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Executive Director Hiring Process
The Central Louisiana Human Services District Board shall be responsible for establishing the hiring process for the organization’s Executive Director.  The Board shall utilize the following guidelines in the process:

· The Board shall designate an ED Search Committee from among the members.

· The ED Search Committee will be responsible for leading the hiring process.

· The Committee in conjunction with the DHH Human Resource Office will conduct an extensive search. 

· The entire Board will conduct a final interview with the candidate(s) before hiring an Executive Director.

· Every board member will be assigned a role in the selection process: initial screening (2), interview panel (5), and Executive Committee (4). 

PROCEDURE
I. Preparation and posting of Executive Director job:

1. Determine Executive Director job description, salary and benefits range, timeline, and resources needed to conduct the process.

2. Identify information needed from candidates, structured interview questions, and a screening process to be used to evaluate the applications for position fit.

3. Determine what information will be provided to qualified candidates prior to the interview.

4. Declare confidentiality requirements for those involved in the interview process. 

5. Determine who will be involved in the process and interviews. 

· Who/where to receive applications

· Needs to be culturally- and gender-diverse

6. Determine length of posting on each site (websites, newspapers, professional organization sites). DECISION: 30 days

7. Develop posting(s) and application form.

8. Determine verbiage for advertisement and places to post advertisements.

9. Send posting to DHH Human Resource Office.

10. DHH Human Resource Office will process job description and post advertisements at identified locations.

II. Candidates submit resumés and applications:

1. DHH Human Resource Office will receive applications.

2. Acknowledge receipt of application and resumé; detail the hiring process.

3. Initial screening: review and rank applications using screening tool. Compile results.

4. ED Search Committee reviews screening results and presents to the Board to select candidates for interviews.

5. Training and licensure are checked before finalizing list of candidates. 

6. Contact eligible candidates to schedule interviews.
III. Candidates participate in interviews:

1. Interviewers are selected based on race and gender.

2. Interviewers sign confidentiality agreement.

3. The Board Chair is the only person in possession of the suggested questions and all necessary documents prior to the interviews.

4. A panel orientation is conducted; at this time the final decision on interview questions will be made. All questions selected will be asked of each applicant.

5. Face-to-face interviews are held with candidates.  Interviews consist of a structured set of questions and a rating instrument.  

6. All panel members will ask questions. Panel members will have only their assigned block of questions, allowing other panel members to observe and make notes. Any panel member may ask for an answer to be clarified.

7. The interview document shall not leave the room where applicants are interviewed. After each applicant has been questioned the panel will have 15-25 minutes to complete their paperwork and score the applicant. 

8. Interviewers submit their completed documents to the Board Chair. When all interviews are completed, the panel is instructed that no one should discuss anything that happened during the interviews, and no notes or paperwork should leave the room. 
9. The feedback on candidates is compiled and prepared for Board Officer review. The compiled results are not shared with the interview panel or with the Board of Directors.
10. The Board Officers determine applicants who are acceptable for interview by the Board, and requests reference checks.
IV. Board selects candidate to offer position:

1. Candidates are presented to the Board for interview before final decision.

2. Finalize salary and benefit package to offer candidate.

3. DHH form for applicant to fill out authorizing background check and drug screen.

4. Board contacts preferred candidate to make conditional offer of employment, contingent upon successful background check and drug screen (done by DHH Human Resources Office).

5. Finalize offer and starting date.

6. Contact remaining candidates and notify them of decision.

V. Prepare for new Executive Director:

1. Develop communication to send to grantees, committee members, and major funder/donors.

2. Develop press release for new Executive Director.

3. Develop/Initiate/Implement Board and staff orientation plan for new Executive Director.

Adopted November 10, 2011
Reviewed ___________

Revised ____________
Reference Board Governance Policy Manual Section IV.A. Global Board-Executive Director Linkage) 

Public Participation at CLHSD Board Meetings
Public Participation Forms will be placed at the sign-in table of every regularly scheduled board meeting. Any citizen who wishes to speak on an agenda item, or who wishes to address a future board meeting, may fill in the form and present it to the Board Chair. The Board shall conduct all meetings in full view and with welcome participation of the public. However, the Board reserves the right to recess into or call an executive session to discuss private matters.

Public Comment on an Agenda Item

Any individual who wishes to speak on an agenda item may complete the Public Participation Form and present it to the Board Chair prior to the meeting. In addition, at the beginning of the meeting, the Board Chair shall orally request of the audience whether anyone in attendance wishes to speak on agenda items on which a vote will be taken. Each request will be duly noted by the Chair and addressed at the appropriate time in the meeting agenda. A maximum time limit of three (3) minutes will be allowed for individual comment. 

Initiating an Agenda Item

Any individual or delegation of individuals who wish to be placed on the agenda for the purpose of addressing the CLHSD Board shall submit a completed Public Participation Form to the Board Chair no less than seven (7) days prior to the scheduled meeting. Each delegation appearing before the Board shall select one (1) person in advance as the spokesperson. The maximum time limit is typically three (3) minutes; however, the Board Chair has discretion to determine a time limit appropriate to the topic. 
CLHSD Board of Directors Public Participation Form

Name: 








Date:

· I would like to make a public comment at this meeting on the following agenda item(s)

· I would like to address the Board at a future meeting on the following topic

Adopted July 12, 2012

Reviewed ___________

Revised ____________

Reference Board Governance Policy Manual Section III. F. Chairperson’s Role

Notice of Meetings and Posting of Meeting Minutes

Notice of Meetings

In January, the annual list of the board’s regular meeting dates, times, and locations are sent by the Board Secretary to Board Members, the Medical Director of Region 6 Office of Public Health (meeting site host), Region 6 OBH and OCDD Offices and to the DHH Liaison. The DHH Liaison posts the calendar on the Department of Administration (DOA) website https//www.prd.doa.louisiana.gov/boardsandcommissions. 

