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PSIA - AASI Central Division  
Board of Directors Policy Manual 

 
IN THE FOLLOWING PAGES is the PSIA – AASI Central Division (PSIA-AASI-C) 

Board of Directors governance policy manual.  This manual contains policies in four 
categories: Ends, Executive Director Limitations, Board of Directors - Executive Director 

Delegation, and Governance Process Categories.  These policies were adapted for 
PSIA-AASI-C from existing Board of Directors documents and from the Policy 

Governance® template. Consultant Sherry Jennings, PhD, is a graduate of the Policy 
Governance AcademyTM and is permitted by the authoritative source (John and Miriam 

Carver) to use the Policy Governance template. 
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Background 

The Articles of Incorporation (2005) stated the original purposes for which the corporation is organized, 
including: 

• To organize, plan, and conduct seminars, training sessions, classes, educational and other 
activities for the advancement of SnowSport instruction and SnowSports techniques; 
 

• To evaluate, accredit and certify SnowSports instructors; 
 

• To own, construct, operate, maintain or lease facilities and real and personal property necessary 
to conduct the activities of the organization. 

 

Core Values 

All policy statements are an expression of the values of the PSIA-AASI-C Board of Directors.  Our vision 
and mission stem from our core values: 

Excellence 

• We strive to give everyone access to the best instruction.  

• Our educators and clinicians create an ideal learning environment for every SnowSports 
instructor. 

• Educational events reflect our dedication to teaching through the use of cutting-edge 
SnowSports instruction techniques, a diverse selection of educational venues, as well as 
delivery of informational resources via technology. 

• PSIA-AASI-C gives a sense of belonging to the individuals within the membership and 
maintains that connection with effective communication channels (ex: division and national 
website, central-line, emails and other social media). 

Community 

• We embrace the diversity within our community. 

• The unique talents of every SnowSports instructor enrich our organization. 
 

Connection 

• PSIA-AASI-C gives a sense of belonging to the individuals within the membership and 
maintains that connection with effective communication channels (ex: division and national 
website, central-line, emails and other social media). 

• PSIA-AASI-C creates an environment where SnowSports skills are acquired and performed. 
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Definitions 

• Board of Director - Executive Director Delegation: Policy category that defines the 
means by which the Board of Directors delegates authority to the Executive Director, including 
how the Board of Directors will monitor organizational performance. 

• Community: A socially connected environment in which people of varied backgrounds and 
abilities support and nurture one another. 

• Ends: Policy category that addresses central reason and purpose for being. Anything that is not 
defined as Ends is a means issue.  

• Executive Director Limitations: Policy category that defines constraints on the means used, 
or the boundaries placed on the authority of, the Executive Director. Means for achieving 
organizational Ends are not recommended or set by the Board of Directors. Instead, 
unacceptable means are defined in the limitations. 

• Governance Process: Policy category that defines the means by which the Board of Directors 
will conduct its work, monitor its own performance, and enforce discipline upon itself for governing 
excellence. Governance Process policies describe basic principles about the Board of Director’s 
job, its relationship to the community, its use of officers and committees, and specific 
expectations of how a Board of Directors will carry out its work. 

• Monitoring: Best practice is that the Board of Directors should monitor Executive Director and 
organizational performance against its ends and means limitations policies.  Monitoring reports 
provide the Board of Directors with a clear, concise sense of whether PSIA-AASI-C is fulfilling its 
mission and avoiding what is unacceptable to the Board of Directors. 

Similarly, the Board of Directors monitors its own performance against its Board of Directors-
Executive Delegation and Governance Process policies. 

 Policy: A statement that is an expression of the values and principles of the PSIA-AASI-C Board 
of Directors to guide decisions. Policies within each of the four categories are sequenced 
according to range of control from the broadest (most general) statement to the narrowest (more 
defined). 

 

Policy Type: Ends 

1.0 Broadest End: 

PSIA-AASI-C existence is relevant to all aspects of our members, Snowsports schools and the 
SnowSports community to a degree that justifies the expenditures. 

1.1 Priority Results: 

1. Members and potential members have access to effective educational material and 
information relevant to their personal SnowSports education and instruction, with equal 
opportunity for everyone. 
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2. Members’ skill sets are validated through consistent and equitable assessments, 
certifications, accreditations, and overall credentialing that meet the national standards. 

3. Members are connected with the SnowSports Community knowledge and have pathways to 
help achieve personal goals.  

4. Members and potential members recognize value in their membership through a set of high-
level tangible and intangible attributes, experiences and educational opportunities. 

5. SnowSports Schools utilize PSIA-AASI-C resources, applications and programs. 

 

Policy Type: Executive Director Limitations 

2.0. Global Executive Director Constraints 

The Executive Director shall not cause or allow any practice, activity, decision, or organizational 
circumstance that is unlawful, imprudent, or in violation of commonly accepted business and 
professional ethics and practices. 

