Writing A Governance Handbook

by John Kinner, CCM

From golf rules to wage and hour laws, we find the rules, policies and laws that guide our behavior in our personal and professional lives in written form.  This reduces confusion and makes certain that we all understand what is expected of us.

We should do the same with the details of our clubs’ governance systems.

A governance handbook should contain meeting guidelines, communication guidelines and job descriptions for each of the participants in the club’s governance: board of directors, committees, president, officers, individual directors, committee members, committee chairpersons and the general manager.  Each of the job descriptions should identify:

· How they are selected, by whom and following what criteria;

· Limitations on their authority, term lengths, to whom they are responsible, who reports to them;

· Their functions, legal obligations and specific duties are;

· How their success will be measured.

It is also helpful to have a chart of duties and responsibilities indicating what each participant’s role is in the various decisions and activities that take place in the club, e.g., employee and department director hiring, compensation, review and discharge; budget development and implementation; rules and policies development and implementation; strategic planning and new member enrollment, to identify just a handful.

Few club leaders have all of these details organized, documented and at their fingertips.  Consequently, new participants in the club’s governance system struggle to learn how the club operates and exactly what their role is in the system.  Some unscrupulous club leaders have used the absence of documented rules and procedures to their personal advantage; and at some clubs, important responsibilities have been overlooked because the responsible party was unaware.  The written form is also helpful when someone suggests a change, because everyone can clearly see what currently exists as well as the proposed change.

Your club’s governance handbook will become the core of a new board and committee member’s orientation and should be present at every club meeting.

Every club already has a governance system and even if you believe yours needs updating, you should begin the process of documenting it.  The process alone might initiate change; and at the very least, everyone will be singing from the same sheet of music.
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