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ABOUT THIS HANDBOOK 

This handbook is intended to provide information about Board service, practices, and procedures that 
are not already covered in the Co-op’s bylaws or the Governance Policies Manual.  

Each year, a new Board of Directors convenes after the election process. Although the majority, and 
possibly all, of the directors may remain unchanged from the previous year, the Board often includes 
newly elected individuals in need of orientation. In addition, a new Board year can present situations 
and experiences unfamiliar to current Board members. This handbook is meant to be a reference for 
questions that may arise. It’s also meant to establish for all Board members the basics of board service 
in general. 

OUR PLACE IN A NATION OF CO-OPS 

The Board of Directors of the Hanover Consumer Cooperative Society, Inc. serves one of the oldest 
consumer cooperatives in the United States and one of the largest in terms of sales and membership.  

Say the word “co-op” to the average individual and, chances are, they will think of a natural food store. 
But co-ops come in many forms – consumer, producer, housing, worker, childcare, utility, and more. 
Credit unions are co-ops owned by the people who bank with them. Ace hardware stores are purchasing 
co-ops of independent business owners, and Ocean Spray is a co-op of individual cranberry growers. The 
National Cooperative Grocers is a co-op of food co-ops working together.  

While consumer co-ops include businesses like the outdoor retailer REI, food co-ops are the most 
common type of consumer co-op in the U.S. Two major waves of food co-op establishment took place in 
the U.S., one during the Great Depression and another in the 1970s when consumers wanted a natural 
alternative to the post-World War II industrial production of food. Ours is a Depression-era co-op 
formed in 1936 by 17 local families looking to bring better food to their underserved community in 
northern New England. Only a few Depression-era co-ops remain today, with HCCS being the second 
oldest; the honor of oldest goes to a tiny co-op in Adamant, Vermont. 

Our co-op is a major player among U.S. food cooperatives and has been for over 80 years. But food co-
ops are not an anachronism dating back decades. Communities around the U.S. continue to form new 
food co-ops to this day. Some are natural food stores, while others carry a mix of natural and 
conventional products meant to serve the needs of their local population. The Cooperative Grocers 
Network currently lists over 200 food co-ops in the U.S. (www.grocer.coop/coops) and that list 
continues to grow.  

 

  

http://www.grocer.coop/coops
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LOGISTICS 

The Co-op’s Outreach and Member Services Department provides administrative help to the Board. 
April Harkness (aprilharkness@coopfoodstore.com) (802.765.2840) issues the Board packet, takes 
minutes, assists committees, and generally keeps things running. Incoming mail will be dispersed to 
individual board members or to the Correspondence Task Force as needed.  

All Board members receive a Co-op email address and are expected to use the Co-op email address for 
all Board correspondence. Board members stay in touch between meetings, as needed, but do not 
conduct business by email. Rather, email is a means to share relevant information about board matters 
and receive materials and reminders about obligations, opportunities, and meetings. 

Be sure to keep confidentiality in mind when using email. Confidential topics and materials should not 
be discussed or shared by email. 

While serving on the board, directors will receive a 20% discount on purchases at the Co-op, with some 
restrictions (it does not apply to gas, alcohol, stamps, or caselot sales). Each board member will receive 
a discount card, as well as one for the member’s partner. These cards are for the use of the board 
member’s household only and must not be used to purchase items for others. 

Regularly scheduled meetings of the Board are held on the fourth Wednesday of each month except in 
November and December when they are moved to accommodate Thanksgiving and Christmas. Meetings 
begin at 6:00 p.m. 

The Co-op Kitchen provides dinner prior to the board meeting, generally starting at 5:15 p.m. Board 
members, guests of the board, and employees attending the meeting are welcome to this opportunity 
to enjoy good food and socialize. 

Special meetings of the Board may be called by the President as needed between regularly scheduled 
meetings. The time and place will be given at the time the meeting is called.  

  

mailto:aprilharkness@coopfoodstore.com
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BOARD MEMBER RESPONSIBILITIES 

The Co-op’s member-owners elect at least one third of the board of directors each year. The bylaws 
determine the number of board members (12) and their term (3 years), with four seats up for election 
on an annual basis. If a board seat is vacated before a term is up, the number of seats available to be 
filled at the next election may exceed four. 

