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Environmentdl Scanning: The SWOT Worksheet

Stren gths Weaknesses

Opportunities Threats

J4 ek m . Fracfical Strategic Planning - Supplemental Handouf Fackage
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Environmental Scanning: The Wave Worksheet

In the area of and in the non-profit world, what concepis, trends, practices
and approaches are...

[]

... on the Horizon? ... Emerging?

which new ideas are pushing to become Which trends and practiices are picking up
accepted irends and practicesé{not desired | momentum and acceptance?

but predicted future)

1

_______________ J
... Existing? { ... Disappearing?
Which trends and practices are mainstream | Which irends and practices are no longer
or standard operating procedures? useful or whose viability is overtly quesfioned?
4 i
i
i
|
|
i i
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Foundational Elements: Values Worksheet

Questions to Consider

What do we stand fore

What behaviours would mirror these values?

How do we treat our clients, volunteers, staff, Board®?

What do we mean by ethical behaviour?

How do we want to be seen by the community?

What are the core values that are the most imporiant to usg

My Top Five Values for this Group

1.

2. -
3.
4,
LB
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" Board Committee Evaluation

This evaluation is a tool for directors to assess how well their Chamber has carried out their
manclate over the previous year. The board of directors is responsible for advancing the mission of
the Chamber, engaging in strategic planning, fulfilling fiduciary responsibilities. monitoring
programs and services, being an advocate for our Chamber membership, and building the

stafi/board/committee partnerships.

A. Mission

A-1: The board understands ancl embraces the mission oi the Chamber
A-2: The board understands and embraces the mandate of the Chamber
A-3: The board provides adequate support to the Chamber and its activities

A-4: Staff provide adequate support to the board and its activities

B. Fiscal Management

B-1: The board understands its financial responsibility and the fiscal policies of the
Chamber

B-2: The board receives suittcient information 1o keep current regarding its financial
performance (per event and overall)

C. Programs and Services

C-1: The board recen es adequate information on members' needs, expectations
and satisfaction to make decisions about programs and services

C-2: The board plans programs and services well in advance, to ensure adequate
time to organize and promote them

C-3: The board monitors its programs and services to ensure they are of consistently
high quality and of value to the members

D. Board/Staft/Committee Partnerships

D-1: A climate of mutual trust and respect exists between the board, committees
and staf

D-2: Committee chairs feel empowered to lead and manage their committees
successiutly

D-3: The committee, in conjunctian with its members, the board, and stafr liaison,
have agreed upon how to define success for the committee

D-4: The commitiee seeks and respects the opinion and the recommendations of
the board and staff haison

Chapler 4
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Board Effectiveness
A. Roles and Responsibility

A-1: The board has developed a terms of reference for each committee
A-2: The board has developed a job description for the commiitee chairs

A-3: Directors execute their responsibilities towards committees

B. Governance Structure

B-1: Each committee and task force has a specific mandate and performance is
reviewved regularly

C. Board Dynamics

C-1: Committee chairs have sufficient opportunity to express themselves to the
board

C-2: There 15 effective and appropriate communication between the board, its
committees and task forces

D. Meaningful Meetings

D-1: All members receive notices, agendas and minutes for review prior to their
meetings

D-2: Meetings make the most productive use of members’ tinie
D-3: Meeting schedules are comvenient

D-4: Meetings start and end on time

Committee Development

A-1: The committee currently contains a sufficient range of experience to make it an

effective body

A-2: The committee is represeniative of the membership

A-3: The lizison board member helps identify candidates for leadership roles. either

at the committee or board level

A-d: A comprehensive orientation pragram is in place

Chanlter 4
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General Assessment

1. What issues require the board’s special attention during the next 12 months?

2. How can the board help your committee in the next 12 months?

3. What change would you make to the Chamber or your committee that would bring
immediate value to members?

4. What other comments or suggestions would you like to ofier related to board or staff
liaison with your committee?

Courizsy of Grezier Monclon Chamber of Commerce

Chapter 4 Page 25
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Board Member Performance

