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Canadian Unitarian Council

Board of Trustees

Board Member Self-Assessment  

DRAFT DOCUMENT 

A. All Trustees and Ex-Officio Members
As part of the CUC’s board evaluation process, we ask each trustee to reflect on his/her contribution to the board over the past year and to provide feedback about the board’s support to members.

1.
Please describe the skills, knowledge and experience that you contribute 
to the Board and its work.

2.
Please describe the ways that you can grow, perhaps beyond the roles 
you usually occupy in your congregation, as a result of your work on the 
CUC’s Board of Trustees.

3.
Please describe what you find challenging about your work on the Board. 

4.
How accurate are the following statements?


(1-Not at all; 2-Mildly; 3-Somewhat; 4-Accurate; 5-Very)

a) As a board member I have taken on a leadership role at a national level.

b) I have the capacity to think broadly, in terms of visioning and long range planning, and focus on the ends instead of the means. 

c) I have a good understanding of the Board’s adopted model of policy governance.

d) I am able to work closely in physical proximity with a group during short periods several times a year, and independently and effectively the rest of the time, with connections over the Internet.

e) I have been able to step back from heavy responsibilities in my home congregation and to plan for someone else to assume these obligations for the next few years.

f) I have been able to fit a considerable commitment on my part into my personal life.

g) I believe that I am able to say so, if I discover that my CUC Board membership is not a good fit.

h) I have been able to bring my skills and gifts to contribute to the work of the Board.

i) I participate in a conscientious and constructive manner in Board discussions. 

j) The experience of being on the CUC Board has given me what I hoped for when I joined.
k) I have been engaged and challenged spiritually, emotionally and intellectually by my work on the CUC Board.

l) I have found the experience as a CUC Trustee to be personally fulfilling.

m) As a result of my Board work, I have experienced spiritual and personal growth.

n) I have learned a great deal as a result of my Board experience.
o) I have taken an active part in or initiated Board projects.

p) My attendance at Board meetings and events has been satisfactory.

q) To the best of my ability, I am a full participant in Board work.

r) The Board has provided me with the orientation information and ongoing supports I need to be an effective Board member.

s) I am able to identify the skills that I need to cultivate in order to fulfill my role as a Board member.

t) I am able to make these requirements known to the President of the Board, or appropriate party.
u) I keep in contact with presidents of congregations and ministers in my region before and after each board meeting to invite input regarding policy and long range planning.
v) I send out news from Board meetings to ‘my’ presidents, ministers and newsletter editors. 
w) Occasionally, I have spoken at Sunday services, done presentations, or met with congregations in my region to address specific issues or areas of concern.
5.      Please add comments that explain personal or board circumstances that help

         or hinder your performance.
6.
Please describe any additional supports you might need to do your work 
on the
Board.

Other comments:

B. President of the Board
The President of the Board has overall responsibility for the CUC, as well as being accountable for management of the Board, communicating with the Executive Director, specific functions at the Annual Conference and Meeting, maintaining connections with international and national organizations, succession planning and representing the organization as its spokesperson.

To what extent do you feel that you are effective in the following areas?

(5-Very Effective; 4-Somewhat Effective; 3-Not very effective; 1-Very Ineffective)

1. I encourage all members to contribute to Board discussions.

2. I effectively manage discussions to determine who speaks next and for how long.

3. I encourage non-judgmental and respectful conduct.

4. I keep an eye on the time to ensure that the agenda items are addressed.

5. I limit my direct involvement in discussion in order to keep order.

6. I remind members of our commitment to ends vs. means.

7. I use humour to relieve tension.

8. I promote consensus in our discussions and decision-making.

9. I am available and helpful as the Board’s primary contact with the Executive Director.

10. When appropriate I effectively represent the Board to outside parties beyond the membership and interpret Board decisions to members.

11. I take responsibility for making decisions in consultation with the Executive Committee on behalf of the Board, where a decision is required before the next meeting of the Board. 

12. I check my e-mail regularly, preferably daily.

13. I respond to communications from members and congregations

14. I read, respond and sign off on social responsibility letters from monitoring groups and media statements, ensuring they are backed up by principles and sources, not personal opinions, etc.

