
Orientation: Fast Tracking New Board Members 
  
When new members join your board of directors, you can lose valuable time explaining issues 
and details that others are already well aware of.  One way to minimize confusion and get new 
board members up to speed so that they can contribute right away is to schedule an orientation 
session for those new to the board. This can be an informal one-on-one discussion or a separate 
meeting with all new board members prior to their first board meeting. By convening the group 
you also familiarize them with your operations, and staff. 
  
Broadening board member perspectives 
Most members are aware of only those activities that interest them.  When they join the board, 
they now need to have information about all of the association’s activities-and in much more 
detail.  It is your job to provide that information, and the orientation session is an excellent way to 
review what issues are of current concern to the board, what projects are being worked on, and 
what related actions will likely need to be taken by the board. 
  
You’ll want to include handouts outlining many of the subjects covered in the session.  We 
provide each new board member with a three-ring notebook with tab dividers for each of the 
major subject areas (sections could include Board minutes, bylaws, strategic plan, board and staff 
contacts, financial statements, and so forth). 
  
Digging into the details 
It is imperative that you review key areas, such as financials and operating budgets and the IRS 
form 990, during the orientation.  Other important areas that you’ll want to cover include the  

§ Mission statement  
§ Annual calendar of events  
§ Bylaws  
§ Strategic plan  
§ Minutes from the past year (I review the most pertinent issues and programs that the 

board was involved in)  
§ List of board members with contact information  
§ Key staff members and departmental duties  
§ Committee lists (I review the goals of each committee and suggest that new board 

members consider on which committee they might wish to serve.)  
§ Annual budget (I explain how the budget is developed, where funding comes from, and 

the timeline that the budget covers.)  
§ Most recent monthly financial statement (I tell board members who has signature 

authority, and we review major income and expense areas, how we are doing compared 
to the plan, anticipated financial challenges, and so forth)  

§ Most recent audit report  
§ Insurance coverage (We review the terms of our directors and officers insurance as well 

as other coverage for the association)  
§ Board responsibilities  
§ Board policies (conflict of interest, anti trust, whistleblower) 
§ Board commitment form, which outlines the expectations of board service (board 

members must read, sign and return this form.)  
  
Taking time to orient your new board members shows your commitment to both new and 
seasoned directors; ensures a smooth-running first board meeting; and, most important, allows 
new board members to be well-informed, contributing members from the start of the term. 
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