Elections occur during the month of April when the Co-op’s Annual Meeting is held, and the board year 
begins in May, with the seating of elected members, be they re-elected or new to the position. The 
Calendar of Board and Board-Related Tasks on page 11 gives an overview of how the board year is laid 
out. 

Fiduciary Duties 

Because Co-op board members are entrusted with the assets of the cooperative, they are fiduciaries 
from the Latin fiducia, meaning “trust.” Fiduciaries have the power and obligation to act in the best 
interests of others (the beneficiaries) under circumstances which require total trust, good faith, and 
honesty. As fiduciaries, directors are held to a high standard of conduct and have two primary duties: (a) 
duty of care, and (b) duty of loyalty.  

A.  DUTY OF CARE (Due Diligence or Duty to Investigate) means directors must be diligent and careful in 
performing the duties they have undertaken. Directors must: 

• Attend and participate in meetings so they can be informed about the Co-op's business. 
• Review material provided in preparation for board meetings.  
• Make reasonable inquiry before making decisions. 
• Make decisions. 
• Enforce governance policies. 

B.  DUTY OF LOYALTY (No Self-Dealing) means that directors must act in the best interests of the Co-op 
and must never take actions that result in personal benefit at the expense of the Co-op. This extends 
to the support of board decisions and to keeping confidential information confidential.  

Directors can dissent and make adverse comments in a board meeting when the matter is under 
discussion by the board. But once a decision is made, a director must not undermine the board or the 
agreed-upon course of action. The board “speaks with one voice.” 

Board members also have a fiduciary duty to keep confidential information confidential. The 
proceedings of an executive session may not be discussed with anyone who is not a current member of 
the board, and for most executive session matters, confidentiality extends indefinitely. The authority to 
release information is held by the board as a whole, not by individual directors. No director should 
disclose information to a non-board member without board approval. 

Committees and Task Forces 

Board members are expected to chair and/or serve on one or more committees or task forces. Some are 
established by the bylaws, some by policy, and some via board discussion. Standing committees and task 
forces include the Executive Committee made up of the four board officers, the Election and HCCF 
committees, the Annual Meeting Planning Task Force, and the Allen and Nan King Award Task Force. 
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Additional committees may be created as needed, such as Waste Reduction, Governance, By-laws, or 
others. Except for the Executive Committee, which is defined by the bylaws, committees can be a 
combination of board members, employees, and Co-op members. The board as a whole serves as the 
finance committee. 

Committee chairs are designated at the May board meeting. Board members whose term ends with the 
current board year cannot serve on the Election Committee. Other than that, there are no restrictions 
on who can serve on or chair a committee.  

Member Linkage 

The board of directors represents all Co-op members; no individual board member represents a faction 
of the membership. In order to represent members, directors need to interact with them. This may 
involve participation in public events such as Producers Fair, meeting and greeting shoppers in the 
stores, mingling at Annual Meeting, or even bagging groceries during the holidays. Cooking classes in the 
Co-op Learning Center provide an opportunity to engage with members.  

Many employees are also members, plus employees are the eyes and ears of the Co-op as they interact 
with shoppers every day. Seeing directors in the stores and at events helps them acknowledge board 
involvement and interest.  
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CONDUCTING BUSINESS 

Board members are expected to attend and participate in board meetings. Regularly scheduled 
meetings occur once a month, on the fourth Wednesday of the month, unless otherwise indicated. The 
November and December meetings may be rescheduled to accommodate the holidays.  

Special meetings may be called by the president and shall be called upon request of at least four 
directors. At least two days’ notice must be given, specifying the matters to be discussed. 

A meeting involving an executive session may be needed when issues come up about personnel or real 
estate transactions or other items that require confidentiality. An executive session can occur as part of 
a regular meeting or as a special meeting on its own. Employee directors attend unless there is a specific 
reason not to. The general manager, employees, and others, such as legal counsel, may attend at the 
discretion of the board. The reason for an executive session will be stated on the agenda and in the 
minutes. Notes may be taken during executive session and stored in a confidential location, but any 
action requiring a vote must be taken out of executive session and reflected in the meeting minutes.  

Quorum and Rules 

A quorum of the board is required before the board may conduct business. According to New 
Hampshire Corporate Statutes, unless the bylaws state otherwise, a quorum is a majority of the number 
of directors authorized in the bylaws (NH RSA 293-A:8.24 Quorum and Voting).  This means a vacancy on 
the board does not change the number of directors needed to make a quorum.  