The Board currently meets on the 2nd Thursday of every month at the Office of Public Health. Approximately one week before the meeting date, the Board Chair sends the board agenda and meeting notice to the Medical Director of Region 6 Office of Public Health, who posts the agenda and notice at the meeting site no less than 24 hours before the meeting. The Board Chair also sends the agenda and meeting notice to the Board Secretary who distributes to Board Members, Region 6 OBH and OCDD Offices and the DHH Liaison. 

If a meeting change is required, the same procedure is followed to provide notice no later than 24 hours in advance. In the event of a disaster or emergency situation, the 24 hour limit may be waived. 

Posting of Meeting Minutes

Following Board approval the meeting minutes are sent by the Board Secretary to the DHH Liaison for posting on the DOA website. 

In the absence of the Board Secretary, the Board Chair will ensure that this procedure is followed. 

In the future, a Board Member may assume the web posting responsibilities currently performed by the DHH Liaison when:

· The Board Member confirms that he or she has been fully trained in how to post on the DOA website, and

· The Board of Directors is notified that the DHH Liaison is transferring the responsibility to the designated Board Member.

Adopted March 8, 2012

Reviewed ___________

Revised ____________

Reference Board Governance Policy Manual Section III. E. Governance Process: Calendar Planning
Non-Appropriated Funds 

Note: With the exception of II. Responsibility A. Governance Board this appears to be an operational policy/procedure, NOT a Board Governance Procedure
I. STATEMENT OF PURPOSE AND APPLICABILITY 
A. Purpose 

Those funds collected by the District in excess of appropriation by the Legislature will be placed into the Non-Appropriated Funds Account for use off-budget to prevent budget deficits and to accomplish the overall mission of the District and support the strategic plan.  These funds will be prioritized into pre-established categories and expenditures will be made accordingly. 

B. Applicability 

This policy will apply to all funds collected in excess of appropriation by any organizational unit of CLHSD.  Exceptions will be made for those funds collected for a unique purpose by a specific unit when agreed upon by that unit manager, the Executive Director and the Director of Finance prior to acceptance of the funds. 

II. RESPONSIBILITY 
A. Governance Board  

It will be the responsibility of the District’s Governance Board to approve requests which allocate the expenditure of $10,000 or more on a single program within a twelve (12) month period.  All expenditure requests will cover (at a minimum) a period of one calendar year (12 months).

B. Executive Director 

It will be the responsibility of the Executive Director to approve expenditures up to $10,000 on a single program within a twelve (12) month period.  The Executive Director will also ensure that multiple requests are not approved within a twelve (12) month period which would result in violation of, or deviation from this policy.  Programs anticipated being more than $10,000 will require the approval of the Governance Board prior to exceeding the $10,000 threshold. The Executive Director will develop adequate justification and provide recommendations on all expenditures requiring approval by the Governance Board.  Recommendations to the Board will include proposed use and amount of the funds requested.  Recommendations will be developed with input from the Executive Management Team based on the mission, the strategic issues, and client needs identified in the strategic plan. The Governance Board will receive and approve annually monthly financial reports outlining activities of the Escrow account as a performance indicator of this policy.

C.  Executive Management Team (may include CFO, COO, and Medical Director) 

Allocation and expenditure of funds collected in excess appropriations will be made based upon recommendations received from the Executive Management Team who will: 

a. Evaluate those programs with potential need to be restored, and evaluate potential new programs needed to support the strategic plan. 

b. Prioritize programs to fund, taking into account the level of funding available and submit recommendations to the Executive Director for approval.

D.  Division of Management and Finance 
The Division of Management and Finance will ensure that all expenditure of funds (in this and all categories) is made in accordance with Federal and State laws.   

III. ALLOWABLE USES OF NON-APPROPRIATED FUNDS 
A. 
Emergency Contingency Plan - to prevent an overall deficit situation of appropriated funding. 

B. 
Capital Outlay-the purchase of equipment, buildings, and major repairs in excess of $10,000.  
C. (1) Program Funding – to restore previously existing and initiate new programs deemed essential to the District’s clients or efficient functioning of the District. Funding may be allocated as “start up” costs, mini grants based on needs identified in the Strategic Plan, training and staff development, use of consultants to accomplish short-term goals and/or one-time objectives, or to create needed positions which are not funded in the appropriations. 
C. (2) Expansion of Professional and Social Services-An annual evaluation of existing contractual services for their end of year balances will be conducted to determine the adequacy of funding and quality of services delivered. Based on the outcome of this evaluation, non-appropriated funds may be used for expansion of existing programs. ALLOCATION OF NON-APPROPRIATED FUNDS: As a rule, funding will be allocated on an annual basis in the following manner. However, allocation percentages may be changed on an as-needed basis and funding not used or needed in one category may be moved to another category at the discretion of the Governance Board or with the recommendation of the Executive Management Team and the approval of the Executive Director.  The percentages listed below are subject to change by the Board based on community and agency needs. A. 30% Emergency Contingency B. 20% Capital Outlay C. 50% Program Funding/Expansion of   Professional & Social Services
Adopted July 13, 2011
Reviewed ___________

Revised ____________

Reference Board Governance Policy Manual Section  II. D. Executive Limits: Financial Planning and Budgeting, and II. E. Executive Limits: Financial Condition and Activities

	
	
	
	Central Louisiana Human Services District
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Request for Non-appropriated Funds
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Requesting Employee Name and Title:
	 
	 
	 
	 
	 
	 
	 
	 
	Date:
	 

	
	
	
	
	
	
	
	
	
	
	

	Description of Services/Supplies Requested:  
	
	
	
	
	
	

	 

	
	
	
	
	
	
	
	
	
	
	

	Justification:
	
	
	
	
	
	
	
	
	

	 

	 

	Detailed Budget:
	Circle Funding Category: EC/CO/PF&E
	Comments by line item (position title, wheelchair, etc.)

