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Who Is Oakdale Neighbors? 
Oakdale Neighbors is a Christian community development organization created in July 
1996. It is committed to the principles of community development outlined by the 
Christian Community Development Association (www.ccda.org).  

 
Oakdale Neighbors also believes that every person and every community has assets 
and resources. It recognizes that community development should be based on the 
vision and the assets of the residents in the community. It believes that an agent of 
change is most effective when he or she resides in the community in which he serves. 
Oakdale Neighbors values the building of strong relationships of neighborhood 
residents with God and with one other. It seeks to renew the fabric of the community, 
drawing on the strengths of each person and culture, so that all people can live in 
harmony. Oakdale Neighbors seeks to promote the vitality of the community’s economic 
infrastructure, the redistribution of wealth from the rich to the poor, and the sharing of 
other resources. 

Organization History 
Oakdale Neighbors, a Christian community Development organization with 501(c)3 tax 
exempt status, has been active in the Oakdale neighborhood in southeast Grand 
Rapids since August of 1996.  The organization was founded by several members of 
Oakdale Park Christian Reformed Church which remains an important church partner.  
The organization values its partnerships with several other churches and institutions. 

Strategic Framework 

Purpose 

The purpose of Oakdale Neighbors is to create a neighborhood of vitality and grace by 
discovering, developing, and connecting skills and resources in southeast Grand 
Rapids.  We are convinced that this neighborhood has the capacity to be a great 
community. Some of its families are burdened by the pressure and demands of life.  
Oakdale Neighbors helps families discover the resources available to them in their 
families and neighbors. We develop those resources through training and facilitation. By 
connecting neighbors we enable them to help one another. Oakdale Neighbors also 
seeks resources from outside the neighborhood to enhance those being developed 
within the neighborhood. 

Vision 

Oakdale Neighbors envisions a neighborhood full of vitality and grace--a place where 
individuals and families grow in their ability to strengthen one another. We look forward 
to the day when "…the dwelling of God is with all people, and he will live with them” in 
the Oakdale neighborhood. We want the people of the Oakdale neighborhood to “…be 
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his people, and God himself will be with them and be their God. He will wipe every tear 
from their eyes.” We pray and work for the day that, in this neighborhood, “there will be 
no more death or mourning or crying or pain, for the old order of things has passed 
away." 

Strategies and Goals 

Oakdale Neighbors realizes that individuals and communities have a variety of needs 
and assets or resources. To achieve its vision Oakdale Neighbors meets needs and 
develops resources by interacting with the neighborhood at three levels. It provides 
modest relief in times of severe crisis. It develops the assets and skills of neighborhood 
families. Finally, Oakdale Neighbors interweaves the skills and resources of the 
neighborhood to create a tightly-knit community web that sustains itself, flourishes, and 
gives glory to God.   
 
In developing its strategies, Oakdale Neighbors is committed to the principles of 
community development outlined by the Christian Community Development Association 
(www.ccda.org).  

·  Relocation: Living Among the People  
·  Reconciliation  
·  People to God  
·  People to People  
·  Redistribution (Just Distribution of Resources)  
·  Leadership Development  
·  Listening to Community  
·  Church-Based  
·  Holistic Approach  
·  Empowerment  

 
Please see Appendix for the Annual Action Plan including program objectives. 
 
Oakdale Neighbors is incorporated in the state of Michigan and is governed by a board 
of directors.  The organization has several part-time staff:  

1. Tom Bulten, Executive Director, joined Oakdale Neighbors in June 2005.  He 
came to the organization with a master’s degree in geography and urban affairs, 
as well as community development experience in Grand Rapids and Uganda, 
East Africa. 

2. Larrine Reinhart, Program Manager, has been coaching and advocating for 
families in the Oakdale neighborhood since 2002.  She manages the Individual 
Development Accounts and other projects.  She is a member of Oakdale Park 
Christian Reformed Church. 

3. Bruce Boman, Mars-Bros Coordinator, has been mentoring youth since 2000.  
He has been developing the Mars-Bros project under the auspices of Oakdale 
Neighbors since September 2004. 

4. David Bosch: Boston Square Community Bikes Coordinator has been on staff 
since April 2009. 
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Marge Brewer served as executive director from 2002 to 2005.  The post was filled by 
Syd Harvey from 1998 to 2002 and Dave Allen from 1997 to 1998. 
 
Past programs include employment assistance, Individual Development Account, tenant 
support (with Lighthouse Communities), financial coaching, summer youth activities, 
and youth entrepreneurial activities including bicycle club, lawn care, and candy and 
snack sales. 
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Program Policies 
All Program Policies and descriptions should be revised to reflect current programming. 

Crisis Relief 

Crisis relief is available for families that live in the target area (Figure 1). Families that 
do not that reside outside the Oakdale Target Area will be referred to a food pantry, 
organization, or church in their neighborhood. 
 
Families with emergency food needs will be referred to the OPCRC food pantry. 
 
Families requesting crisis relief from OPCRC will be referred to ON for evaluation of the 
crisis. 
 
Families are assisted with crises in transportation, water, gas, or electric bills, and, 
occasionally, rent.  Assistance for legal, medical, dental, cable, telephone, taxes, or 
other expenses is not available. 
 
An individual requesting crisis assistance will meet with the Program Manager to 
evaluate the crisis. The Program Manager will record all detailed request information on 
the Crisis Relief Form. 
 
Crisis assistance can be provided by ON to a household only once per year for amounts 
of less than $50. Monies will be paid only to vendors or creditors from the Crisis Fund.  
 
Multiple requests by a household in one year and requests greater than $50 may be 
referred in writing to the deacons at Oakdale Park CRC. 
 
Families assisted through Crisis Relief will be contacted one month after the crisis and 
invited to participate in other programs of Oakdale Neighbors.  Families will be offered 
financial coaching, if necessary. 

Family Asset Development Program  

The Family Asset Development Program develops neighborhood families through one-
on-one financial coaching and other interactions.  

General 
Any family in the area that has at least $600 per month in income and wants to improve 
its financial situation is eligible for the FADP.   
 
A family requesting participation in the FADP will meet with the Program Manager to 
evaluate the situation and identify a starting point and some initial steps. 
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A family must commit to meeting regularly with the Program Manager to evaluate 
progress. 
 
The Program Manager may, at her discretion, do occasional in-home assessments. 
 
FADP participants are expected to reach their goals within 18 months. After 18 months, 
participants will be congratulated on the progress they have made and will be invited to 
join an ongoing Development Group for continued learning. A family can continue in the 
Family Development Program if the family, the Program Manager and the Director 
agree that would be a valuable course of action. 
 
Development Groups are peer-learning groups that will meet as desired. 

Financial Coaching 
Families will meet with the Program Manager to evaluate the situation and determine a 
starting point and some initial steps. 
 
Families must commit to meeting at least biweekly with a financial coach.  Financial 
coach assignments will be made by the Program Manager Volunteer coaches will 
typically be assigned to coach between one and three families. The Program Manager 
will not coach more than 8 families.  If no volunteer coaches are available, families will 
be put on a waiting list.   
 
Regular financial coaching sessions will be used to encourage and pray with 
participants, to learn budgeting and money-management skills, to celebrate progress, to 
address setbacks, and to identify goals and actions for the next period. 
 
Family progress in meeting goals will be recorded on the appropriate form (APPENDIX 
C) 
 
The Program Manager will support volunteer coaches and organize coach support 
meetings as necessary. Volunteer coaches will meet with the Program Manager as 
necessary to address concerns.  
 
FADP participants are eligible to take financial literacy classes.  
 
Volunteer coaches will attend financial literacy classes with the participant to strengthen 
their relationship and for ongoing, mutual learning. 
 
ON partners with agencies such as Oakdale Park CRC, Baxter Community Center, 
Restorers and ICCF to provide these classes.  Classes are usually offered twice a year. 
 
Class tuition and childcare expenses may be covered by the FADP program. 
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Job Club 
Family members who are unemployed (searching for a job) or recently employed may 
choose to join ON’s job club. 
 
The job club will be coordinated by the Program Manager. 
 
The job club will include mutual encouragement, peer-learning, guest speakers, sharing 
of information, and more. 
 

Food Pantry 
FADP participants engaged in financial coaching are eligible to “shop” at the food pantry 
as needed.  The Program Manager is responsible for the distribution of food from the 
ON pantry. 
 
Any distribution of food will be recorded by the Program Manager in the Daily Tracking 
Log (Appendix 2). 
 
Food items will be restocked through in kind donations, purchases from Second Harvest 
Gleaners, and purchases from retailers. 
 

Financial Assistance 
FADP participants engaged in financial coaching are eligible for up to $200 of financial 
assistance per year. 
 
ON will pay toward rental emergencies, medical bills, utility bills, phone bills, or other 
creditors at the discretion of the Program Manager. ON will also pay toward any closed 
accounts that may be in collection, since one of the goals of FADP is to repair credit. A 
copy of the bill must be submitted to the Program Manager by the 4th week of the 
month. 
 
In order to be eligible for this money, the FADP participant must have met with his or 
her budget coach regularly for at least three months and shown commitment to reaching 
goals. 
 
ON will not pay more than $50 in a given month; however special circumstances may 
be discussed with the Director. 
 
Financial assistance is paid to venders or creditors by ON 
 
Financial assistance expenses are billed by ON to the OPCRC deacons. Annual 
disbursements may not exceed the amount agreed to by OPCRC in the annual budget 
of ON. 
 
FADP participants are eligible for financial assistance for only 18 months.  
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Household Items or Clothing 
FADP participants engaged in financial coaching are eligible to receive donations of 
items to Oakdale Neighbors. 
 
The Program Manager will record all requests and referrals in the daily tracking log. 

Sample Program Forms 

Mentoring Information 

Helpful Hints for Volunteers 

Counseling Agreement 

Financial Information (Sheet) 

Client Preparation Form 

Payment Calendar 

Monthly Worksheet 

Action Goal Sheet 

Voucher Record 

Sample Letter to Creditor 

Closure Forms 
 

Community Building 

Lamppost Postcard 
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Board of Directors 

Board Roster 

Current Board Members 

Name 
Years on 
Board/Staff 

Elaine Dreyer 2005-present 

Martie Jager 200?-present 

Walter Mathis 200?-present 

Ernie Leep 200?-present 

Dan Vredeveld  

Wayne Squires  

Vicki Steenbergen  

Former Board Members 
Luke Moore 2004-present 

Rex Reinhart 200?-2005 

Arlan Palmer 200?-2005 

Jeff DeJong 200?-present 

Phil Schaafsma 200?-2004 

Debra Burks 200?-2004 

Nancy Hightower  

Bob Roskamp  

Pat Rozema  

Marcia Van Popering  
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LaMart Hightower 200?-present 

Sharon VandeKodde 200?-present 

Tim VandeKodde 200?-present 

Donna Meyer  
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Board Statement of Responsibilities 

According to BoardSource (www.boardsource.org), the ten basic responsibilities of 
nonprofit boards are: 

1. Determine the organization's mission and purpose. It is the board's responsibility 
to create and review a statement of mission and purpose that articulates the 
organization's goals, means, and primary constituents served. 

2. Select the chief executive. Boards must reach consensus on the chief executive's 
responsibilities and undertake a careful search to find the most qualified 
individual for the position. 

3. Provide proper financial oversight. The board must assist in developing the 
annual budget and ensuring that proper financial controls are in place. 

4. Ensure adequate resources. One of the board's foremost responsibilities is to 
provide adequate resources for the organization to fulfill its mission. 

5. Ensure legal and ethical integrity and maintain accountability. The board is 
ultimately responsible for ensuring adherence to legal standards and ethical 
norms. 

6. Ensure effective organizational planning. Boards must actively participate in an 
overall planning process and assist in implementing and monitoring the plan's 
goals. 

7. Recruit and orient new board members and assess board performance. All 
boards have a responsibility to articulate prerequisites for candidates, orient new 
members, and periodically and comprehensively evaluate its own performance. 

8. Enhance the organization's public standing. The board should clearly articulate 
the organization's mission, accomplishments, and goals to the public and garner 
support from the community. 