2.1. Treatment of Members  

• With respect to interactions with members or those applying to be members, the Executive 
Director shall not cause or allow conditions, processes, or decisions that are unsafe, 
untimely, undignified, or unnecessarily intrusive. 

• Further, without limiting the scope of the foregoing by this enumeration, the Executive 
Director shall not: 

1. Set the price of dues 

2. Fail to provide appropriate accessibility to members of all disciplines and levels of 
certification 

3. Fail to provide for privacy and protection of members’ data 

4. Fail to establish with members a clear understanding of what may be expected and what 
may not be expected from the products offered 

5. Fail to inform members of this policy or to provide a way to be heard for persons who 
believe they have not been accorded a reasonable interpretation of their protections 
under this policy 

2.2. Treatment of Paid and Volunteer Staff 

 With respect to the treatment of paid and volunteer staff, the Executive Director shall not 
cause or allow conditions that are unfair, unsafe, undignified, discriminatory, disorganized, or 
unclear. 

 Further, without limiting the scope of the foregoing by this enumeration, the Executive 
Director shall not: 

1. Operate without written staff policies and procedures that (a) clarifies staff roles and 
duties expected, (b) provides for effective handling of grievances, (c) outlines appropriate 
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screening or background checking, and (d) protect against wrongful conditions, such as 
bullying and harassment. 

2. Fail to acquaint staff with their respective roles and protections under this policy 

3. Allow staff to be unprepared to deal with emergency situations 

2.3. Financial Condition and Activities 

 With respect to the actual, ongoing financial condition and activities, the Executive Director 
shall not cause or allow the development of financial jeopardy or material deviation of actual 
expenditures from Board of Directors priorities established in the Ends. 

 Further, without limiting the scope of the foregoing by this enumeration, the Executive 
Director shall not: 

1. Expend more funds than have been received in the fiscal year to date  

2. Incur debt 

3. Use any long-term reserves 

4. Fail to settle payroll and debts in a timely manner 

5. Allow tax payments or other government-ordered payments or filings to be overdue or 
inaccurately filed 

6. Execute a purchase commitment, check, or electronic funds transfer to operations that 
are not accounted for under Policy 2.4 Financial Planning and Budgeting. 

7. With the exception of expenses for events, the Executive Director shall not: 

a. Make a single purchase or commitment of greater than $2,000; splitting orders to 
avoid this limit is not acceptable 

b. Make service agreements or contracts of greater than $1,000 annually or over the 
contract life, in no case to exceed 2 years. 

8. Acquire, encumber, or dispose of real property 

9. Fail to ensure accounting for receivables (e.g. dues, event tuition) within a reasonable 
time period 

10. Conduct any business or investment with corporate assets for personal or family 
advantage or in a conflict of interest of corporate purpose 

2.4. Financial Planning/Budgeting 

 The Executive Director shall not cause or allow financial planning for any fiscal year to 
deviate materially from the Board of Director’s Ends priorities, risk financial jeopardy, or fail to 
be derived from a multiyear plan. 

 The Executive Director will not allow budgeting to: 

1. Risk incurring situations described in 2.3 Financial Conditions and Activities 

2. Omit credible projection of revenues and expenses, long-term cash flow, and disclosure 
of planning assumptions. 

3. Provide for Board of Directors prerogatives during the year than is set forth in 4.7 
Governance Investment policy.  
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2.5. Emergency Executive Director Succession 

To protect the Board of Directors from sudden loss of executive services, the Executive Director shall 
not fail to identify designates or emergency service providers that ensure either (a) someone to take 
over with reasonable proficiency as an interim administrator or (b) a service provider or contractor 
who can perform the administrative work temporarily. The Executive Director shall not fail at all times 
to inform the Board of Directors of said designation with details of how said interim is prepared to 
assume the work. 

2.6. Asset Protection 

 The Executive Director shall not cause or allow corporate assets to be unprotected, 
inadequately maintained, or unnecessarily risked. 

 Further, without limiting the scope of the foregoing by this enumeration, the Executive 
Director shall not 

1. Fail to insure against theft and casualty losses to full replacement value and against 
liability losses to Board of Directors members, staff, and the organization itself in an 
amount greater than the average for comparable organizations. 

2. Subject facilities and equipment to improper wear and tear or insufficient maintenance. 

3. Unnecessarily expose the organization, its Board of Directors, or its staff to claims of 
liability. 

4. Fail to ensure business disruption and protect intellectual property, information, and 
member files from loss or significant damage. 

5. Receive, process, or disburse funds under controls that are insufficient to meet generally 
accepted accounting standards. 

6. Endanger the organization's public image, its credibility, or its ability to accomplish its 
Ends. 

7. Change the organization’s name or substantially alter its identity in the community. 

8. Create or purchase any subsidiary corporation. 

2.7. Compensation and Benefits 

 With respect to employment, compensation, and benefits to paid employees, consultants, 
contractor and volunteers, the Executive Director shall not cause or allow jeopardy to 
financial integrity or to public image.  