To vote, directors must be present at board meetings and executive sessions. A director can be present 
by phone if the remaining board members agree.  

The board uses a relaxed form of Robert’s Rules of Order to conduct meetings. Motions are made and 
seconded followed by discussion and a vote. Seconding a motion simply puts it up for discussion and a 
vote; it is not an indication of support. A majority of all directors present must approve a motion in 
order for it to be passed.  

Although it is the duty of every director who has an opinion on a question to express it by their vote, a 
director can abstain, since they cannot be compelled to vote. (Robert's Rules, 11th ed., p 407.) A director 
might abstain because they believe they have insufficient information to make a decision. By vote of the 
board, upon suggestion from a member, the minutes record how individual board members vote, 
including those who abstain. 

Whenever a director believes they have a conflict of interest, the director must recuse him- or herself 
and leave the room until the motion has been discussed and voted on by the remaining directors. 
Because the director is no longer present, approval requirements are now a majority of directors 
present. 

Agenda 

Early in the month, board members are requested to supply agenda items and committee reports for 
that month’s meeting. Agenda items are added at the discretion of the president unless at least four 
board members agree that the item should be on the agenda, in which case it must be added. Written 
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reports should be included in time for inclusion in the board packet. The agenda is open to change at the 
beginning of each meeting. 

A typical agenda includes the following items: 

Consent Agenda: This contains the draft meeting minutes from the meeting immediately prior and the 
monthly share redemptions report. These two items are generally moved and accepted together 
without further discussion. 

Ownership Linkage: Comments of members in attendance are accepted, and any member comments 
received via email or mail are discussed. This portion may also include a report on a member linkage 
event. 

Monitoring: Written reports required by the policy governance monitoring calendar are discussed and 
acted upon. Both the general manager and the board typically have different policies to report on each 
month as indicated in the Governance Policies Manual.  

Governance Process: Policy review, proposed new policies, and other decision-making related to board 
governance occurs here. The board reviews and maintains a Governance Action Plan to keep moving 
forward and meeting its governance goals. 

Updates and Information: This section generally does not require any board action beyond listening. The 
general manager provides verbal updates to the written GM Report submitted earlier in the month.  

Executive Session: As needed. Board members who are not present during an executive session and are 
not explicitly excluded (such as an employee director during certain HR topics) can ask to be updated 
about what was discussed during the executive session they missed. Any board member present at an 
executive session may debrief another board member not present or excluded from the executive 
session as to what transpired during the session.  

Minutes of the meeting are the responsibility of the board secretary who can delegate the task to a staff 
person. Minutes are posted on the Co-op’s website after being reviewed and accepted by the board.  

Board Packet 

 The board packet is distributed to the board, the general manager, and the management team one 
week prior to the board meeting. The packet is also made available to the public on the website, but 
with confidential information removed. 

The board packet contains the agenda, the minutes of the last meeting, the policy governance 
monitoring reports, committee reports, and other items needed for the meeting or for general 
information. It contains all background items for board discussions. 

This packet is a major tool for keeping meetings short and focused. Board members are expected to 
read the entire packet carefully before each meeting. Some items are included to provide a common 
basis for discussion.  Board members are encouraged to send corrections to the minutes and questions 
for clarification to the author of a report in order to save time in meetings. Questions and answers 
believed to be of general interest can be shared with the rest of the board via email before the meeting. 
Confidentiality and decorum should always be kept in mind when emailing information related to the 
board packet.  
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POLICY GOVERNANCE 

Policy Governance Overview 

The Co-op’s board of directors draws its authority from, and is accountable to, the Co-op’s member-
owners. It bears full and direct responsibility for a process of governance that ensures the appropriate 
empowerment of others. The Board delegates solely to the general manager (GM), using Policy 
Governance as a model to guide its work.  

Policy Governance requires the board to develop written policies (see HCCS Policy Book). It delegates to 
the GM through Ends policies and Executive Limitations policies and governs itself through Governance 
Process and Board-Management Delegation policies. The Ends, Governance Process, Board-
Management Delegation, and Executive Limitations policies are written beginning at the broadest, most 
inclusive level and, if necessary, continue into more detailed levels that narrow interpretive range. The 
board grants the GM the right to use any reasonable interpretation of those policies that pertain to the 
general manager. 