9. Determine, monitor, and strengthen the organization's programs and services. 
The board's responsibility is to determine which programs are consistent with the 
organization's mission and to monitor their effectiveness.  

10. Support the chief executive and assess his or her performance. The board 
should ensure that the chief executive has the moral and professional support he 
or she needs to further the goals of the organization. 
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Board Member Terms 

Board Members shall be elected at the annual meeting by majority vote of the Directors 
for a term of one (1) year (renewable). Not more than six (6) directors shall retire in any 
one year.  

Board Meeting Attendance Policy 

Board members are expected to attend regular board meetings in a consistent manner.  
If unable to attend a meeting, members are expected to inform the Board Chair, 
Executive Director, or other relevant individual. 

Board Calendar  - assign dates or time of year? 

Filing requirements 
�  990  
�  Fundraising registration (if applicable)  
�  Employee payroll  
�  Federal grant reports  
 
Annual activities 
�  Chief Executive Performance Evaluation  
�  Conflict-of-interest policy  
�  Annual audit  
�  Budget approval  
�  Annual retreat  
�  Contracts and licenses:  

The board should make sure that the staff checks the validity of all 
contracts, licenses, policies, and other legal agreements. New bids may 
have to be negotiated. The performance of fundraising, legal, or financial 
consultants should be discussed and assessed.  

�  Investment policies (if applicable) 
 
Other regular activities 
�  Review bylaws and policies  
�  Self-assessment  
�  Review strategic plan 

Board Resolutions 

Board resolutions may take many forms, but all must have record of the topic being 
discussed with the full board and that the full board had the opportunity to vote on the 
resolution. The resolution should make reference to the meeting and then be signed by 
the Board Chair. 
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Board Code of Ethics 

See Organization Code of Ethics. 

Job Descriptions of Board Officers and Members 

Board Member 
1. Attends all Board and committee meetings  
2. Reviews all agenda materials in advance of the meeting  
3. Keeps board deliberations confidential  
4. Completes new board member orientation  
5. Abides and supports the vote of the majority (Recognize that the Board Chair 

and President/CEO are the primary spokespersons for the Board)  
6. Avoids conflict of interest situations or perceived conflicts and withdraws from 

conversations/avoids voting where conflicts may exist  
7. Plays an active role in supporting the organization and the CEO  
8. Refrains from interfering with day-to-day management responsibilities and 

accountabilities  
9. Represents the board and not any specific constituency (i.e. gender, occupation, 

race, etc.)  

Board President 
1. Is a member of the Board  
2. Serves as the chief executive officer of the Organization  
3. Is a partner with the Chief Executive in achieving the organization’s mission  
4. Provides leadership to the Board of Directors, who sets policy and to whom the 

Chief Executive is accountable  
5. Chairs meetings of the Board after developing the agenda with the Chief 

Executive  
6. Encourages Board’s role in strategic planning  
7. Appoints the chairpersons of committees, in consultation with other Board 

members  
8. Serves ex officio as a member of committees and attends their meetings when 

invited  
9. Discusses issues confronting the organization with the Chief Executive  
10. Helps guide and mediate Board actions with respect to organizational priorities 

and governance concerns  
11. Reviews any issues of concern to the Board with the Chief Executive  
12. Monitors financial planning and reports  
13. Plays a leading role in fundraising activities (nonprofit only)  
14. Formally evaluates the performance of the Chief Executive and informally 

evaluates the effectiveness of the Board members  
15. Evaluates annually the performance of the organization in achieving its mission  
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Vice-President 
1. Is a member of the Board  
2. Performs President responsibilities when the President cannot be available  
3. Reports to the Board’s President.  
4. Works closely with the Chair and other staff  
5. Participates closely with the Chair to develop and implement officer transition 

plans  
6. Performs other responsibilities as assigned by the Board  

Board Secretary 
1. Is a member of the Board  
2. Maintains records of the Board and ensures effective management of the 

organization’s records  
3. Manages minutes of Board meetings  
4. Ensures minutes are distributed to members shortly after each meeting  
5. Is sufficiently familiar with the legal documents (i.e. articles of incorporation, by-

laws, IRS letters, etc.) to note applicability during meetings  

Board Treasurer 
1. Is a member of the Board  
2. Manages finances of the organization  
3. Administrates fiscal matters of the organization  
4. Provides annual budget to the board for members’ approval  
5. Ensures development and board review of financial policies and procedures  

Board Committees and Descriptions 

The Oakdale Neighbors Board operates with the following standing committees:   
 

Executive Committee 
Oversees operations of the board; often acts on behalf of the board during on-demand 
activities that occur between meetings, and these acts are later presented for full board 
review; comprised of board chair, other officers and/or committee chairs (or sometimes 
just the officers) 
 

Board Development Committee 
Is responsible for developing and executing a Board Development Plan, developing a 
Board Member Handbook, and ensuring that new Board members are familiar with 
Oakdale Neighbors board practices. (adopted Sept 08) 
 
The Board shall create ad hoc committees as needed to address specific issues or 
tasks. 
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Conflict of Interest Policy 

Rationale 
As a ministry initiated and sustained by God, the organization has a mandate to conduct 
all of its affairs decently and above reproach both in the sight of God and man. That 
accountability includes a commitment to operate with the highest level of integrity and to 
avoid conflicts of interest. This duty is underscored by Standard #6 of the Evangelical 
Council for Financial Accountability (ECFA). 
 
As a nonprofit, tax-exempt entity, the organization depends on charitable contributions 
from the public. Maintenance of its tax-exempt status is important both for its continued 
financial stability and for the receipt of contributions and public support. Therefore, the 
IRS and state corporate and tax officials view the operations of the organization as a 
public trust, account-able to both governmental authorities and members of the public. 
 
Among the organization and its Board, officers, and management employees, there 
exists a fiduciary duty, which carries with it a broad and unbending duty of loyalty. The 
Board, officers, and management employees are responsible for administering the 
affairs of the organization honestly and prudently, and for exercising their best care, 
skill, and judgment for the sole benefit of the organization. Those persons shall exercise 
the utmost good faith in all transactions involved in their duties, and they shall not use 
their positions with the organization or knowledge gained there from for their personal 
benefit. The interests of the organization must have the first priority, and all purchases 
of goods and services must be affected on a basis that secures for the organization full 
competitive advantages as to product, service, and price. 

Persons Concerned 
This statement is directed to Directors and officers, as well as those employees 
annually designated by the Board who influence the actions of the organization or its 
Board, or make commitments on their behalf. For example, this would include all who 
make purchasing decisions, all other persons who might be described as “management 
personnel,” and all who have proprietary information concerning the organization. 

Areas in Which Conflicts May Arise 
Conflicts of interest may arise in the relations of Trustees, officers, and management 
employees with any of the following third parties: 

1. Persons or entities supplying goods and services to the organization. 
2. Persons or entities from which the organization leases property and equipment. 
3. Persons or entities with whom the organization is dealing or planning to deal in 

connection with the gift, purchase, or sale of real estate, securities, or other 
property. 

4. Persons or entities paying honoraria or royalties for products or for services 
delivered by the organization for its agents or employees. 

5. Other ministries or nonprofit organizations. 
6. Donors and others supporting the organization. 
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7. Stations or programmers that carry the organization’s programming. 
8. Agencies, organizations, and associations that affect the operations of the 

organization. 

Nature of Conflicting Interest 
A material conflicting interest may be defined as an interest, direct or indirect, between 
any person or entity mentioned in Section 3, and a Trustee, officer, or management 
employee, which might affect, or might reasonably be thought by others to affect, the 
judgment or conduct of a Trustee, officer, or management employee of the organization. 
Such an interest might arise through:  

1. Owning stock or holding debt or other proprietary interests in any third party 
dealing with the organization. 

2. Holding office, serving on the Board, participating in management, or being 
otherwise employed (or formerly employed) in any third party dealing with the 
organization. 

3. Receiving remuneration for services with respect to individual transactions 
involving the organization. 

4. Using the organization’s personnel, equipment, supplies, or goodwill for other 
than organization-approved activities, programs, and purposes. 

5. Receiving personal gifts or loans from third parties dealing with the organizations. 
(Receipt of any gift is disapproved except gifts of nominal value, which could not 
be refused without discourtesy. No personal gift of money should ever be 
accepted.) 

6. Obtaining an interest in real estate, securities, or other property that the 
organization might consider buying or leasing. 

7. Expending staff time during the organization’s normal business hours for 
personal affairs or for other organizations, civic or otherwise, to the detriment of 
work performance for the organization. 

Indirect Interests 
As noted above, conflicting interests may be indirect. A Trustee, officer, or management 
employee will be considered to have an indirect interest in another entity or transaction 
if any of the following also have an interest: 

1. A family member of a Trustee, officer, or management employee. (Family 
member is defined for these purposes as all persons related by blood or 
marriage.) 

2. An estate or trust of which the Trustee, officer, or management employee or 
member of his family is a beneficiary, personal representative, or trustee. 

3. A company of which a member of the family of the Trustee, officer, or 
management employee is an officer, director, or employee, or in which he has 
ownership or other proprietary interests. 

 

Interpretation of This Statement of Policy 
The areas of conflicting interest listed in Section 3 and the relations in those areas 
which may give rise to conflict, as listed in Section 4, are not exhaustive. Conceivably, 
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conflicts might arise in other areas or through other relations. It is assumed that the 
Directors, officers, and management employees will recognize such areas and relation 
by analogy. 
 
The fact that one of the interests described in Section 4 exists does not necessarily 
mean that a conflict exists, or that the conflict, if it exists, is material enough to be of 
practical importance, or if material, that upon full disclosure of all relevant facts and 
circumstances that it is necessarily adverse to the interests of the organization. 
However, it is the policy of the Board that the existence of any of the interests described 
in Section 4 shall be disclosed before any transaction is consummated. It shall be the 
continuing responsibility of directors, officers, and management employees to scrutinize 
their transactions with outside business interests and relationships for potential conflicts 
and to immediately make such disclosures. 
 
All directors, officers, agents, and employees of this organization shall disclose all real 
or apparent conflict or dualities of interest that they discover or that have been brought 
to their attention in connection with this organization’s activities. “Disclosure” shall mean 
providing properly, to the appropriate person, a written description of the facts 
comprising the real or apparent conflict or duality of interest.  
 
An annual disclosure statement shall be circulated to directors, officers, and certain 
identified agents and employees to assist them in considering such disclosures, but 
disclosure is appropriate and required whenever conflicts or dualities of interest may 
occur. The written notices of disclosures shall be filed with the President or such other 
person designated by the President to receive such notifications. At the meeting of the 
top governing body, all disclosures of real or apparent conflict or duality of interest shall 
be noted for the record in the minutes. The Board shall then determine whether a 
conflict exists and is material, and in the presence of an existing material conflict, 
whether the contemplated transaction may be authorized as just, fair, and reasonable 
as to the organization. The decisions on these matters are the sole discretion of the 
Board. The Board’s first concern must be the welfare of the organization and the 
advancement of its purposes. 
 
An individual director, officer, agent, or employee who believes that he or she or an 
immediate member of his or her immediate family might have a real or apparent conflict 
of interest, in addition to filing a notice of disclosure, must abstain from:  

1. participating in discussions or deliberations with respect to the subject of the 
conflict (other than to present factual information or to answer questions),  

2. using his or her personal influence to affect deliberations,  
3. making motions,  
4. voting,  
5. executing agreements, or  
6. taking similar actions on behalf of the organizations where the conflict or duality 

of interest might pertain by law, agreement, or otherwise.  
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At the discretion of the top governing body or a committee thereof, a person with a real 
or apparent conflict or duality of interest may be excused from all or any portion of 
discussion or deliberations with respect to the subject of the conflict. 
 
A member of the top governing body or a committee thereof, who, having disclosed a 
conflict or duality of interest, nevertheless shall be counted in determining the existence 
of a quorum at any meeting in which the subject of the conflict is discussed. The 
minutes of the meeting shall reflect the individual’s disclosure, the vote thereon, and the 
individual’s abstention from participation and voting.  
 
The Executive Director shall ensure that all directors, officers, agents, employees, and 
independent contractors of the organization are made aware of the organization’s policy 
with respect to conflicts or duality of interest. 