15. I am prepared to handle media interviews and to issue press statements.

16. I write a regular column for the Canadian Unitarian.

17. I maintain contact with the Nominating Committee Chair to consult as necessary on future needs of the board.

18. I maintain on-going connections with the President of UU Ministers of Canada. 

19. I maintain connections with the UUA via the Joint Committee as needed.

20. I “sit” on relevant CUC e-mail lists, e.g. social responsibility monitoring groups, worship, news, etc, and remains current with CUC programs and initiatives.

21. I provide input for the agenda in consultation with the ED, Vice-President and other board members.

22. I coordinate Executive Committee or Board tele/web conferencing in-between meetings if necessary.

23. I draft the agenda for Executive Committee meetings, chair these meetings prior to board meetings and report back to the board on outcomes/decisions made.

24. I appoint and consult with a Parliamentarian as needed for the ACM to draft resolutions, discuss the ACM agenda, and plan and or clarify strategies for handling difficult business.

25. I facilitate or ensure that there is good leadership for the ACM ‘mini-plenary’ on social responsibility resolutions.  

26. I facilitate discussion and debate during the ACM in a democratic manner with impartiality in order to aid participants in reaching their objectives.

27. I ensure that Board motions at the ACM are well presented, and that strategies for presentation are planned and understood by the whole Board.

28. I consult with ED on agenda building for the ACM.

29. I run business meetings at the ACM with style, grace and measured forbearance.

30. I perform various ceremonial functions at the ACM as needed.

31. I get to various venues at the in a timely manner ACM, while allowing time for responding to queries and conversations.

32. I encourage the dreamers while listening to the pragmatists.

33. In consultation with the ED and other Executive members, I identify, recruit and orient the next Executive Committee, in particular the President. 

Please add comments that explain personal or board circumstances that help or hinder your performance.
Other comments:

C. Vice-President
The Vice-President is a member of the Executive and has a number of specific responsibilities in addition to the role of substituting for the President when necessary.

To what extent do you feel that you are effective in the following areas?

(5-Very Effective; 4-Somewhat Effective; 3-Not very effective; 1-Very Ineffective)

1. I am prepared to stand in for the President at any time in the event of the incapacity of the President and I am familiar with current issues and rules of procedure.

2. I act as Chair of a Board Meeting when the President wishes to relinquish the Chair.

3. I prepare agendas for Board meetings in consultation with the President, Executive Director, and other Board Members and staff. 

4. I issue the call for agenda items approximately six weeks in advance of board meetings. 

5. I look at recent Task Lists and minutes, and bring forward items to be dealt with. 

6. I assign tasks and responsibilities during board meetings and retreats to Board members

7. I circulate the draft agenda at least three to four weeks in advance of board meetings with a renewed call for forgotten items.

8. I prepare and distribute news from Board Meetings to members in a timely fashion
. 

9. I oversee the orientation of incoming Board Members.

10. I review applications for Individual Membership of the CUC, present applications to the Board Meetings and formally welcome new Individual Members to the CUC

11. I process applications for Sharing Our Faith grants, and oversee the awarding of these grants. 

12. I bring the proposed recipients of the Theological Education Fund to the Board for approval

Please add comments that explain personal or board circumstances that help or hinder your performance.
Other comments:

D. Secretary
The Secretary is a member of the Executive and has a number of specific responsibilities.
To what extent do you feel that you are effective in the following areas?  

(5-Very Effective; 4-Somewhat Effective; 3-Not very effective; 1-Very Ineffective)

1. I record minutes of all Executive Committee meetings, including teleconferences.

2. I ensure that minutes of Board meetings are sufficiently and accurately recorded, including teleconferences, and are approved by the Board, then submitted for website posting. The minutes are ratified at the next Board meeting, signed and archived.

3. I ensure that minutes of Annual Meetings of the Delegates are recorded accurately, submitted for website posting, approved and signed and archived.
4. I prepare and send the Annual Call to Meeting to the CUC office for mailing to the Membership at least 21 days in advance of the Annual Meeting.

5. I process electronically, implement and present all Motions proposed by board members in the standard format according to protocol.

6. I monitor and file board correspondence to ensure that all board-related files are current, signed, and accessible for reference by current and future Board and Staff Members in print and electronic forms.

