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Board Task Checklist
Post-Triennial Elections 2025

Once the election’s over, there are a few key things to do — some straight away, and
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others at the first board meeting following the election.

Click on the blue links to:

Update your board member register.

This helps you track who is on your board at any given
time, and when their terms start and end.

Find out more about
e Board Member Register

Ensure all new board members complete the School
Board Updates form.

This notifies NZSBA and the Ministry of Education of any
changes to your board.

Share this link
e School Board Updates Form

Induct your new board members.

A well-planned induction will help everyone get up to
speed quickly and confidently.

Find out more about

e Board member induction

Upskill in the Learning Library

e Getting Ready — Planning Your Board
Induction

Arrange for new members to attend a Welcome on
Board session.

These sessions are the first step in any new board
member’s learning journey, helping them get to grips with
their role and responsibilities from the get-go.

Enrol in a workshop or webinar

e Welcome on Board — New School Board
Members

e \Welcome on Board — New Student
Representatives

Appoint your presiding member.

Your board must appoint a presiding member at your first
meeting after the triennial elections.

We encourage all new (and aspiring) presiding members

to attend a Leading an Effective Board session to learn
about the role.

Find out more about
e Appointing a presiding member (board

chair)

Enrol in a workshop or webinar

e |Leading an Effective Board

Decide how to fill any vacancies on the board.

If you received fewer nominations than there were
positions available, your board now has a casual vacancy
(or more) that must be filled.

This is a great time to take stock of the current board — are
any skills, perspectives, or areas of representation
missing?

Your board can also choose to co-opt extra members to
help fill any gaps you have identified.

Find out more about

e Casual vacancy for a parent
representative
e Casual vacancy for a staff representative

e Casual vacancy for a student
representative
e Co-opting board members



https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008QVBYA2
https://apc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fresearch.education.govt.nz%2Fjfe%2Fform%2FSV_8tOmZBcWnKVUVE2&data=05%7C02%7Csmcpherson%40tewhakaroputanga.org.nz%7Cb9c7ede4a62a4a1ed33c08dde435d79a%7Ce6d2df1c305449dba8660ab173fdca29%7C0%7C0%7C638917642098776523%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=zEhEcrKDMJeiflB%2FtCHFnGVxxsSyTOex6Yim9l8fl6g%3D&reserved=0
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008PSfYAM
https://www.resourcecentre.org.nz/learningeventsresources?aId=ka0RF000000A5jBYAS
https://www.resourcecentre.org.nz/learningeventsresources?aId=ka0RF000000A5jBYAS
https://www.eventbrite.com/cc/nzsba-welcome-on-board-new-school-board-members-4419523
https://www.eventbrite.com/cc/nzsba-welcome-on-board-new-school-board-members-4419523
https://www.eventbrite.com/cc/welcome-on-board-new-student-representatives-4419543
https://www.eventbrite.com/cc/welcome-on-board-new-student-representatives-4419543
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008RFxYAM
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008RFxYAM
https://www.eventbrite.com/cc/nzsba-leading-an-effective-board-4419253
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008blZYAQ
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008blZYAQ
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008bqPYAQ
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008UddYAE
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008UddYAE
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008UovYAE

Share the Code of Conduct for Board Members.

The Code sets out the minimum standards of behaviour
expected from every board member.

It's important that everyone understands what’s expected
— and that the standards apply to all members equally.

Find out more about
e Code of Conduct for Board Members

Review your conflicts of interest policy and update
your register.

Your board must manage actual, potential, and perceived
conflicts of interest to protect the integrity of its decisions
and uphold the reputation of its members.

A clear policy and up-to-date register are a practical way to
stay on top of this.

Find out more about

e Conflicts of interest

Review your board delegations and update your
register.

Your board can delegate specific powers and functions by
passing a resolution and recording it in writing.

We recommend maintaining a delegations list to document
any delegations made.

Find out more about

e Board delegations

e Board committees

Review your board remuneration policy and payments.

Board members aren’t paid but can receive honoraria to
help cover meeting-related costs.

Your board sets the amount and may choose to reimburse
other expenses, like travel for PLD.

Make sure your policy clearly outlines what can be paid
and reimbursed.

Find out more about

e Board member honoraria and expense
reimbursement

Review your board work plan and set the meeting
dates for the upcoming year.

Set up a board work plan and use our term task checklists
to stay on top of what’s ahead.

Download our
e Board Work Plan Example
e Board Term Task Checklists

Check out our upcoming learning opportunities and
decide who will attend.

We offer free workshops and webinars throughout the
year.

Ideally, at least one board member should attend each
event and share their learning with the rest of the board.

Have a look at what’s on offer and decide who'll go along.

Enrol in a workshop or webinar

e Live Learning Events



https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF00000068HSYAY
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF00000068fdYAA
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF00000068J3YAI
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF00000068e1YAA
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000007oGDYAY
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000007oGDYAY
https://govfwork.s3.ap-southeast-2.amazonaws.com/Part+A/A2-Board-workplan.docx
https://www.resourcecentre.org.nz/helpforboards?aId=ka0RF0000008DphYAE
https://www.resourcecentre.org.nz/learningeventsresources?aId=ka0RF00000086OPYAY
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Get in touch

®@e0O0OY

Advisory and Support Centre
0800 782 435

Employment eradvice@tewhakaroputanga.org.nz
Governance govadvice@tewhakaroputanga.org.nz

Elections
0800 353 284
electionsadvice@tewhakaroputanga.org.nz

Resource Centre
resourcecentre.org.nz