 23 

Oakdale Neighbors Board of Directors 
Conflict of Interest Statement 

 
 
 

I have carefully read the foregoing Statement of Policy concerning Conflicts of Interest 

and the accompanying Resolution of the Board of Trustees. In signing this certificate, I 

have considered not only the literal expression of the policy, but also its intents. I hereby 

certify that, except as hereinafter stated, I do not, to the best of my knowledge:  (1) have 

any of the relations described in Section 4 with any person or firm of the classes listed 

in Section 3; and (2) I have no interests conflicting with the interests of this organization, 

nor do I have any relationship that may appear conflicting. 

 
 
THE EXCEPTIONS ARE: 
 
 
 
 
 
 
 
 
 
 
 
 
If any situation should arise in the future which I believe may involve me in a conflict of 
interest, I will promptly and fully disclose the circumstances to the President or the 
Chairman of the Board, directly or through my immediate superior. 
 
 
 
 
 
 
 
____________________________________  ______________________ 
   (Signature)     (Date) 
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Directors Insurance Policy Coverage  

Guidelines for Recruiting, Orienting, Informing and  
Removing Members 

As stated in the Oakdale Neighbors’ Bylaws, any Member may be removed from office 
for cause by vote of two-thirds (2/3) of the Board present and voting on such question.  
Any Member may resign at any time by giving written notice of such resignation to the 
Secretary of the Board. 
 
In the event of a vacancy in the Board of Directors due to any cause, the remaining 
Board Members, by majority vote, may elect an individual to fill the vacancy until the 
next annual meeting and until a successor shall have been duly elected and qualified. 
 
As outlined in the Governance Committee Job Description, the committee, with input 
from the rest of the Board, shall be responsible for identifying potential board 
candidates, the orientation of new Members, and the development of existing Members. 
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Guidelines for Evaluating Board 

Board of Directors Self-Evaluation 

   Considerations  
1 

Needs 
Improv  

2 3 4 5 
Excell

ent  

 1 board has full and common understanding of the roles and 
responsibilities of a board      

 2 board members understand the organization's mission and 
its products / programs      

 3 structural pattern (board, officers, committees, executive 
and staff) is clear      

 4 board has clear goals and actions resulting from relevant 
and realistic strategic planning      

 5 board attends to policy-related decisions which effectively 
guide operational activities of staff      

 6 board receives regular reports on finances/budgets, 
products/program performance and other important matters      

 7 board helps set fundraising goals and is actively involved in 
fundraising (nonprofit)      

 8 board effectively represents the organization to the 
community      

 9 board meetings facilitate focus and progress on important 
organizational matters      

 10 board regularly monitors and evaluates progress toward 
strategic goals and product/ program performance      

 11 board regularly evaluates and develops the chief executive      

 12 board has approved comprehensive personnel policies 
which have been reviewed by a qualified professional      

 13 each member of the board feels involved and interested in 
the board's work      

 14 all necessary skills, stakeholders and diversity are 
represented on the board      
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Please list the three to five points on which you b elieve the board should focus 
its attention in the next year. Be as specific as p ossible in identifying these 
points.   

1. 

   

2. 

   

3. 

   

4. 

  

 5. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 (The material on this page is adapted from the Board Guidebook 
and is used with permission from With permission from Carter McNamara, PhD, Copyright 1999) 
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Individual Board Member Self-Evaluation Form 

 
Needs 
improv 

   Excelle
nt 

Unsure  
 

1. Do I understand and support the mission of the 
organization? 

1 2 3 4 5 
 

2. Do I keep the board focused on our theological 
foundations, mission and core values. 

1 2 3 4 5 
 

3. Am I knowledgeable about the organization’s 
programs and services? 

1 2 3 4 5 
 

4. Do I demonstrate knowledge of the structure, history, 
mission, and ethos of our ministry. 

1 2 3 4 5 
 

5. Do I identify problems and suggest potential solutions. 
Am I open to change and new ideas.  Do I value both 
long-term vision and outcomes as well as short-term 
ideas and solutions. 

1 2 3 4 5 

 

6. Do I attempt to be informed of trends and important 
developments related to this organization? 

1 2 3 4 5 
 

7. Do I assist with fund-raising and/or give a significant 
annual gift to the organization? 

1 2 3 4 5 
 

8. Do I have an understanding of the organization’s 
financial status? 

1 2 3 4 5 
 

9. Do I have a good working relationship with the 
Executive Director? 1 2 3 4 5 

 

10. Do I recommend individuals for service to this board? 1 2 3 4 5 
 

11. Do I value the culture and theological diversity of our 
ministry.  Do I affirm the diverse gifts of colleagues. 

1 2 3 4 5 
 

12. Do I prepare for and participate in board meeting and 
committee meetings? 

1 2 3 4 5 
 

13. Do I act as a good-will ambassador for the 
organization? 

1 2 3 4 5 
 

14. Do I contribute to the deliberations in the area of my 
expertise? 

1 2 3 4 5 
 

 
Indicate any information and/or assistance that would be helpful to you in improving your level of 
participation: 

1. 

2. 

3. 
adapted from Jane Kreha and http://www.ecfamembers.org/ContentEngine.aspx?Page=2TopicPolicies 
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Individual Board Member Self-Evaluation Form  

 
Evaluation of: _______________________________________________ Date: __________________ 
 

Leadership 

1.  Character and Personal Integrity:  Consistently demonstrates professional and spiritual leadership 
character.   
 
Needs improvement   1             2             3             4             5   Excellent  Unable to assess 
 
2.  Spiritual and Theological Contribution: Keeps the board focused on our theological foundations, 
mission and core values. 

  
 Needs improvement   1             2             3             4             5   Excellent             Unable to assess 
 

3.  Ministry Investment: Investment of time, talents and resources in our ministry board meetings. 
 
 Needs improvement   1             2             3             4             5   Excellent             Unable to assess 
 

 

Interpersonal Skills 

4.  Relational Integrity: Communicates appropriately and positively both during and between board 

meetings.  Listens to the ideas of others.   

 
 Needs improvement   1             2             3             4             5   Excellent             Unable to assess 
 

5.  Commitment to Diversity: Displays behavior that values the culture and theological diversity of our 
ministry.  Affirms the diverse gifts of colleagues. 

 
 Needs improvement   1             2             3             4             5   Excellent             Unable to assess 
 

 

Strategic Thinking 

6.  Vision and Values Focus:  Engages with and keeps the board focused on core values, mission, and 
vision. 

 
 Needs improvement   1             2             3             4             5   Excellent             Unable to assess 
 

7.  Solution and Innovation Focus: Identifies problems and suggests potential solutions. Open to change 
and new ideas.  Values both long-term vision and outcomes as well as short-term ideas and solutions.   

 
 Needs improvement   1             2             3             4             5   Excellent  Unable to assess 
 

 

Board Contribution 

8.  Organizational Knowledge: Demonstrates knowledge of the structure, history, mission, and ethos of 
our ministry. 

 
 Needs improvement   1             2             3             4             5   Excellent             Unable to assess 
 

9.  Governance Wisdom:  Contributes positively to discussion and debate through thoughtful, wise and 
clearly stated observations and opinions.  Remains policy rather than operationally focused. 
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 Needs improvement   1             2             3             4             5   Excellent             Unable to assess 
 

10.  Committee Contribution:   Adds value and unique perspective and insight to committee assignments. 
 
 Needs improvement   1             2             3             4             5   Excellent             Unable to assess 
 
 
What do you see as the strongest contribution this member makes to the board?  

_________________________________________________________________________ 

_________________________________________________________________________ 

 

 

Overall assessment as to possible contribution of t his trustee to the future of our ministry: 
 
Very low     1            2            3           4            5            6           7           8            9            10       Very high 
 
 

 

Any other comments?   

________________________________________________________________________ 

________________________________________________________________________ 

http://www.ecfamembers.org/ContentEngine.aspx?Page=2TopicPolicies 
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Individual Board Member Self-Evaluation Form 

Board Member:   ___________________________________ _________________  

 
1) How do you assess your contribution to this ministry?   

(You might want to include such things as: attendance at Board meetings, 
participation, promotion and fundraising, prayer, committee work, or any other 
areas on which you would like to comment) 

 
 
 
 

2) Do you feel that your financial contributions to the ministry are at a level which is 
“personally significant” for you?  Why or why not? 

 
 

 
 
3) How has our ministry invested in your growth as a board member?  
 

 
 
 
 
4) What would you like to contribute to or involve yourself in if you were to serve 

another term? 
 

 
 
 
 
5) How would you like our ministry to invest in and facilitate your personal 

development as a board member? 
 

 
 
 
 

6) What changes would you suggest, as a board member, in the operation and 
involvement of the board? 

 
 
 
http://www.ecfamembers.org/ContentEngine.aspx?Page=2TopicPolicies 



 31 

Board Profile Worksheet for Oakdale Neighbors 

September 2008 
                      Current Members                         Prospective  Members 

Age 1 2 3 4 5 6 7 8 9 10 11 A B C D E F 

   Under 18                  

   19 – 34                  

   35 – 50                  

   51 – 65                  

   Over 65                  

Gender                  
   Male                  

   Female                  

Race/Ethnicity/Disability                  
   African American/Black                  

   Asian/Pacific Islander                  

   Caucasian                  

   Hispanic/Latino                  

   Native American/Indian                  

   Other                  

   Disability                  

Resources                  
   Money to give                  

   Access to money                  
   Access to other resources (foundations, 
corporate support) 

                 

   Availability for active participation (solicitation 
visits, grant writing) 

                 

Community Connections                  
   Religious organizations                  

   Corporate                  

   Education                  

   Media                  

   Political                  

   Philanthropy                  

   Small business                  

   Social services                  

   Lives in Oakdale                   

Qualities                  
   Leadership skills                  

   Willingness to work                   

   Personal connection with the 
organization’s mission 

                 

Personal Style                  
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   Consensus builder                  

   Good communicator                  

   Strategist                  

   Visionary                  

Top 3 Areas of Expertise                  

   Administration/Management                  

   Entrepreneurship                  

   Financial Management                  

          Accounting                  

          Banking and trusts                  

          Investments                  

   Fundraising                  

   Government                  

   International affairs                  

   Law                  

   Marketing, Public relations                  

   Human resources                  

   Strategic planning                  

   Physical plant (architect, engineer)                  

   Real Estate                  

   Representative of clients                  

   Special program focus (education, health, 
public policy, social services) 

                 

   Technology                  

   Other                  

 
Number of years (or terms) on the 
board 
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Board Member Contributions Form 

This organization recognizes that board members contribute in many valuable ways - not only 
funds, but information, professional guidance, and in-kind resources. Therefore, each board 
member is asked to complete the following pledge form, which will facilitate the organization’s 
fiscal planning and eliminate 
repetitive requests. 
 
For the fiscal year __________ my contribution toward the support of the organization will be 
the following: 
 
1. Personal contribution ____$100 ____ $250 ____ $5 00 ____ $1,000 Other $_____ 
 
Please indicate: Check enclosed _____ Check(s) will be sent on the following date(s): 
________________________________________________________________________ 
Please send me a reminder notice on: _________________________________________ 
Please charge the following MC, Visa, or American Express Card $_____________ monthly. 
Card Number ___________________________________ Exp Date: ________ 
 
2. My company will match $ ___________________ 
 
3. Other contributions (art/stock/planned giving): __________________________ 
 
4. Special events are important to our organization . I will participate in the following 
ways: 
 

�  planning events  
�  purchasing tickets  
�  encouraging others to attend  
Other: __________________________________________________________ 

 
5. I can assist with fundraising outreach to the fo llowing foundations, corporations, 
individuals (please list): 
 
6. I can provide/identify in-kind resources/service s (computer equipment, office supplies, 
furniture, volunteers, vehicles, tickets, professional services [public relations, legal, financial, 
etc,]): 
 
Signature: ______________________________________________Date: _____________ 
 
In its turn, this organization is responsible to me in a number of ways: 
 
1. I will regularly receive financial reports. 
2. I can call on the paid staff to discuss programs and policies, goals, and objectives. 
3. Board members and staff will respond to the best of their ability in a straightforward fashion to 
any questions I have that I feel are necessary to carry out my fiscal, legal, and moral 
responsibilities to this organization. 
 