1. Ends Policies – the board defines the results, changes, or benefits that should come about for 
specified recipients and at what cost or priority. This forms the purpose of the organization, the 
achievement of which constitutes organizational success. 

2. Executive Limitations Policies – the board defines its expectations of the general manager in a 
proscriptive way, setting limits to define what would be unacceptable but not prescribing 
means. The board grants the GM the right to use any reasonable interpretation of those 
policies. 

3. Governance and Board-Management Delegation Policies – the board defines the behaviors, 
values-added, practices, disciplines, and conduct of the board itself and of the board’s 
delegation and accountability relationship with its own subcomponents and with the general 
manager. 

Policy Governance also requires the board to define the means by which it will monitor compliance with 
its policies. Organizational performance is monitored by having the general manager submit monthly 
reports to the board according to a monitoring calendar. The board then allows time each month for 
discussion and voting on the GM’s compliance with the policy or policies in question, solely through fair 
and systematic assessment of whether a reasonable interpretation of its Ends policies is being achieved 
within the boundaries set by a reasonable interpretation of its Executive Limitations policies. 

The Board monitors its own adherence to board-related policies and its opportunities for improvement 
through direct reports, surveys, committee reports, and other means appropriate to determining 
compliance.  
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HANDLING CORRESPONDENCE FROM MEMBERS AND/OR EMPLOYEES 

Occasionally, board members may receive written correspondence from members and/or employees of 
the Co-op. Correspondence may come as email, a suggestion in the suggestion box, or a letter or note. It 
may be addressed to the board member or to the entire board, and it may be signed by the author or be 
anonymous. 

Board members may also receive a verbal message from a member, shopper, or employee. When that 
happens, please be sure to ask permission from the individual to share their message with the 
appropriate people and, if they wish to receive an answer, please obtain their contact information.  

All correspondence should be treated as important and worthy of a response, when possible. How the 
correspondence should be handled is determined by several factors, including the need for 
confidentiality (e.g., Human Resources-related, mandatory report, and/or fiduciary-sensitive).  

A Correspondence Task Force, chosen annually by the board at the May meeting, takes responsibility for 
all correspondence addressed to the board and for securing all messages containing confidential 
information. The task force can also handle correspondence addressed to individual board members and 
is required to do so if HR, mandatory reporting, or other confidential considerations are involved.  

Please give the written correspondence, or a written form of the verbal message and contact 
information if provided, to any member of the Correspondence Task Force. When conveying the 
correspondence to the task force, care must be taken to avoid exposure of confidential materials to 
non-board members, including administrative assistants. 

The Correspondence Task Force will take responsibility for keeping confidential information in a secure 
physical file and/or electronic form. 

The table on the following page addresses the factors which determine how correspondence should be 
handled. 
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HANDLING CORRESPONDENCE FROM MEMBERS AND/OR EMPLOYEES 

NOT CONFIDENTIAL 
   
Addressed to Board  Addressed to Director 
Correspondence Task 
Force makes available to 
board (e.g., in meeting 
packet for consent 
agenda, if non-action item; 
in “new business,” if 
requiring action). 
 

 Director chooses whether to 
share with board.  
Preferred method: Director 
forwards to Correspondence 
Task Force, which makes it 
available to board in meeting 
packet (see “Addressed to 
Board”). 
 

CONFIDENTIAL 
   

Addressed to Board HR-related correspondence Addressed to Director 
 

Correspondence Task 
Force stores securely, 
shares with GM. GM takes 
appropriate action, 
reports to the task force. 
 

Director and Task Force respect employee 
confidentiality as top priority. Names and 
identifying details strictly protected; HR-related 
correspondence is never discussed in open 
meeting.  
 

Board is informed of letter’s existence immediately. 
Method of dissemination of letter contents will be 
determined on a case-by-case basis by 
Correspondence Task Force. 
  

 
Director shares with 
Correspondence Task Force 
and with GM. Correspondence 
Task Force stores securely. 
GM takes appropriate action, 
reports to the task force. 

 
 
Correspondence Task 
Force stores securely. 

HR-related correspondence about GM 
In cases of HR problems involving GM behavior, 
Task Force can consult with HR director and Co-op 
legal counsel as appropriate. Task Force respects 
employee (including GM) confidentiality, bringing 
GM HR concern to board’s attention in strict 
confidence; board discusses in executive session. 
 

