contact with the agency.
This item means: In addition to peers, recognition by any of the many groups or
individuals that come into contact with the Executive Director in the line of duty are a
good measurement of performance. If you have no opportunity to observe this, skip this
item.
Very Good

Adequate

Needs Improvement

Comments:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________
1f) The Executive Director stays current about new ideas and current trends
relevant to this organization and field of service.
This item means: As the leader of the agency, the Director should seek out and bring
new, relevant information and to the organization.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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CATAGORY 2: Business and Financial Management
2a) The Executive Director keeps informed about financial needs of the agency to
pay for staff, facility, equipment, and supplies.
This item means: For nonprofit agencies and public agencies, the Executive Director
should understand the organization’s finances and stay tuned to the big picture.
Resources are almost always limited. The Executive Director helps to allocate dollars in
a balanced manner that optimizes limited resources.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
2b) The Executive Director understands and supervises the financial accounting
programs at the agency.
This item means: The Executive Director needs to always have basic understanding of
the accounting system and be fully accountable to the Board for maintenance of CSBG
funds. The CSBG budget that the Board is asked to approve as well as the financial
reports provided to the Board should demonstrate that the Executive Director has a good
grasp of the organization’s budget.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
2c) The Executive Director ensures that the organization funds are spent
appropriately, always in the best interest of those we serve.
This item means: For nonprofits, this means the Executive Director need to get the most
impact from every dollar. For public agencies, this scope is limited to CSBG dollars; this
can include keeping staff salaries competitive. When responding to this question,
consider overall spending and efficiency of the funds, not one or two individual items.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
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________________________________________________________________
________________________________________________________________
2d) The Executive Director provides the Board accurate, understandable
information about the financial status of this organization through regular
financial reports.
This item means: The Board of Directors (nonprofits) is responsible to ensure the
financial integrity of organization funds. For agencies, the Board is responsible to
oversee the integrity of CSBG funds. To do that, the Board must get regular,
understandable financial reports from the Executive Director. The Board has delegated
financial management to the Executive Director, but the Executive Director must be
accountable to the Board for clear explanations and updates about financial issues.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
2e) The Executive Director makes wellsupported budgeting recommendations to
the Board.
This item means: The Executive Director should build the CSBG budget and ask for the
Board’s approval after a good explanation of all elements. The budget recommendations
should be clear and wellsupported.
2f) The Executive Director assists the Board to keep the organization financially
sound.
This item means: For nonprofits, financial stability of the organization is the Board’s
responsibility. For public agencies, this role is outside of the Board’s direct
responsibilities. In either case, the Executive Director should keep the Board informed of
potential shortfalls or financial problems. In the case of nonprofits, the Executive Director
should respond to budget shortfalls with ideas to increase funding.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
2g) The Executive Director explores and poses to the Board new potential sources
of finance for programs and services.
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This item means: For nonprofits, the Executive Director should work to find new sources
to finance programs and services. This attribute generally doesn’t apply to public
agencies, where funding sources may be limited, but, may the Executive Director may
work with the Board to help develop ways to leverage CSBG funds.

Very Good

Adequate

Needs Improvement

Comments:
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
2h) The Executive Director plans and organizes work effectively.
This item means: Although Board members will not be able to observe planning and
organization in the Executive Director’s daily performance, you will see it the preparation
made for Board meetings and subcommittee meetings, if they are used. Budgets should
be prepared and presented on time. Reports to the Board should demonstrate that all
duties are being performed in a timely and organized manner.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
2i) The Executive Director ensures that all governmental and legal requirements
for the organization are met.
This item means: There is no end to the reports to be filed and forms to be completed.
The Board should expect the Executive Director will protect the organization from legal
ramifications by filing all reports and documentation on time and in good order. The
Executive Director should be free to seek legal advice and assistance.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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CATEGORY 3: Relationship with the Board
3a) The Executive Director keeps board members informed about issues, needs
and operation of the agency.
This item means: The Board makes sweeping delegation of management to the
Executive Director, and for good reason. The Board has neither the time nor the
expertise to do the daytoday management. But the Board never gives up absolute
responsibility for the organization. The Board should expect reports about how the
organization is delivering programs and services—successes and failures. The
Executive Director should provide the Board with a flow of information about the
organization.
Very Good