Signature: _____________________________________________________________ 



 34 

Oakdale Neighbors 

Board of Directors Application Form   

Name _____________________________________________ Phone: 
__________________ 
Address ___________________________________________ Email: __________________ 
Why are you interested in Oakdale Neighbors? 
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Area(s) of interest, expertise, and/or the contribution that you can make to Oakdale Neighbors: 
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Employment history or other experience (attach a resume if relevant): 
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Other current volunteer commitments:  
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Return to: Oakdale Neighbors, 1260 Kalamazoo SE, Grand Rapids, MI  49507; 
tel: 248-2848; email: info@oakdaleneighbors.org 

www.oakdaleneighbors.org  
 

 
Adapted from Carter McNamara, PhD, http://www.managementhelp.org 

For Board Use 
�  Nominee has had personal contact with either executive director, board chair, or other board member.  Date ________ 
�  Nominee has attended a board meeting. Date ___________ 

Action taken by the board ________________________________________________________________________ 
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Legal Descriptions and Documents 
 

OAKDALE NEIGHBORS 
A Christian Community Development Organization  

Constitution and Bylaws 

Name and Purpose 
 
Section 1.01 NAME: The name of this corporation is Oakdale Neighbors 
 
Section 1.02  GEOGRAPHICAL BOUNDARIES: 

(a) West: Eastern Avenue 
(b) East: Giddings Avenue 
(c) North: Alexander Street 
(d) South: Burton street 
 

Section 1.03 PURPOSES: The purpose or purposes for which this corporation is 
formed are as follows: 

(a) to encourage Christ-centered counsel and relationships; 
(b) to address the social, economic, psychological, physical, and spiritual needs in 

the designated area; 
(c) to rebuild community; 

(i) help the neighborhood reclaim its voice in community systems such as police, 
fire, social services, streets, sanitation; 

(ii) help make this a community of stakeholders; 
(iii) help the community develop its economic viability; 
(iv) to model and promote reconciliation with and among the residents. 

 
Article II. Board of Directors 

 
Section 2.01 POWERS AND DUTIES: The property, business, and affairs of the 
Corporation shall be under the direction and control of a Board of Directors. The Board 
of Directors shall have power to accept or refuse to accept any bequests, devises, gifts 
or grants which are proposed to be made to this Corporation based upon the discretion 
and judgment of the Directors taking into consideration the nature of the proposed gift, 
any conditions or restrictions placed upon the gift, and the appropriateness of such gift 
to the purposes of this Corporation. A gift with exclusionary restrictions may be 
accepted. 
 
Section 2.02 RESTRICTIONS ON DIRECTORS’ POWERS: No part of the receipts, 
income, or property of the Corporation shall inure to the benefit of any Director or other 
individual, either during the life of the Corporation or upon dissolution. No substantial 
part of the activities of this organization shall be devoted to attempt to influence 
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legislation or to participate in any way or extent in a political campaign for or against any 
candidate for public office. The Corporation may do anything which may be required to 
carry out the fundamental purpose of the Corporation not prohibited by the laws of the 
State of Michigan, provided, however, that the Corporation shall exercise only powers in 
furtherance of its exempt purpose. Not withstanding any other provision the Corporation 
shall not carry on any other activity not permitted to be carried on (a) by a Corporation 
exempt from Federal Income tax under Section 501(c)(3) of the Internal Revenue Code 
of 1986 (of the corresponding provisions of any future United States Internal Revenue 
Law), or (b) by a corporation, contributions to which are deductible under Section 
170(c)(2) of the Internal Revenue Code of 1986 (or the corresponding provisions of any 
future United States Revenue Law). 
 
Section 2.03  NUMBER AND TERM OF DIRECTORS: The number of Directors shall 
be not less than five (5) and not more than eleven (11). The initial officers of the Board 
of Directors of the Corporation shall be as specified in the Articles of Incorporation. 
Thereafter, the Directors shall be elected at the annual meeting by majority vote of the 
Directors for a term of one (1) year (renewable). Not more than six (6) directors shall 
retire in any one year. A Director shall serve until a successor is duly elected and 
qualified and may vote in the election for a successor; provided that nothing herein shall 
be construed to prevent the election of a Director to succeed himself or herself. 
Nominations for the proposed successor Board of Directors shall come from the 
Directors. 
 
Section 2.04 QUALIFICATIONS OF DIRECTORS: A majority of the members of the 
Board of Directors shall be restricted to those persons who confess Jesus Christ as 
Savior and Lord, who participate actively in a local Christian church, who have a 
demonstrated interest in Christian Community Development. Directors will be chosen by 
virtue of the skills the board needs to accomplish its purpose. It is a priority of the 
Corporation to include people served as Directors of the Corporation. A majority of 
Directors will be active in the Oakdale Park Christian Reformed Church. 
 
Section 2.05  REMOVAL: Any Director may be removed from office for cause by vote of 
two-thirds (2/3) of the Directors of the Corporation present and voting on such question. 
 
Section 2.06 RESIGNATION: Any Director may resign at any time by giving written 
notice of such resignation to the Secretary of the Corporation. 
 
Section 2.07 VACANCIES AND ADDITIONAL DIRECTORS: In the event of a vacancy 
in the Board of Directors due to any cause, the remaining Directors of the Corporation, 
by majority vote, may elect an individual to fill the vacancy until the next annual meeting 
and until a successor shall have been duly elected and qualified. 
 

Article III. Meetings and Committees 
 
Section 3.01 MEETINGS: The Board of Directors will meet as necessary but at least 
annually to elect Directors and Officers and transact such other business as may be 
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appropriate. Meetings shall be held at such place and time as the Directors shall, from 
time to time, determine. 
 
Section 3.02 QUORUM: At any meetings of the Directors, a simple majority of the 
Directors shall comprise a quorum. 
 
Section 3.03 PLACE AND NOTICE OF MEETINGS: Meetings may be held within-and 
without the State of Michigan.  All Directors shall be notified of Directors’ meetings at 
least twenty-four (24) hours prior to the meetings. 
 
Section 3.04 VOTING: The affirmative vote of a simple majority of the Directors present 
at any meeting shall decide any questions brought before the Directors. 
 
Section 3.05 EXECUTIVE COMMITTEE: This Corporation may have an Executive 
Committee which may meet as necessary to formulate policy recommendations to the 
Directors. An Executive Committee by a majority of its members shall have interim 
authority to act on behalf of the Board of Directors between meetings. The Executive 
Committee shall be chaired by the President of the Board, and shall be comprised of all 
the principle officers and up to two additional Directors who may be appointed to the 
Executive Committee by the President of the Board. 
 
Section 3.06 OTHER COMMITTEES: This Corporation may also have such other 
committees as the Directors from time to time determine and appoint. 
 
Section 3.07 GENERAL POWERS: All committees designated by the Board of 
Directors shall serve at the pleasure of the Board.  A committee designated by the 
Board may exercise any powers of the Board in managing the Corporation’s business 
and affairs, to the extent provided by resolution of the Board. However, no committee 
shall have the power to: 

(a) amend the Articles of Incorporation; 
(b) adopt an agreement or merger or consolidation; 
(c) amend the bylaws of the Corporation; 
(d) fill vacancies on the Board; 
(e) alter the budget approved by the Board. 

 
Section 3.08 COMMITTEE MEETINGS: Committees shall meet as directed by the 
Board of Directors. Minutes shall be recorded at each committee meeting and shall be 
presented to the Board. 
 
Section 3.09 CONSENT TO COMMITTEE ACTIONS: Any action required or permitted 
to be taken pursuant to authorization of a committee may be taken without a meeting if, 
before or after the action, all members of the committee consent to the action. Consents 
shall be filed with the minutes of the committee’s proceedings. 
 

Article IV. Executive Committee and Officers 
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Section 4.01 PRINCIPLE OFFICERS: The principle officers of the Corporation shall 
consist of a President, Vice-President, Secretary, and Treasurer, who shall be elected 
by the Board of Directors at the meeting immediately following the annual election of 
Directors. From time to time the Board of Directors may elect such other officers as it 
shall determine in its discretion. The President shall be a voting member of the Board. 
The officers shall be elected by the Directors at their annual meeting and shall serve for 
a one (1) year renewable term. Any two (2) offices may be held by the same person, but 
an officer shall not execute, acknowledge, or verify an instrument in more than one 
capacity if the instrument is required by law or the Articles or the Bylaws to be executed, 
acknowledged, or verified by two or more officers. 
 
Section 4.02 PRESIDENT: The President shall be selected from the membership of the 
Board of Directors, shall be chief executive officer of the Corporation, and shall preside 
over all meetings of the Directors. The President shall appoint all committees and 
chairpersons. The President shall perform the duties standard to the office and those 
that may be specified by the Directors. 
 
Section 4.03 VICE-PRESIDENT: The Vice-President shall be selected from the 
membership of the Board of Directors, shall perform the duties and exercise the powers 
of the President during any absence or disability of the President. There will be no 
automatic succession from Vice-President to President. 
 
Section 4.04 SECRETARY: The Secretary shall be selected from the membership of 
the Board of Directors, and shall give notice of each meeting of the Directors or 
committees of the Corporation as to which notice is required; shall record minutes of 
such meeting in books kept for that purpose; shall have custody of the records of the 
Corporation; and shall perform such other duties as may be specified from time to time 
by the Directors. 
 
Section 4.05 TREASURER: The Treasurer shall be selected from the membership of 
the Board of Directors and shall have custody of the funds and other property of the 
Corporation; shall keep accurate records of all property receipts, and disbursements of 
the Corporation in financial books to be maintained for that purpose; shall deposit all 
assets in the name and to the credit of the Corporation with such depository or 
depositories as shall be designated by the Directors; shall disburse the funds of the 
Corporation; render to the Directors such reports as they shall prescribe; and be 
responsible for the filing of any necessary tax forms. Expense approval can be made by 
the Treasurer with the concurrence of one (1) additional officer. All books, records, and 
vouchers of the Corporation shall be open to the inspection of any Director. The 
Treasurer shall, at least annually, and whenever requested by the Directors, render a 
full and detailed account of all receipts and expenditures and submit a schedule 
showing the financial status of the Corporation and the changes, if any, since the last 
report of the Treasurer. The Treasurer shall perform such other duties as may be 
specified by the Directors. 
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Section 4.06 REMOVAL: Any officer of the Corporation may be removed at any time, 
with or without cause, by the vote of two-thirds (2/3) of the Directors then holding office. 
 
Section 4.07 VACANCIES: If any officer is absent or unable to perform the duties 
assigned to that office, the Directors may delegate the powers and duties of that office 
during the period of such absence, or disability, to another person. 
 
Section 4.08 RESIGNATION: Any officer may resign such office at any time by giving 
written notice of such resignation to the Secretary of the Corporation. 
 

Article V. Executive Director and Staff 
 
Section 5.01 EXECUTIVE DIRECTOR: The Board of Directors shall appoint an 
Executive Director, responsible to the Board of Directors. The Executive Director shall 
sit with the Board of Directors in the capacity as advisor with the right of discussion, but 
without vote. The Executive Director shall in general oversee and manage all the work 
of the Corporation and all of its departments and shall perform such duties as from time 
to time may be assigned to the Executive Director by the Board of Directors. 
 
Section 5.02  STAFF: The Executive Director, under the direction of the Board of 
Directors, shall be responsible for the supervision and duty assignments of all other paid 
and volunteer staff. All hiring shall be approved by the Board of Directors. 
 

