Private CAA Board Member Orientation Checklist (TEMPLATE)
This sample orientation checklist was developed by the Illinois Association of Community Action Agencies (IACAA). You should review this sample checklist thoroughly and modify it as necessary to meet the individual needs of your agency. You may add, remove, or rearrange this template as needed. 

Board Member Information
Name:_______________________________________________
Start Date (Seated):__________________________________
Orientation Completion Date:_________________________

Orientation Checklist: 
Welcome and Introductions
☐ Welcome Letter
☐Tour of agency offices
☐Introduction to key staff
☐Executive Director’s contact information (business card or email/phone)
☐Board membership list and contact information 

Understanding Governance and Board Role
☐Explanation of nonprofit governance structure 
☐Overview of board member responsibilities and fiduciary duties
☐Introduction to the board’s role in policy, oversight, and accountability  
☐Meeting procedures, expectations, and board calendar 
☐Overview of participation expectations and board logistics (e.g., location, time)

Key Documents and Policies 
☐Copy of bylaws
☐Recent board/advisory meeting minutes
☐Conflict of interest policy 
☐Whistleblower policy 



Programs and Strategic Direction
☐Copy of mission statement
☐Agency brochure and program resource directory
☐List of programs and services offered
☐Current Community Action Plan
☐Copy of CSBG Work Program Summary 
☐Current strategic plan 

Planning, Impact, and Performance
☐Introduction to ROMA (Results-Oriented Management and Accountability) 
☐History of Community Action
☐Informational Memorandum 82: Tripartite Boards
☐Glossary of commonly used acronyms
☐Head Start Act responsibilities (if applicable)
☐Head Start Program Performance Standards (if applicable)

Acknowledgement
I acknowledge that I have received and understand the information provided during my orientation. 
Member Signature:______________________________________________
Date:___________________________________________________________
Executive Director Signature:____________________________________
Date:___________________________________________________________