 Further,  

1. The Executive Director may not change their own compensation and benefits  

2. The Executive Director may not promise or imply permanent or guaranteed employment 

2.8. Communication and Support to the Board of Directors 

 The Executive Director shall not cause or allow the Board of Directors to be uninformed or 
unsupported in its work. 

 Further, without limiting the scope of the foregoing by this enumeration, the Executive 
Director shall not: 



 S        PSIA-C / AASI-C 

 

9 
PSIA – AASI Central Division Board Policy Manual 
http://www.psia-c.org/about/PoliciesandProcedureManual  

1. Neglect to submit monitoring data required by the Board of Directors (see policy 3.2 on 
monitoring Executive Director performance) in a timely, accurate, and understandable 
fashion, directly addressing the provisions of Board of Directors policies being monitored. 

2. Fail to report in a timely manner any actual or anticipated noncompliance with any policy 
of the Board of Directors. 

3. Neglect to submit unbiased decision information required periodically by the Board of 
Directors or let the Board of Directors be unaware of relevant trends. 

4. Let the Board of Directors be unaware of any significant incidental information it requires, 
including anticipated media coverage, threatened or pending lawsuits, and material 
internal and external changes. 

5. Fail to advise the Board of Directors if, in the Executive Director's opinion, the Board of 
Directors is not in compliance with its own policies on Governance Process and Board of 
Directors – Executive Director Delegation, particularly in the case of Board of Directors 
behavior that is detrimental to the work relationship between the Board of Directors and 
the Executive Director. 

6. Present information in unnecessarily complex or lengthy form or in a form that fails to 
differentiate among information of three types: monitoring, decision preparation, and 
other. 

7. Fail to provide a workable mechanism for official Board of Directors, officers, or 
committee communications. 

8. Fail, when addressing official business, to deal with the Board of Directors as a whole 
except when (a) fulfilling individual requests for information or (b) responding to officers 
or committees duly charged by the Board of Directors. 

9. Fail to supply for the Board of Director’s consent agenda, along with applicable 
monitoring information, all decisions delegated to the Executive Director yet required by 
law, regulation, or contract to be Board of Directors-approved. 

10. Fail to post approved minutes on Division website not more than five business days after 
approval by the Board of Directors.  

 

Policy Type: Board of Directors - Executive Director Delegation 

3.0. Board of Directors – Executive Director Delegation 

The Board of Director’s sole official connection to the operational organization, its achievements, and its 
conduct will be through a paid chief of staff or executive, titled Executive Director. 

3.1. Unity of Control 

 The Board of Directors will govern lawfully and will observe the principles of Policy Governance. 
Only officially passed motions of the Board of Directors are binding on the Executive Director. 

 Accordingly: 

1. Decisions or instructions of individual Board of Directors members, officers, or board 
committees are not binding on the Executive Director except in rare instances when the 
Board of Directors has specifically delegated its authority through Board of Directors action. 
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2. In the case of Board of Directors members or board committees requesting information or 
assistance without Board of Directors authorization, the Executive Director can refuse such 
requests that require, in the Executive Director’s opinion, a material amount of staff time or 
funds.  

3.2. Accountability of the Executive Director 

 The Executive Director is the Board of Director’s only link to operational achievement and 
conduct, so that all authority and accountability, as far as the Board of Directors is concerned is 
considered the authority and accountability of the Executive Director. 

 Accordingly: 

1. The Board of Directors will never give instructions to persons who report directly or indirectly 
to the Executive Director. 

2. The Board of Directors will not evaluate, either formally or informally, any staff other than the 
Executive Director. 

3. The Board of Directors will view Executive Director performance as identical to organizational 
performance so that organizational accomplishment of the Board of Director’s Ends and 
avoidance of means identified in Executive Director Limitations will be viewed as successful 
Executive Director performance. 

3.3. Delegation to the Executive Director 

 The Board of Directors will instruct the Executive Director through explicit written policies that 
create the boundaries for operational management. 

 Accordingly:  

1. Written policies will be developed from the broadest, most general level to more defined 
levels.  

2. The Board of Director’s Ends policies will instruct the Executive Director to achieve specific 
results for members at a specified worth, value, or cost. 

3. The Board of Director’s Executive Director Limitations policies limit the latitude the Executive 
Director may exercise in choosing the means to achieve the Ends. The Board of Directors will 
never stipulate or impose organizational means delegated to the Executive Director. 

4. As long as the Executive Director uses any reasonable interpretation of the Board of 
Director’s Ends and Executive Director Limitations policies, the Executive Director is 
authorized to establish all further policies, make all decisions, take all actions, establish all 
practices, and pursue all activities. Such decisions of the Executive Director shall have full 
force and authority as if decided by the Board of Directors.   

