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OUTLINE OF GOVERNANCE TOOL BOX

Vol. I: Tools for identifying, recruiting and developing a Board

Issue 1:Characteristics of Board Member - Click here to download

Issue 2: What materials to be shared with the Board Members - Click here to download

Issue 3: Board Members commitment sheet (to be reviewed every year) - Click here to download

Issue 4:Areas to be covered in Board Orientation process - Click here to download

Issue 5: Board Diversity Matrix - Click here to download

Issue 6: Board Size — Click here to download

Issue 7: Source for Potential Board Members & Creating a support database - Click here to download

Vol. I1: Job description (Including do’s and don’ts)

Issue 1: Chairperson (Including do’s and don’ts ) - Click here to download

Issue 2: Vice-Chairperson- Click here to download

Issue 3: Secretary - Click here to download

Issue 4: Treasurer - Click here to download

Issue 5: Board Members - Click here to download

Vol. I11: Board Evaluations

Issue 1: Board Evaluation Form - Click here to download

Issue 2: CEO performance appraisal form - Click here to download

Vol. IV: Board Committees



http://fmsfindia.org.in/publication_upload/gov-series/gsv1i1.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv1i2.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv1i3.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv1i4.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv1i5.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv1i6.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv1i7.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv2i1.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv2i2.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv2i3.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv2i4.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv2i5.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv3i1.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv3i2.pdf

Issue 1: Executive Committees - Click here to download

Issue 2: Audit Committee - Click here to download

Issue 3: Finance Committee - Click here to download

Issue 5: Program Committee

Vol. V: Policies

Issue 1: Human Resource Policy
Issue 2: Finance Policy
Issue 3: Conflict of Interest Policy

Issue 4: Gender Policy

Vol. VI: Conducting Meetings/Making Decisions

Issue 1: Notice

Issue 2: Setting the Agenda

Issue 3: Writing Minutes

Issue 4: Taking Resolutions

Issue 5: Attendance

Issue 6: Following up on Decision

Issue 7: Evaluating a Board Member

Vol. VII: Creating a Board Manual



http://fmsfindia.org.in/publication_upload/gov-series/gsv4i1.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv4i2.pdf
http://fmsfindia.org.in/publication_upload/gov-series/gsv4i3.pdf

Issue 1: Need for the Board Manual
Issue 2: Organization Essentials

Issue 3: Board Structure and Processes
Issue 4: Board — ED Relations

Issue 5: Executive Parameters

Issue 6: Review of Board Manual
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HUMAN RESOQURCE COMMITTEE
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HUMAN RESOURCE COMMITTEE
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1. INTRODUCTION

In non-profit organizations, human resource plays a key and pivotal role. Human resource is also an
important asset of the organization. Therefore, it is important to develop, nurture, preserve and protect the

very human resource of an organization.
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As we have seen in the previous issues, the Board is responsible for proper governance and management
of the organization. This would also include management of human resource of the organization. In case
of medium or large organizations, the Board generally sets up a human resource (HR) Committee to

support itself in discharging the HR Functions.

2. OBJECTIVES OF HUMAN RESOURCE COMMITTEE
The objective of the HR Committee is to oversee the following functions:
e Recruitment of key personnel
e Appraisals
o Compensation packages
e Service conditions
e Discipline

e Succession

3. RESPONSIBILIES OF HUMAN RESOURCE COMMITTEE
The specific responsibilities that the Committee carries out on behalf of the Board are as follows:

e To review, monitor and makes recommendations to the Board on human resource strategies and

policies that pertain to staffing, compensation, benefits, and related issues of strategic importance;

e To conduct an assessment of the performance of the Chief Functionary at least on an annual

basis. In addition to it, review the compensation on an annual basis;

To review and provide recommendations to the Board concerning the approval or amendments to
the Human Resource policy;
|
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e To identify and meet the training/capacity building needs of existing staff;

e To report its actions and recommendations, if any to the Board after each Committee meeting.

4. STRUCTURE OF THE HUMAN RESOURCE COMMITTEE

The HR Committee is to be a sub-committee of the Board. In other words, the Committee’s functions are
determined by the Board. The Board may delegate certain functions related to Human Resource to the HR
Committee. Therefore, the HR Committee derives its mandate from the Board and also reports back to the
Board.

The HR Committee should have a minimum of three members of whom two should be Board members.
The Board can nominate members from among them who have expertise or interest in the areas of human
resource management. Further, depending on the size and needs of the organization, the Board can also
opt for one/two person’s (who can be from outside the Board) to be co-opted based on the specialized

skills.

The Chief Functionary and the Head-Human Resource desk generally, participate in the meeting as
invitees and they will have a limited role to facilitate the meeting with documents etc. This practice

ensures independent functioning of the committee.

The Board shall appoint the Chairperson of the Committee who shall be independent. Further, the

appointment and removal of Committee members shall be the responsibility of the Board.

