Martin Luther High School

Northrop, MN.

Board of Directors: 

Job Description and Handbook
(Updated Fall 2004)

I. Eligibility

Any person nominated for the Board of Directors shall be a voting member or approved by the Voter’s Assembly of an Association Congregation.

II. Role and Function

A. The Board shall have control and be responsible for policy-setting for the general management of the affairs and business of the Association. It will also report actions at each regular meeting of the Association.

B. The Board shall in all cases act by a majority at regularly convened meetings following the rules and regulations as set forth in the Constitution and By-laws.

C. All board members shall participate in at least one committee during each year of service.  Committees include the executive committee, finance committee, trustees, policy committee, technology committee, and athletic committee.

D. Board members are encouraged to attend all meetings of the Delegate Assemble

E. The Board is to only function when in official session; at other times its members have no administrative authority regarding school matters.

F. To hold all monies and property for the use and benefit of this organization.  Provide for an annual audit of the financial records of the Association and provide for the financial needs of the Association and administer its funds.  To determine annually the salaries to be paid to all faculty members and employees of the school.  To determine annually the amount of tuition to be charged and to prepare the annual budget of the school.

G. To call, employ and dismiss, if necessary, personnel of the school.

III. Accountability

The members of the Board of Directors are accountable to the Delegate Assembly.  The Board of Directors as elected representative report to the congregations, through the Delegate Assembly, to assure that the purpose of the school is being achieved. 

IV. Personal

A. Participates actively in regular attendance at worship services, Holy Communion, and other congregation activities.

B. Exemplifies the Christian faith and live, serving as a role model (1 Timothy 4:12) as examples to parents, faculty, staff, members of the congregation and to the community at large.

C. Follows the spirit of Matthew 5 and 18 to resolve difference.

D. Is tactful, courteous, and an effective listener.

E. Is sensitive to the needs of others, showing Christian concern for them and their feelings

F. Participates in school and community activities and takes an active role when ever possible.

V. Position Descriptions

The Board of Directors’ Officers shall be elected at the first board meeting following the Spring Delegate meeting.  Elected positions include Chairman, Vice-Chairman, Treasurer, and Secretary.  All terms are for one year with an unlimited re-election option.

A. Chairman

The Chairman will assure the integrity the Board process including the efficient use of meeting time and adherence to the Board policies.  The Board Chairman accepts leadership of the Board but leaves the leadership of the school to the principal.  The Board Chair is not the principal’s supervisor.  The succession of the Chairman in cases of temporary absence of the Chairman is the Vice-Chairman, and the Secretary.  

Responsibilities:

· Providing vision, integrity, and encouragement for the work of the Board.

· Leading all Board meetings: This would include establishing board meeting schedules, understanding the work to be accomplished, and setting goals for each meeting.

· Conferring with the school principal to prepare Board agendas and to work together to accomplish the goals by providing the appropriate information and data.

· Design the format to be used to address various agenda items, guide discussions in such a way that all voices are heard and respected.

· Help the Board to process and synthesize information and opinions.

· Insuring the completion of all Board work

· Routinely reporting to the appropriate Church Boards and bodies

· Providing orientation of new Board members.

· Speaking on behalf of the Board

· Holding the school principal responsible for solving parent, faculty, staff and student problems.

B. Vice-Chairman

Responsibilities:

· The Vice-Chairman will take over the Chair’s function when the Chair is not present.

C. Secretary

Responsibilities:

· Taking minutes of all Board and Delegate meetings and recording official Board actions.

· Keeping the Board policy manual up-to-date.

· Insures that the Board does not unknowingly overturn prior Board action.

· Note any inconsistencies of Board actions.

D. Treasurer

                  Responsibilities:

· Reports on the school’s financial status in regard to tuition and related fees.

· Notifies the principal regarding families in a state of delinquency.

· Supervise the expenditure of school funds.

· Prepares the annual budget based upon the budget history and input from the principal and staff.

· Address overdue accounts.
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