
 

 

BOARD MEMBER DUTIES & RESPONSIBILITIES 
 

BOARD MEMBER 
• Cooperate with the Board as a whole in setting Burlington Farmers Market policies and managing 

its internal administrative function.  

• Carry out the vision and mission of the Market and uphold its organizational values. 

• Enhance the Burlington Farmers Market public image. 

• Know, approve, and abide by the by-laws, policies, and programs of the Market and oversee the 
implementation. 

• Understand the budget and take an active part in planning, implementing, and meeting it, 
including supporting fundraising efforts. 

• Regularly attend Board, committee, and important related meetings including participation on 
one or more committees.  

• Not miss more than 3 consecutive unexcused absences. 

• Get to know other Board members and build a collegial working relationship. 

• Assure that the delivery of services is culturally competent and promote cultural diversity within 
the organization. 

• Volunteer for and willingly accept assignments and complete them on time. 

• Stay informed about committee matters, prepare for meetings and review minutes and reports. 

• Hold all confidential matters in confidence. 

• Act in good faith in living up to the Board’s Statement of Agreement. 

• Represent the Board and Market with integrity and professionalism at all times. This includes 
interactions within the board as well as with market partners and the community at large in any 
form, be it in person or through any other medium (i.e. verbal, email, etc.) 

 
BOARD PRESIDENT 

• Serves as the chief volunteer and community promoter of the organization. 

• Partners with the Board and staff in achieving the organization’s missions, goals, and objectives. 

• Chairs Board meetings. 

• Develops Board meeting agenda in consultation with the Board Secretary and Market Manager. 

• Provides leadership in setting policies. 

• Encourages the Board’s participation in strategic planning. 

• Manages the Market Manager Staff position, and seeks input from the Board to facilitate the 
evaluation of the management. 

• Serves ex officio as a member of committees and attends their meetings as necessary.  

• Helps guide and mediate Board actions with respect to organizational priorities and governance 
concerns. 

• Monitors financial planning and financial reporting. 

• Plays a leading role in fundraising activities. 

• Informally evaluates the effectiveness and best use of the talents of the Board members. 

• Annually evaluates the performance of the organization in achieving its mission, goals, policies, 
and objectives and presents this evaluation for approval by both the Board and the members of 
the Association. 

• Signs all contracts, agreements, and other instruments on behalf of the market. 

• Communicates openly with the Board and provides timely information. 

 
VICE PRESIDENT 

• Performs the responsibilities of the president when that person is unavailable. 



 

 

• Reports to the Board President. 

• Works closely with the president and staff. 

• Participates closely with the President to develop and implement officer transition 
plans. 

• Performs other responsibilities as assigned by the President.  
 
SECRETARY 

• Maintains a record of Board policy decisions and oversees recording of meeting 
minutes and other records pertaining to corporate business, and ensures effective 
management of Market records. 

• Supervises Board voting procedures. 

• Prepares or arranges for the preparation and keeping of the minutes of all meetings 
of the Board and maintains minutes of any committees of the Board.  

• Ensures minutes are distributed to Board members, allowing time for 
consideration. 

• Works with the Market Manager to ensure that incoming Board members receive 
Board manuals containing by-laws, guidelines and other materials as directed by 
the Board.  

• Is sufficiently familiar with the Association’s documents (policies, articles of 
incorporation, by-laws, etc.) to note applicability during meetings.  

• Assists the President and Market Manager with the development of Board meeting 
agendas. 

• Works with the Market Manager to ensure proper notification of meeting. 
 
TREASURER 

•  Manages finances of the Market 

• Administers fiscal matters of the Market. 

• Participates in setting the budget for the next fiscal year. 

• Reviews and supervises the work of the Market Manager as related to 
organizational finances. 

• Provides budget reports to the Board. 

• Presents annual budget report for approval by the Board.  
 
VENDOR REPRESENTATIVES 

• Regularly check in with appropriate vendor category at the market and report back 
to the Board and management any concerns or comments from the vendors.  

 
COMMUNITY MEMBER 

• Contribute to committee decisions by providing the unique perspective of a 
consumer. 

• Bring any concerns a consumer may have at market to the Market Management or 
staff as soon as possible. Share those concerns with the Board when appropriate. 

 
 
 

BOARD MEMBER STATEMENT OF AGREEMENT 
 

As Board officials, we are required to conduct ourselves at all times in a manner that benefits our status as 
directors of the Board of the Burlington Farmers Market. Moreover, our conduct should not bring the 



 

 

Market into disrepute. As Board officials, it is essential that we act with honesty and propriety. Our duties 
should be carried out in a manner that preserves and enhances public confidence in our integrity and the 
integrity of the Market. As a community organization, the Market places great value on the varied 
cultures, beliefs, and backgrounds of its Board members, vendors, and staff. Courtesy, respect, and 
tolerance are expected in all dealings with our fellow Board members and staff. I know if I fail to act in 
good faith in living up to these commitments I must resign, or someone from the Board may ask me to 
resign, which could result in my removal from the Board. 
 
As a member of the Board, I will: 

• Listen carefully to my fellow Board members. 

• Respect the opinions of my fellow Board members, and not seek to upstage, embarrass or in any way 
disparage them at any time. 

• Respect and follow the majority decisions of the Board in public, even if I disagree. 

• Represent the Board professionally and with integrity at all times.  

• Speak for the full Board only when it has sanctioned my doing so. 

• Represent the interests of the organization above personal interests, memberships, and affiliations. 

• Keep well informed of the developments related to issues, which may come before the Board. 

• Participate actively in Board meetings and actions, striving for the integration of all viewpoints and seeking 
consensus building in all decisions. 

• Bring to the attention of the Board any issues I believe will have an adverse effect on the Burlington Farmers 
Market or those we serve. 

• Refer complaints to the proper level in the chain of command. 

• Recognize that my job is to ensure that the Burlington Farmers Market is well managed, not to manage the 
Burlington Farmers Market myself. 

• Represent those the Burlington Farmers Market serves and not a particular geographic area or interest 
group. 

• Consider myself a trustee of the Burlington Farmers Market and do my best to ensure it is healthy, 
maintained, financially secure, growing, and always operating in the best interests of our vision and mission 
and those we serve. 

• Be fiscally responsible, with the other Board members, of the Burlington Farmers Market. It is my duty to 
know what our budget is and to take an active part in planning and fundraising to meet it. 

• Be responsible to know, approve, and abide by the by-laws and all policies and programs of the Burlington 
Farmers Market and to oversee their implementation. 

• Hold all confidential matters in confidence. 

• Actively support the Burlington Farmers Market in whatever ways are best suited for me. These may include 
undertaking or assisting with special events, projects or fundraising. 

• Understand that commitment to this Board will involve a good deal of time. Probably not less than six hours 
per month will be involved. This work will include being educated on the market guidelines, by-laws and 
policies.  

 
 
Name Printed: ____________________________________________________ 
 
Signed: __________________________________ Date: ___________________ 
 
Board Position: ___________________________________________________ 


