Carrying out a Chief Executive / Chair role analysis
Roles need to be reviewed regularly because organisations develop and change. Personnel change too: the previous Chair may have been a brilliant public speaker and an excellent spokesperson for the organisation while the new Chair may prefer to leave this role to others. This exercise supports a discussion of roles that should in itself contribute much to a strong partnership between the Chair and Chief Executive.

Key points for the role analysis exercise:

· This role analysis should be used as a starting point for discussion in order to clarify Chief Executive / Chair roles.

· The Chair and Chief Executive must adapt the form together, adding and removing some of the subject areas, and then work through the exercise together, having previously and separately thought through the issues.

· Columns should NOT be completed by a series of ticks. Instead, use descriptions, providing as much detail as possible.

· Once the forms are complete, the result should be presented to the whole board for discussion.

· Note: if the organisation is growing rapidly and roles are changing, job descriptions should be reviewed as well and, if appropriate, changed by mutual agreement.

Chief Executive / Chair role analysis form   - note this is partly completed to show you an example (the parts in italics)
	Chief Executive’s Role
	Subject Area
	Chair’s Role
	Board’s Role
	Delegated to…Committee

	
	Functioning Effectively at Trustee level
	
	
	

	
	Structuring the board
	
	 
	

	Continual recruitment –advertising ? etc
	Recruiting new trustees
	Interview candidates
	Approve
	

	Introduce induction
	Ensuring trustees understand their responsibilities
	Sign Off induction
	All to undertake induction
	

	See above
	Induction, briefing, training, support of trustees
	
	
	

	Prepare and check with Chair, Action outcomes
	Board meetings, board papers, board agendas
	Approve agenda and minutes 
	Read and comment on them
	

	
	Dealing with difficult or ‘rogue’ trustees
	Discuss with person and other trustees
	
	

	Delegated for staff team and support Board
	Succession Planning
	Succession planning re CEO and other trustees
	Support succession planning for Chair and CEO 
	CEO recruitment 

	Circulate information 
	Information needs of trustees
	Provide
	Join the Charity Trustees network, read Charity Commission bulletin
	

	
	Reviewing the constitution
	
	
	Audit and Risk committee

	
	Planning strategically
	
	
	

	
	Defining the mission
	
	Board
	In conjunction with staff

	
	Defining the vision
	
	Board
	In conjunction with staff

	Timetabling issue
	Leading strategic planning
	
	
	

	
	Producing and agreeing the Strategic Plan
	
	Board approve final draft
	In conjunction with staff Audit and Risk approve

	
	Producing and agreeing the Annual Business plan and targets
	
	Board approve final draft
	In conjunction with staff Audit and Risk approve

	
	Policy
	
	
	

	Prepares
	Deciding which policies are board policies
	
	
	Audit and Risk

	
	Developing a timetable to review board policies
	
	
	Audit and Risk (timetable already in place)

	Prepares and suggests
	Policy recommendation and development
	
	
	Audit and Risk discuss and approve

	
	Identifying and managing risk
	
	
	Audit and Risk –have a checklist

	
	Evaluation
	
	
	

	
	Agreeing Key Performance Indicators
	
	Board approve final draft
	In conjunction with staff Audit and Risk approve

	Management team traffic lights quarterly reporting
	Monitoring Key Performance indicators
	
	Board approve  
	Audit and Risk approve

	Management team
	Monitoring the performance of the organisation
	
	Board for note and approval
	Audit and risk

	
	Appraising the Chief Executive
	Chair with personnel person
	
	

	
	Reviewing the performance of the board
	
	Boards role using checklists and surveys
	

	
	Reviewing the performance of board committees
	
	Minutes go to the Board

Approval of action? 
	

	Chief Exec
	Staff appraisal
	
	
	

	
	External Relationships
	
	
	

	Chief Exec to do this more
	Chief spokesperson
	
	
	

	Staff and chief exec
	Formal networking to other organisations
	
	Take out presentation to groups
	

	Both
	Spearheads lobbying
	Both
	
	

	Fundraising team
	Spearheads fundraising
	
	Take out presentation to groups
	Fundraising committee

	Cath Errington
	Media policy
	
	
	Audit and risk to revisit

	
	Financial
	
	
	

	Chief Exec and staff
	Budget preparation
	
	Approve
	Audit and Risk

	
	Budget approval
	
	Approve
	Audit and Risk Approve draft

	Delegated within budget
	Capital purchase (major equipment, cars, buildings)
	
	Delegated authority
	

	Delegated authority within budget
	Building renovation / refurbishment decision
	
	Delegated authority
	

	Proposals
	Expansion/Contraction decisions
	
	Board to approve
	Audit and Risk

	Chief Exec within budget
	Leasing decisions
	
	
	

	Chief Exec within budget
	Purchase of major items
	
	
	

	Chief Exec if within budget
	Major repairs (more than £5000)
	Chairperson and CEO
	Board needs to sanction at say £10k
	

	Chief Exec within budget
	Minor repairs (less than £5000)
	
	
	

	
	Emergency repairs
	Liaise with Chair
	
	

	Finance Officer
	Monthly financial reporting
	
	Board receives and approve at meeting
	Audit and Risk

	
	Staff salaries
	
	Board approves
	Personnel Committee

	Depends on the funder
	Signing of contracts above £….
	Depends on the funder
	
	DISCUSS AT AUDIT AND RISK

	
	Personnel
	
	
	

	Delegated authority
	Hiring of staff
	
	
	

	Delegated authority
	Dismissing staff
	
	
	Discussion with Personnel Committee

	Delegated authority
	Allocating work / projects to staff
	
	
	

	Delegated authority
	Staff grievances
	
	
	Discussion with Personnel Committee

	Delegated authority
	Staff disciplinary procedure
	
	
	Discussion with Personnel Committee

	
	Staff appeals (grievance, discipline, appraisal)
	Chair is the ultimate appeal If Chair is unavailable chair of personnel?
	
	

	
	Appointing the Chief Executive
	
	Board
	Discussion with Personnel Committee