	Salaries
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Related Benefits
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Travel
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Operating Services
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Operating Supplies
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Professional Services
	 
	 
	 
	 
	 
	 
	 
	 

	Other Charges
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Acquisitions
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	0.00 
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	This is a request for              NEW        ___________CONTINUATION   funding.
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	The Executive Management Team has reviewed this request and provided input on such as affirmed by signatures 

	of the following members:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	                                          
	                                               
	
	                                                    

	Chief Fiscal Officer
	
	
	Chief Operations Officer
	
	
	Medical Director
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Executive Director's Review:
	                                                              
	Recommended:
	       Yes
	        No

	
	
	
	Signature and Date
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Comments:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Governance Board Review:
	                                                              
	Approved             
	            
	Denied
	            

	
	
	
	Chairperson Signature and Date
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Conflict of Interest Procedures
A. Procedures To Be Followed

1. Duty to Disclose

In connection with any actual or possible conflicts of interest, an interested person must disclose the existence of his or her financial interest and must be given the opportunity to disclose all material facts to the directors and members of committees with board delegated powers considering the proposed transaction or arrangement.  

2. Determining Whether a Conflict of Interest Exists

Upon receipt of an opinion from the Board of Ethics, the Governing Board will initiate its review. After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he or she shall leave the board or committee meeting while the determination of a conflict of interest is discussed and voted upon. The remaining board or committee members shall decide if a conflict of interest exists.  

3. Procedures for Addressing the Conflict of Interest

a. An interested person may make a presentation at the board or committee meeting, but after such presentation, he or she shall leave the meeting during the discussion of, and the vote on, the transaction or arrangement that result in the conflict of interest.

b. The chairperson of the board or committee shall, if appropriate, appoint a disinterested person or committee to investigate alternatives to the proposed transaction or arrangement.

c. After exercising due diligence, the board or committee shall determine whether the Agency can obtain a more advantageous transaction or arrangement with reasonable efforts from a person or entity that would not give rise to a conflict of interest.

d. If a more advantageous transaction or arrangement is not reasonably attainable under circumstances that would not give rise to a conflict of interest, the board or committee shall determine by a majority vote of the disinterested directors whether the transaction or arrangement is in the Agency’s best interest and for its own benefit and whether the transaction is fair and reasonable to the Agency and shall make its decision as to whether to enter into the transaction or arrangement in conformity with such determination.  

4. Violations of the Conflicts of Interest Party

a. If the board or committee has reasonable cause to believe that a member has failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose in written form.

b. If, after receiving the response of the member and making such further investigation as may be warranted in the circumstances, the board or committee determines that the member has in fact failed to disclose an actual or possible conflict of interest, it shall take appropriate corrective and/or disciplinary action including termination.  
B. Records of proceedings
The minutes of the board and all committees with board-delegated powers shall contain:

1. The names of the persons who disclosed or otherwise were found to have a financial interest in connection with an actual or possible conflict of interest, the nature of the financial interest, any action taken to determine whether a conflict of interest was present, and the board’s or committee’s decision as to whether a conflict of interest in fact existed.

2. The names of the persons who were present for discussions and votes relating to the transaction or arrangement, the content of the discussion, including any alternatives to the proposed transaction or arrangement, and a record of any votes taken in connection therewith.

C. Financial conflicts
A voting member of the Governance Board who receives compensation, directly or indirectly, from the Agency or an entity contracted by the Agency for services is precluded from voting on matters pertaining to the member’s compensation.

D. Annual statements required
Each director, principal officer and member of a committee with board-delegated powers shall:

1. Annually sign a statement, which affirms that such person

a. has received a copy of the Policy,

b. has read and understands the Policy.

2. Annually complete one hour of ethics training to ensure compliance with La. R.S. 28:913(F) and provide a certificate to the Governing Board that documents completion.

E. Use of outside experts

In conducting the periodic reviews provided for in “section D” of this procedure, the CLHSD may, but need not, use outside advisors. If outside experts are used, their use shall not relieve the board of its responsibility for ensuring that periodic reviews are conducted.  

Members will respect the confidentiality appropriate to issues of a sensitive nature, and follow open meeting rules relative to personnel matters. The vote on determination of a conflict of interest must occur in open meeting. 

Adopted July 13, 2011
Reviewed  August 9, 2012
Revised  August 9, 2012
Reference Board Governance Policy Manual Section III. G. Governance Process: Board Member’s Code of Conduct and Conflict of Interest
Conflicts of Interest Policy Annual Disclosure Statement

In connection with my assignment to the Governing Board of the Central Louisiana Human Services District, I offer the following representations:

1. Do you have any position of influence (owner, including partial ownership with controlling interest, top management, board member, etc.) with businesses, vendors, banks, or other legal entity with which the Central Louisiana Human Services District  has had transactions during the period July 1, ________  to the present day, which could be construed to be a related party transaction?