5. The Board of Directors may change its Ends and Executive Director Limitations policies, 
thereby shifting the boundary between Board of Directors and Executive Director domains. 
By doing so, the Board of Directors changes the latitude of choice delegated to the Executive 
Director.  

3.4. Monitoring Executive Director Performance 

 Systematic and rigorous monitoring of the Executive Director’s job performance is solely against 
the criteria established by the Board of Directors in its Ends and Executive Director Limitations 
policies. 

 Accordingly: 
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1. Monitoring is receiving a report from the Executive Director and the Board of Director’s 
judgment of whether its expectations have been met. 

2. Monitoring reports can be provided by one or more of three methods: (a) internal report from 
the Executive Director; (b) external report from an objective third party selected by the Board 
of Directors (e.g., CPA); (c) direct Board of Directors inspection, in which a designated 
member or members of the Board of Directors assess compliance with the appropriate policy 
criteria. 

3. A monitoring report on Ends or Executive Director Limitations policies will include the 
following: 

a) For the sake of clarity, the policy itself should be restated in the report. 

b) The Executive Director’s reasonable interpretation of the policy. This includes operational 
definitions of all terms and concepts used in the interpretation. 

c) Data that are relevant to the operational definitions and demonstrate the accomplishment 
of the interpretation. 

d) A signed statement by the person accountable for producing the report asserting that the 
organization is in compliance (or in violation) of the policy. 

4. All policies that instruct the Executive Director will be monitored at a frequency and by a 
method chosen by the Board of Directors. The Board of Directors can monitor any policy at 
any time by any method but will ordinarily depend on a routine schedule [Appendix A 
Sample]. 

 

Policy Type: Governance Process  

4.0. Global Governance Commitment 

The purpose of the Board of Directors, on behalf of the members is to see to it that PSIA-AASI-C (a) 
achieves appropriate results for appropriate persons (as specified in the Ends) and (b) avoids 
unacceptable actions and situations (as prohibited in Board of Directors - Executive Director Limitations 
policies) 

4.1. Governing Style 

 The Board of Directors will govern lawfully and will observe the principles of Policy Governance. 

 Accordingly: 

1. The Board of Directors will cultivate diversity and a sense of group responsibility. The Board 
of Directors, not the staff, will be responsible for excellence in governing. The Board of 
Directors will not use the expertise of individual members to substitute for the judgment of the 
Board of Directors, although the expertise of individual members may be used to enhance the 
understanding of the Board of Directors as a body. 

2. The Board of Directors will enforce upon itself whatever discipline is needed to govern with 
excellence. Discipline will apply to matters such as attendance, preparation for meetings, 
policymaking principles, respect of roles, and ensuring the continuance of governance 
capability.  

3. The Board of Directors will approve the minutes of each meeting at the next conference call 
or in-person meeting. 
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4. Continual Board of Directors development will include orientation of new Board of Directors 
members in the Board of Director’s Governance Process and periodic Board of Directors 
discussion of process improvement. 

5. The Board of Directors will allow no officer, individual, or committee of the board to hinder or 
serve as an excuse for not fulfilling group obligations. 

6. The Board of Directors defines independence for individual Board of Directors members as 
legitimacy and credibility. The Board of Directors will be comprised of members who are truly 
independent of mind. Credibility of the Board of Directors depends on individual member’s 
experience and expertise that provide diversity of thought. A credible director is an engaged 
one who does not hesitate to raise difficult questions, one who invests intellectual effort 
required to understand organizational issues, and one who insists that key issues are 
addressed by the Board of Directors. Legitimacy of the Board of Directors is based on 
independence from the staff and a Board of Directors election process that ensures adequate 
representation. 

7. The Board of Directors will monitor and discuss the Board of Director’s process and 
performance regularly and routinely. Self-assessment will include comparison of Board of 
Directors activity and discipline to policies in the Governance Process and Board of Directors 
- Executive Director Delegation categories. Specifically, the Board of Directors will include an 
agenda item for self-assessment, including periodic individual Board of Directors member 
performance monitoring. 

4.2. Board of Directors Job Products 

 Specific job outputs of the Board of Directors, as an informed agent of the community, are those 
that ensure appropriate organizational performance. 

 Accordingly, the Board of Directors has direct responsibility to: 

1. Regularly review, refine and develop governing policies as defined in the four categories: 
Ends, Executive Director Limitations, Board of Directors - Executive Director Delegation and 
Governance Process. 

2. Monitor organizational performance on Ends and Executive Director Limitations to assure 
success on behalf of the members. 

3. Ensure new Board of Directors members receive Board of Directors governing documents 
and are familiar with them. 

4. Appoint the national board representative. 

4.3. Agenda Planning 

To accomplish its job products with a governance style consistent with Board of Directors policies, the 
Board of Directors will follow an annual agenda that: 

 Completes an evaluation of the Mission annually and 

 Continually improves Board of Directors performance through Board of Directors education and 
enriched input and deliberation.  