 
 
Director shares with 
Correspondence Task Force, 
which stores securely. 

 
 
Correspondence Task 
Force stores message 
securely, shares with GM, 
Co-op legal counsel and 
appropriate law 
enforcement agency. 
 

Mandatory report (HR-related or not)  
In the case of correspondence raising mandatory-
report issues such as abuse, assault, or other 
criminal activity, directors should meet their 
responsibilities as individuals obligated by law to 
report while protecting the Co-op by consulting 
with the Correspondence Task Force and Co-op 
legal counsel. 
 

All parties will take care to respect the privacy of all 
involved, including alleged victims and 
perpetrators.  
 

The board president should be informed and 
consult the executive committee so the board can 
be informed in executive session at a special 
meeting or the next board meeting. 

 
 
Director shares with 
Correspondence Task Force 
(which stores message 
securely), GM, Co-op legal 
counsel and appropriate law 
enforcement agency. 
 



 HCCS Board of Directors Handbook
   

10 
 

COOPERATION AMONG CO-OPS 

Cooperative Principle 6 states that, “Cooperatives serve their members most effectively and strengthen 
the cooperative movement by working together through local, national, regional and international 
structures.” This principle manifests in many ways that our board members should be aware of. 

For instance, over the years, our co-op has assisted many of our fellow consumer food co-ops in times of 
need. This includes providing support to the Littleton (NH) Food Co-op and River Valley Co-op 
(Northampton, MA) while both were in their startup phases . A more recent example was when Harvest 
Co-op Markets (Jamaica Plain and Cambridge, MA) faced impending closure. Members of our Human 
Resources staff traveled to Harvest to advise on challenges their staff would soon face. 

Another way we embody this principle is by our membership in larger cooperatives. National Co-op 
Grocers (NCG) and Neighboring Food Co-op Association (NFCA) are both cooperative organizations 
made up of food co-ops.  

National Cooperative Grocers (NCG) 

NCG, as the name implies, is a national organization providing business services to its member co-ops. 
These services include tools and resources providing us with information. Through cooperation, NCG 
members have greater purchasing power and reduced pricing on items from one of our largest 
distributors, savings we can pass on directly to our members. Quarterly, NCG distributes an update to 
directors of its member co-ops. This update will go to your co-op e-mail and is a great resource on the 
state of consumer co-ops nationally. 

Neighboring Food Co-ops Association (NFCA) 

NFCA also serves as a resource for both our operations and our board. NFCA helps to organize periodic 
educational events, to which directors of its member co-ops are invited. These events are on a variety of 
topics, both basic overviews and in-depth sessions. Typically, NFCA-sponsored events are excellent 
opportunities to interact with directors of other regional co-ops. 

Consumer Cooperative Management Association (CCMA) 

Similarly, a nationwide conference for co-op directors and managers is organized by the University of 
Wisconsin Center for Cooperatives. The Consumer Cooperative Management Association (CCMA) is held 
annually in late May or early June. Presenters and speakers at this conference are mostly fellow 
cooperators sharing topical knowledge and experiences. A contingent of our directors attend each year. 
The conference location rotates among the East Coast, Midwest, and West Coast and is hosted by 
cooperatives nearby that year’s location. Our board members are encouraged to attend this event once 
a term, provided our budget allows. 

These regional and nationwide events are opportunities to meet, engage, socialize, and think 
cooperatively with other like-minded cooperators. Our board administrator is always looking for 
seminars, events, and educational opportunities, and shares details with us via e-mail. In all cases, the 
goal is to fulfill Governance Process policy 9: increasing our own effectiveness as directors and exploring 
our shared Ends. Aptly, one of those Ends is for “a vibrant cooperative sector in the economy, both 
nationally and regionally.” 

Note: The Cooperative Principles can be found on our co-op's website. Our Governance Process and Ends 
policies can be found in our policy handbook. 