7. I take a pro-active role in assisting board members by implementing and updating effective procedures at board meetings, for documentation and in electronic communication.

Please add comments that explain personal or board circumstances that help or hinder your performance.

Other comments:

E. Treasurer

As a member of the Board Executive Committee, the Treasurer acts in a position of trust for the Canadian Unitarian Council and is responsible for the effective financial governance of the CUC. 

To what extent do you feel that you are effective in the following areas? 

(5-Very Effective; 4-Somewhat Effective; 3-Not very effective; 1-Very Ineffective)

1. I work with the Board and Staff to ensure that Financial Policies of the Canadian Unitarian Council are carried out.  


2. I have financial or accounting experience, and am proficient at preparing budgets, financial statements and reports.

3. I act as a signing authority on behalf of the Board for financial matters.

4. I work closely with the Financial Administrator to prepare and update budgets, and maintain consistent communication between board meetings to ensure current knowledge of the CUC’s finances.

5. I have an agreement with Financial Administrator regarding the type and frequency of financial information to be shared.

6. I ensure that financial statements are presented to the Board on a regular basis and in a timely fashion prior to Board meetings

7. I understand financial issues and am able to interpret budget and financial statements for board members in a clear manner.

8. I present the Audited Statement to the Annual Conference and Meeting of the CUC, stating important points to ACM delegates in a coherent and easily understood manner, and I provide clear explanations to queries.

9. I call the motion at the Annual Conference and Meeting to appoint the Auditor.

10. I provide financial and budgetary information to committees as appropriate.

11. I work with the Investment Committee advising the Treasurer and the Board on the choice of investment manager, on matters of investment policy, use and performance, ethical quality and make reports to the Board.

12. I use or delegate Board authority to approve investment transactions and mange routine matters.

13. I make draws on the unrestricted reserve fund up to the amounts provided in the annual budget to finance operating expenditures, or for cash flow purposes

14. I ensure through the Executive Director that the CUC complies with its governing document, charity law, and any other relevant legislation or regulations

15. I ensure that the CUC applies its resources exclusively in pursuance of its objects, not on activities which are not included in its own objects, no matter how worthwhile or charitable.
16. I contribute actively to the board of trustees' role in the effective and efficient administration of the financial resources of the CUC, and the proper investment of the CUC’s funds. 

Please add comments that explain personal or board circumstances that help or hinder your performance.
Other comments:

F. Youth Observer
The Youth Observer to the Board (YOB) brings a youth perspective to the Board, summarizes youth issues for the Board, and presents Board positions and issues to Canadian UU youth.
To what extent do you feel that you are effective in the following areas?

(5-Very Effective; 4-Somewhat Effective; 3-Not very effective; 1-Very Ineffective)

1. I attend Board meetings.

2. I participate in on-line discussions about youth-related issues on the CUC Board-YOB e-mail list.

3. I participate in all Board discussions pertaining to youth matters.

4. I participate in other Board discussions at my discretion and as necessary.

5. I help build agendas for the Board meetings by bringing youth items to the attention of the Vice President/agenda setter.

6. I attend relevant portions of the Annual Business Meeting at the Annual Conference and Meeting.

7. I attend CanUUdle, the national youth conference.

8. I bring Board issues to Canadian youth at CanUUdle and through other means, such as e-mail lists and other Internet tools.

9. I am a member of the Canadian Adult Youth Advisory Council (CAYAC).

10. If there is a Youth Document for presentation at the Annual Conference and Meeting, I ensure that there is broad participation in its drafting by consulting and engaging with al relevant parties.

11. I create and moderate youth-related email lists as needed.

12. I orient the in-coming YOB.

Please add comments that explain personal or board circumstances that help or hinder your performance.
Other comments:

G. SOCIAL RESPONSIBILITY LIAISON
The Social Responsibility Liaison is the link between the CUC’s Social Responsibility Monitoring Groups and the Board. The Liaison has specific responsibilities in a number of areas.

To what extent do you feel that you are effective in the following areas? 

(5-Very Effective; 4-Somewhat Effective; 3-Not very effective; 1-Very Ineffective)

1. I have a good understanding of the topics under discussion by the monitoring groups.

2. I maintain regular contact with the chairs of the monitoring groups, and offer support as needed.

3. I chair/co-chair regular teleconferences of the chairs.

4. I provide information to chairs, monitoring groups and congregations about social responsibility processes and resources.