 Accordingly: 

1. The cycle will conclude each year on the last day of March, (30 or more days before April 30 
end of fiscal year) so that administrative planning and budgeting can be done for the year. 

2. The cycle will start with the Board of Director’s development of its agenda for the next year 
(see Appendix D). Executive Director monitoring will be included on the agenda. 
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3. A Board of Directors member may recommend or request an item for Board of Directors 
discussion by submitting the item to the president at least four weeks before the Board of 
Directors meeting.   

4. Throughout the year, the Board of Directors will attend to consent agenda items as 
expeditiously as possible. 

5. Formal evaluation annually of Board of Director’s own performance as a governing board 
against the stated values described in Policy Types: Board of Directors - Executive Director 
Delegation and Governance Process. 

6. Executive Director cumulative review against monitoring reports and renumeration will be 
accomplished in the fourth quarter of each year to be effective in the first quarter of the next 
calendar year. 

4.4. Board of Directors Officer Roles 

A. President 

 The chief governance officer (president), a specially empowered member of the Board of 
Directors, ensures the integrity of the Board of Director’s process and, secondarily, 
occasionally represents the Board of Directors to outside parties. 

 Accordingly: 

1. The main duty of the Board of Directors president is to assure that the Board of Directors 
behaves consistently with its own rules and those legitimately imposed on it from outside 
the organization. 

2. The president assures Board of Directors deliberation will be fair, open, and thorough but 
also timely, orderly, and kept to the point. While the Board of Directors will strive for 
consensus, when necessary, the president can use principles of Robert’s Rules [See 
Appendix H]. 

3. The president has the authority to make decisions that fall within topics covered by Board 
of Directors policies on Governance Process and Board of Directors - Executive Director 
Delegation, with the exception of: 

a) Employment or termination of an Executive Director.  

b) Areas where the Board of Directors specifically delegates portions of this authority to 
others. The president is authorized to use any reasonable interpretation of the 
provisions in these policies. 

4. The president is empowered to chair Board of Directors meetings with all the commonly 
accepted powers of that position, such as ruling and recognizing. 

5. The president has no authority to make decisions about policies created by the Board of 
Directors. Therefore, the chair has no authority to supervise or direct the Executive 
Director. 

6. The president may represent the Board of Directors to outside parties in announcing 
Board of Directors-stated positions or other Board of Directors-delegated responsibilities. 

7. The president may delegate this authority but remains accountable for its use. 

B. Vice President:   

 The Vice President shall assume the duties of the President in the absence of the President;  

 Serve as chairperson of the Election Committee; 
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 Perform such other duties as the President or the Board of Directors may prescribe. 

C. Secretary:   

 The Secretary shall perform such duties as may be prescribed by law for the position of 
corporate secretary.  The Secretary shall also perform such duties as may be authorized or 
directed by the President or the Board of Directors. 

D. Treasurer’s Role:   

 The Treasurer shall ensure board adherence to policies related to the financial well-being of 
the organization. 

 Serve as chairperson of the Audit and Investment Committee. 

4.5 Board of Directors Conduct 

The Board of Directors commits itself and its members to ethical, businesslike, and lawful conduct, 
including proper use of authority and appropriate decorum. 

1. Board of Directors must demonstrate loyalty to the organization, unconflicted by loyalties to staff, 
other organizations, or any personal interests as members.  

2. Board of Directors must avoid conflict of interest with respect to their fiduciary responsibility and 
they must sign a conflict of interest statement annually. More detail in Appendix E.  

3. Board of Directors may not attempt to exercise individual authority over the organization. 

a) Board of Directors interaction with the Executive Director or with staff must recognize the lack 
of authority vested in individuals except when explicitly authorized by the Board of Directors. 

b) Board of Directors interactions with the public, the press, or other entities must recognize the 
same limitation and the inability of any Board of Directors member to speak for the Board of 
Directors except to repeat explicitly stated Board of Directors decisions. 

4. Board of Directors will respect the confidentiality appropriate to issues of a sensitive nature. 

5. Board of Directors will be properly prepared for Board of Directors deliberation. 

6. Board of Directors will support the legitimacy and authority of the final determination of the Board 
of Directors on any matter, irrespective of the member’s personal position on the issue. 

7. Board of Directors will do a self-assessment based on the policies contained in Governance 
Process and Board of Directors-Administrative Staff Delegation.  

4.6. Board Committee Principles 

Board committees, when used, will be assigned so as to reinforce the wholeness of the Board of 
Director’s job and so as never to interfere with delegation from Board of Directors to Administrative Staff. 
Terms of reference will be created for each committee [Appendix G sample].  

