
Morris Foundation Board Governance 
Policy on Roles & Responsibilities 
(including Job Descriptions) 

 

Purpose. To clarify and define the roles and responsibilities of individual trustees, the board as 
a whole, and specific positions held within the board, such as the Board Chair, and committee 
chairs. This policy also includes a definition of the Executive Director’s role and responsibilities 
so that there is clarity between what is a board responsibility, and what is a staff responsibility. 
Therefore, this policy is intended to ensure that (1) trustees are clear on what they will be held 
accountable for when they join the board; (2) trustees and staff are clear on where divisions of 
responsibility come between their roles.  
 
Policy Development Method.  We used the attached Roles & Responsibilities Exercise to begin 
this work, which was recommended to us by strategic planning consultant Kelly Shaver-Duggan 
as a useful tool.  We also utilized the Philanthropic Foundations Canada Good Governance 
Guide direction for Responsibilities of Directors, including the sections on Standard of Care (4.1) 
and Specific Responsibilities of Directors. 
  

We used the following procedure and timeline for this activity:  
 
1.  From this exercise and the input of trustees, we drafted the Roles & Responsibilities 

and distributed via email to the Board for comment.   
 

2. From the revised version and with the addition of content from the Good Governance 
Guide, the attached job descriptions were developed.  
 

3. These are being presented at the Spring 2018 Board meeting for information and will be 
included in the Morris Foundation Board Manual.  

The Canada Revenue Agency provides its own description of what it considers to be good 
governance practices for directors of registered charities: 

“By exercising due diligence, organizations can identify potential risks and help to minimize 
exposure by eliminating the most obvious risks. Due diligence can be demonstrated by 

showing that directors, trustees, officers, or like officials: 
exercise continued vigilance over the organization’s affairs; are familiar with all activities; 

are aware of possible risk areas in the day-to-day work and programs of the organization and 
its donors, agents, and affiliated organizations; 

develop and implement practices and policies to protect the organization’s interests; and  
supervise staff to make sure that they meet the organization’s policy requirements.” 



Job Descriptions. To ensure smooth operations, clearly-outlined job descriptions have been 
outlined for: 

a.  The Board (as a whole)  

b.  Individual Trustees  

c.  The Board Chair  

d.  The Executive Director  

 
Morris Foundation Job Descriptions 
 

The Board of Trustees 
 
The board of trustees as a whole has sole responsibility for: 
 

o Setting financial procedures & controls 
o Managing investments 
o Making decisions about grant applicants and allocating grant funds 
o Setting board policies 
o Recruiting board members 
o Planning and delivering the board orientation program 
o Evaluating board and board member performance 
o Setting agendas for board meetings 
o Ensuring that organization operations and budgets are aligned with plans 
o Ensuring that board policies are up to date and followed 
o Establishing and managing a system for periodic review of policies 
o Recruitment, hiring and setting of compensation and replacement of the Executive 

Director 
o Serving on inter-agency committees 
o Negotiating and entering into contracts, except as delegated by the Board to the 

Executive Director 
 
The board of trustees may initiate, or collaborate with the Executive Director on the following, 
with the work of such being shared: 
 

o Defining/writing vision, mission and values statements 
o Setting long term goals & objectives (3-5 years) 
o Determining what programs and services to provide 
o Evaluating programs and services 
o Donor development 
o Other fundraising activities if/as required 



 

Individual Trustees 
 
Individual trustees are responsible for:  
 

o Conducting themselves with a standard of care in directing and overseeing the 
foundation; 

o Holding and dealing with assets that are not their own, and in so doing, exhibiting 
reasonable conduct; 

o Identifying situations in which they may have a conflict of interest regarding investment 
decisions and immediately alerting the board; 

o Using an appropriate degree of skill or competence against what a trustee regardless of 
qualification would have done (i.e. the “objective” standard of care); 

o Acting with diligence, and making decisions or actions that are well-informed and 
adequately considered; 

o Acting honestly and in good faith, taking decisions/actions based on the best interests of 
the foundation, and avoiding acting in their own interest; 

o Treating the affairs of the organization confidentially; 
o Understand their powers and responsibilities as established under the trust and the 

applicable trust legislation of the province; 
o Attending meetings*, and coming to meetings fully prepared to participate; 
o Making reasonable effort and taking adequate time to be informed of issues relevant to 

the foundation, and the foundation’s beneficiaries.  
 
 

The Board Chair 
 
The Chair of the board has particular responsibilities, which include: 
 

o Working with the Executive Director to develop the agenda for board meetings 
o Chairing all board meetings 
o Supervising the Executive Director 
o Acting as liaison between the trustees and the Executive Director 

 

Committees 
 
From time to time, committees may be established to increase efficiency. Committee members 
are responsible to completing tasks within the timeframe allocated that are assigned to them 
by the Board as a whole, and to report back their findings or actions as dictated by the board.  
This may require extra meetings or emails/phone calls.  
 
*Currently, there are 4 official board meetings each year; 2 being face to face, full day to day and a half, and 2 
being virtual and a half-day or less. See Morris Annual Board Calendar for details. 

The Executive Director 
 



The Executive Director has responsibility, but must obtain Board approval, for: 
o Setting annual (1-year) goals and objectives 
o Applying for foundation/government grants as required 
o Organizing fundraising events (if relevant) 
o Preparing the annual budget 
o Serving on inter-agency committees 

 
The ED may act on his/her own (and is not required to inform the board) to: 

o Implement tasks contained in the approved Work Plan (except those requiring 
additional approval) 

o Monitor income & expenses 
o Spend within budget 
o Use credit card 
o Accept & use the services of volunteers and reimburse expenses 
o Discharge staff & volunteers 
o Assign work to employees (other than ED) 
o Supervise employees & volunteers 
o Settle grievances among staff 
o Allocate funds for conferences & professional development 
o Take minutes at board meetings 
o Engage expert advisors or consultants within budgeted amounts 

Determine methods, procedures for delivery of programs 
 
The ED will work in conjunction with the Board to: 

o Plan board meetings 
o Define and write or update vision, mission and values statements 
o Update the Strategic Plan and Work Plan annually 
o Negotiate contracts 

 
 
Following policy guidelines, the ED may act on his/her own, but inform the board as soon as 
possible, when: 

o Settling complaints from clients/stakeholders 
o Speaking to media on behalf of the organization 
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