Adequate

Needs Improvement

Comments:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________
3b) The Executive Director offers direction to the Board, when needed on issues
requiring Board action, and makes appropriate recommendations based on
thorough study and analysis.
This item means: The Executive Director is the Board’s prime resource and should be a
part of every decision made by the Board. The Executive Director must sit at the Board
table with the Board and be prepared with documented recommendations on every
action item. The Executive Director should assure that the Board is not acting contrary to
the law or its own policies.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

3c) The Executive Director interprets and executes the intent of Board policy.
This item means: For nonprofit agencies, Board policy is the guide for how the agency
will function. The Executive Director is hired by the Board to carry out Board policy. The
Executive Director should demonstrate a clear understanding of the Board’s policies and
follow them, ensure that staff understand and follow Board policy, and help clients to
understand Board policy.
Very Good

Adequate
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Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
3d) The Executive Director seeks, and accepts from the Board, constructive
criticism of work.
This item means: The Board is the Executive Director’s employer. A good employer
helps the employee do the job better by offering constructive critique of the employee’s
performance, as you are doing with this evaluation. The employee should accept and
apply the criticism to improve job performance, when it comes from the full Board, just as
any employee would.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
3e) The Executive Director supports Board policy and actions to staff, clients and
the public.
This item means: The Executive Director owes allegiance to the Board first above staff,
clients, or anyone else. The Executive Director should be free to discuss and disagree
with Board members at the Board table, but he should never be critical of the Board to
staff, clients or anyone else outside the Board room.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
3f) The Executive Director understands his role in administration of Board policy.
This item means: It is the Executive Director’s job to assist the Board to develop policy.
Once the policy is approved by the Board, it is the Executive Director’s job to ensure that
the policy is implemented. It is not the Executive Director’s job to interpret Board policy,
but to learn the intent of the Board and follow the intent. If the policy proves to be
impractical or unworkable, the Executive Director should recommend changes to the
Board.
Very Good

Adequate
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Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
3g) The Executive Director responds in a timely manner to supply to the Board
information requested by the full Board.
This item means: If the Board is to stay out of daytoday management, and still be able
to make major decisions for the agency, the Executive Director must provide a good flow
of quality information to the Board in a timely manner. Notice that this item says
“information requested by the full Board.”
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
3h) The Executive Director remains impartial to board members, treating all alike.
This item means: All power rests with the full Board acting as a team. The Executive
Director should foster that team concept by providing information and assistance to all
board members equally. There should be no personality clashes between the Executive
Director and board members.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
3i) The Executive Director refrains from criticism of the Board and individual
board members outside Board meetings.
This item means: The Executive Director owes allegiance to the Board—not staff, clients
or the public—and should never be critical of the Board to anyone else. The Board will
not always take the Executive Director’s recommendations and the Board will not always
do what the Executive Director expects. But always the Executive Director owes the
Board loyalty. The Executive Director should certainly never be critical of one board
member to another board member.
Very Good