                         Yes (   )                         No (   )

2. Have you or any member of your immediate family accepted anything of value, whether in the form of a service, loan, or promise, from anyone with whom the agency has conducted business during the period July 1, ________       to the present day?  (R.S. 42:1101-1170)

                         Yes (   )                         No (   )

3. Have you, any member of your immediate family, or any legal entity in which you or an immediate family member have an economic interest, or any other persons that you are aware of, bid on or entered into or are in any way interested in any contract, subcontract, or other transaction involving the governmental entity named above that would result in a violation of R.S. 42:1113[A]?

                         Yes (   )                         No (   )

4. If you answered Yes to question 3, have you disclosed to the Louisiana Board of Ethics these facts as required by R.S. 42:1114?

                         Yes (   )                         No (   )

5. Has any member of your immediate family been employed by the governmental entity named above after  July 1, 2010  (R.S. 42:1119)

                         Yes (   )                         No (   )

The above responses have been made to the best of my belief and knowledge.

___________________________________                _______________________

Name                                                                            Date

Performance Evaluation Procedure for CLHSD Executive Director (ED)

The ED evaluation is part of the Board’s annual governance work but may be initiated at any time by the Board or at the request of the ED. ED performance is systematically monitored throughout the year as determined by the Board. The Board and ED will agree in advance on how information to be monitored will be provided. 

Monthly Performance Monitoring Process
Consistent with Board policy, systematic monitoring of ED job performance occurs throughout the year based on the Board Calendar. The chart below illustrates the ongoing monitoring process.





Monthly Performance Evaluation Process, continued

As defined in the Board Calendar/Policy Reviews, one or more of the Executive Limits policies will be placed on the board meeting agenda. 

For the policies listed under “Internal Report” in the chart above:

1. One month in advance, the ED notifies the Board that he/she will report on the policy or policies at the next board meeting.

2. The ED submits the report to the Board Chair approximately two weeks prior to the board meeting.

3. The Board Chair sends the ED report and a blank copy of the Policy Governance Executive Limitations Evaluation Form with the notice to Board Members regarding the upcoming meeting. 

4. Board Members review the ED report prior to the board meeting. 

5. The ED presents his/her report at the board meeting and provides further details as needed.

6. Board Members individually complete the Policy Governance Executive Limitations Evaluation Form and submit to the Board Chair.

7. The Board Chair reviews the results; if any Board Member responded “No” to any of the questions or notes any concerns, the Board Chair discusses with the ED.

8. The ED addresses the concerns and reports to the Board at the next board meeting. 

9. Upon satisfaction of Board Member questions or concerns, the Board Chair signs and dates the appropriate Executive Limit policy on the Performance Evaluation for Executive Director: Executive Limits & Strategic Priorities form.

For the policies listed under “Direct Board Inspection” in the chart above:

1. One month in advance, the Board Chair assigns the policy to one or more Board Members.

2. The Board Member(s) review the policy to determine if the Board is in compliance, and complete the Board Compliance Monitoring Tool. Suggestions for improvement or additional Board discussion will also be noted on the report. These may include changes such as verbiage, editing of content, or procedural documentation. 

3. The Board Member(s) present their findings at the next board meeting. Following discussion and clarification, the Board votes to accept the report, either as presented or as amended. 

Annual Performance Evaluation Process
The annual evaluation process is initiated at least 90 days prior to the date of the ED Evaluation. 
· 90 days prior to Executive Director Evaluation

Board Chair names the ED Evaluation Committee (Committee) to facilitate the process. The ED submits to the full Board the Performance Evaluation for Executive Director: Executive Limits & Strategic Priorities form, which substantiates adherence to Executive Limits policies and the status of Strategic Priorities/MEANS. All Board Members are asked to complete the Board Member Comments Form regarding the ED’s performance for the previous year and submit to Board Chair.

· 60 days prior to Executive Director Evaluation
Final date for all Board Members to submit their written comments. The Board Chair provides Board Member Comments to the Committee. The Committee will then review the Board Member Comments. The Committee may choose to inspect specific records and make other inquiries. At this time the Committee will meet with the HR Director for process consultation. 
Upon obtaining all input, the Committee discusses the ED’s performance, identifying specific strengths and areas for improvement in the coming year. Based on the ED’s performance, the Committee will meet to discuss the potential for a merit raise or bonus. The Committee uses the materials listed below in formulating their recommendation. In seeking independent verification of ED performance the Committee, and other members of the Board, will not seek information outside of the process described here.
1. Performance Evaluation

a) Compilation of Board Member Comments, and the original Board Member Comments Forms
b) Completed Performance Evaluation for Executive Director: Executive Limits/Strategic Priorities form 

c) Results of satisfaction surveys completed during the review period 
d) Results of records inspections if conducted by the Committee
2. Merit Increase or Bonus
Consideration shall be given to

a) The previous year’s merit or bonus awarded to the Executive Director

b) Civil Service directives regarding their position on salaries and bonuses provided to unclassified employees

c) Other District’s/Authority’s Executive Director’s salaries and bonuses, their credentials and years in the position, in Districts with similar staffing and budgets

d) A table containing the CLHSD Executive Director’s current salary, indicating potential annual merit raises ranging from 4% to 15% including financial impact of related benefits.

The Committee will prepare a report containing their recommendations, including a composite evaluation document, to be presented to the full Board at their next scheduled meeting. The Committee’s report will be provided to the ED for review and comment before it is presented to the Board. The Committee’s report will outline the evaluation process in terms of what evidence was reviewed; it may also contain recommendations to improve the procedure or its future application.

