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Board and Volunteer 
Communications



•Setting Goals and 
Expectations

•Conflict Resolution
•Reports and 

Meetings
•Committee 

Structure
•File Management

Overview

3/16/2018



Goal Setting

Use your Strategic Plan:
•Each task in the strategic 

plan assigned to a role
•Volunteers given task as 

they are on-boarded
•Create goals with the 

volunteer to accomplish 
the assigned tasks

•Report regularly on 
progress
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Setting Expectations
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Volunteer Agreement

• Taylor to levels (board, committee 

member) or by each position

• Provide position description 

• Outline:

• Scope of role

• Responsibilities with timeline

• Reporting Expectations

Conflict of Interest

• Disclose any conflicts at start of term

• Change in conflicts should be reported 

regularly

• Ask for disclosure of conflict of interest 

before all board meetings



Information Flow
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Position 
Specific 
Goals

Reports Consent 
Agenda

Working 
Agenda

Meeting 
Minutes

Informed 
Decision 
Making



Reports

Reports should:

•Be completed by every 
committee/position

•Be done regularly
• Include updates on all 

goals, even if no activity
•Be done at different 

levels:
• Committee members 

report to committee 
chairs

• Committee chairs use 
this information in their 
reports to the board
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• Three weeks from Board 
Meeting: Call for reports

• 10 days from Board Meeting: 
Reports due

• 5 days from Board Meeting: 
Agendas sent out

• Prior to call: all volunteers 
review all meeting documents

Reporting Timeline
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Creating Meeting Agendas
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Consent 
Agendas

Working 
Agendas



Structuring your Committees
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Make Volunteering 
Manageable

•Distributes work 
based on skills

•Establish uniform 
reporting structure at 
committee level

•Committee Chair as 
project manager

•One consolidated 
report to the board



Working Through Conflicts
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Volunteer 
Manager as a 
neutral party

Open 
Communication



File Management

•Easy transition to new 
volunteers

•Seamless transfer of 
information

•Complete set of historical 
records

•Easy updates to best practices 
– use as living documents

•Central place everyone knows 
to go to – no waiting

11

See Academyôs Templates for Records and Retention Policy

Central file storage allows for …
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