Accordingly: 

1. Board committees are to help the Board of Directors do its job, not to help or advise the staff. 
Committees ordinarily will assist the Board of Directors by preparing policy alternatives and 
implications for Board of Directors deliberation.  

2. Board committees may not speak or act for the Board of Directors except when formally given 
such authority for specific and time-limited purposes. Expectations and authority will be carefully 
stated in order not to conflict with authority delegated to the Executive Director. 
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3. Board committees cannot exercise authority over staff. Because the Executive Director works for 
the full Board of Directors, he or she will not be required to obtain the approval of a board 
committee before an Executive Director action. 

4. This policy applies to any group that is formed by Board of Directors action, whether it is called a 
committee and regardless of whether the group includes Board of Directors members. It does not 
apply to committees formed under the authority of the Executive Director.  [See Appendix F.] 

4.7. Governance Investment 

 Because poor governance costs more than learning to govern well, the Board of Directors will 
invest in its governance capacity.  

 Accordingly: 

1. Board of Directors skills, methods, and supports will be sufficient to ensure governing with 
excellence. Training and retraining will be used liberally to orient new Board of Directors 
members and candidates for the Board of Directors, as well as to maintain existing Board of 
Directors member skills and understandings.  

2. Other costs for Board of Directors meetings or events may be authorized. Costs will be 
prudently incurred, though not at the expense of endangering the development and 
maintenance of superior organizational capability. 

3. The Board of Directors will establish its cost of governance budget for the next fiscal year 
during the month of March. 

4.8. Whistleblower  

 Paid and volunteer staff are encouraged to come forward with serious concerns about 
mismanagement or malfeasance. Concerns are known or suspected violation of any applicable 
law, any of PSIA-AASI-C’s policies and procedures, or high business and personal ethical 
standards. Concerns include, for example, a material deficiency in any of PSIA-AASI-C’s services 
or a questionable accounting practice.  

 Accordingly: 

1. If staff or volunteers are not comfortable speaking with the Executive Director or if an 
individual feels they have not received an acceptable response from the Executive Director, 
the concern should go to the PSIA-AASI-C chief governance officer (president). Any 
individual may confidentially submit a concern to the president without fear of retaliation.  

2. The president can choose to raise the concerns to the Executive Director or bring them to the 
Board of Directors for investigation. 

4.9. Complaints 

 Filing a Complaint   

1. Written complaints received by any employee or Board of Directors of the Division shall 

be promptly forwarded to the Office. 

2. Upon receipt of a complaint, the Office shall promptly send written acknowledgment 

indicating the date on which the complaint was received.  

3. The Office shall promptly deliver a copy or summary of the complaint to the following 

Designated Contact:  

a) Complaints concerning members shall be delivered to the Office.   



 S        PSIA-C / AASI-C 

 

16 
PSIA – AASI Central Division Board Policy Manual 
http://www.psia-c.org/about/PoliciesandProcedureManual  

b) Complaints concerning Education Staff personnel shall be delivered to the 

appropriate EA and ECC.   

c) Complaints concerning Board of Directors members shall be delivered to the 

President. 

d) Complaints concerning the President or non-Education Staff personnel shall be 

delivered to the Vice President.   

 The Office shall open and maintain a permanent file for each complaint. Each document 

related to the complaint shall be placed in the file and shall include the date on which it was 

received or sent by the Office. All documentation related to complaints shall be treated as 

confidential information.   

 

 

Appendix A: 

Sample Policy Monitoring Schedule 

Policy Method Frequency Month 

Ends Internal Annually JUN 

Treatment of Members Internal Annually MAR 

Treatment of Paid and Volunteer Staff Internal Annually FEB 

Financial Condition  
and Activities 

Internal Quarterly JUL, OCT, JAN, APR 

 External Annually SEP 

Financial Planning  
and Budgeting 

Internal Quarterly JUL, OCT, JAN, APR 

Emergency Succession Internal Annually JUN 

Asset Protection Internal Annually NOV 

Compensation  
and Benefits 

Internal Annually NOV 

Communication and Support Direct inspection Annually MAY 
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Appendix B: 

Sample Board of Directors Meeting Agenda 

 

Agenda 
 Time Item 

5:30 – 5:32 
p.m. 