Adequate
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Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
3j) The Executive Director works directly with the Board to resolve differences of
opinion.
This item means: The Board and the Executive Director will have conflicting points of
view on issues from time to time, and that’s acceptable, because it gives a nice balance
to the governance of the organization. The Board should accept those differences of
opinion from the Executive Director, but with the full expectation that the Executive
Director will work only with the Board to resolve these differences and not involve others
outside the Board.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
3k) The Executive Director freely offers opposition to any matter under discussion
by the Board until a Board decision is made, after which he subordinates his
views to those of the Board.
This item means: The Board should expect the Executive Director to assist the Board at
all times with informed insights and recommendations, whether supporting or opposing
Board member views. However, once the Board makes a decision, the Executive
Director should be totally supportive of the Board’s decision and work to carry out the
Board’s wishes.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
3l) The Executive Director demonstrates clear understanding of the
employee/employer relationship with the Board.
This item means: The Board/Executive Director relationship at the agency is unusual—a
professional working for volunteersbut it is still an employer/employee relationship. The
Executive Director should always demonstrate that he understands that the Board is
ultimately responsible for the whole organization and all that happens in it. The
Executive Director should also demonstrate accountability to the full Board at all times.
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Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
CATEGORY 4: Personal Characteristics that Impact Job Performance
4a) The Executive Director maintains high standards of ethics, honesty and
integrity in personal and professional relationships.
This item means: A professional Executive Director should be expected to look and act
professional always. Your Executive Director’s ethics and honesty should never be in
doubt.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
4b) The Executive Director has respect and high standing among professional
colleagues.
This item means: As a Board member, you will likely come into contact with professional
peers of your Executive Director. How do they respond to your Executive Director? Has
your Executive Director won any awards from professional organizations? Has the
Executive Director held any offices in professional organizations? Colleagues will
respect your Executive Director only if he demonstrates professional competence to
them—a good measurement for you.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
4c) The Executive Director devotes time and energy effectively to the job.
This item means: You should not assess the Executive Director’s performance by
determining that he is in the office every day from nine to five. The Executive Director
position is not a ninetofive job. The Board should allow the Executive Director flexibility
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in the hours worked. But the Board should expect that the Executive Director will devote
the time and effort to get the job done right, whatever that takes.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
4d) The Executive Director works well with individuals and groups.
This item means: In addition to working with the Board, the Executive Director must work
with committees, community groups, and virtually anyone who enters the office. You
cannot be aware of how well the Executive Director performs this function daytoday,
but you can observe how well the Executive Director works with you as an Individual and
with the full Board and committees.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
4e) The Executive Director exercises good judgment in arriving at decisions.
This item means: The Board should expect the Executive Director to be a good decision
maker for the daytoday operation of the agency. You give the Executive Director great
latitude to make major decisions for the organization and you should expect that will be
done with common sense and with application of good management principles. Good
judgment can be measured from reports and other information delivered to the Board
about financial management, staffing, public relations, purchasing decisions and
changes in programs and services.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
4f) The Executive Director maintains poise and emotional stability in the full range
of professional activities.
This item means: Managing a nonprofit organization is never a smooth ride. The good
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Executive Director understands there will be crisis and upheaval frequently in the wide
range of activities and contacts during nearly every day. The good Executive Director
also prepares for those ups and downs and can handle them quietly and efficiently with
minimal disruption to programs and services.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
4g) The Executive Director writes clearly and concisely.
This item means: Written communication with Board, staff, clients and the general public
is an essential skill for the Executive Director. Has the written material you’ve seen from
the Executive Director been in good form? Are Board meeting packet materials well
written and clear? Have communications to the public represented the organization well?
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
4h) The Executive Director responds well when faced with unexpected/disturbing
situations.
This item means: Management of a nonprofit or agency is full of daily surprises and the
good Executive Director meets those surprises with a measured response. Don’t expect
the Executive Director to be an expert in disaster control, but do expect the Executive
Director to be prepared for the daily surprises. Programs and services should generally
continue at normal pace despite the problems.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
4i) The Executive Director remains open to ideas, suggestions and criticisms from
the Board.
This item means: Note that this item does not say “…from individual Board members,”
but rather it says “…from the Board.” Certainly individual Board members are free to
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offer ideas, suggestions and criticism to the Executive Director, but the Board must
speak with one voice. The Executive Director should be tuned in to that voice. The full
Board represents the community and can offer the Executive Director valuable insights.
The Executive Director should not only remain open to ideas from the Board, but actively
seek insights from the Board team.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
4j) The Executive Director freely offers opposition to any matter under discussion
by the Board until a Board decision is made, after which he subordinates his
views to those of the Board.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
4k) The Executive Director demonstrates clear understanding of the
employee/employer relationship with the Board.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
CATEGORY 5: Innovation/Improvement
5a) The Executive Director accepts/promotes change that will better serve clients.
This item means: There’s no end to the need and potential for more service from the
agency. Maintaining status quo is easy. Making change is difficult, but change is
necessary for growth. The Executive Director should not only demonstrate that he or she
seeks positive change in the organization, but also encourages staff to improve service.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
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________________________________________________________________
________________________________________________________________
________________________________________________________________
5b) The Executive Director regularly proposes good ideas to the Board for better
service to clients.
This item means: Service is the bottom line for the agency, and better service should
always be a goal for all who work here. You should not expect the Executive Director to
bring every minor change to the Board for approval. Only major changes in service and
programs need to be approved by the Board.
Very Good