· 14 days prior to Executive Director Evaluation
The Committee issues the report and associated materials to the Board Chair, who distributes them to all Board Members for review prior to the board meeting. 

· Executive Director Evaluation
The Board shall meet with the ED in Executive Session to review the findings. After discussion is complete, the Board Chair will entertain a motion in Open Meeting to accept the committee report as presented or amended. 

The Board Chair completes a written report noting the Board’s decision regarding the ED’s performance and the decision to provide a merit raise/bonus, attaching all the materials listed above. This report is provided to the Human Resources Director to be maintained in the ED personnel file and entered into the state payroll system. Any merit raise and/or bonus approved at the board meeting will be effective upon approval by the Board.
Adopted September 13, 2012
Reviewed ___________

Revised ____________

Reference Board Governance Policy Manual Section IV. E. Board – Executive Director Linkage: Monitoring Executive Director Performance 

Policy Governance Executive Limitations Evaluation Form

(Completed by Board Members Based on ED Internal Report per Policy Review Calendar)

Evaluator: _________________________________


Date:___________________

Policy Being Monitored: _________________________________________________________

	1.   Was the report submitted when due?
	□  Yes
	□  No



	2.   Did the report set forth a reasonable interpretation of the policy?
	□  Yes
	□  No



	3.   Is the interpretation justified or is proof provided to explain why the

      interpretation is reasonable?
	□  Yes
	□  No



	4.   Was I convinced that the interpretation is justified and reasonable?
	□  Yes
	□  No



	5.  Did the interpretation address all aspects of the policy?
	□  Yes
	□  No



	6.   Does the data show compliance with the Executive Director’s interpretation of 

      the policy?
	□  Yes
	□  No





Comments regarding further policy development:

1.   Is there any area regarding this policy that concerns you, that is not clearly addressed in existing policy?  What is the value that drives your concern?

2.   What policy language would you like to see incorporated to address your concern?

Board Compliance Monitoring Tool

(Completed by Board Members assigned to Direct Inspection per Policy Review Calendar)

Evaluator: _________________________________


Date:___________________

Board Means Policy Being Monitored: ______________________________________________

1.   Indicate by item if you believe (Yes or No) the Board is in compliance with the policy as stated?

2.   If you indicated that the Board is not in strict compliance with the policy as stated, please indicate what you notice that gives evidence that the Board is not in compliance?

3.   How do you think the Board could improve their process to be in full compliance?

4.   What do you need to learn or discuss in order to function in accordance with this policy more 

      completely?

Board Member Comments Form 
Annual Executive Director Performance Evaluation 
 Overall Comments:  ___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
Key challenges in the year ahead:  __________________________________________________________________________________________________

__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
Thoughts and concerns:  
__________________________________________________________________________________________________

__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
SIGNATURE: ________________________________________________________________  DATE:_______________
Performance Evaluation for Executive Director: Executive Limits & Strategic Priorities

All Items are Monitored Annually; Budget, Revenues & Expenses are reported Monthly

	Compliance To Be Monitored
	Method
	Verification

	POLICY:  FINANCIAL PLANNING AND BUDGETING: January


Financial planning for any fiscal year or the remaining part of any fiscal year shall not deviate materially from the board's Ends priorities, risk fiscal jeopardy, or fail to be derived from a multiyear Plan.


	DOA Submission, CFO Report
	Initials

Date

	POLICY:  FINANCIAL CONDITION AND ACTIVITIES: February


With respect to the actual, ongoing financial condition and activities, the ED shall not cause or allow the development of fiscal jeopardy or a material deviation of actual expenditures from board priorities established in Ends policies.


	Budget Report; Revenues / Expenditures; Legislative Audit Escrow; Report by Disability correlated to Strategic Plan
	Initials

Date

	POLICY:  COMMUNITY RELATIONSHIPS: March
 

Because strong community relationships are important to the accomplishment of our mission, the ED shall not allow the agency to develop poor relationships or reputations in the community.


	Survey of Community Leaders
	Initials

Date

	POLICY:  COMPENSATION AND BENEFITS: April


With respect to employment, compensation, and benefits to employees, the ED shall not cause or allow jeopardy to fiscal integrity or public image.


	Human Resource Director Report
	Initials

Date

	POLICY:  EMERGENCY ED SUCCESSION: May



In order to protect the board from sudden loss of ED services, the ED may have no fewer than two other executives familiar with board and ED issues and processes. The Board shall be responsible for implementing this policy and its related procedures.


	Board acknowledges compliance annually  
	Initials

Date

	POLICY:  ENDS FOCUS OF GRANTS OR CONTRACTS: August
 

The ED may not enter into any grant or contract arrangements that fail to emphasize primarily the production of ENDS and, secondarily, the avoidance of unacceptable MEANS.


	Term. Contract Report
	Initials

Date



	GLOBAL ENDS STATEMENT: August

Building on the concept that the District will become the provider of last resort, and will work toward building provider capacity to meet all local needs:

1. Citizens in need of mental health, addictive disorders and developmental disabilities services residing in the parishes of Avoyelles, Catahoula, Concordia, Grant, LaSalle, Rapides, Vernon and Winn will be informed of services which are available through CLHSD or other appropriate providers, based on their eligibility for specific services.  

2. CLHSD will monitor services provided in its parishes to ensure they are provided in a responsive and integrated manner supportive of assisting clients to reach their optimum functioning.

3. Services delivered by and through the District will observe the fiscal confines set forth, initially by DHH and ultimately by the CLHSD Board.  