Article VI. Indemnification of Officers, Directors,  Employees, and Agents 
 
Section 6.01 INDEMNIFICATION: Third Party Actions. 
This Corporation has the power to indemnify a person who was or is a party or is 
threatened to be made a party to a threatened, pending or completed action, suit, or 
proceeding, whether civil, criminal, administrative, or investigative and whether formal or 
informal (other than an action by or in the right of this Corporation) by reason of the fact 
that the person is or was a director, officer, employee or agent of this Corporation, or is 
or was serving at the request of this Corporation as a director, officer, partner, trustee, 
employee, or agent of another foreign or domestic corporation, partnership, joint 
venture, trust, or other enterprise, whether for profit or not for profit, against expenses 
(including attorney’s fees), judgments, penalties, fines, and amounts paid in settlement 
actually reasonably incurred by that person in connection with the action, suit, or 
proceeding if that person acted in good faith and in a manner reasonably believed by 
that person to be in or not opposed to the best interests of this Corporation or its 
Shareholders or Members, and with respect to a criminal action or proceeding, that 
person had no reasonable cause to believe that the conduct was unlawful. The 
termination of an action, suit, or proceeding by judgment or its equivalent, shall not, of 
itself, create a presumption that the person did not act in good faith and in a manner 
reasonably believed by that person to be in or not opposed to the best interests of the 
Corporation or its Shareholders or Members and, with respect to a criminal action or 
proceeding, had reasonable cause to believe that the person’s conduct was unlawful. 
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Section 6.02  INDEMNIFICATION: Actions in the Right of this Corporation. 
This Corporation has the power to indemnify a person who was or is a party to, or is 
threatened to be made a party to, a threatened, pending, or completed action or suit by 
or, in the right of this Corporation, to procure a judgment in its favor by reason of the 
fact that the person is or was a director, officer, employee, or agent of another foreign or 
domestic corporation, business corporation, partnership, joint venture, trust, or other 
enterprise, whether for profit or not, against expenses (including actual and reasonable 
attorney’s fees) and amounts paid in settlement incurred by that person in connection 
with the action or suit if that person acted in good faith and in a manner reasonably 
believed by that person to be in or not opposed to the best interests of this Corporation 
or its Shareholders or Members. However, no indemnification shall be made for a claim, 
issue or matter in which such person shall have been found to be liable to the 
Corporation unless and only to the extent that the court in which such action or suit was 
brought has determined upon application that, despite the adjudication of liability but in 
view of all circumstances of the case, that person is fairly and reasonably entitled to 
indemnification for the expenses which the court considers proper. 
 
Section 6.03  INDEMNIFICATION: Mandatory and Permissive Payments. 

(a) To the extent that a director, officer, employee, or agent of this Corporation has 
been successful on the merits or otherwise in defense of an action, suit or 
proceeding referred to in Section 1 or Section 2 of this Article VI, or in defense of 
a claim, issue, or matter in action, suit, or proceeding, that person shall be 
indemnified against expenses (including actual and reasonable attorney’s fees) 
incurred by that person in connection with the action, suit or proceeding as well 
as in connection with the action, suit or proceeding brought to enforce the 
mandatory indemnification provided in this Subsection. 

(b) An indemnification under Section 1 or Section 2 of this Article VI, unless ordered 
by a court, shall be made by this Corporation only as authorized in a specific 
case upon a determine that indemnification of the director, officer, employee, or 
agent is proper in the circumstances because that person has met the applicable 
standard of conduct as set forth in either Section 1 or Section 2. That 
determination shall be made in any of the following ways: 

(i) a majority vote of a Board, consisting of Directors who were not parties to the 
action, suit or proceeding; 

(ii) if that quorum is not obtainable, then by a majority vote of a Committee of 
Directors who were not parties to the action, suit, or proceeding. This 
Committee shall consist of not less than two disinterested Directors; 

(iii) by independent legal counsel in a written opinion; 
(iv) by the Shareholders or Members. 

(c) If a person is entitled to indemnification under Section 1, or Section 2 of this 
Article VI for a portion of expenses including attorney’s fees, judgments, 
penalties, fines, and amounts paid in settlement, but not for this total amount 
thereof, the Corporation may indemnify the person for the portion of the 
expenses, judgments, penalties, fines, or amounts paid in settlement for which 
the person is entitled to be indemnified. 
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Section 6.04  INDEMNIFICATION: Expense Advances. 
Expenses incurred in defending a civil or criminal action, suit or proceeding described in 
Section 1 or Section 2 of this Article VI may be paid by this Corporation in advance of 
the final disposition of the action, suit or proceeding upon receipt of an undertaking by 
or on behalf of the director, officer, employee or agent to repay the expenses if it is 
ultimately determined that the person is not entitled to be indemnified by this 
Corporation. The undertaking shall be by unlimited general obligation of the person on 
whose behalf advances are made but need not be secured. The indemnification 
provisions of Sections 1 through 4 of this Article VI shall continue as to a person who 
ceases to be a director, officer, employee, or agent and shall inure to the benefit of the 
heirs, executors, and administrators of that person. 
 
Section 6.05  LIMITED LIABILITY: A volunteer director of the Corporation shall not be 
personally liable to the Corporation, its Shareholders, or its Members for monetary 
damages for a breach of the volunteer director’s fiduciary duty, except for liability for any 
of the following: 

(a) a breach of the volunteer director's duty or loyalty to the Corporation or its 
Shareholders or its Members; 

(b) acts or omissions not in good faith or that involve intentional misconduct or a 
knowing violation of law; 

(c) a violation of Section 551(1) of the Michigan Nonprofit Corporation Act; 
(d) a transaction from which the volunteer director derived an improper personal 

benefit; 
(e) an act or omission occurring before date of filing; 
(f) an act or omission that is grossly negligent.  

 
For purposes of this Section 5, “Volunteer Director” means a director who does not 
receive anything of value from the Corporation for serving as a director other than 
reasonable per diem compensation and reimbursement for actual, reasonable, and 
necessary expenses incurred by a director in his or her capacity as a director. 
 
The Corporation shall assume all liability to any person other than the Corporation, its 
Shareholders, or its Members for claims for monetary damages for a breach of a 
volunteer director's duty in his or her capacity as a volunteer director and the volunteer 
director shall not be personally liable to such persons for monetary damages, except for 
liability for any of the following: 

(a) a breach of the volunteer director’s duty or loyalty to the Corporation or its 
Shareholders or Members; 

(b) acts or omissions not in good faith or that involve intentional misconduct or a 
knowing violation of law; 

(c) a violation of Section 551(1) of the Michigan Nonprofit Corporation Act; 
(d) a transaction from which the volunteer director derived an improper-personal 

benefit; 
(e) an act or omission occurring before date of filing for incorporation; 
(f) an act or omission that is grossly negligent.  
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If the Michigan Nonprofit Corporation Act is amended after this Article has been adopted 
by the Shareholders or Members to authorize corporate action to further eliminate or 
limit the personal liability of volunteer directors, then the liability of a volunteer director 
for the Corporation shall be eliminated or limited to the fullest extent permitted by the 
Michigan Nonprofit Corporation Act as amended. Any repeal, modification, or adoption 
of any provision in these Articles of Incorporation inconsistent with this Section 5 shall 
not adversely affect any right or protection of a volunteer director of the Corporation 
existing at the time of such repeal, modification, or adoption.  
 

Article VII. Amendments 
 
The Bylaws may be amended by a majority of the Directors present at any duly 
constituted meeting of the Board of Directors, provided that fifteen (15) days written 
notice is given of the intention to amend the Bylaws and the amendment has been 
stated in the notice of such meeting or in a duly completed waiver of notice of such 
meeting. 
 

Article VIII. Dissolution of the Corporation 
 
A dissolution of the Corporation shall be authorized by a majority vote of directors 
present at a duly constituted meeting of the Board of Directors. Notice of the meeting to 
authorize the dissolution shall be given to each Director then in office not less than ten 
(10) days before the meeting and shall state that the purpose of the meeting is to vote 
on the dissolution of the Corporation. The notice shall include a copy or summary of the 
plan of distribution of assets.  
 
If the dissolution is approved, the Corporation shall cease to conduct its affairs except 
as may be necessary for the liquidation and winding up of the affairs of the Corporation. 
It shall immediately cause a Certificate of Dissolution to be executed and field setting 
forth: 

(a) the name of the Corporation; 
(b) the date and place of the meeting of Directors approving the dissolution; and 
(c) a statement that dissolution was approved by the requisite vote of Directors. 
 

In the event of dissolution, all assets, real and personal, shall be distributed to such 
organizations as are qualified as tax-exempt, under Section 501(c)3 of the Internal 
Revenue Code or the corresponding provisions of a future United States Revenue Law. 
 
These Bylaws were adopted as and for the Bylaws of Oakdale Neighbors, a Michigan 
Non-Profit Corporation at a meeting of the Board of Directors held on August 1, 1996. 
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Articles of Incorporation 
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IRS Determination Letter 
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Fiscal Policies 

Michigan Charitable Solicitation License 

Finance/Fundraising 

Most Recent Audit Report  

Prior-Year Financial Report  

Current Annual Budget  

Budget Narrative 

Financial Statements 

Form 990  

Banking Resolutions  

Investment Policy  

Current Funder list 

Internal Control Policies (bookkeeping controls) 

Other Exemptions from Taxes 

Travel Reimbursements 

Other Reimbursements 

Financial Records/Data 

Fundraising Plan 

Fundraising Reports 
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Lists of Sources 

Lists of Donors 
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Debit Card Policies and Procedures 

Objectives 
1. To allow personnel access to efficient and alternative means of payment for 

approved expenses, especially expenses related to business travel and office 
supplies. 

2. To improve managerial reporting related to debit card purchases. 
3. To improve efficiency and reduce costs of payables processing. 

Policies 
1. Organization debit cards may be issued to staff with approval of the Board. 
2. Debit cards will only be used for business purposes. Personal purchases of 

any type are not allowed. 
3. Any debit card purchases over $300 must be approved by the Executive 

Director. Any debit card purchases over $500 must be approved by the Board 
Treasurer or President. 

4. The following purchases are not allowed: 
a. Alcoholic beverages/tobacco products 
b. Capital equipment and upgrades over $5,000 
c. Construction, renovation/installation 
d. Controlled substances 
e. Items or services on term contracts 
f. Maintenance agreements 
g. Personal items or loans 
h. Purchases involving trade-in of ministry property 
i. Rentals (other than short-term autos) 
j. Telephones, related equipment, or services 
k. Any other items deemed inconsistent with the values of the ministry 

5. Cash advances on debit cards are not allowed without written permission 
from the Executive Director or treasurer. 

6. Cardholders will be required to sign an agreement indicating they accept 
these terms. Individuals who do not adhere to these policies and procedures 
risk revocation of their debit card privileges and/or disciplinary action. 

Procedures 
1. Detailed receipts must be retained and submitted to the Executive Director 

within five days of the end of the month. In the case of meals and 
entertainment, each receipt must include the names of all persons involved in 
the purchase, and a brief description of the business purpose of the 
purchase, in accordance with Internal Revenue Service regulations. 

2. All receipts must have the appropriate account names and the associated 
amounts clearly indicated on the receipt or on an attached statement. Cards 
may be designated to have all expenses charged to a specific account 
number, with exceptions noted on the monthly statement, if desired. 
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3. Cardholders should make every effort to ensure that purchases do not include 
sales tax. Tax-exempt certificates are available from the Executive Director. 
Tangible personal property is property that can be touched and retained in 
one’s possession (excludes food, entertainment, and other consumables.) 
Services are works or activities performed by another for a fee (includes 
normal services such as personal services performed by professionals and/or 
non-professionals, but excludes lodging.) Sales tax may be paid for minimal 
expenditures from one-time vendors who refuse the exemption, but sales 
taxes should not be paid (select another vendor) where the purchases are for 
more substantial expenditures or are repetitively incurred. 

 
This text is provided with the understanding that ECFA is not rendering legal, 
accounting, or other professional advice or service. Professional advice on specific 
issues should be sought from an accountant, lawyer, or other professional. 
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Cardholder Agreement 
I,_________________________________ hereby acknowledge receipt of the following  
 
 
debit card: ______________________________________________________ 
      (type of debit card)   /    (debit card number)   
 
I understand that improper use of this card may result in disciplinary action, as outlined 

in the Oakdale Neighbors Policies and Procedures Manual, as well as personal liability 

for any improper purchases. As a cardholder, I agree to comply with the terms and 

conditions of this agreement, including the attached Debit Card Policies and Procedures 

agreement. I acknowledge receipt of said Agreement and Policies/Procedures and 

confirm that I have read and understand the terms and conditions.  