Assessment

Response Scale

very well well OK poorly not at all
3 4 3 g 1
(Place a check mark in the box that mast accurately reilects how well you think you are doing.)
# . STATEMENT 5 4 3 2 ]
;| tam knowtedgeable about the Chamber's major programs &
services
5 | 'have read and have a working knowledge of the Chamber’s
T | Bylaws
3 | I believe in and support the Chamber’s Mission Statement
. | linform the office with as much advance notice as possible of
" | being unable to atiend a board meeting
5 | | come to meetings having read agenda related materials
6 | lactively participate in Board discussions
- | trespect the confidentiality of Board discussions where
appropnate
B | avoid, both in fact and in perception, conflicts of interest
regarding my role and responsibilities as a member of the Board
g | !respect other Board members rights to hold views and opinions
different from my own
10 | §willingly volunteer for committee or task group responsibilities
0ot spend time each month fuliilling my role as a member of the
Board of Directars
12 | | complete all assignments in a responsible and timely manner
When | obtain information that could have an impact on the
13 | Chamber of its work, | make sure that it is passed along to the
president or administrator in a timely manner
I focus on the long-term policy issues rather than administrative
14 | matters, and | trust the day-to-day operations of the Chamber to
the Administrator
I seek formal and informal opportunities to communicate with and
15 | learn the views, interests, concerns and expectations of our
various stakeholders
Chapter 4 Fage 24
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Event Timetable for Success

a One year in advance
= Establish the type of event
» Determine needs, expectations, interests — set goals
» Set budget (include sponsorship & fundraising)
= Select committee meeting dates
s Book keynote speaker/entertainment

a 6 months in advance
= Develop time lines & action plan
= Determine site (matching objectives and needs)
= Set program content (include support materials)
= Consider need for support event {i.e. spousal/family)

o 3 months in advance
* Establish a marketing plan and execute
» Design registration requirements/procedures
= Arrange logistics {i.e. audio-visual, food/beverage, signage etc.)

a 2 weeks before
= Confirm all logistics
* Final meeting with all suppliers

2 Event day
* Final walk-about, test equipment, confirm fooc

a Two weeks following
* Final committee meeting
Follow up evaluationsfinvoices
Final report/guide for next year (note successes and failures
Thank you letters

Courtzsy of WP/ (Mesting Professionals Infemalional)

Chapter 7 Page 15
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INTERNALAUDIT

Name of Project:

- Worksheet for GBIS (sreat big ideas)

Proposer:

Leaclership tchair or champion!:

Brief description of the project:

Basic Implementation Steps:

Start clate? Completed date? Volunteer time? Staff time?
Estimated Expenditures:
Dollar risk? Who will raise the Financial Human

{worst case scenariol

money?

resources?

resources?

Outcome statements:

What is the end result? What will be accomplished? What profit can be anticipated? \What is the finished product?|

What is the mission "fit"?

Number of current members who will benefit?
Number of new members it will bring in?

What is the market size ireasonable potentiali?

EXTERNAL AUDIT
5 it a demographic fit?

What is the market group?
What is the public acceptan

Are we in competition?

ce?

Chagter 7
Alberta Chambers handbook




Five Key Questions

Prior to taking on any project,
the Board and membership should address
FIVE KEY QUESTIONS.

T. Is it a Mission fit?
2. Will it build the membership and business community?
3. Will it strengthen the policy process (governmental affairs)?

4. s it value-added for the membership?

5. Will it improve communications?

These are the areas that will guide the actions of the Chamber
as you strive to increase the Chamber’s influence in the
community, the relevance to business, ancl overall ability to
represent the members. The focus must be on the needs and
wants of the membership.

Cﬁaﬂfﬂ' 7 .Ptfff !
Atberta Chambers handbook



‘How to Ruin a Meeting

HOGGING
— Too much talking by one person.

BOGGING
— Staying on a subject too long.

FOGGING
— Avoiding a topic or being vague or defensive.

FROGGING

— Jumping from topic to topic without any closure on any of them.

FLOGGING
— Attacking a person rather than focusing on that person’s input.

CLOGGING
— Slowing down the team by failing to accomplish action items.

Supervision by Gregory M. Bounds and John A. W oods

Chapter 8
Atherta Chambers handbook
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