5. HOW TO CREATE AND MANAGE HUMAN RESOURCE COMMITTEE?
5.1. Create a Mandate

It is important to have a predefined mandate that clarifies the role, purpose and responsibilities given
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to the Committee. The Board is entrusted with the responsibility of finalizing the mandate as they are
the ones who are delegating their function and know what they expect from the committee. In other
words, mandate provides terms of reference for the HR Committee. A sample of HR Committee

“Terms of Reference” is attached as Annexure-A.
5.2. Meetings

The Board depending on the size and needs of the organization shall determine the frequency of HR
Committee meetings. Generally, the Committee shall meet twice annually, with pre-determined dates
and agendas, and shall hold special meetings as and when required. Further, since the Committee
members are also occupied at other places, it is recommended to have an annual work plan for the

year, and Committee meets regularly with pre-determined dates and agendas.
5.3. Reporting

A reporting mechanism should be in place so that the Board can be kept up to date with progress,
consider proposals from the Committee and ratify any decision taken by the Committee within its
terms of reference. The Committee shall also provide to the Board such other information as the

Board may require.

6. CONCLUSION

It is important to have proper set up of human resource management in an organization to avoid losses i.e.
both financial and goodwill. To overcome such situations, organizations put a lot of effort and energy into
setting up strong and effective human resource management practices. Thus, the Board which has the
oversight responsibility delegates its function to the HR Committee which is a small group of experts
focusing in detail on a particular issue. This allows the Board to ensure that sufficient attention is being

paid to specific issues and in a timely manner.
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Watch out for the next issue on “Board Committees — Program Committee”

Published by Mr. Sanjay Patra on behalf of
Financial Management Service Foundation
ACCOUNTABILITY HOUSE, A-5, Sector 26, NOIDA-201 301
Tel: 91-120-47732200 | Fax: 91-120-4773227 | Email: fmsf@fmsfindia.org

|

NPO Governance Tool Box Series, Vol. 4, Issue 4, August, 2013

|
9



Annexure A

Terms of Reference (ToR) Template

. Organizational Structure

e To review the organizational structure and make recommendations on the changes to the Board.

Recruitment and Selection

e To identifying the need for human resource in the organization
e To review the job descriptions

e To recruit the best people for the organization - interviewing, screening and selecting

Induction and Capacity Building

e To review, monitor and make recommendations regarding the orientation process
e To develop a time bound induction plan for the new recruits
e To develop an annual calendar for staff capacity building- internal and external ( depending on

the area to be covered and expertise available internally)

. Staff Appraisal and Performance Review

e To develop a plan and methodology to be followed for review process
e To review the performance for the previous year against the responsibilities assigned
e To review mid-year in consultation with the Chief Functionary the performance against that in the

year

. CEO Evaluation

e To conduct an assessment of the performance of the Chief Functionary, ideally once in two years.
e To draw a plan and methodologies to be followed for evaluation process.
e To communicate the results of the evaluation to the Board for its review and then to the Chief

Functionary.
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6. Compensation Review
e To oversee, review and approve (annually or as per the guidelines of the organization) the salary
structure for Chief Functionary, senior staff and employees of the organization.
7. Human Resource Policies

e To review the organization’s human resource policy for consistency with the organization’s
mission, vision, values, goals and needs and recommends amendments, additions or deletions as

appropriate to the Board.

8. Succession Planning:

e To review management’s succession plan for the executives and senior management.

e To develop and build second line leadership in the organization
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FMSF launched a 4 months certificate program on Governance. This provides a
comprehensive understanding on Governance to participants. This is completely e-based
program. The 4™ Batch will commence by end of March 2014 . Please download the brochure

from our website www.fmsflearningsystems.org

NPO GOVERNANCE PROGRAMME

LIMITED SEATS!!!

*REGISTRATIONS

NOW OPEN FOR

4TH BATCH”

HURRY'!

12




LATEST PUBLICATIONS OF FMSF

Finance & Legal Handbook for NPOs 4th Edition

About the Book:

A comprehensive handbook that gives a detailed overview on various
Finance, Legal, and Governance aspect of NPOs. This is a well researched
book of more than 600 pages and written in a layman’s language. This 4th
edition provides insights into many new areas that require more attention in
the fast changing scenario for voluntary organizations.

To order the above book mail to fmsf@fmsfindia.org, the DD /Cheque for
the same should be in favour of Financial Management Service
Foundation payable at NOIDA. Please include Rs. 50 per book towards
shipping and handling charges.

You can also order your copy online logon to our website www.fmsfindia.org

Comprehensive commentaries on FCRA 2010

About the Book:

This is an extensively researched book of more than 400 pages This book
provides comprehensive commentaries on the Foreign Contribution
(Regulation) Act, 2010 and Foreign Contribution (Regulation) Rules, 2011. It
covers all possible controversies and critical issues of FCRA. It is in a
layman’s language for easy dissemination

To order the above book mail to fmsf@fmsfindia.org, the DD /Cheque for
the same should be in favour of Centre for Promoting Accountability
payable at NOIDA. Please include Rs. 50 per book towards shipping and
handling charges.

You can also order your copy online logon to our website www.fmsfindia.org

Published by:
FMSF (2012)

Price: Rs 1100/-

(Offer Price Rs. 800/-)

Published by: FMSF
(2012)

Price: Rs 895/-

(Offer Price Rs.600/-)
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