
Within 1 Week

New Board Member Onboarding 

Procedure

ED & Board President: Review candidate 

questionnaire and discuss potential 

committee participation. 

AA schedules orientation with ED & 

Board President. Consider inviting 

possible mentor board members.

Admin Assistant (AA) contacts new board 

member to request photo, connect with 

writer for bio, share meeting calendar, send 

docs for electronic signature, share Brown 

Act training link, retrieve parking pass 

information, ask if they want business 

cards, share the donation link, and 

schedule an orientation date.

Within 2 Weeks: ED and/or Board President Calls or

 Meets with New Board Member to Discuss:

Committee Participation

Orientation:

Expectations/Requests

Affinity Areas

AA send follow-up email with 

Board Orientation 

Presentation (ask if new 

board member(s) would like it 

reviewed at orientation).

Within 1 Month: ED Follow Up on Donation (if needed)

Within 2 Months: Orientation 

Orientation Presentation 

(if requested)

Campus Tour 

(San Elijo, CLC or TCI)

ED send email to contact in an 

affinity area, then connect 

board member with district 

representative if requested.

Within 3 Months: AA Confirm Donation Received

Within 1 Year: Board Member meets VPs and/or EMT+

Follow up on donation 

if necessary.

MCCF New Board Member Onboarding Procedure Ver 11 
Approved 11/14/2023 p. 1 of 1

AA updates Board 

Orientation 

Presentation and 

ED begins 

reviewing. 

ED discusses 

committee 

participation with 

new board 

member.

Announce to Public 

(i.e. Press Release)
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