5. I review, edit and check for accuracy any social responsibility letters that are sent out under the CUC Board President’s signature, and follow the process outlined in my position description.

6. I liaise with the Canadian Unitarians for Social Justice regarding common goals and initiatives.

7. I assist the Executive Director (ED) in finding chairs for the monitoring groups when needed, and ensure that there is a chair for each group.

8. I present the names of chairs of monitoring groups for official appointment by the Board.

9. I am proactive in promoting social responsibility issues at the Annual Conference and Meeting, regional networking sessions and elsewhere as needed.

10. I sit on various social responsibility e-mail lists and participate as needed.

11. I ensure diverse and adequate representation on the social responsibility monitoring groups.

12. I report regularly to the Board on the work of the social responsibility monitoring groups.

13. I request reports from the monitoring groups for the ACM and report to the delegates on the work of the groups.

14. I coordinate the process for those deserving special recognition at the ACM.

15. I am familiar with the resolutions process.

16. I am aware of any discrepancies and shortcomings in the process, and work with those concerned to address these.

17. I bring to the Board any recommendations on social responsibility policy.

18. I ensure that social responsibility information on the CUC’s website is current.

Please add comments on personal or board circumstances that help or hinder your performance:

Other comments:

H. COMMUNICATIONS LIAISON

The Communications Liaison is responsible for communications processes involving Board and staff, Board and congregations, and communications external to the CUC.

To what extent do you feel that you are effective in the following areas? 

(5-Very Effective; 4-Somewhat Effective; 3-Not very effective; 1-Very Ineffective)

1. I partner with staff to develop, maintain policies, processes and standards for internal communication.

2. I ensure that new Board members are oriented with respect to the use of Board electronic lists and groups, and other electronic practices and protocols.

3. I assist and encourage other Board members to maintain regular contact with congregational presidents and ministers.

4. I keep the Board informed of inter-congregational exchange of ideas and information, and suggest ways to facilitate and promote such exchanges.

5. I develop the “CUC and You” workshop for the ACM.

6. I liaise with the editor of the Canadian Unitarian to develop the Board page and suggest other articles and ideas.

7. I keep the Board informed about external publicity, including media coverage, news releases and letters.

8. I keep track of how the CUC is making use of media, including print, radio, TV, and the internet.

9. I
 Present ideas for publicity and external communication.

10. I work with the Technology Task Force on activities with direct bearing on communications.

Please comment on personal or board circumstances that may help or hinder your performance.

Other comments:

I. CHAIR OF HUMAN RESOURCE GOVERNANCE COMMITTEE
The Chair of the Human Resource Governance Committee (HRGC) coordinates human resource issues and processes; a large portion of these activities relate to the employment and evaluation of the Executive Director (ED).

To what extent do you feel that you are effective in the following areas? 

(5-Very Effective; 4-Somewhat Effective; 3-Not very effective; 1-Very Ineffective)

1. I am thoroughly familiar with the mandate of the HRGC.

2. I schedule meetings and teleconferences as necessary.

3. I coordinate the review of the ED’s position description as necessary.

4. I ensure and implement a process for evaluating the ED’s job performance, including sending out an external survey to those within the CUC who have significant contact with the ED.

5. I deal with human resource and grievance issues as they arise.

6. I maintain regular contact with the ED, and am able to provide support and consultation as necessary.

7. I report regularly to the Board on pertinent aspects of the HRGC.

8. I arrange for a staff focus group at least bi-annually as a way of gathering input, and to measure ED job performance.

9. I ensure that there is always adequate representation on the HRGC.

10. I ensure that the next chair of the HRGC is sufficiently oriented
.

Please comment on personal or board circumstances that may help or hinder your performance.

Other comments:

7. suggestions for Process

It is recommended that each trustee and ex-officio member complete these self-assessments annually. This can be done through an on-line instrument (such as Survey Monkey) where separate files are maintained for each member, or with a hard copy questionnaire. 

It is hoped that the exercise will stimulate individual reflection and change, and that discussions will take place with the Board President or designate as necessary.

Self-Assessment Instrument complied by Bruce Schwartzentruber, edited by Vyda Ng
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