Board Member Job descriptions

Term Limitations

Members of the board should be elected with term limitations. Policies specifying the length of terms should be approved by the congregation or association and be consistent with term limits of other congregational boards and committees. Members who serve too long may become a hindrance to the board due to lack of creativity and ideas. Also, there exists a potential for members to gain excessive power and influence. A term of two or three years is suggested to ensure continuity in governance of the school, with members being limited to two consecutive terms. In order to ensure additional continuity, terms should not expire simultaneously. In situations where a board member is serving on a special committee or task group, allowances should be made to extend their term until the completion of the assignment. This will insure the completion of the task without disruption. Association schools will give special consideration to term limits. All supporting congregations will need to coordinate the term limits of representatives in order to avoid a large turn-over on the board.
Sample Policy: The term of office of all Board members shall be three (3) years, terminating on June 30,of the third year of their term.
Board Officers

Officers of the Board should include President, Vice President, and Secretary. Titles of Director or Chairperson may be used in place of President. Leadership of the meetings and good record keeping are essential to the consistent functioning of the board. A school that exists as an association school, or a school that works with a budget separate from the congregation, should also have a Treasurer of the board who works with the administrator, overseeing the budget of the school. Officers should be elected or appointed from within the board by board members for one-year terms. Other board models may include a President-elect who moves into the presidency the following year. To ensure that officers understand their responsibilities and to aid in the training of new officers, it may be advisable to prepare a job description for each position.

Desirable Characteristics for Officers
The President will…
Give adequate time for the tasks required.

Work with the principal.

Be a pacesetter.

Motivate people.

Have a positive attitude.

Have credibility within the congregation and school.

Have leadership and organizational skills.

Lead and chair meetings using accepted parliamentary procedures.

Possess or be willing to develop board skills.

The Vice President will…

Serve in the absence of the chair.

Assume various assignments as directed by the chair or board.

Represent the chairperson when called upon.

The Secretary will…

Record and prepare minutes.

Handle correspondence as directed by the board.

Have access to duplicating equipment.

Maintain essential files and records for the board.

Have a working understanding of technology tools.

The Treasurer will…

Have experience in bookkeeping and be competent in fiscal matters.

Assist in preparing detailed school budgets that adequately support educational, staff, and facilityneeds.

Prepare timely and understandable financial statements.

Work effectively with the church finance committee, the church treasurer, or other individuals related to the financial management of the school.

The principal or chief administrator of the school is an ex-officio member of the board. The administrator is the on-site administrative officer of the board. The principal's duty is to carry out the policies and directives of the board. Occasionally the principal is called upon to make decisions where no policy exists. Rather than ask the board to make the decision, the principal should ask the board to establish a policy on which subsequent similar decisions can be made. The board carries the responsibility of supporting the decisions of the principal. The reversal of decisions erodes the image and authority of the principal and makes it difficult to work effectively. 

The pastor or pastors of the congregation also act ex-officio to the board. The pastor should act as spiritual leader of the board. While the pastor should not act in any official capacity on the board, his involvement in the activity of the board will contribute to a positive relationship between the congregation and school.

Committees, Subcommittees, and Task Groups

The board must be concerned about doing the most effective and thorough job possible in the most efficient way. Special assignments and heavy workloads may precipitate the need for committees, subcommittees, or task groups in order to do an effective job. It would be advisable for the board to consider the following options: Standing committees are given specific, long-term assignments. This is acceptable, but should be used with caution, making sure they do not make decisions for the board. Special assignments are best handled by ad hoc committees that can function for the duration of an assignment and then be dissolved. Special committees or task groups may be used for budget planning, facility analysis, program evaluation, or other similar assignments. All reports of committees will be directed to the board and decisions will be reserved for the board as a whole. Committees usually function best under the coordination or supervision of the principal. The principal may attend meetings, work through the committee chair, or delegate a representative to work with the committee. Some large boards designate the officers to serve as an executive committee. Executive committees can help plan agendas, serve as advisors to the principal, and expedite actions of the board. Executive committees are not empowered to make decisions for the board unless directed to do so by the board.