Adequate

Needs Improvement

Comments:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
5c) The Executive Director seeks advanced training to improve job skills.
This item means: This is a professional position and professionals should be expected to
continuously hone their job skills. The Board should allow time from the job for the
Executive Director to attend training and even finance all of the training. The Executive
Director should report to the Board about training attended.
Very Good

Adequate

Needs Improvement

Comments:
_________________________________________________________________

________________________________________________________________
________________________________________________________________
_______________________________________________________________
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PART II
Items in this section are intended to give Board members an opportunity to discuss
some of the Executive Director’s performance that was not reflected in Part I of the
evaluation. It is not necessary to respond to these items if you feel your responses to
Part I adequately reflect your assessment of the Executive Director’s performance.
In what area(s) has the Executive Director done an exceptional job that is not
adequately reflected in Part I of this evaluation? Explain.

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
In what area(s), not covered in Part I of this evaluation form, does the Executive
Director’s performance needs improvement? Explain.

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Has the Executive Director’s performance been at a level that merits consideration
of additional compensation? Explain.

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Evaluator
Signature________________________________________Date___________________
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Sample Analysis of the Executive Director Evaluation
In the next pages, worksheets are provided to analyze results of the Executive Director
Evaluation. These worksheets will help the Board to make meaning of individual results.

PART I Compilation of All Evaluator Responses
This is a compilation of all Board member responses. Give every
Board member a completed copy and use it as the full Board works for consensus
on the evaluation.
CATEGORY 1: Organizational Leadership

Attribute

Rating
Very Good
(#)

1a) The Executive Director understands and
implements the mission of the agency.
Comments:

1b) The Executive Director works as an advocate
for the agency.
Comments:

1c) The Executive Director understands the needs
of the agency’s clients and seeks to fill those needs
with the organization’s programs and services.
Comments:

1d) The Executive Director is recognized as a
leader among his or her peers.
Comments:

1e) The Executive Director gains respect and
support of other persons and organizations who
come into contact with the agency.
Comments:

1f) The Executive Director stays current about new
ideas and current trends among our type of
organizations and field of service.
Comments:
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Adequate
(#)

Needs
Improvement
(#)

N/A
(#)

CATEGORY 2: Business and Financial Management

Attribute

Rating
Very Good
(#)

Comments:

2b) The Executive Director understands and
supervises the financial accounting programs for
the agency.
Comments:

2c) The Executive Director ensures that
organization funds are spent appropriately, always
in the best interest of those we serve.
Comments:
2d) The Executive Director provides the Board
accurate, understandable information about the
financial status of this organization through regular
financial reports.
Comments:

2e) The Executive Director makes wellsupported
budgeting recommendations to the Board.
Comments:

2f) The Executive Director assists the Board to
keep the organization financially sound.
Comments:
2g) The Executive Director explores and proposes
to the Board new potential sources of finance for
programs and services.
Comments:

2h) The Executive Director plans and organizes
work effectively.

Comments:
2i) The Executive Director ensures that all
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Adequate
(#)

Needs
Improvement
(#)

N/A
(#)

Attribute

Rating
Very Good
(#)

Adequate
(#)

Needs
Improvement
(#)

N/A
(#)

governmental and legal requirements of the
organization are met.
Comments:

73 CATEGORY 3: Relationship with the Board

Attribute

Rating
Very Good
(#)

3a) The Executive Director keeps board members
informed about issues, needs and operation of the
agency.
Comments:

3b) The Executive Director offers direction to the
Board, when needed on issues requiring Board
action, and makes appropriate recommendations
based on thorough study and analysis.
Comments:

3c) The Executive Director interprets and executes
the intent of Board policy.
Comments:

3d)The Executive Director seeks, and accepts from
the Board, constructive criticism of work.
Comments:

3e) The Executive Director supports Board policy
and actions to staff, clients and the public.
Comments:

3f) The Executive Director understands his role in
administration of Board policy.
Comments:

3g) The Executive Director responds in a timely
manner to supply to the Board information
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Adequate
(#)

Needs
Improvement
(#)

N/A
(#)

Attribute

Rating
Very Good
(#)

requested by the full Board.
Comments:

3h) The Executive Director remains impartial to
Board members, treating all alike.
Comments:

3i) The Executive Director refrains from criticism of
the Board and individual board members outside
Board meetings.
Comments:

3j) The Executive Director works directly with the
Board to resolve differences of opinion.
Comments:

3k) The Executive Director freely offers opposition
to any matter under discussion
by the Board until a Board decision is made, after
which he subordinates his views to those of the
Board.
Comments:

3l) The Executive Director demonstrates clear
understanding of the employee/
employer relationship with the Board.
Comments:
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Adequate
(#)

Needs
Improvement
(#)

N/A
(#)

CATEGORY 4:
Personal Characteristics that Impact Job Performance

Attribute

Rating
Very Good
(#)

4a) The Executive Director maintains high
standards of ethics, honesty and
integrity in personal and professional relationships.
Comments:

4b) The Executive Director has respect and high
standing among professional
colleagues.
Comments:

4c) The Executive Director devotes time and energy
effectively to the job.
Comments:

4d) The Executive Director works well with
individuals and groups.
Comments:

4e) The Executive Director exercises good
judgment in arriving at decisions.
Comments:

4f) The Executive Director maintains poise and
emotional stability in the full range of professional
activities.
Comments:

4g) The Executive Director writes clearly and
concisely.
Comments:
4h) The Executive Director responds well when
faced with unexpected/disturbing situations.
Comments:
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Adequate
(#)

Needs
Improvement
(#)

N/A
(#)

Attribute

Rating
Very Good
(#)

Adequate
(#)

Needs
Improvement
(#)

N/A
(#)

4i) The Executive Director remains open to ideas,
suggestions and criticisms from the Board.
Comments:

4j) The Executive Director freely offers opposition
to any matter under discussion by the Board until a
Board decision is made, after which he
subordinates his views to those of the Board.
Comments:

4k) The Executive Director demonstrates clear
understanding of the employee/employer
relationship with the Board.
Comments:

CATEGORY 5: Innovation/Improvement

Attribute

Rating
Very Good
(#)

5a) The Executive Director accepts/promotes
change that will better serve clients.
Comments:

5b) The Executive Director regularly proposes good
ideas to the Board for better service to clients.
Comments:

5c) The Executive Director seeks advanced training
to improve job skills.
Comments:
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Adequate
(#)

Needs
Improvement
(#)

N/A
(#)

SUMMARY
Part 1
Category

Rating

ORGANIZATIONAL LEADERSHIP

Very Good
(#)

Adequate
(#)

Needs
Improvement
(#)

N/A
(#)

BUSINESS AND FINANCIAL MANAGEMENT
RELATIONSHIP WITH THE BOARD
PERSONAL CHARACTERISTICS THAT
IMPACT JOB PERFORMANCE
INNOVATION/IMPROVEMENT
TOTAL
Summary Part 2:
1) In what area(s) has the Executive Director done an exceptional job that is not adequately
reflected in Part I of this evaluation? Explain.
Summary of all Comments:

2) In what area(s), not covered in part I of this evaluation form, does the
Executive Director’s performance need improvement? Explain.
Summary of all Comments:

3) Has the Executive Director’s performance been at a level that merits consideration of additional
compensation? Explain.
Summary of all Comments:

Summary of Individual Evaluators: Show how each evaluator rated the Executive Director
overall. Add rows as needed for each additional evaluator. This worksheet helps to show the
distribution of responses.

Category

Rating

Evaluator 1

Very Good
(#)

Evaluator 2
Evaluator 3
Evaluator 4
Evaluator 5
Evaluator 6
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Adequate
(#)

Needs
Improvement
(#)

N/A
(#)

Parliamentary Procedures at a Glance
Most Boards use parliamentary procedure to ensure orderly and consistent
meeting format and decision making. Use this reference guide to participate in
your Board’s parliamentary meeting procedures.
To do this:

Say this:

May I interrupt the
speaker?

