Panther Creek Association of Homeowners
Board of Directors Standards for etiquette, ethics, and communication
The standards set forth below are intended to serve as guidance to the board of directors, committees and other volunteers.  These guidelines are meant to provide consistency in operations throughout the community, allow the board,  committees and volunteers to function more efficiently, and ensure the Homeowners Association is operated in a professional manner.
DEFINITIONS

For the purpose of clarity and consistency, the following definitions apply throughout this document:

“Director(s)” refers to the elected members of the Board of Directors.

“PCE” refers to Panther Creek Estates

“HOA” refers to Home Owners Association

“Association” refers to Panther Creek Estates HOA and its collective members

“Vendor” refers to any entity that provides, or seeks to provide goods or services to the HOA 

“Volunteer” refers to any member of the Association who is acting on behalf of the Association in any capacity sanctioned by the PCE Covenants and By-Laws. This includes the elected Directors of the Association as well as committee members.

General:

Be informed:  Directors owe the association a duty of care.  This duty requires them to exercise their authority to make decisions for the association with the prudence that an ordinary person would exercise.  To fulfill this fiduciary duty of care it is necessary the director be well informed about the association, its mission, operations, and the transactions in which it engages.

Participate:  Each director must regularly attend and participate in board meetings and events.  It is not possible to satisfy the duty of care without doing so.

Use independent Judgment:  As a director votes on matters before the board, the director must exercise independent judgment on the matter at hand.  The director may seek advice and input from the management company, homeowners, consultants, other directors, or other sources as deemed appropriate by the director; however, ultimately the director must decide independently based upon his or her understanding of the situation.  A director should not vote yes or no merely because someone else is doing so.  A director should not “Rubber Stamp” the recommendations of others.  A director should not vote on something they do not understand.
Act in the best interest of the association:  A director has a duty of loyalty to the association, i.e. the director must act in the best interests of the association and not his or her own personal interest or the interest of a third party.  
A Volunteer should act in good faith and in the best interests of the Association whenever conducting, discussing or acting on the business of the Association. A Volunteer’s activities should not come into conflict with PCE covenants and by-laws, or local and state laws that govern Home Owners Associations.

A Volunteer should never knowingly subject or expose the Association or any member of the Association to legal, contractual or financial liability without expressed consent of the Board of Directors
Disclosure of conflicts:  Because a director must act in the best interest of the association, it is necessary that the director disclose any facts that may cause the director to be unable or appear to be unable to fully fulfill his or her duty of loyalty.  Panther Creek Estates Association of Homeowners Board of Directors requires full disclosure of any real or apparent conflicts of interest to be explained to the board prior to the discussion of any agenda item.  Should a majority of board members determine that a real conflict of interest exists the director with the conflict shall not participate in the discussion of the issue, and shall not vote on the issue.  The Board member may be present if they so choose.
Maintain Confidences:  Directors will frequently receive confidential information about the association and its members.  Directors shall maintain the confidentiality of this information and will not disclose such information to any unauthorized individuals.  Any disclosure of confidential information will be at the discretion of the Board of Directors

Specific:

Professionalism:  Board members represent the community and are expected to act in a professional manner at board meetings, community functions, and when working with homeowners and committees.  From time to time there will be disagreements between board members with respect to various community issues.  These disagreements are considered healthy to discussion of the operations of the association; however, internal board disagreements are not to be discussed with homeowners or committee members as this is considered unprofessional.  When discussing board decisions with homeowners, board members will support the decision of the board.  If there were differing opinions, those opinions may be discussed accurately, fairly, and in an unbiased manner.  

Under no circumstances should a board member criticize, demean or otherwise “put down” the opinion of another board member.  Nor should a board member present one opinion as being superior, or inferior, to another.
A volunteer’s written or verbal communications related to the business or members of the Association should be professional and free of language that may be considered inflammatory, libelous or injurious to the Association, or its volunteers, members, vendors or business partners.

