Catholic Education Board/Council/Commission Development Checklist
This list of items may be useful as you plan what to include in different stages of preparing members for their important role in governing Catholic education.

	
	When
	By Whom

	Prospective Members
	
	

	
	The board/council/commission’s role in the Catholic Church
	
	

	
	How the Catholic board differs from a public school board
	
	

	
	The board’s responsibilities/jobs
	
	

	
	The characteristics of the Catholic school, catechetical program, or education programs
	
	

	
	Board ethics
	
	

	
	Expectations

· Bring specific skills and connections

· Commit to diocese/parish/school/catechetical program and its cause

· Commit to improvement

· Give required time

· Contribute to the work – roll up sleeves
	
	

	
	Information about the diocese/parish/school/religious community that owns, sponsors, or operates the institution (including history and mission)
	
	

	
	Board constitution and/or bylaws (authority, responsibilities)
	
	

	

	Newcomers
	
	

	
	Board constitution and/or bylaws (authority, responsibilities)
	
	

	
	Emergency communications and procedures
	
	

	
	Current policies and handbooks
	
	

	
	Recent achievements and minutes
	
	

	
	Current projects
	
	

	
	Relationships with key groups/persons
	
	

	
	Meeting and committee structure
	
	

	
	Challenges/recurring issues
	
	

	
	Preparation for the meeting (including reading materials sent prior to the meeting)
	
	

	
	Resources (past minutes, budgets, reports, calendar of board activities, board members’ addresses, phone numbers, email, etc.)
	
	

	
	Tour of parish/school/diocesan office
· Presentations of key programs

· Meetings with key people
	
	


	
	When
	By Whom

	All Board Members on Their Areas of Responsibility
	
	

	
	Mission and Vision
	
	

	
	Emergency communications and procedures
	
	

	
	Ongoing communications and relationships
	
	

	
	Planning
	
	

	
	Policy
	
	

	
	Finances
	
	

	
	Educational programs (including trends)
	
	

	
	Hiring of administrator (direct or advisory role?)
	
	

	
	Facilities
	
	

	
	Public policy (Regularly discuss current legislative proposals, federal and state regulations, laws, and diocesan policies/regulations that affect governance)
	
	

	
	Marketing and public relations
	
	

	
	Problem solving
	
	

	
	Difference between policy and administration
	
	

	
	Conflict management
	
	

	
	Ownership of issues
	
	

	
	Committee structure and responsibilities
	
	

	
	Recruitment (board and committee members, succession planning)
	
	

	
	Institutional Advancement (development, third-source funding)
	
	

	
	Self-evaluation
	
	

	
	Board spirituality
	
	

	
	Decision making
	
	

	
	Roles and duties
	
	

	
	Teamwork
	
	

	
	Positive attitude in the conduct of business (good attendance, participation)
	
	

	
	High level of professionalism (prepare for meetings, accept tasks, complete tasks)
	
	

	
	Roles of administrator (no surprises, values the board, committed to empower the board)
	
	

	
	Trust (and confidentiality) within the board and school/parish/diocese
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