














Copyright and Disclaimer Statement 

Production of the Board Agenda Template has been made possible through financial contributions by the HIV and Hepatitis C Programs (HHP), Ontario Ministry of Health. 
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Notes on Setting an Effective Board Agenda

Structuring Your Meeting

1. Effective Board Agendas have three main categories of business:

a) Information items – matters in which there is no decision required at the current meeting and where discussion is not anticipated. These items can go into a consent agenda, where they are approved as one item.  Any Board member may request removal of an item in the consent agenda for discussion. 
Note:  If you use a consent agenda you need a motion to approve it as presented
b) Decision items – Board is required to reach a decision in the meeting.
c) Discussion items – items where a future decision will likely be required and they are placed on the agenda so either Board committees or management can receive the advice and input of the Board before a final recommendation is brought forward.
2. The agenda for the in-camera portion will usually follow a similar format. However, as it is a continuation of the meeting, there is no call to order or declaration of quorum.  There may be another call for conflicts of interest related to the in-camera portion of the meeting.  Some boards may hold the in-camera portion first.  If a motion is required it needs to be reflected in the Board meetings minutes (note: a motion is most often required, unless your bylaws/policies say something else).
Using Your Board Agenda to Make Meetings Accessible and Equitable
Centering accessibility and equity in your Board agenda supports Boards to moves towards shared power, inclusion of different ways of knowing, relationship-building alongside decision-making and the creation of intentional space for voices that are often sidelined.  Top tips for leveraging your Board meeting agenda to enhance accessibility and equity include:

1. Share materials well in advance.
2. Check your language – Write agenda items simply so everyone can understand them. 
3. Clearly label the purpose of each item – make sure members know what they are doing to be getting information on, discussing and deciding on, so they can be prepared.
4. Prioritize what truly needs board input – don’t overload the agenda, as it may prevent people from feeling like they can process their thoughts and ideas in enough time to participate. Recognize that people participate at different speeds for different reasons. In particular, give enough time on the agenda for the decision items.
5. Include brief context for each item – be prepared to very briefly say why item is on the agenda and what kind of decision needs to be made.
6. Sequence items intentionally - put important discussions early in the agenda (when energy is highest) so everyone can engage when they are most able.
7. Use timekeeping that balances structure with flexibility (e.g., using ranges allows for discussion and different voices to emerge (i.e., 5 – 10 minutes and not 7:00 – 7:05)
8. Build in participation moments - Design the agenda to include pauses, roundtables, or structured input points; don’t only use an open discussion.
9. Build in an agenda item on board process as an ongoing practice – every other meeting, take 5 minutes and ask how the way meetings are structured can be improved.  Do NOT rely on this as the only way to get feedback – people need a confidential space to share what they are experiencing as well.



[Name of organization]
Board of Directors Meeting 
[DATE and TIME] *time ranges below are for a 90-minute meeting (low end) to a 120-minute meeting (high end)
[Location – address and/or virtual meeting link]
	Time
	Item

	Lead
	Agenda Item 
	Action
	Related Documents

	
	
	
	
	Info-rmation
	Discussion 
	Decision
	

	10 – 15 minutes

	1.0
	
	Call to Order
	
	
	
	

	
	1.1
	
	Welcome, Land Acknowledgement, Solidarity Statements and Introductions
	
	
	
	

	
	1.2
	
	Review of commitments (if any) and short check-in if possible
	
	
	
	

	
	1.3
	
	Mission Moment
	
	
	
	

	
	1.4
	
	Declaration of Conflict of Interest
	
	
	
	

	
	1.5
	
	Quorum
	
	
	
	

	
	1.6
	
	Review and Approval of Agenda
	
	
	
	

	Consent Agenda

	5 – 10 minutes
	2.0
	
	Verification and approval of the previous Board minutes
	
	
	
	

	
	2.1
	
	Final Approval of any items already vetted at previous meetings
	
	
	
	

	
	2.2

	
	Approval of Committee Reports (information only)
	
	
	
	

	Reports, Decisions, and Discussion (or can be called Key Reports and Board Actions) 

	50 – 60 minutes
	3.0
	
	Executive Director’s Report to the Board
	
	
	
	

	
	3.1
	
	Items Removed from Consent Agenda (if any)
	
	
	
	

	
	3.2
	
	(Unfinished) Business arising from previous meeting minutes (not otherwise covered on agenda) needing discussion or decision
	
	
	
	

	
	3.3
	
	Matters requiring decision: First item
	
	
	
	

	
	3.4
	
	Matters requiring decision: Second item
	
	
	
	

	
	3.5
	
	Matters for discussion: First item
	
	
	
	

	
	3.6
	
	Matters for discussion: Second item
	
	
	
	

	Strategy

	15 - 20 minutes
	4.0
	
	Strategy/trend insights & discussion
	
	
	
	

	Other

	10 – 15 minutes
	5.0
	
	Information for the BOD
	
	
	
	

	
	5.1
	
	Any Other Business
	
	
	
	

	
	5.2
	
	In Camera (as needed) – separate agenda
	
	
	
	

	
	5.3
	
	Thanks, closing and date of next meeting
	
	
	
	

	
	5.4
	
	Adjournment 
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