  



 HCCS Board of Directors Handbook
   

11 
 

CALENDAR OF BOARD AND BOARD-RELATED TASKS 

May   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board GP 8 – Cooperative Giving Programs  
GM  
 

EL 9 – Cooperative Giving Programs  

Policy Review   
Board GP Global 

GP 1 – Governing Style 
GP 7 – Board Monitoring Performance  

 

Discussion   
Board Officers Election 

Annual Records Update:  
 a. Contact Information / Soc. Sec. card 
 b. Conflict of Interest Statement 
 c. Liquor License Affidavit 

Annual Meeting Assessment 
Choose Committee Chairs 
 

 

Committees   

   

HCCF  
 

Board designates Committee Chair  

Election 
 
 
Bylaws 

1.  New Board Members Orientation 
2.  Board designates Committee Chair 
 
1.  Board designates Committee Chair and members 
 

 

Logistical Support   
Director of Finance 
& Controller 

1. Annual NH & VT  State Liquor Commission 
Documents:  
a. Liquor License Affidavit  
b. Officer Election results 

2. Federal Food Stamp Program Document 
a. social security card photocopy 

3. Co-op Financials 1st quarter & YTD 
4. Board Financials 1st quarter & YTD 

 

 
 

  

IT  Update Board email and SharePoint accounts access  
Outreach & 
Member Services  
 

 
Produce Board of Directors poster 
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June   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board GP 6 – Board Process for Recruitment & Continuity 
 

 

   
GM  
 

EL 4 – Member/Shopper Experience  

Policy Review   
Board GP 8 – Cooperative Giving Programs 

EL 9 – Cooperative Giving Programs 
 

Discussion   
Board Attend CCMA  

Approve Election committee members 
Approve HCCF committee members 
Priorities for coming year:  

Issues & Themes 
Potential By-law changes 
Board Budget criteria 

Begin Retreat planning 
  (date, theme, participants, location) 
 

 

Committees   

   

HCCF  
 

Submit committee members for approval 
 

 

Election 
 
Bylaws 

Submit committee members for approval 
 
Begin review of bylaws for potential changes; seek 
input from staff and fellow board members 
 

 

Logistical Support   
Director of Finance 
& Controller 
 

Distribute patronage refund checks.  

Communications 
 

  

IT    
Outreach & 
Member Services  
 

Encourage members to donate patronage refund 
checks to HCCF. 
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July   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board   
   
GM  
 

EL 2 – Financial Condition and Performance 
EL 3 – Asset Protection 

 

Policy Review   
Board GP 6 – Board Process for Recruitment & Continuity 

EL 4 – Member/Shopper Experience 
 

Discussion   
Board Continue Retreat planning 

 
 

Treasurer Develop draft Board budget for coming year 
 

 

 

Committees   

   

HCCF  
 

1. Review/revise application forms 
2. Review/revise scoresheets 
3. Work with Outreach to distribute requests for 

proposals via website, etc. 
 

 

Election   
 
 
 
 
Bylaws 

Assessment: 
• Review current Board skills 
• Determine characteristics, qualities sought 
• Establish /revise work plan & timeline 
 
 First draft of proposed bylaws changes 
 

 

Logistical Support   
Director of Finance 
& Controller 
 

1. Co-op Financials 2nd quarter and YTD 
2. Board financials YTD 
 

 

Communications 
 

  

IT   
Outreach & 
Member Services  

Prepare posting/mailing re: HCCF applications for 
grants and scholarship with deadline of Sept 1.  
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August   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board   
   
GM  
 

EL 5 – Employee Experience 
EL 6 – Compensation & Benefits 

 

Policy Review   
Board EL 2 – Financial Condition and Performance 

EL 3 – Asset Protection 
  

 

Discussion   
Board Finalize Retreat plans 

Proposed bylaws changes (first draft) 
 

 

Treasurer Distribute and discuss revised Board budget 
 

 

Committees   

   

HCCF  
 

Promote HCCF Project Grant and Gerstenberger 
Scholarship applications 
 

 

Election  
 
 
 
 
Bylaws 

1. Review /edit Candidate Packet & application (new 
& incumbent)  

2. Review / edit Campaign Guidelines 
3. Begin developing pool of potential candidates 
 
 Board discussion of proposed bylaws changes 
 

 

Logistical Support   
Director of Finance 
& Controller 
 

  

   
    
Outreach & 
Member Services  

1. Develop Candidate Recruiting Ads 
2. Publicize HCCF grants and scholarship with 

deadline of September 1 for submissions 
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September   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board B-GM 2 – Accountability of the GM  
B-GM 3 – Delegation to the GM 