Must I be
seconded?

Is this
Motion
Debatable?

Is this
Motion
Amendable

Is this Motion
Amendable?

No

Yes

No

No

Majority

Adjourn the meeting

I move that we adjourn

Recess the meeting

I move that we recess
until…

No

Yes

No

Yes

Majority

Point of privilege

Yes

No

No

No

No Vote

No

Yes

No

No

Majority

I move the previous
question

No

Yes

No

No

Twothirds

I move we postpone this
matter until…

No

Yes

Yes

Yes

Majority

No

Yes

Yes

Yes

Majority

No

Yes

Yes

Yes

Majority

No

Yes

Yes

Yes

Majority

Yes

No

No

No

No vote

Point of Information if
urgent

No

No

No

No

No Vote

I call for a division of the
house

No

No

No

No

No Vote

I object to consideration
of this question

Yes

No

No

No

Twothirds

Complain about noise,
room temp. etc.
Suspend further
consideration of
something
End debate
Postpone
consideration of
something
Have something
studied further
Amend a motion
Introduce business (a
primary motion)
Object to procedure or
personal affront
Request information
Request vote by actual
count to verify voice
vote
Object to considering
undiplomatic or
improper matter
Take up a matter
previously tabled
Reconsider something
already disposed of
Consider something
out of its scheduled
order
Vote on a ruling by the
chair

I move we table it

I move we refer this
matter to a committee
I move that this motion
be amended by…
I move that…
Point of order

I move we take from the
table
I move we now (or later)
reconsider our action
to…
I move we suspend the
rules and consider

No

Yes

No

No

Majority

Yes

Yes

Yes

No

Majority

No

Yes

No

No

Twothirds

I appeal the chair’s
decision

Yes

Yes

Yes

No

Majority

97

Open Meeting Laws Compliance Checklist

Public
Agency

This checklist is taken directly from the Open Meeting Law
Manual, developed by the Nevada Office of the Attorney General.
References in brackets are to the NRS and sections of this
manual.

Does the Open Meeting Law apply?
¨ Is the entity a public body? [NRS 241.015(3), §§ 3.013.09]
¨ Is the activity exempt from the Open Meeting Law? [§§ 4.014.06]
¨ Is a meeting going to occur? [NRS 241.015(2), §§ 5.015.12]
¨ Will a quorum of the members of the public body be present? [§
5.01]
¨ To deliberate toward a decision or take action? [§ 5.01]
¨ On any matter over which the public body has supervision, control,
jurisdiction, or advisory power? [§ 5.01]
Agenda
¨ Has a clear and complete agenda of all topics to be considered been
prepared? [NRS 241.020(2)(c), §§ 6.02, 7.02]
¨ Does the agenda list all topics scheduled to be considered during the
meeting? [§§ 6.02 7.02]
¨ Have all the topics been clearly described in the agenda in order to give the
public adequate notice? [§§ 6.02, 7.02]
¨ Does the agenda include a designated period for public comments? Does the
agenda state that action may not be taken on the matters considered during
this period until specifically included on an agenda as an action item? [§§
6.02, 7.04, 8.04]
¨ Does the agenda describe the items on which action may be taken and
clearly denote that action may be taken on those items? [§§ 6.02, 7.01]
¨ Has each closed session been denoted including the name of the person
being considered in the closed session, and if action is to be taken in an open
session after the closed session, was it indicated on the agenda? [§§ 7.02,
9.06, NRS 241.020(4)]
Notice, posting and mailing
¨ Has written notice of the meeting been prepared? [NRS 241.020(2), § 6.01]
¨ Does the notice include:
§ The time, place, and location of the meeting? [§ 6.02]
§ An agenda as prepared in accordance with the above
standards?
§ A list of places where the notice was posted? [§ 6.03]
§ A statement regarding assistance and accommodations for
physically handicapped people? [§ 6.02]
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¨ Was the written notice [NRS 241.020(3)(a), § 6.03]
¨ Posted at the principal office of the public body (or if there is no