	Executive Report 
	Initials

Date

	POLICY:  TREATMENT OF CONSUMERS: August


With respect to interactions with consumers or those applying to be consumers, the ED shall not cause or allow conditions, procedures, or decisions that are unsafe, undignified, unnecessarily intrusive, or that fail to provide appropriate confidentiality or privacy.


	Satisfaction Survey, Grievance, Complaint Report
	Initials

Date

	POLICY:  TREATMENT OF STAFF: October


With respect to the treatment of paid and volunteer staff, the ED may not cause or allow conditions that are unfair or undignified.


	Staff Policies and Reports
	Initials

Date

	POLICY:  COMMUNICATION AND SUPPORT TO THE BOARD: November

The ED shall not permit the board to be uninformed or unsupported in its work.  


	Board acknowledges compliance annually
	Initials

Date

	POLICY:  GLOBAL EXECUTIVE CONSTRAINT: November

The ED shall not cause or allow any practice, activity, decision, or organizational circumstance that is either unlawful, imprudent, or in violation of commonly accepted business, governmental and professional ethics.


	Escrow Report
	Initials

Date

	POLICY:  ASSET PROTECTION: December


The ED shall not allow agency assets to be unprotected, inadequately maintained, or unnecessarily risked.  


	Property Control Certificate
	Initials

Date

	STRATEGIC PRIORITIES/INITIATIVES: December

	Term. Contract Report
	Initials

Date


Strategic Priorities

Annual Initiatives Prioritized by the Executive Director and Governance Board Based on Current Year’s Needs and Strategic Plan

The ED Performance Evaluation Committee recommends that this section of the ED Performance Evaluation be suspended 

until the Board identifies strategic priorities via the upcoming strategic planning process, and a strategic/operational plan is finalized. 

	ENDS
	MEANS
	RESULTS MEASURE
	ACHIEVEMENTS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


This report constitutes my assurance that, as reasonably interpreted, conditions described by the policies have not occurred, that the data submitted is accurate as of the date ____________________ and strategic initiatives targeted for this year have been achieved to the best of this agency’s ability.   If applicable, policy violations have been reported and corrective action has been submitted to the Board.

Executive Director Signature ____________________________________________________________  Date ___________________________________

Board Recruitment and Succession Planning
Board Recruitment Procedure
1. Each board member will see it as their responsibility to identify potential board members who can serve as their replacement when their term of service ends.

2. Prospects will be identified well in advance of each board member’s term of service completion, to allow for educating these prospects about the purpose of the District and its Board, as well as to allow time for the board member to adequately vet the prospect in terms of interest and ability to serve on the Board.

3. At-large members, as well as all other board members, will consider prospective board members who can meet the skill/background requirements of each at-large position.

4. Recommendations for replacement board members will be provided to each parish’s Police Jury or to the Governor’s Office with adequate for consideration of these candidates, per the Board Calendar.

Guidelines
a) Disciplines. Consideration should be given to both the Behavioral Health and Developmental Disabilities disciplines when considering prospective board members.

b) Knowledge. Parish board member candidates should have a good working knowledge of what each parish needs and what each parish has in terms of services available within the mission areas of the Human Services District.

c) Recruitment Sources. Parish-level meetings, such as the Healthy Initiative Coalitions and other organizations that relate to the mission of the Human Services District, will serve as one method for identifying prospective board members.

d) Prospects. Consideration should be given to
a. Parents and family members of people who are potential clients of the Human Services District or other providers within the geography covered by the District.

b. Providers within the District’s geography, but not providers who are either currently contracted by, or might be considered for contracts with, the Human Services District.

Succession Planning Procedure

1. Annually, a Nominating Committee will be convened to recommend a slate of officers for consideration by the Board.  

a) The position of Secretary may be filled by any willing board member who will work with assigned District staff assigned to take board meeting minutes, to ensure accurate representation of the business of the board in these minutes and will ensure that appropriate meeting postings are completed in such a way as to meet the requirements for Open Meeting postings.

b) The position of Treasurer should be filled by a board member who has experience with financial reporting.  This person will work with the Executive Director and the District’s fiscal officer to ensure timely submittals of financial reports, but also to provide the full board with appropriate insights and perspectives about the long-term financial position and needs of the District.

c) The position of Vice-Chair shall serve as a succession position for the Chair position.  The person in this role will work closely with the current Chair to learn the responsibilities of this position prior to assuming that role.

d) The position of Chair will typically be filled by the out-going Vice-Chair and will preside over all board meetings during the term of service.

2.  Recommendations from the Nominating Committee will be presented to the full board, in accordance with the Board Calendar.

Guidelines
a) The role of board officers is NOT to direct District staff in relation to their board responsibilities, but rather to work with appropriate staff members, with the involvement of the Executive Director, to ensure that the board’s business can be conducted in a timely and effective manner.

b) Consideration of candidates should include a review of the board member’s background and experience, relative to the office position being considered.  Key skills might include, as noted above, financial skills for the Treasurer, and leadership, good meeting management skills and strong advocacy skills for the Chair and Vice-Chair.

c) All board members need not serve as officers during their term of service.  Officer positions should be filled by board members who express interest in the position, an ability to meet the responsibilities of the office being considered, and prior experience that relates to the role of officer of a board.
Adopted January 10, 2013
Reviewed ___________

Revised ____________
Reference Board Governance Policy Manual Section III. B. Governance Process: Governance Style
Board Orientation
Board members will receive initial and ongoing orientation via the following:

1. Use the Board Orientation Manual as the initial basis for orientation. 

· This manual contains all key information needed to orient board members and will be updated over time as needed.
· Each new board member will be given a copy of the Orientation Manual and an opportunity to review the contents, develop questions based on their personal background knowledge, and receive prompt answers to those questions.