 

   
GM  
 

EL 7 – Communication and Counsel to the Board  

Policy Review   
Board EL 5 – Employee Experience 

EL 6 – Compensation & Benefits 
 

Discussion   
Board Vote on Board Budget for following fiscal year  

Begin Annual Meeting planning (date, theme, venue, 
speaker possibilities) 

Prepare for and Attend Retreat (one weekend day) 
 
 

 

Treasurer    

Committees   
   
HCCF 
 

1. Deadline for submissions September 1. 
2. Committee members receive applications and 

scoresheets to review and complete. 
3. Committee meets to recommend recipients. 
4. Board votes on HCCF recommendations. 
 

 

Election 
 
 
 
 
 
Bylaws 

Develop Pool of Potential Candidates: 
1. Solicit Board input for potential nominees. 
2. Outreach and networking activities (calls, etc.). 
3. Send candidate information & application packets. 
4. Invite potential candidates to attend Board meeting. 
 
Final draft of proposed bylaws changes to be sent to 
Co-op attorney 
 

 

Logistical Support   
Director of Finance 
& Controller 
 

  

   
IT    
Outreach & 
Member Services  
 

1. Call for candidates on posters in stores 
2. Submit recruiting ads for Board Candidates 

 

 



 HCCS Board of Directors Handbook
   

16 
 

October   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board GP 9 – Working with Neighboring Co-ops  
  

 
 

GM  
 

EL 2 – Financial Condition and Performance 
EL 14 – Cooperation Among Cooperatives 

 

Policy Review   
Board B-GM 2 – Accountability of the GM  

B-GM 3 – Delegation to the GM 
EL 7 – Communication and Counsel to the Board  

 

Discussion   
Board Vote on Board Budget for following fiscal year  

Continue Annual Meeting planning (date, theme, 
venue, speaker possibilities) 

Retreat Follow-up 
Vote on proposed bylaws changes 
 

 

Treasurer    

Committees   

   

HCCF  
 

1. Recipients notified and announced for Co-op 
Month.. 

2. Checks cut by TPCF and sent with cover letter. 
 

 

Election 

 
 
 
 
 
 
Bylaws 

Recruiting: 
1. Compose / edit group interview questions. 
2. Compose / edit questions for election website 
3. Outreach and networking activities (calls, etc.). 
4. Send candidate information & application packets. 
5. Invite potential candidates to attend Board meeting. 
 
Final draft of bylaws changes to Board for approval 
 

 

Logistical Support   
CFO & Controller 
 

1. Co-op Financials 3rd quarter & YTD 
2. Board Financials 3rd quarter & YTD 
 

 

   
IT    
Outreach & 
Member Services  

1. Call for nominees on posters in stores 
2. Submit recruiting ads for Board Candidates 
3.Publicize HCCF winners. 
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November   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board GP 5 – President’s Role 
 

 

GM  
 

EL 10 – Appropriate Architecture and Design  

Policy Review   
Board GP 9 – Working with Neighboring Co-ops 

EL 14 – Cooperation Among Cooperatives 
 

Discussion   
Board   

Treasurer    

Committees   

   

HCCF  
 

  

Election 
 
 
 
 
 
 
Bylaws 

Recruiting & Selection: 
1. Application deadline. 
2. Interview candidates. 
3. Email campaign packet to candidates: questions, 
photo request, guidelines for campaign. 
4. Invite potential candidates to attend Board meeting. 
 
Final version of bylaws to attorney 
 

 

Logistical Support   
Director of Finance 
& Controller 
 

  

   

IT    
Outreach & 
Member Services  
 

1. Final call for candidates on posters in stores 
2. Final call for nominees on web site 
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December   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board GP 3 – Governance Development  
   
GM  
 

EL 1 – Planning  

Policy Review   
Board GP 5 – President’s Role 

EL 10 – Appropriate Architecture and Design 
 

Discussion   
Board Vote on Operations Plan for the next year. 

 
 

Treasurer 
 

   

Committees   

   

HCCF 
 

  

Election 
 
Bylaws 
 

Invite potential candidates to attend Board meeting. 
 