Email:  Whenever possible board discussions should take place at board meetings.  The board recognizes there may be times that email or phone calls must be utilized to conduct business, however these times should be limited.  When email is used to conduct board business the following standard should be used.

1. Email should be in a standard readable font.  Use of bold, italics, highlights, extremely large type or other unusual formatting should not be used.

2. Emails should be concise, and be relevant to the specific issue at hand.  Do not include information or opinions on other topics.

3. Any topics that need to be discussed should be sent to the board secretary for inclusion in the agenda for the next board meeting.

4. If email is being utilized for the purpose of voting on a topic the following format should be used:  

a. All board members should be copied in the original email containing the motion.

b. Simple “yeah” or “nay” responses should not be sent to all board members, they should be sent only to the originator of the email, and the board secretary for tracking purposes.

c. Content should include the following:  “I vote Yeah (or Nay)”.  An explanation or thoughts as to why a vote was cast a certain way can be placed after the vote.  In keeping with the stated guideline of using independent judgment there should not be ongoing discussions debating an issue.  If a debate is needed, a special meeting can be called or the issue should be tabled until the next board meeting.  The board recognizes this may not always be feasible; however, debates via email should be rare.
d. Tabling an email vote will require a majority of members to agree.

e. Email votes will be treated as if all 7 board members are physically present at a board meeting.  As such 4 votes, either supporting or dissenting, will be required for a final decision on an item.

Committee Liaisons:  The purposes of the various committees in Panther Creek Estates are to engage the homeowners in the decisions affecting the community.  The board recognizes this as valuable input into the operations of the association.

In order to have as much involvement as possible Board members acting as committee liaisons shall not serve in the roll of committee chair, nor shall they have a vote on the committees.  The committee liaisons are responsible for providing information, educating committees about HOA rules, and providing guidance with respect to the direction of the HOA, and ensuring compliance with any procedural requirements.  When acting as committee liaison the board member is to present information to the committee that may be beneficial in their decision and/or recommendation.  The board member will also provide accurate and unbiased information back to the board on recommendations from the committee.  Board members are responsible for ensuring the committees are operating within their guidelines even if they are unable to attend all committee meetings.  Board members may express their opinions regarding a committee recommendation after a complete and unbiased presentation of the committee recommendation is made.  When communicating via email with the committee the following standard will apply.

1. The board of directors will not be copied on committee discussions.

2. The committee will not be copied on board discussions.

3. Once a committee is ready to present a recommendation, the board liaison will have an agenda item included for the following board meeting.

4. If a decision is required prior to the next board meeting the liaison will forward the recommendation to the board for approval (please see board email approval guidelines above)

5. Once a decision is made the decision will be communicated back to the committee, and will be forwarded to the property management company for implementation.

In addition to acting as liaison for a committee(s), every board member is responsible for encouraging and supporting the work of every committee and helping with the continuing recruitment of volunteers. Board members are encouraged to attend any/all committee meetings and especially events. In the absence of a functioning committee, the duties of that committee will revert to the board as a whole.
Vendor Relationships:  In order to allow for the proper tracking of vendor work, all contact with outside vendors will be coordinated through the property management company.  No vendor will be contacted by a board or committee member if the contact will result in a charge to the community.  Exceptions will include any contact specifically authorized by the board, contact between the social committee and vendors necessary to the organization of community social events, and contact between any committee and vendors for the purposes of research and bidding.
A Volunteer should never solicit or accept payment, reward, gifts, favors or other considerations from the Association’s vendors, potential vendors, or business partners, in exchange for preferential treatment.  It is recognized that volunteers may need to attend functions that would be sponsored by vendors.  This would be considered acceptable activity if done in the normal course of work (ie training sessions sponsored by the management company would be appropriate)
A Volunteer should not divulge non-public, confidential or “insider” information to any entity wishing to do business with the Association that would give that entity an unfair advantage over its competitors

A Volunteer engaged in the solicitation of bids for good or services on behalf of the Association should refrain from making comments or taking actions that might present an image of partiality to any vendor.
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