 

I will strive to obtain the best value for the Ministry when purchasing merchandise 

and/or services with this card. 

 

As a holder of this debit card, I agree to accept the responsibility and accountability for 

the protection and proper use of the card, as enumerated above. I will return the card to 

the Executive Director or Treasurer, upon demand, during the period of my 

employment. I further agree to return the card upon termination of employment. I 

understand that the card is not to be used for personal purchases. If the card is used for 

personal purchases or for purchases for any other entity, the Organization will be 

entitled to reimbursement from me of such purchases. The Organization shall be 

entitled to pursue legal action, if required, to recover the cost of such purchases, 

together with costs of collection and reasonable attorney fees. 

 

_______________________________________________ 
Signature        Date    
(Cardholder) 
 
 
________________________________________________ 
Signature     Date    
(Treasurer) 
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Oakdale Neighbors 

Worksheet for Tracking In-kind Donations 

In-Kind Donations for the Month of:  ____________________ 

Donor   Donation   
Dollar 
Value  Contact Person   

Thank 
You Note 

Sent?   
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Oakdale Neighbors 

Volunteer Hours Tracking Sheet 

 
Name:  ______________________________________________________________ 
 
Address:  ___________________________________________________________ 
 
Phone Number: ___________________ Email Address:  _______________________ 
 
Project/Site:  ________________________________________________________ 
 
 
 

Date 
Start 
Time 

End 
Time 

Total 
Hour
s 

Activity Signature 

      

      

      

      

      

      

 
 
 



 

 

Personnel Policies and Procedures 
 

Current Staff Members 
Name 

Years on 
Board/Staff 

Tom Bulten 2005-present 

Bruce Boman 2004-present 

David Bosch 2009-present 

Larrine Reinhart 2002-present 

 
Former Staff Members 

Deb Mitchell 2003-2005 

Marge Brewer 2002-2005 

April Hadley  

Syd Harvey  

Sarah Fischer  

Noah Menerey  

Sharon VanderKodde  

Deb Armstrong  

David Allen  

 



 

 

Organization Chart 

November 10, 2009  
 

 

Job Descriptions 

Staff Information Form 

Employment, Benefits and Compensation 

The executive director will make recommendations regarding employment issues to the 
board of directors. 
 
The Board of Directors will make decisions regarding hiring, dismissal, hours, 
compensation rates. 
 
The employee and his or her supervisor will agree to a work plan and a normal number of 
hours per week to achieve the goals of the work plan. 

Executive Director 

Board of Directors 

Program 
Manager 

Mars-Bros 
Mentoring 

Coordinator 

AmeriCorps 
Member 

Boston 
Square 

Community 
Bikes 



 

 

Performance Management Policies 

Staff Evaluation Guidelines 



 

 

Staff Evaluation Form 
Job Goals and Responsibilities Achievements and Results 

  

 
1. Technical Knowledge 

1. I understand the mission of Oakdale Neighbors and seek to fulfill it. 
  Never  Sometimes  Often  Always 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

2. I understand key community development principles such as relocation, reconciliation, 
redistribution, empowerment, and so on. 

  Never  Sometimes  Often  Always 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

3. I understand specific community development problems or opportunities as appropriate 
(such as crisis relief, asset development, community-building, health, housing, education, 
employment/livelihood, and so on). 

  Never  Sometimes  Often  Always 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

4. I creatively develop ideas for new programs or for improving the organization. 
  Never  Sometimes  Often  Always 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 



 

 

2. Managing Resources 
1. I make decisions, solve problems, and seek guidance as appropriate. 
  Never  Sometimes  Often  Always 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

2. I prioritize, plan, and complete projects and tasks on time. 
  Never  Sometimes  Often  Always 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

3. I effectively gather and organize data, files, supplies, information and other resources. 
  Never  Sometimes  Often  Always 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

3. Relationships 
1. I am respectful of coworkers, neighbors, and others and work cooperatively with them. 
  Never  Sometimes  Often  Always 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

2. I communicate effectively verbally and in writing. 
  Never  Sometimes  Often  Always 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

4. What I enjoy most about my work is… 
_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

5. What I enjoy least about my work is… 
_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

 (In what ways can this be changed?_________________________________________________________________________) 

6. My greatest strengths are… 
_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

7. My program and performance goals for the next 12 months include… 
_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

 



 

 

Dismissal Policies 

Time Tracking 

Employees are free to work flexible hours, but should communicate weekly with other 
members of the team about work schedules.  Employees and volunteers will collaborate to 
maintain certain “open hours” for the office. 

Employees will monitor their hours, recording hours worked each day by Program Class. 

An employee that works more than agreed hours per week may choose to bank the extra 
hours for later use.   

Special Recognitions 

Employees and board members that leave the organization may receive an appropriate, 
modest gift from the organization. 

Vacations 

Each employee is eligible for 2 weeks worth of regularly scheduled hours of paid vacation 
per year. 

Holidays 

Holiday Pay is paid for the regularly scheduled hours that fall on the regular scheduled 
work days that fall on New Years Day, Martin Luther King Holiday, Memorial Day, July 4, 
Labor Day, Thanksgiving, and Christmas.  If the staff starts working on Fridays then add 
Good Friday to this as well. 

Dismissal Policies 

Snow Days 

Telephone Coverage 

 



 

 

Executive Director Assessment Guidelines  

The main objective of the Executive Director assessment process is to encourage self-
discovery, professional development, and performance improvement. The assessment 
process provides one of the few opportunities the executive has to obtain insight into his or 
her strengths, limitations, and overall performance. It provides the board and chief 
executive with an opportunity to discuss and agree upon the executive’s priorities for the 
year ahead — as distinct from the organization’s priorities — and helps to ensure that 
everyone shares common expectations for performance. 

Annual performance expectations should be created with the mutual understanding and 
agreement of the board and the chief executive. 

Criteria for Annual Performance Expectations 

SMART objectives are useful guidelines in setting up meaningful expectations. This means 
that they should be  

·  Specific, to clearly define boundaries that provide an incentive and an opportunity to 
reach higher.  

·  Measurable, to allow everyone to follow the progress, see when goals have been 
met and how well they were accomplished.  

·  Agreed-upon, to remain fair and acceptable to both parties.  
·  Realistic, to make them attainable with available resources and to keep the 

evaluation reasonable.  
·  Time-based, to clarify when results are expected.  

The Assessment Process 

The following step-by-step assessment journey is adapted from the BoardSource topic 
paper “It's Lonely at the Top: Why Board Assessment of the Chief Executive is Critical to 
the Executive's - And the Organization's - Success” by Joshua Mintz. 

1. Agree to conduct the assessment.  The assessment process can be initiated by either 
the board or the chief executive. The board and the chief executive should have an 
opportunity to discuss the assessment and whenever possible, the chief executive should 
have input into the design of the process. 

2. Decide how the assessment will be conducted. Some boards hold interviews with 
every board member to obtain input. Others use surveys that ask board members to rate 
performance in specific areas. Open-ended questionnaires provide another vehicle for 
board member input, though they require more effort on the part of board members in both 
responding to the survey and summarizing the findings. The best assessment process is 
the one that fits the needs and culture of your organization. 



 

 

3. Agree on what will be asked.  The board (or subgroup of the board), along with the 
chief executive should develop the assessment questions and ensure that they are relevant 
and appropriate to the organization. The chief executive’s job description and annual 
performance goals are the place to start. The questions should focus on the chief 
executive’s annual goals, his or her core roles and responsibilities, and the personal 
leadership skills that the board and executive feel are essential for success in the position. 
Open-ended questions that focus on the chief executive’s greatest successes over the past 
year and suggested priorities for the year ahead also make great questions. Often, the 
process of identifying the questions - and determining what the board really thinks is critical 
- is the most important and enlightening part of the assessment process. 

4. Conduct the assessment and analyze the results.  Distribute the assessment 
instrument to board members and the chief executive (or complete the interviews). The 
chief executive should answer the same questions as board members in order to provide a 
common language for discussion and a basis for comparison between the board’s and the 
executive’s perceptions of his or her strengths, limitations, and performance over the past 
year. The information should be compiled and reported in a way that promotes candor and 
ensures anonymity. 

5. Review the results with the chief executive and develop an action plan for the 
upcoming year.  For the assessment process to have real value, it is essential that the 
board chair, the executive committee, or another assigned board member sit down with the 
chief executive and discuss the results. What are the major strengths to be built upon? 
What areas of weakness need to be addressed? What are the critical priorities for the year 
ahead? While the assessment results provide a starting point for discussion, the primary 
focus of the conversation should be on the future: What will the chief executive do over the 
upcoming year to address these issues and improve his or her performance - and how can 
the board be most supportive in this effort? 

 



 

 

Executive Director Evaluation Form 

Executive Transition Plan 

Selection of the Chief Executive 
The board has the responsibility to undertake a carefully planned search process when the 
position of chief executive is vacant. The responsibility of choosing the chief executive has 
the single greatest impact on the organization’s development and effectiveness. 
 
The board must establish clear objectives and clarify expectations for at least the first year 
of the new chief executive’s service, delineate board functions as distinct from those of the 
chief executive and staff, and provide an adequate compensation package and other 
employment terms. 
 

Statement 
Annually, as part of the chief executive performance review, the chief executive discusses 
his or her succession plan with the executive committee.  The chief executive and 
executive committee ensure the organization always has in place: 

�  An up-to-date chief executive position description 
o identify the critical functions of the executive job, designate an emergency 

back-up for each function, and prepare the organization for both planned 
and unplanned executive transitions or vacancies. 

�  A current strategic and operating plan 
�  An operating budget that includes adequate salary and benefits to attract a competent 

successor 
�  Funds available for a transition 

o Fundraising and business relationships can also be institutionalized by 
bringing board members and other staff into relationships now held only 
by the ED. 

�  Knowledge of best practices in executive recruitment 
 
Revised by Oakdale Neighbors Board 

date ____________________ 

 

Proposed by Jane Kreha 
Johnson Center for Philanthropy 
July 14, 2008 
 



 

 

Emergency Succession Plan  

Procedure for the Appointment of an Acting Executive Director in the Event of an 
Unplanned Absence of the Executive Director 

*Areas for discussion are highlighted 

Rationale  

In order to ensure the continuous coverage of the executive duties of Oakdale Neighbors and its 
services, the Board of Directors is adopting the following policies and procedures for the temporary 
appointment of an Acting Executive Director in the event of an unplanned and extended absence of 
the Executive Director. 

The Board of Oakdale Neighbors believes that due diligence in exercising its governance functions 
requires that it have an emergency executive succession plan in place. It is expected that this plan 
will ensure continuity in external relationships and in staff functioning. 

 

Priority functions of the Executive Director positi on at Oakdale Neighbors  

Among the duties listed in the attached position description, the following are the key executive 
functions to be covered by the acting director: 

�  Serve as the organization’s principal leader, representative, and spokesperson to the greater 
community 

�  Support the Board of Directors 

- ensure integrity and strength of Board leadership and address issues around clarity of role, 
governance, bylaws/policies, corporate structure, and membership 

- assist with recruitment and orientation of new Board members 

- prepare Executive reports to Board of Directors and Executive Committee and attend 
various Committee meetings 

�  Convene and lead the management staff 

�  Participate in recruitment, interview, selection and evaluation process for directly supervised staff 
and other key executive level positions 

�  Strategize organizations’ short-range and long-range program and project goals: 

- identify overall resource development goals and fund raising plan 

- establish, maintain, and cultivate relations with donors, foundations, and other resources to 
support organizational programs and activities 

- maintain accountability for current year operating budget and for financial performance of 
portfolio 

 



 

 

Succession plan in event of a temporary, unplanned absence -- SHORT-TERM  

�  Definitions 

- A temporary absence is one in which it is expected that the Executive Director will return to 
his position once the events precipitating the absence are resolved. 

- An unplanned absence is one that arises unexpectedly, in contrast to a planned leave, 
such as a vacation or a sabbatical. 

- A short-term absence is 3 months or less. 

�  Who may appoint the Acting Executive Director 

- The Board of Directors authorizes the Executive Committee to implement the terms of this 
emergency plan in the event of the unplanned absence of the Executive Director. 