 

Logistical Support   
Director of Finance 
& Controller 

 
 

 

  
 

 

   
Education & 
Member Services  
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January   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board GP 2 – Board Deliverables 
GP 10 – Board Committees (2020) 

 

   
GM  
 

EL 12 – Board Logistical Support  

Policy Review   
Board GP 3 – Governance Development  

EL 1 – Planning 
 

Discussion   
Board Annual Audit terms of engagement meeting (Exec. 

Committee). 
CCMA 1st call for interest/attendance. 
 

 

Treasurer Preparation for Annual Audit terms of engagement 
meeting (Executive Committee). 

 

Committees   

   

HCCF  
 

  

Election 
 
Bylaws 
 

Promote candidates forum. 
 
Prepare bylaws information for member vote 
 

 

Logistical Support   
Director of Finance 
& Controller 
 

Annual Audit preparation and support. 
 

 

   

   
Outreach & 
Member Services  
 

Call for nominees for King Award on web page & in 
stores. 
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February   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board GP 4 – Board Members’ Code of Conduct 
B-GM 2 – Accountability of the GM 
B-GM 3 – Delegation to the GM 

 

   
GM  
 

EL 2 – Financial Condition and Performance  

Policy Review   
Board GP 2 – Board Deliverables 

GP 10 – Board Committees  
EL 12 – Board Logistical Support 

 

Discussion   
Board  Annual Audit Presentation & Vote 

 Member Patronage Refund 
 Annual Report Submission (Board President) 
 King Award selection 

 

 

Treasurer 
 

 Treasurer’s Annual Report  

Committees   

   

HCCF  
 

  

Election 
 
 
 
Bylaws 

Board Election Presentation: 
1. Candidate Statements & photos to web page. 
2. Outreach: candidates forum/in stores 
 
Provide bylaws information for member vote to 
Outreach & Member Services for distribution 
 

 

Logistical Support   
Director of Finance 
& Controller 
 

1. Co-op Financials 4th quarter, prior fiscal year. 
2. Annual Audit support. 
 

 

   

   
Outreach & 
Member Services  
 

1. Publish 30 day warning of voting. 
2. Details of Annual meeting to web page. 
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March   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

  

Board 
 

B–GM Global 
B-GM 1 – Unity of Control 
B-GM 4 – Monitoring GM Performance 
 

 

GM  ENDS Global 
 

 

Policy Review   
Board GP 4 – Board Members’ Code of Conduct 

B-GM 2 – Accountability of the GM 
B-GM 3 – Delegation to the GM  

 

Discussion   
Board GM Annual Performance Review (Executive 

Session) 
Choose King Award recipient 

 

Treasurer 
 

 Treasurer’s Annual Report  

Committees   

   

HCCF  
 

  

Election  
 
Bylaws 

Candidate Statements & photos on website 
 
Answer member questions re: bylaws changes  
 

 

Logistical Support   
Director of Finance 
& Controller 
 

 
 

 

Communications 
 

  

   
Outreach & 
Member Services  
 

1. 30-day warning of bylaws vote with all changes 
provided to members for review  

2. Election of next Board: 
a. Voting period opens (preparation of voting 
mechanisms: paper ballot, on-line). 

3. Annual Meeting publicity 
4. Annual Report 
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April   

Responsible Tasks & Agenda topics Notes /Goals 
Policy 
Monitoring 

 
GP Global (2020) 
GP 1 – Governing Style (2020) 
GP 7 – Board Monitoring Performance 

 

Board 
 

  

GM  EL 2 – Financial Condition and Performance 
 

 

Policy Review   
Board B–GM Global 

B-GM 1 – Unity of Control 
B-GM 4 – Monitoring GM Performance 
ENDS Global 
 

 

Discussion   
Board 1. Board Member Assessment. 

2. Hold Annual Meeting. 
3. Award recipient of King Award. 
 
 

 

Treasurer  Treasurer’s Annual Report  
Committees   
   
HCCF  
 

Annual Meeting Presentation  

Election  
 
 
 
 
 
 
 
Bylaws 

1. Appreciation to retiring Board members. 
2. Election of next Board: 

a. Voting period closed. 
b. Count Ballots. 
c. Announce new Board members. 
d. Outreach to new Board members prior to May 

meeting. 
 
Annual Meeting presentation and answer member 
questions re: bylaws vote 
 

 

Logistical Support   
Director of Finance 
& Controller 
 

 Annual Meeting Financials Presentation 
 

 

Communications Annual meeting PR.  
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