· The Bylaws, Governance Manual, and Open Meeting Law should be reviewed in detail. 

· The Executive Director will meet with each new board member to review the Orientation Manual and discuss their role and involvement on the board. The current or immediate past Board Chair may choose to participate in this discussion. 

· The immediate past Board Chair will serve as a shepherd of the orientation process for all new board members, ensuring that appropriate orientation occurs in a timely way and checking in with new board members to ensure their growing confidence and competence in their role.

2. Establish and maintain an organizational culture that allows Board Members to feel comfortable saying that they don’t understand something, both openly in board meetings and outside the context of board meetings.

The Executive Director will provide an opportunity for each board member to discuss topics that they did not fully understand or have additional questions about after each board meeting (through telephone calls and/or emails).
3. Educate members on how to use others on the board as resources.

Ensure board members know individual member expertise, e.g. legal.

4. Continue orientation topics in each board meeting.

Utilize the annual board education calendar, as well as input from the annual individual board member self-assessment. 

5. Assign an experienced member of the board as a mentor to each new board member for at least the first six months of their time on the board.

Match based on the skills of both the new board member and the experienced board member. 

Because each board member comes with a different set of experiences and knowledge, the specific orientation for each board member will be different. People are asked to serve on the board because of their particular knowledge, which will be recognized by the board when considering each individual board member’s orientation needs. 

Adopted February 7, 2013
Reviewed ___________

Revised ____________

Reference Board Governance Policy Manual Section III. B. Governance Process: Governance Style
Board Self-Assessment

While the board sees its role of assessing its performance as ongoing, it sets aside time on an annual basis to conduct an individual self-assessment by its members. The purpose of the board member self-assessment is to identify strengths and areas for improvement in board orientation, training and development. 

The Board Chair will issue the self-assessment forms to all board members on an annual basis. Board members will complete the self-assessment and submit it to the Board Chair. 

Upon compilation and review, the Board Chair will present the results to the board. Depending on the findings, the board chair may determine the need to review the current board orientation, training and development calendar and/or related procedures.

Adopted  9/13/12  

Reviewed  6/13/13

Revised   6/13/13
Reference Board Governance Policy Manual Section III.D. Board Member Job Description

CLHSD Board of Directors

Individual Board Member Self-Assessment Form

1. All board members will complete the self-assessment below and submit it to the Board Chair on an annual basis. 

2. The Board Chair will review the results, using it as input to determine future board training and development needs. 

Rating Scale   5=Strongly Agree   4=Agree   3=Neutral or Unsure   2=Disagree   1=Strongly Disagree

       As a board member, I…

	Attendance/Preparation
	Rating

	Miss no more than 2 board meetings in the past 12 months
	Y    N

	Prepare for and participate in board and committee meetings
	5      4      3      2      1

	Regularly read materials distributed for board or committee meetings
	5      4      3      2      1

	Am familiar with CLHSD bylaws
	5      4      3      2      1

	Am sufficiently knowledgeable about CLHSD programs and services
	5      4      3      2      1

	Keep informed about community issues relevant to the mission and objectives of the District
	5      4      3      2      1

	Clarity of role and responsibilities
	

	Understand what is expected as a board member
	5      4      3      2      1

	Speak for the board only when authorized to do so
	5      4      3      2      1

	Avoid, in fact and in perception, potential conflicts of interest and disclose possible conflicts to the board in a timely manner
	5      4      3      2      1

	Participation
	

	Complete all assignments in a responsible and timely manner
	5      4      3      2      1

	Respect the confidentiality of the board’s executive sessions
	5      4      3      2      1

	Feel that my opinions are heard and considered during board discussion
	5      4      3      2      1

	Work as a team member and support board decisions
	5      4      3      2      1

	Find serving on the board to be a satisfying and rewarding experience
	5      4      3      2      1

	COMMENTS: What information or experience would help you be more effective in your role as a board member?


	


Reporting and Addressing Board Member Misconduct

When alleged board member misconduct is reported to the Board Chair or Vice-Chair:

· Any accusation of misconduct will be investigated by the Board Chair or Vice-Chair.

· The Chair and/or Vice-Chair have/has the discretion to deal with the issue directly with the identified board member, including talking with the board member about the inappropriate behavior (or perception of such), expressing concern about the behavior/action and reiterating clear boundaries.  If the board member is receptive to the discussion and resolved to not have the behavior/action repeated, the Chair/Vice-Chair may conclude that the problem is resolved.

· When the Board Chair or Vice-Chair has investigated the allegation of misconduct and deems the incident reportable, the full board will be informed and vote, as appropriate, regarding action taken (or to be taken).

· If the misconduct is attributed to either the Board Chair or Vice-Chair, the allegation of misconduct shall be brought before the full board for review and consideration.

· Appropriate action will be determined and taken to address the specific situation.

When alleged board member misconduct is reported to the Executive Director:

· The Executive Director has the discretion to deal with the issue directly with the identified board member, including talking with the board member about the inappropriate behavior (or perception of such), expressing concern about the behavior/action and reiterating clear boundaries.  If the board member is receptive to the discussion and resolved to not have the behavior/action repeated, the Executive Director may conclude that the problem is resolved.

