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AGENCY FUNCTIONS AND THE DELINEATION OF

BOARD/STAFF ROLES AND RESPONSIBILITIES

A useful tool in discussing the definition of board and staff roles.

Developmental Functions


Who Should Be Responsible for the Functions?

	
	Basically a 

Board Role
	Truly 

Shared
	Basically a 

Staff Role

	1.   Policy and Program Development

(overall role)
	
	
	

	1.1  Determine the agency’s mission
	
	
	

	1.2  Define community needs and populations to be served
	
	
	

	1.3  Establish Overall Agency Goals
	
	
	

	1.4  Establish Program Strategies
	
	
	

	1.5  Implement Program Strategies
	
	
	

	1.6  Set Program Priorities
	
	
	

	1.7  Determine Program Success Criteria
	
	
	

	
a. Strategic Criteria


b. Implementation Criteria
	a.

b.
	a.

b.
	a.

b.

	1.8  Assess and Monitor Agency Performance on Goals
	
	
	

	1.9  Develop Major Agency Policies
	
	
	

	1.10  Develop and Apply Agency Governance Rules
	
	
	

	1.11  Set Personnel Policy
	
	
	


	
	Basically a 

Board Role
	Truly 

Shared
	Basically a 

Staff Role

	2.   Resource Development


(overall role)
	
	
	

	2.1  Preparing the Agency’s Resource Development Plan
	
	
	

	2.2  Implementing the Resource Development Plan
	
	
	

	2.3  Conducting Fund Raising Events
	
	
	

	2.4  Volunteer Recruitment
	
	
	

	2.5  Soliciting Grants
	
	
	

	2.6  Identifying Board Needs
	
	
	

	2.7  Review Board Functioning and Composition
	
	
	

	2.8  Financing Debt
	
	
	

	2.9  Provide Operational Expertise Not Found On Staff
	
	
	

	2.10  Develop ties in communities for fund raising
	
	
	








Who Should Be Responsible for the Functions?

	
	Basically a 

Board Role
	Truly 

Shared
	Basically a 

Staff Role

	3.   Program Management


(overall role)
	
	
	

	3.1  Determine annual service targets
	
	
	

	3.2  Set timetables and action steps
	
	
	

	3.3  Supervise and Operate Programs
	
	
	

	3.4  Determine Eligibility Criteria for Services
	
	
	

	3.5  Achieve Cooperation with Other Agencies and Organizations
	
	
	

	3.6  Evaluation and Review of Agency Operations and Performance
	
	
	

	3.7  Interpret Trends in Fields of Service
	
	
	

	3.8  Reporting on Programs
	
	
	

	3.9  Review Program Reports
	
	
	

	3.10  Implementing Program Changes
	
	
	

	3.11  Make Decisions About Unexpected Demands
	
	
	

	3.12  Adjust and Redirect Programs
	
	
	

	3.13  Assess Needs for Different Programs
	
	
	


	
	Basically a 

Board Role
	Truly 

Shared
	Basically a 

Staff Role

	4.   Personnel Management

(overall role)
	
	
	

	4.1  Recruit, Select and Develop Board Members
	
	
	

	4.2  Select, Evaluate and Fire the Executive
	
	
	

	4.3  Select, Evaluate and Fire Other Staff
	
	
	

	4.4  Assist Executive Director’s Development
	
	
	

	4.5  General Staff Development
	
	
	

	4.6  Develop Job Descriptions: Executive Director and Others
	
	
	

	4.7  Implement Personnel Policies
	
	
	

	4.8  Establish the Executive Director’s Compensation and Benefits Package
	
	
	

	4.9  Establishment of Benefits and Compensation Policy
	
	
	

	4.10  Establishment of Compensation Levels for Individual Staff
	
	
	

	4.11  Using Volunteers
	
	
	

	4.12  Supervising and Directing the Executive
	
	
	

	4.13  Supervising and Directing  All Other Staff
	
	
	

	4.14  Day-To-Day Agency Morale
	
	
	








Who Should Be Responsible for the Functions?

	
	Basically a 

Board Role
	Truly 

Shared
	Basically a 

Staff Role

	5.   Budget and Financial Management

(overall role)
	
	
	

	5.1  Detailed Budgeting
	
	
	

	5.2  Authorizing Major and Non-Routine Expenditures
	
	
	

	5.3  Authorizing Routine and Budgeted Expenditures 
	
	
	

	5.4  Authorize and Approve the Annual Audit
	
	
	

	5.5  Maintenance of Financial Records
	
	
	

	5.6  Reporting Financial Information
	
	
	

	5.7  Directing the Management of Agency Assets
	
	
	

	5.8  Detailed Management of Agency Assets
	
	
	

	5.9  Preparation of the Agency’s Budget
	
	
	

	5.10  Direct the Day to Day Financial Management
	
	
	

	5.11  Review Budget Performance  
	
	
	


	
	Basically a 

Board Role
	Truly 

Shared
	Basically a 

Staff Role

	6.   Public Information Management

(overall role)
	
	
	

	6.1  Develop a Public Relations/Public Information Plan
	
	
	

	6.2  Evaluate the Public Relations/Public Information Plan
	
	
	

	6.3  Implement the Public Relations/Public Information Plan
	
	
	

	6.4  Seek Community Leadership Support
	
	
	

	6.5  Conduct Routine Publicity Campaigns
	
	
	

	6.6  Educate and Influence Political and Bureaucratic Decision Makers
	
	
	