¨

¨
¨

¨

¨
¨

¨

principal office, at the building in which the meeting is to be held)? [§
6.03]
¨ Posted at not less than three other separate, prominent places within
the jurisdiction of the public body? [§ 6.03]
¨ Posted no later than 9 a.m. of the third working day before the meeting
(don’t count day of meeting)? [§§ 6.03, 6.05]
Was the written notice [NRS 241.020(3)(b), § 6.04]
¨ Mailed at no charge to those who requested a copy? [§§ 6.04, 6.07]
¨ Mailed in the same manner in which the notice is required to be mailed
to a member of the body? [§ 6.04]
¨ Delivered to the postal service used by the body no later than 9 a.m. of
the third working day before the meeting? [§ 6.04]
Have persons who requested notices of the meeting been informed with the
first notice sent to them that their request lapses after six months? [NRS
241.020(3)(b), § 6.04]
If a person’s character, alleged misconduct, professional competence, or
physical or mental health is going to be considered at the meeting, has that
person been given written notice of the time and place of the meeting? [NRS
241.033(1), § 6.09]
Does the notice contain a list of the general topics concerning the person,
inform the person that he/she may attend the closed session, bring a
representative, present evidence, provide testimony, and present witnesses?
[NRS §241.033(4)]
Does the notice inform the person that the public body may take
administrative action against the person? If so, then the requirements of NRS
241.034 have been met. [NRS §241.033(2)(b)]
Was the notice personally delivered to the person at least five working days
before the meeting or sent by certified mail to the last known address of that
person at least 21 working days before the meeting? (Nevada Athletic
is exempt from these timing requirements.) [NRS 241.033(1)
(2)]
Did the public body receive proof of service of the notice before holding the
meeting? (Nevada Athletic Commission not exempt from this requirement.)
[NRS 241.033(1)( 2)]

Agenda support material made available to public
¨ Upon request, have at least one copy of an agenda, a proposed ordinance or
regulation that will be discussed at the meeting, and any other supporting
material (except confidential material as detailed in the statute) been provided
at no charge to each person who so requests? [NRS 241.020(4), §§ 6.06,
6.07]
Emergency Meeting
¨ Is this an emergency meeting? [NRS 241.020(2) and (5), § 6.08]
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¨
¨
¨
¨