- In the event of an unplanned absence of the Executive Director, the Deputy Director (or the 
highest ranking staff member) shall immediately inform the Chair of the Executive 
Committee of the absence. 

- As soon as is feasible, the Chair shall convene a meeting of the Executive Committee to 
affirm the procedures prescribed in this plan or to make modifications the Committee deems 
appropriate. 

�  Standing appointee to the position of Acting Executive Director 

The position description of the Deputy Director (or other highest ranking staff member) specifies 
that he/she shall serve as Acting Executive Director in the absence of the Executive Director. 

�  First and second back-ups for the position of Acting Executive Director 

Should the Deputy Director be unable to act as Acting Executive Director, the first back-up 
appointee will be the ____________. The second back-up appointee will be_____________. 

�  In the event the standing appointee, the Deputy Director, is new to the deputy position and fairly 
inexperienced with Oakdale Neighbors , the Executive Committee may decide to appoint one of 
the back-up appointees to the acting executive position. The Executive Committee may also 
consider the option of splitting executive duties among the designated appointees. 

�  Cross-training plan for appointees 

The Executive Director, with assistance from the Deputy Director, shall develop a plan for training 
the three potential appointees in each the priority functions of the Executive Director which are 
listed above (section 2). The training plan will be attached to this document when the plan is 
completed. The director of human resources shall have the responsibility of handling the logistics 
of the plan’s implementation. 

�  Authority and restrictions of the appointee 

The person appointed as Acting Executive Director shall have the full authority for decision 
making and independent action as the regular Executive Director.   

�  Compensation 

The Acting Executive Director shall receive a temporary salary increase to the entry level salary 
of the executive director position or to 5% above his/her current salary, whichever is greater. 

�  Board committee responsible for oversight and support to the Acting Executive Director 



 

 

As with an Executive Director, the Executive Committee of the Board will have responsibility for 
monitoring the work of the Acting Executive Director. The Executive Committee will also be alert 
to the special support needs that of the executive in this temporary leadership role. 

�  Communications plan 

As soon as possible after the Acting Executive Director has begun covering an unplanned 
absence, Board members and the Acting ED shall communicate the temporary leadership 
structure to the following key supporters external to Oakdale Neighbors:  

- Government contract officers 

- Foundation program officers 

- Civic leaders 

- Major donors 

Succession plan in event of a temporary, unplanned absence -- LONG-TERM.  

�  Definition 

- A long term absence is one that is expected to last more than 3 months 

�  Procedures 

- The procedures and conditions to be followed shall be the same as for a short term 
absence with one addition: 

The Executive Committee will give immediate consideration, in consultation with the Acting 
Executive Director, to temporarily backfilling the management position left vacant by the 
Acting Executive Director. This is in recognition of the fact that for a term of more than 3 
months it may not be reasonable to expect the Acting Executive Director to carry the duties 
of both positions. The position description of a temporary manager would focus on covering 
the priority areas in which the Acting Executive Director needs assistance. 

Succession plan in event of a PERMANENT unplanned a bsence.  

�  Definition 

- A permanent absence is one in which it is firmly determined that the Executive Director will 
not be returning to the position. 

�  Procedures 

- The procedures and conditions shall be the same as for a long-term temporary absence 
with one addition: 

The Board of Directors shall appoint a Transition and Search Committee to plan and carry 
out a transition to a new permanent executive director. 

Approvals and maintenance of record  

�  Succession plan approval 

This succession plan will be approved by the Executive Committee and forwarded to the full 
Board of Directors for its vote and approval. This plan should be reviewed annually. 

�  Signatories 

This plan shall be signed by the Board President, the Executive Director, and the appointees 
designated in this plan. 



 

 

�  Maintenance of record 

Copies of this plan shall be maintained by the Board President, the Executive Director, the 
Deputy Director, the two back-up appointees, the human resources department, and the 
Oakdale Neighbors corporate attorney. 

�  Attachments 

Two organizational charts shall be prepared and attached to this plan reflecting: 

- staffing positions and lines of authority/reporting throughout the organization.  

- structural changes within the context of an emergency/unplanned absence of the 
Executive Director. 

      Completed Information and Contact Inventory 

 

 

_________________________________________________  _______________ 
  
Tom Bulten, Executive Director      Date   
 
 
_____________________________________________________  ________________ 
Tim VandeKodde, Board President      Date 

 

 

 

 

 

 

 

 

 

 

Revised by Oakdale Neghbors Executive Committee 

date _____________________________ 

 

Proposed by Jane Kreha 
Johnson Center for Philanthropy 
July 14, 2008 



 

 

Whistleblower Protection Policy 

General 
Oakdale Neighbors  Code of Ethics and Conduct (“Code”) requires directors, officers, and 
employees to observe high standards of business and personal ethics in the conduct of 
their duties and responsibilities. As employees and representatives of the organization, we 
must practice honesty and integrity in fulfilling our responsibilities and comply with all 
applicable laws and regulations. 

Reporting Responsibility 
It is the responsibility of all directors, officers, and employees to comply with the Code and 
to report violations or suspected violations in accordance with this Whistleblower Policy.  

No Retaliation 
No director, officer, or employee who in good faith reports a violation of the Code shall 
suffer harassment, retaliation, or adverse employment consequence. An employee who 
retaliates against someone who has reported a violation in good faith is subject to discipline 
up to and including termination of employment. This Whistleblower Policy is intended to 
encourage and enable employees and others to raise serious concerns within the 
organization prior to seeking resolution outside the organization. 

Reporting Violations 
The Code addresses the organization’s open-door policy and suggests that employees 
share their questions, concerns, suggestions, or complaints with someone who can 
address them properly. In most cases, an employee’s supervisor is in the best position to 
address an area of concern. However, if you are not comfortable speaking with your 
supervisor or you are not satisfied with your supervisor’s response, you are encouraged to 
speak with someone in the human resources department or anyone in management who 
you are comfortable approaching. Supervisors and managers are required to report 
suspected violations of the Code of Conduct to the organization’s compliance officer, who 
has specific and exclusive responsibility to investigate all reported violations. For suspected 
fraud, or when you are not satisfied or uncomfortable with following the organization’s 
open-door policy, individuals should contact the organization’s compliance officer directly. 

Compliance Officer 
The organization’s compliance officer is responsible for investigating and resolving all 
reported complaints and allegations concerning violations of the Code and, at his or her 
discretion, shall advise the chief executive and/or the audit committee. The compliance 
officer has direct access to the audit committee of the board and is required to report to the 
audit committee at least annually on compliance activity. The organization’s compliance 
officer is the chair of the audit committee.  



 

 

Accounting and Auditing Matters 
The audit committee of the board shall address all reported concerns or complaints 
regarding corporate accounting practices, internal controls, or auditing. The compliance 
officer shall immediately notify the audit committee of any such complaint and work with the 
committee until the matter is resolved. 

Acting in Good Faith 
Anyone filing a complaint concerning a violation or suspected violation of the Code must be 
acting in good faith and have reasonable grounds for believing the information disclosed 
indicates a violation of the Code. Any allegations that prove not to be substantiated and 
which prove to have been made maliciously or knowingly to be false will be viewed as a 
serious disciplinary offense. 

Confidentiality 
Violations or suspected violations may be submitted on a confidential basis by the 
complainant or may be submitted anonymously. Reports of violations or suspected 
violations will be kept confidential to the extent possible, consistent with the need to 
conduct an adequate investigation.  

Handling of Reported Violations 
The compliance officer will notify the sender and acknowledge receipt of the reported 
violation or suspected violation within __ business days. All reports will be promptly 
investigated and appropriate corrective action will be taken if warranted by the 
investigation.  
 
_____________________________________________________  
  Audit Committee Compliance Officer 
 
_____________________________________________________  
  Management Staff 
 
 
 

Revised by Oakdale Neighbors Board 

date ___________________ 

 

Proposed by Jane Kreha 
Johnson Center for Philanthropy 
June 26, 2008 
 

 



 

 

Commitment to a Drug-Free Workplace 

Oakdale Neighbors is committed to providing a drug-free workplace by: 
(a) Publishing a statement notifying employees that the unlawful manufacture, distribution, 

dispensing, possession or use of a controlled substance is prohibited in the Oakdale 
Neighbors’ workplace and specifying the actions that will be taken against employees 
for violation of such prohibition; 

(1) This page is to be this statement. 

(2) Violation of this prohibition will result in the initiation of Oakdale Neighbors’ 
discipline process as specified herein. 

(b) Establishing a drug-free awareness program to inform employees about -- 

(1) The dangers of drug abuse in the workplace; 

(2) The grantee's policy of maintaining a drug-free workplace; 

(3) Any available drug counseling, rehabilitation, and employee assistance programs; 
and 

(4) The penalties that may be imposed upon employees for drug abuse violations 
occurring in the workplace; 

(c) Making it a requirement that each employee to be engaged in the performance of an 
appropriate grant be given a copy of the statement required by paragraph (a); 

(d) Notifying the employee in the statement required by paragraph (a) that, as a condition of 
employment under an appropriate grant, the employee will -- 

(1) Abide by the terms of the statement; and 

(2) Notify the employer of any criminal drug statute conviction for a violation occurring 
in the workplace no later than five days after such conviction; 

(e) Notifying an appropriate granting agency within ten days after receiving notice under 
subparagraph (d)(2) from an employee or otherwise receiving actual notice of such 
conviction; 

(f) Taking one of the following actions, within 30 days of receiving notice under 
subparagraph (d)(2), with respect to any employee who is so convicted -- 

(1) Taking appropriate personnel action against such an employee, up to and 
including termination; or 

(2) Requiring such employee to participate satisfactorily in a drug abuse assistance or 
rehabilitation program approved for such purposes by a Federal, State, or local 
health, law enforcement, or other appropriate agency; 

(g) Making a good faith effort to continue to maintain a drug-free workplace through  
implementation of paragraphs (a), (b), (c), (d), (e) and (f) 

(adapted from federal Form AD-1049 (2/98) 



 

 

Discipline Process 

Positive Discipline 

Positive discipline is a process that focuses on the early correction of a problem and holds 
the employee responsible for solving the problem. The intent of positive discipline is to 
encourage self-discipline by the employee. 

Positive discipline follows three steps: first meeting, second meeting and decision-making 
leave. 

Steps of Positive Discipline 

i. First Meeting 

When a problem arises, the employee and the supervisor meet to discuss the situation and 
to engage in a problem solving process. 

·  The supervisor provides an oral reminder of performance and behaviour 
expectations. 

·  The supervisor and the employee then use a problem solving approach to find an 
appropriate solution for the situation. 

·  The aim is for the employee to identify a suitable solution to the problem and to 
commit to making the necessary changes. 

·  There is no discussion of further action, if the situation is not corrected. 
·  Positive reinforcement such as praise is used if the problem is corrected. 

Documentation: 

·  The supervisor documents the conversation but does not put a copy on file unless 
there is another incident. 

ii. Second Meeting 

A second meeting is held if the changes that the employee agreed to are not made. 

·  The aim of this meeting is to determine why the changes have not been made by the 
employee as agreed to and to restate that the problem must be solved by the 
employee. 

·  A written reminder of the agreed to solution or a new solution is given to the 
employee that confirms that the employee is responsible for improving as agreed to 
and that correcting the problem is a condition of continued employment. 

·  Again, the supervisor obtains the employee's commitment to solve the problem. 



 

 

·  The supervisor provides frequent feedback on the employee's effort to solve the 
problem including praise both verbally and in writing for positive changes made by 
the employee. 

Documentation: 

·  The written reminder is place in the employee's file. 
·  Feedback given to the employee is documented 

iii. Decision-making Leave 

The employee is given leave for a day, with pay, to decide if s/he wants to continue to work 
for the organization given the standard of performance or behavior that is expected. 

·  The employee is asked to return the next day with a decision about his/her future. 
·  If the employee returns and is committed to making the necessary changes, time is 

given for him or her to do so. 
·  If the employee does not want to make the commitment, s/he may decide to quit or 

the organization can start a termination process. 