1. Call to order; quorum established – President 

 

5:32 – 5:37 2. Consent agenda – President 

a. Approve this meeting agenda 

b. Approve minutes from last meeting 

c. Approval of grant application to achieve Mission 

d. Approval of contribution to employee retirement fund 

 

5:37 – 5:47  

 

3. Monitoring Administrative Staff Performance 

a. Internal report Policy 2.3 Financial Condition and Activities  

b. Internal report Policy 2.5 Financial Planning and Budgeting 

 

5:47 – 5:57 4. Governance Process 

a. Board of Directors member donations – new policy proposal from 
Governance Committee 

b. Board of Directors annual workplan 

5:57 – 6:57  5. Ends 

a. Guest speaker on “Climate Change and SnowSports” (15 minutes) 

b. Ownership linkage committee – Report on community forums held on 
the topic (15 minutes) 

c. Board of Directors discussion and action on new Ends policy 

6:57 – 7:02 6. Planning for next Board of Directors meeting 

a. Guest presentation on new studies showing value of participation in 
outdoor recreation 

7:02 – 7:15  7. Meeting evaluation 

7:15 p.m. 8. Adjourn 
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Appendix C:  

Sample Annual Agenda Plan 

 
 

Task 

 

 

 

Month 

Ends Monitoring 
Limitations 
Monitoring 

Board of 
Directors 

Governance 

Board of 
Directors 

Orientation/ 
Development 

January  2.3 Financial Conditions 

2.4 

Financial Planning & 
Budgeting 

4.7 Governance 
Investment 

 

February    Orientation for people 
who want to run for 
the Board of Directors 
and speaker on 
challenges for the 
future of the 
SnowSports industry 

March     

April     

May   Town Hall with 
members in 
preparation for annual 
retreat 

 

June Policy 1.0 Ends 
Internal report from 
Executive Director 

   

July     

August     

September Annual retreat/review 
of Ends in context of 
the current 
environment 

   

October     

November     

December     
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Appendix D:  

Conflict of Interest 
 

The purpose of the conflict of interest policy is to protect the Division’s interest when it is contemplating 
entering into a transaction or arrangement that might benefit the private interest of an officer or 
director of PSIA-AASI-C or might result in a possible excess benefit transaction. 

A conflict of interest exists when a director’s or employee’s loyalty is divided between the Division’s 
interests and their own interests or those of another individual or corporate entity. 

A Board of Directors is indirectly a party to a Board of Directors action if the other party involved in the 
action is an entity in which the director has a material financial interest, an entity of which the director is 
an officer, director or general partner, or a person with whom the director has a close personal or 
business relationship such that the appearance of bias or impropriety would result if the director 
participates in decision-making that relates to that person. 

If an action is fair to the Division at the time that it is authorized, approved, or ratified, the fact that a 
director is directly or indirectly a party to the action is not grounds for invalidating the action. In a 
proceeding contesting the validity of such an action, the person asserting validity has the burden of 
proving fairness unless: 

a) The material facts of the action and the Board of Director's interest or relationship were 
disclosed or known to the Board of Directors or a committee consisting entirely of Board of 
Directors and the Board of Directors or committee authorized, approved or ratified the action by 
the affirmative votes of a majority of disinterested directors, even though the disinterested 
directors be less than a quorum; or 

b) The material facts of the action and the director's interest or relationship were disclosed or 
known to those voting and they authorized, approved or ratified the action without counting the 
vote of any interested director. 

The presence of the director who is directly or indirectly a party to the action, or a director who is 
otherwise not disinterested, may be counted in determining whether a quorum is present but may not 
be counted when the Board of Directors or committee of the Board acts. 
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Appendix E:  

Sample Legitimate Board Committee Descriptions 

 

Community Linkages Committee 

A. Product: Options and implications for Board of Directors consideration with respect to the mission 

decisions to be made by the Board of Directors regarding the needs of disabled persons—by no 

later than August 15 of each year. 

B. Authority: To incur costs of no more than $1,000 in direct charges and no more than fifty hours of 

staff time. 

Audit Committee 

A. Product: Specification of scope of audit prior to outside audit—by no later than September 10 of 

each year. 

B. Authority: To incur no more than $3,000 in direct charges and use of no more than fifty person-

hours of staff time per annum. 

Governance Committee 

A. Product: Responsible for the governance principles defined in Governance Process policies and 

Board of Directors-Administrative Staff Delegation policies. These policies describe how the key 

functions of the Board of Directors will be managed. The Committee is responsible for monitoring 

the performance of the Board of Directors as stated in these policies and making 

recommendations for policy changes as needed. The Committee will identify individuals qualified 

to become Board of Directors members consistent with criteria approved by the Board of 

Directors and to provide a slate of nominees no later than [date] each year for executive officer 

vacancies who meet criteria for Board of Directors-approved job descriptions. 

B. Authority: To incur costs of no more than $1,000 in direct charges and no more than fifty hours of 

staff time. 
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Appendix F: 

Sample Board Committee Terms of Reference 
 

A Suggested Format for the Governance Committee Terms of Reference 

Committee Name Governance Committee 

Purpose of Committee 

The purpose of the Governance Committee (the Committee) of the Board of Directors (the Board) of 
PSIA-AASI-C is to be responsible for the governance principles defined in Governance Process policies 
and Board of Directors-Executive Delegation policies. These policies describe how the key functions of 
the Board of Directors will be managed. The Committee is responsible for monitoring the performance of 
the Board of Directors as stated in these policies and making recommendations for policy changes as 
needed. The Committee will identify individuals qualified to become Board of Directors members 
consistent with criteria approved by the Board of Directors and to provide a slate of nominees for 
executive officer vacancies who meet criteria for Board of Directors-approved job descriptions. 

