Sample Monitoring Report, based on CBLD template policy

Monitoring Report, July 14, 2010
Policy: B8 –Board Logistical Support, Last revised: July 8, 2010
I report compliance with all parts of this policy.

Unless indicated otherwise all data in this report is for the 12 month period ending June 30, 2010 and is accurate as of that date.
I certify that the information contained in this report and attachments is true.

Signed______________________________________, General Manager

Attachment: None
The General Manager will not allow the Board to have inadequate logistical support.

Interpretation:

The GM is responsible for providing administrative support to the Board so that directors can focus on their governance role rather than on all the administrative work that keeps any good team functioning. Maintaining support will be the responsibility of the GM even if further delegation occurs.
Operational Definitions:

· The Board has fully defined this policy in the sub-policies below. Please look there for further definitions.
Data:
· See data for each sub-policy.
The GM will not:

1. Provide the Board with insufficient staff administration to support governance activities and Board communication.
Interpretation:

The GM is responsible for ensuring that one co-op employee is designated as a Board Administrator. Though this employee will serve the needs of the board, he or she will always be supervised solely by the GM and may have other duties beyond board support.
Operational Definitions:

· One co-op employee will act as Board Administrator.
· The Board President and Secretary will affirm that administrative support is sufficient.
Data:
· [Name] has served as the Board Administrator throughout this reporting period.
· Results of questionnaire given to Board President and Secretary on June 15, 2010. A “yes” response means that the work was done adequately; a “no” response means the work was not done adequately. Compliance is achieved when both president and secretary answer “yes” to all items.

	Board Administrator job duties and responsibilities for “sufficient governance support”
	Board Pres
	Board Secretary

	Administrative support provided to Board President and Secretary on Board related matters (including research and correspondence)
	Yes
	Yes

	Materials coordinated and disseminated for the Board so it is prepared for meetings and retreats.
	Yes
	Yes

	Draft meeting minutes provided
	Yes
	Yes

	Logistics arranged for board meetings, retreats and Annual Meeting
	Yes
	Yes

	Nominations and election process coordinated as directed.
	Yes
	Yes

	Board calendar, task lists and other organizing tools maintained as needed
	Yes
	Yes

	Information located and compiled for Board as requested
	Yes
	Yes

	Reports and correspondence composed for Board as requested
	Yes
	Yes

	Board records and archives maintained, including approved minutes, Bylaws and affected documents
	Yes
	Yes

	Overall performance is supportive of Board activities
	Yes
	Yes


2. Allow the Board to be without a workable mechanism for official board, officer or committee communications.
Interpretation:

The Board needs both a way to communicate internally (between directors) and externally (between the board and the members and/or community). A “workable mechanism” is easy to use and gets the job done. For internal communications, this policy refers to the distribution of the board meeting packet and a central and easily accessible storage area for those packets. For external communications, it refers to publishing board-approved articles.
Operational Definitions:

· The monthly board meeting packet will be available 10 days before each board meeting – hard copy at the Member Services desk and online (secure access) through the board page of the co-op’s web site.
· Past meeting packets are available (secure access) at the board web page.
· All current directors will have a user name and password for the secure access area.
· Board articles will be published in the co-op newsletter and/or on the co-op web site when written or authorized by the board president.
Data:
· During this reporting period, all meeting packets were available 10 days before each meeting.
· The secure board area of the co-op web page contains meeting packets dated March 2009 (when the board began using electronic documents) through June 2010.
· Each director has an assigned user name and password.

· Published Board articles

	Newsletter
	Web Site

	Date
	Subject
	Date
	Subject

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3. Allow Board Members to be without an updated copy of the Policy Register and the Bylaws.
Interpretation:

No further interpretation.

Operational Definitions:

· New directors will receive a board notebook containing a paper copy of the current Policy Register and Bylaws before their first official board meeting.
· All directors will receive a paper copy of any revised policies in the next meeting packet following approval of the revision.
· The most current Policy Register and Bylaws will be posted on the co-op website.
Data:
· Directors who joined the board this year
	Director
	1st official meeting
	Date of receipt of board notebook

	A
	1/15/10
	11/20/09

	B
	1/15/10
	11/20/09

	C
	1/15/10
	11/20/09

	D
	5/12/10
	5/1/10


· Updated policies provided in meeting packets

	Policy
	Revision Date

	Ends
	10/11/09

	B2
	8/16/09

	B7
	1/15/10

	D3
	6/16/10


· On the board page of the co-op’s website you will find the Policy Register (rev. 6/16/10) and the Bylaws (rev. 2008).

4. Provide inadequate information and notice to members concerning Board actions, meetings, activities and events.
Interpretation:

Co-op members should have easy access, through multiple sources, to information about their elected board.
Operational Definitions:

· Names and contact information of all current directors will be posted on the bulletin board in the entryway foyer and on the board page of our web site.
· Notice of all board meetings will be posted on the bulletin board, on the web page and in the monthly newsletter. The notice will state: “Board Meetings are held the 3rd Wednesday of each month at 6pm in the co-op meeting room.”
· Notice of the annual member meeting will be posted on the bulletin board, on the web page and in the monthly newsletter.
· A copy of the Policy Register will be kept in a “Governance Binder” at the Member Services desk and on the web page.
· Copies of approved board meeting minutes will be kept in the Governance Binder and on the web page.
· The agenda for the upcoming board meeting will be posted on the web page and in the Governance Binder the same day the meeting packets are distributed to directors.
· Notice of board elections will be posted on the bulletin board, on the web page and in the newsletter beginning 2 months before the election.
Data:
· Most recent updates:
	
	Web Page
	Bulletin Board
	Newsletter
	Governance Binder

	Director names and contact information
	5/13/10
	5/13/10
	NA
	NA

	Board Meeting Notice
	perennial 
	perennial
	perennial
	NA

	Annual Meeting Notice
	8/1/09 through 10/2/09
	8/1/09 through 10/2/09
	August 09 through October 09
	NA

	Policy Register
	6/17/10
	NA
	NA
	6/17/10

	Approved Minutes
	6/17/10
	NA
	NA
	6/17/10

	Board Meeting Agenda
	6/6/10
	NA
	NA
	6/6/10

	Board Election Notice
	8/1/09 through 10/2/09
	8/1/09 through 10/2/09
	August 09 through October 09
	NA













































