Were the circumstances giving rise to the meeting unforeseen?
Is immediate action required?
Has the entity documented the emergency?
Has an agenda been prepared limiting the meeting to the emergency
item?
¨ Has an attempt been made to give public notice?
¨ While the notice and agenda requirements may be relaxed in an
emergency, are other provisions of the Open Meeting Law complied
with (e.g., meeting open and public, minutes kept, etc.)?
Closed Session
¨ Is a closed session specifically authorized by statute? [NRS 241.030(1), §§
9.019.07]
¨ Have all the requirements of that statute been met?
¨ If a closed session is being conducted to consider character, misconduct,
competence, or physical or mental health of a person under NRS 241.033:
¨ Is the subject person an elected member of a public body? If so, a
closed session is not authorized. [NRS 241.031, § 9.04]
¨ Is the closed session to consider the character, alleged misconduct or
professional competence of an appointed public officer or a chief
executive of a public body (i.e. president of a university or community
college within the UCCSN system, county school superintendent, or
city or county manager)? If so, a closed meeting is prohibited. [NRS
§241.031(1)(b)]
¨ Is the closed session to discuss the appointment of any person to
public office or as a member of a public body? If so, a closed session
is not authorized. [NRS 241.030(3)(e), § 9.03]
¨ Has the subject been notified as provided above? Is there proof of
service? [§ 6.09]
¨ If a recording was made of the open session, was a recording also
made of the closed session? [§ 9.06]
¨ Was the subject person given a copy of the recording of the closed
session if requested? [NRS 241.033(3), § 9.06]
¨ Have minutes been kept of the closed session? [§ 10.02]
¨ Have minutes and recordings of the closed session been retained and
disposed of in accordance with NRS 241.035(2)? [§ 10.03]
¨ Was a motion made to go into closed session which specifies the nature of
the business to be considered and the statutory authority pursuant to which
the public body is authorized to close the meeting? [NRS 241.030(2), § 9.06]
¨ Was the discussion limited to that specified in the motion? [§ 9.06]
¨ Did the public body go back into open session to take action on the subject
discussed (unless otherwise provided in a specific statute)? [§ 9.06]
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¨ Has the subject requested the meeting be open? If so, the public body must
open the meeting unless another person appearing before the public body
requests that the meeting remains closed. [NRS §241.020(2)(a) and (b)].
Meeting open to public; accommodations
¨ Have all persons been permitted to attend? [NRS 241.020, § 8.01]
¨ Was exclusion of witnesses at hearings during the testimony of other
witnesses handled properly? [NRS 241.030(3)(c), § 8.06]
¨ Was exclusion of persons who willfully disrupt a meeting to the extent
that its orderly conduct is made impractical handled properly? [NRS
241.030(3)(b), § 8.05]
¨ Have members of the public been given an opportunity to speak during the
public comment period? [NRS 241.020(2)(c)(3), § 8.04]
¨ Are facilities adequate and open? [§ 8.02]
¨ Have reasonable efforts been made to assist and accommodate physically
handicapped persons desiring to attend? [NRS 241.020(1), § 8.03]
¨ If the meeting is by telephone or video conference, can the public hear each
member of the body? [§ 5.05]
¨ Have members of the general public been allowed to record public meetings
on audiotape or other means of sound reproduction as long as it in no way
interferes with the conduct of the meeting? [NRS 241.035(3), § 8.08]
Stick to agenda; emergency agenda items
¨ Have actual discussions and actions at the meeting been limited to only those
items on the agenda? [§ 7.03]
¨ If an item has been added to the agenda as an emergency item: [NRS
241.020(2) and (5), § 6.08]
¨ Was it due to an unforeseen circumstance?
¨ Was immediate action required?
¨ Has the emergency been documented in the minutes?
¨ Did the body refrain from taking action on discussion items or public comment
items? [NRS 241.020(2)(c)(3), § 7.04]
Recordings
¨ The public body must make its best efforts to record a public meeting: [NRS
241.035(4), § 10.04]
¨ Have recordings been made of the closed session as well as open sessions?
[NRS 241.035(5), § 9.06]
¨ Have recordings of open sessions been made available to the public within 30
workings days? [NRS 241.035(2)]
¨ Have all recordings been retained for at least 1 year after the adjournment of
the meeting? [NRS 241.035(4)(a)]
¨ Have recordings of open sessions been treated as public records in
accordance with public records statutes? [NRS 241.035(4)(b)]
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¨ Have recordings of closed sessions been made available to the subjects of
those sessions, if requested? [NRS 241.033(3)]

Minutes
¨ Have minutes been prepared of both the open and closed sessions? [NRS
241.035(1), § 10.02]
¨ Do they include at a minimum the material required by NRS 241.035(1)? [§
10.02]
¨ Are minutes of open sessions kept as public records under the public record
statutes and NRS 241.035(2)?
¨ Have minutes of open sessions been made available for inspection by the
public within 30 working days after the adjournment of the meeting, retained
for at least five years, and otherwise treated as provided in NRS 241.035(2)?
¨ Have minutes of closed sessions been made available to the subjects of
those sessions if requested? [NRS 241.035(2)]
Noncompliance
¨ Have any areas of noncompliance been corrected? [§§ 11.01, 11.02, 11.03,
11.04]
¨ If litigation is brought to void an action or seek injunctive or declaratory relief,
was it brought within the time periods in NRS 241.037(3)? [§ 11.07]
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Sample AntiDiscrimination Language
Many programs require antidiscrimination language on program documents.
Provided is sample antidiscrimination language provided by Churchill County.
For more information about what may be needed, consult with the District
Attorney’s office within your county.
“Churchill County, Nevada a political subdivision of the State of Nevada, is an equal opportunity provider
and employer and is prohibited from discrimination on the basis of race, color, national origin, sex, age, or
disability.”
To file a complaint of discrimination write USDA, Director, Office of Civil Rights 1400 Independent
Avenue, SW, Washington, D.C. 20250‑9410 or call (800) 795‑3272 (voice) or (202) 720‑6382(TDD).
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