 

Committee Objectives 

1. Monitor the performance of the Board of Directors against criteria stated in Governance Process 
policies and Board of Directors-Executive Delegation policies including development of guidelines 
and procedures for evaluation. 

2. Oversee long-term and short-term plans for succession of the Executive Director. Consider and 
recommend to the Board of Directors a process for both emergency succession and planned 
succession. 

3. Monitor and make recommendations to the Board of Directors on matters of Board of Directors 
policy and practices including the Governance Process policies and the Board of Directors -
Executive Director Delegation policies. 

4. Review periodically and recommend to the Board of Directors revisions as warranted to the 
Articles of Incorporation, the Bylaws, or the Board of Director’s Governance Process and Board of 
Directors – Executive Director Delegation policies. 

5. Ensure the mitigation by the risks identified and reported by either the Board of Director’s auditor 
or other third-party evaluation by recommending changes to Executive Director Limitations 
policies.  

6. Review the Board of Director’s community and public engagement to ensure Board of Directors 
linkage with the community. 

7. Conduct an annual review to determine the continued independence of each Director according 
to the Governing Style policy on independence. 

8. Develop and revise as needed and recommend to the Board of Directors criteria for the selection 
of directors including procedures for reviewing candidates suggested by Directors or 
stakeholders. 

9. Develop and revise as needed and recommend to the Board of Directors a process for 
onboarding new Board of Directors and for ongoing Board of Directors education. 

10. Recommend removal of a Director where appropriate.  
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Resources and Authority to Act 

The Committee shall have a budget of $_________ and authority appropriate to discharge its duties and 
responsibilities including the authority to select, retain, terminate, and approve the fees of special counsel 
or other experts or consultants without seeking approval of the Board of Directors or management. 

 

Committee Reports 

The Committee shall produce the following reports and provide them to the Board of Directors: 

1. An annual Board of Directors performance evaluation process and recommendations for 
improvements as deemed necessary or desirable by the Committee. The evaluation shall be 
conducted in a manner the Committee deems appropriate. The report to the Board of Directors 
may take the form of an oral report by the Committee Chair or any other member of the 
Committee designated by the Committee to make this report. The Committee will consult with the 
Board of Directors Chair to determine an appropriate time for this report on the Board of 
Director’s Annual Calendar. 

2. A summary of actions taken to accomplish each of the Committee Objectives presented at least 
annually at a time and manner that the Committee deems appropriate. The Committee will work 
with the Board of Directors Chair on the timing of these reports. 

 

Appendix G: 

Guidelines for Robert’s Rules 
 

Role of meeting chair (in our case, the president) 

1. Calling the meeting to order on time 

2. Announcing the business before the group in the order noted on the agenda 

3. Determining the presence of a quorum 

4. Recognizing members who want to speak 

5. Processing all motions 

6. Expediting business 

7. Ruling on points of order 

8. Conducting the meeting in a fair and equitable manner 

 

Notes: 

 The goal of following Robert’s Rules is to protect the rights of the minority, ensure 
legality and expedite business. 

 Chair should remain neutral, not making motions and not debating. If chair participates in the 
debate, he or she should relinquish the chair’s position until after the vote. 
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 When the meeting strays from the business item being addressed, the chair needs to bring the 
focus back to the specific motion, even if it means interrupting a speaker. 

 

Making a motion is a six--‐step process: 

1. Member makes a motion. 

2. Another member seconds the motion. 

3. The chair states the motion, formally putting it before the group. 

4. The members discuss the motion. 

5. The chair puts the question to a vote. 

6. The chair announces the results of the vote. 

 

Debates and decorum 

 After a motion is made, the floor is open for debate. 

 The person making the motion has the right to speak first. 

 Each speaker needs to be recognized by the meeting chair. 

 Ideally, speakers should alternate between those in favor of a motion and those opposed. 

 Each speaker is given a specific time limit to present his or her argument, usually 10 minutes. 
{Our meetings typically don’t have the luxury of time, so this may be too long.} 

 A longer time can be given, if approved by a two-thirds vote. 

 A person who hasn't spoken out yet gets precedence over people who have already spoken to 
the motion. 

 No speaker can speak more than two times. 

 Maker of the motion (or the chair) calls for closure of the debate after everyone who wishes to 
speak has been heard. If someone calls the question before that, the group must vote on 
whether to end debate (no discussion). A two-thirds vote is required to end a debate. 

 To keep the discussion focused on the motion, avoid discussing personalities of the people 
involved, questioning the motives of other members, making derogatory remarks, including 
name calling. 

 

Adapted from The Complete Idiot’s Guide to Robert’s Rules and Quick Study Parliamentary Procedure 

 

  