Documentation: 

·  The written notice requiring the employee to take a decision-making leave 
·  A summary of the employee's decision, upon return to work 
·  If the employee wants to improve: Goals and expectations agreed to by the 

employee and supervisor, along with the time commitment for accomplishing the 
goals 

·  If the employee does not commit to improving start the termination process and 
document all actions taken. 

Other Issues Regarding Documentation 

·  If a positive discipline process requires a second meeting, or for each step of a 
progressive discipline process, it is important to fully document the situation and 
retain all documentation in the employee's confidential file. 

·  For each incident create a factual document that contains information such as: 
o the employee's name 
o others who were involved in the situation 
o where and when the incident took place including date, day and time 
o documentation of the problem including a factual account of what happened 

and why it was a problem 
o changes that are required to correct the problem 
o the date by which the change/improvement must be made 
o the consequences of not making the necessary change 
o date the documentation was written up 
o the signature of the manager/supervisor who wrote up the documentation 



 

 

·  Place the documentation of the incident in the employee's personnel file 
·  Remember that all employees have the right to read their own personnel file. The 

documentation of an incident that is kept on file should not contain information that 
has not been addressed with the employee. 

·  If discipline results in a termination, your organization may be faced with a law suit. 
All documentation will then be read by others. For this reason it is very important to 
verify details, document facts, and avoid emotional or editorial comments in any 
documentation. 

http://www.hrcouncil.ca/people/pg004_e.cfm 

 

Other Policies and Information 

Oganization Code of Ethics 

It is the policy of Oakdale Neighbors that its employees and board members uphold the 
highest standards of ethical, professional behavior.  To that end, these employees and 
board members shall dedicate themselves to carrying out the mission of this organization 
and shall: 
 

1. Hold paramount the safety, health and welfare of the public in the performance of 
professional duties. 

2. Act in such a manner as to uphold and enhance personal and professional honor, 
integrity and the dignity of the profession. 

3. Treat with respect and consideration all persons, regardless of race, religion, 
gender, maternity, marital or family status, disability, age or national origin. 

4. Engage in carrying out (name of organization)’s mission in a professional manner. 

5. Collaborate with and support other professionals in carrying out (name of 
organization)’s mission. 

6. Build professional reputations on the merit of services and refrain from competing 
unfairly with others. 

7. Recognize that the chief function of (name of organization) at all times is to serve the 
best interests of its constituency. 

8. Accept as a personal duty the responsibility to keep up to date on emerging issues 
and to conduct themselves with professional competence, fairness, impartiality, 
efficiency, and effectiveness. 

9. Respect the structure and responsibilities of the board of directors, provide them 
with facts and advice as a basis for their making policy decisions, and uphold and 
implement policies adopted by the board of directors. 



 

 

10. Keep the community informed about issues affecting it. 

11. Conduct organizational and operational duties with positive leadership exemplified 
by open communication, creativity, dedication, and compassion. 

12. Exercise whatever discretionary authority they have under the law to carry out the 
mission of the organization. 

13. Serve with respect, concern, courtesy, and responsiveness in carrying out the 
organization’s mission. 

14. Demonstrate the highest standards of personal integrity, truthfulness, honesty, and 
fortitude in all activities in order to inspire confidence and trust in such activities. 

15. Avoid any interest or activity that is in conflict with the conduct of their official duties. 

16. Respect and protect privileged information to which they have access in the course 
or their official duties. 

17. Strive for personal and professional excellence and encourage the professional 
developments of others. 

Diversity Plan 

Oakdale Neighbors will actively seek employees that live in the Oakdale Neighborhood and 
reflect the ethnic and economic composition of the neighborhood. 

Office Forms 

Use of Oakdale Neighbors’ Resources 

Building at 1260 Kalamazoo SE 
The building may be used by other organizations or individuals.  
 
Name of Organization: _________________________________________ 

Person Responsible:____________________________________________ 

Address: ____________________________________________________ 

Telephone: _______________________ Email: 

__________________________________ 

Purpose of Use: 

_______________________________________________________________ 

Date(s): 

_____________________________________________________________________ 



 

 

Time(s): 

_____________________________________________________________________ 

Oakdale Neighbors’ Person Responsible: 

____________________________________________ 

 
1. User agrees to assume full responsibility for any and all damages and/or misuse of 

the facility which may occur during the specified lease period. 

2. User agrees to pay in full all damages, excess cleaning charges and/or other misuse 
fees determined to be the responsibility of the lessee. Failure to make prompt 
payment of charges will result in suspension of future privileges to use the building. 

3. User agrees to release Oakdale Neighbors, its officers, employees and agents from 
all claims for any injury, bodily harm or property damage arising from use of the 
facility.  

4. All user’s personal property on said premises shall be at the risk of the renter. 
Oakdale Neighbors or Oakdale Neighbors’ agent shall not be liable for any damage, 
either to person or property, sustained by user or others, caused by any defects now 
in said neglect of any other persons, including Oakdale Neighbors or employees, or 
due to the happening of any accident from whatsoever cause in and about said 
Building. User agrees to defend and hold Oakdale Neighbors and Oakdale 
Neighbors’ agent harmless from any and all claims for damages suffered or alleged 
to be suffered in or about the leased premises by any persons, firm or corporation. 

5. Users must take reasonable precautions to ensure the building is kept clean and 
undamaged. Users are responsible for any damages done during the use of the 
building and will be billed for these damages or unusual cleaning costs. 

 
________________________________________  ________________________ 
  Signature       Date 
 
________________________________________ 
  Printed Name 
 
 

Vehicle 
Oakdale Neighbors will compensate employees, board members, volunteers and others for use of a 
personal vehicle for organizational businesses at the current IRS for-profit mileage rate if the use of 
the personal vehicle is approved in advance by the Executive Director. 
 
Employees, board members and others may request use of the Oakdale Neighbors’ vehicle for 
personal business from the Executive Director.  The person using the vehicle will compensate 
Oakdale Neighbors for use of the vehicle at the current IRS for-profit mileage rate. 



 

 

Photocopy machine and other equipment 

 



 

 

Information and Contact Inventory 

 Onsite Location Offsite Location Online URL 

Nonprofit Status     

IRS Determination Letter    

IRS Form 1023    

Bylaws    

Mission Statement    

Board Minutes    

Corporate Seal     

    

Financial Information     

Employer Identification 

Number (EIN) #:  

   

Current and previous    

Form 990s    

audited financial statements    

Financial Statements (if not    

part of the computer system    

and regularly backed-up)    

State or District Sales-Tax    

Exemption Certificate    

Blank Checks    

Computer passwords     

Donor Records    

Client Records    

Vendor Records    

Volunteer Records*    

 
*Note: Nonprofits that are heavily volunteer-based may need to know the following information about 
their volunteers who they are, how to contact them (home/work phone, email, cell, etc.), where they 
live/work, expertise, special skills, or any inform ation related to their usefulness or willingness to  help 
the agency (for example, volunteer Jane Doe can wal k to our satellite office, lift heavy boxes and 
knows CPR). 



 

 

Auditor 

Name: ______________________________________________________________  

Phone Number/Email:________________________________ _________________  
 
Bank 

Name(s):___________________________________________ _________________  

Account Numbers: ___________________________________ ________________  

Branch Representative(s): __________________________ ___________________  

Phone Number: ______________________________________ ________________  

Fax:________________________________________________________________  

Email: _____________________________________________ _________________  
 
Investments 

Financial Planner / Broker Company _________________ ___________________  

Representative Name: _______________________________ _________________  

Phone Number: ______________________________________ ________________  

Email: _____________________________________________ _________________  
 
Who is authorized to make transfers? Who is authori zed to make wire transfers?  Are there 
alternatives? 

__________________________________________________________________________________________  

__________________________________________________________________________________________  
 
Who are the authorized check signers? 

__________________________________________________________________________________________  
 
Is there an office safe? Who has the combination/ke ys? 

__________________________________________________________________________________________  
 
Legal Counsel  

Attorney 

Name: ______________________________________________________________  

Phone Number: ______________________________________ ________________  

E-mail: ____________________________________________ _________________  



 

 

Human Resources Information  
 Onsite Location Offsite Location Online URL 
Employee Records/ 
Personnel Info* ��� �  _______________ ��� �  ________________ ��� �  _________________ 
*Names, home addresses, phone numbers, email, emerg ency contacts, etc. 
 
I-9s ��� �  _______________ ��� �  ________________ ��� �  _________________ 

Payroll 

Company Name: ______________________________________ _______________  

Account Number: ____________________________________ ________________  

Payroll Rep: _______________________________________ __________________  

Phone Number: ______________________________________ ________________  

Email: _____________________________________________ _________________  
 
 
Facilities Information  
Office Lease (for renters) ��� �  ___________________ ��� �  ____________________ 
 
Building Deed (for owners) ��� �  ___________________ ��� �  
____________________ 
 
Building Management 

Company Name: ______________________________________ _______________  

Contact Name:______________________________________ _________________  

Phone Number/Email:________________________________ _________________  
 
Office Security System 

Company Name: ______________________________________ _______________  

Account Number _____________________________________ ________________  

Representative Phone Number/Email: _________________ __________________  

Broker Phone Number/Email: _________________________ _________________  
 
 



 

 

Insurance Information 
General Liability / Commercial Umbrella 
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email: ______________  
 
Directors & Officers Liability 
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email: ______________  
 
Health Insurance 
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email: ______________  
 
Unemployment Insurance  
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email: ______________  
 
Workers’ Compensation   
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email: ______________  
 
Disability Insurance (short-term) 
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email: ______________  
 
Disability Insurance (long-term) 
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email: ______________  
 
Life Insurance 
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email: ______________  

 
Dental 
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email:_______________  
 
Long Term Care 
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email:_______________  
 
Retirement Plan 
Company/Underwriter: ____________________  
Policy Number ___________________________  
Representative Phone Number/Email: _______  
Broker Phone Number/Email:



 

 85 

Date of Completion for Information and Contact Inventory: __________________________ 
 
Name of Person Completing Document: ___________________________________________ 
 
 
 
Signatures of Approval for Oakdale Neighbors    
 
_________________________________________________________________ 
  Board Chair       Date 
 
_________________________________________________________________ 
  Executive Director      Date 
 
_________________________________________________________________ 
  Dep. Dir/HR Dir/Other staff member    Date 
 
_________________________________________________________________ 
  Individual Selected as Acting Executive Director  Date 
 
_________________________________________________________________ 
  Acting Executive Director’s Current Title    
 
 

 

Proposed by Jane Kreha 
Johnson Center for Philanthropy 
July 14, 2008 
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Guidelines for Planning Annual Retreat 

Engaging in an annual retreat can allow the board to think strategically and creatively, 

tackle difficult issues, improve relationships among members, and improve productivity.  

The Board Development committee, with input from the Executive Director and Board 

Chair, is responsible for planning the retreat.  This may or may not include engaging the 

services of a facilitator. 

Tips for planning a successful retreat:  

Set realistic objectives.  Allow time to address a few issues in depth rather than 
trying to cover too many topics in a short time.  Set achievable retreat goals and 
use the retreat to develop initiatives and plans that can actually be implemented. 

Address meaningful topics.   Avoid discussing routine business or issues that 
can dealt with at regular board meetings, through committees, or by staff. 

Engage the participation and input of all board mem bers.   You may even 
want to include people from the organization’s constituencies if they have a stake 
in the issues being addressed at the retreat. 

Tailor activities  to the specific culture and structure of the board and 
organization. 

Be flexible  enough in format to allow time for participants to explore ideas that 
may come up during the retreat. 

Make it enjoyable  for everyone involved, providing plenty of opportunities for 
participants to socialize and strengthen their relationships with one another.  
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Appendices 

Office Forms 

Past Board Minutes 

Prior Year Annual Reports 

Current Year Action Plan 

Brochures, articles, etc. 

Glossary of Terms 

Vision 
Purpose 
Mission 
Objective 
Process Objective 
Results Objective 
Output 
Outcome 
Strategy 
Program 
Project 
Action or Activity 
Community 
Development 
Community development 
Community organizing 
Community service 
Effectiveness 
Efficiency 
Capability 
Capacity 
 