· If the situation is deemed by the Executive Director to be a reportable incident, he will report it to the Board Chair and/or Vice-Chair, even if he feels that he has handled the situation without need for further action.  This serves as protection for all concerned, should the incident be repeated despite the board member’s commitment to not repeat the behavior/action.

· If the Executive Director chooses NOT to report the behavior/action, it will be considered that there has been no incident.  (Hence the need to report even if no action is taken, so that a second offense can be recognized as such.)

· Any accusation of misconduct will be investigated by the Board Chair or Vice-Chair.

· If the misconduct is attributed to either the Board Chair or Vice-Chair, the Executive Director may: a) discuss the alleged misconduct with the Chair or Vice-Chair who is not involved with the misconduct, or b) bring the allegation of misconduct before the full board for review and consideration.

· Appropriate action will be determined and taken to address the specific situation.

· When the Board Chair or Vice-Chair is the investigator, the full board will be informed and vote, as appropriate, regarding action taken (or to be taken).

Adopted June 13, 2013
Reviewed ___________

Revised ____________
Reference Board Governance Policy Manual Section II.I. Executive Limits: Communication with and Support to the Board
Executive Director Succession Plan in the Event of an Extended or Permanent Absence

Extended ED Absence

In the event of a planned or unplanned absence by the Executive Director, expected to last for an extended period of time, the following Succession Plan shall be implemented.

The Human Resources Director shall immediately notify the Board Chair of an absence by the ED expected to last for an extended period of time. The Board Chair shall, in accordance with the By Laws, call a Special Meeting of the Board of Directors. At the Special Meeting the Board Chair will report to the Board the expected length of absence by the ED. The Board of Directors will implement this Executive Director Succession Plan subject to any suitable modifications the Board deems appropriate.

In the event of an extended or permanent absence by the Executive Director, the following individuals, in successive order, shall serve as the Interim Executive Director: 

1. Deputy Director of Behavioral Health, or if unable to serve;

2. Deputy Director of Developmental Disabilities, or if unable to serve;

3. Corporate Compliance Officer.

Authority and Compensation of the Interim Executive Director 

The Interim Executive Director shall have the same authority and responsibility as given the absent Executive Director. 

The following IED compensation shall be considered:

1. A temporary salary increase to the entry-level salary of the executive director position in consideration of detail to IED special duty outside of a Classified status into an Unclassified position.

2. No additional compensation upon detail to special duty.
Length of Executive Director Absence

The absent Executive Director (if available), anticipated Interim Executive Director and the Board Chair will meet prior to the Special Meeting of the Board of Directors to determine the length of the extended absence period by the ED and the projected period of responsibility for the Interim Executive Director. A gradual return of the ED to full time status is permitted. 

At the Special Meeting of the Board of Directors the Board Chair will inform the Board of the anticipated length of absence by the ED and any conditions requested by the ED. The Board of Directors shall pass a resolution appointing an Interim Executive Director for a period of time determined by the Board, subject to salary modification, if any, and granting to the IED appointing and such other authority as required. 

Communications Plan 

Upon appointment by the Board of Directors, the Interim Executive Director will notify staff and key stakeholders of the appointment and transfer of authority to the IED. 

Temporary Executive Leadership Structure

The Interim Executive Director may, as necessary, create a temporary executive leadership structure which will be communicated to all stakeholders in the District. 

Permanent Absence by Executive Director

In the event of an absence from which the Executive Director will not be returning, after the appointment of an IED, the Board of Directors will appoint a Search Committee to hire a permanent Executive Director. The Board may use outside consulting assistance depending on the circumstances of the transition and the board’s capacity to plan and manage the transition and search.


Adopted 7/11/13
Reviewed ___________

Revised ____________
Reference Board Governance Policy Manual Section II. F. Executive Limits: Emergency ED Succession

Annual Board Calendar/Policy Reviews


Triggers a report to be on upcoming board meeting agenda





Inputs to ED Annual Evaluation Process








Board Member Comments (solicited annually)


ED verification of Executive Limits reviews during the year and ED report on strategic initiatives/MEANS (Performance Evaluation of Executive Director Executive Limits & Strategic Priorities)


External Audit reports


ED Job Description








Board Member(s) report on compliance 


I.A. Global ENDS Statement 


II. Executive Limits


    F. Emergency ED Succession 


    I.  Communication with & Support to the Board





Prior to board meeting, assigned Members review the policy and complete Board Compliance Monitoring Tool





Board Members agree on responses to Board Compliance Monitoring Tool questions; implement changes as needed





ED addresses any Board Member concerns and obtains verification











ED reports on compliance 


II. Executive Limits


A. Global Executive Constraint


B. Treatment of Consumers


C. Treatment of Staff


D. Financial Planning/Budget


E. Financial Condition & Activities


G. Asset Protection


H. Compensation & Benefits


J. Ends Focus of Grants or Contracts


K. Community Relationships





Board Members complete Policy Governance Executive Limitations Evaluation Form 





ED addresses any Board Member concerns and obtains verification





Internal Report





Direct Board Inspection





Board Chair assigns to ED or Board Member(s)





Evaluation is based on organizational accomplishment of board policies on ENDS and organizational operation within the boundaries established in board policies on Executive Limits. 





Evaluation Components


Global Ends Statement


Global Executive Constraint


Treatment of Consumers


Treatment of Staff


Financial Planning/Budgeting


Financial Condition and Activities


Emergency ED Succession


Asset Protection


Compensation and Benefits


Communication and Support to the Board


Ends Focus of Grants or Contracts


Community Relationships


Strategic Priorities


ED Job Description








Use back of form as needed
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