Quay County Maternal Child & Community Health 

Policies and Procedures

Approved September 4, 2001

Reviewed and approved without amendment June 4, 2003

Revised and approved by Council:  December 2, 2003

Purpose: These procedures are intended to allow MCCH Council meetings run in a more timely fashion and to make sure that each member has the opportunity for their agenda item to be heard. 

Duties of Officers

Chairperson

· Develop agenda with Coordinator and Vice-Chair

· Review proposed agenda items

· Respond in writing to agenda item proposals

· Appoint committees

· Be informed of all issues to be addressed at each meeting

· Be informed about maternal child & community health Issues in Quay County

· Conduct monthly meetings

· Appoint a timekeeper at each meeting

· Attend meetings with Coordinator or appoint an executive officer to serve in case of absence 

· Be available for consultation with the Coordinator 

· Meet with membership of the Coordination team annually regarding results of evaluation by Executive Committee

· Call special Council meetings if agenda is too long or an important time-sensitive issue arises

· Have ample time to spend on MCCH activities (approximately 20 to 40 hours per month)

Vice Chairperson

· Develop agenda with Chair and Coordinator

· Be informed of all issues to be addressed at each meeting

· Be informed about maternal child & community health issues in Quay County

· Assume all duties of the Chair in case of the Chair’s absence

· Coordinate the work of the standing and project committees through the committee chairs

Secretary

· Record minutes of the meetings and distribute them to the membership through the Coordinator.

· Correct minutes, if corrections are made during the meeting, and send corrected copy to the Coordinator.

· Make arrangements for a substitute secretary if cannot attend a meeting

Timekeeper

A timekeeper will be appointed at each meeting.  The timekeeper cannot be a MCH staff person or a Council officer.  The timekeeper will inform the membership when the time limit for an agenda item has passed.

Elections

The MCCH Council will hold its election at the September meeting with the new officers assuming their jobs for the October meeting.  Council officers will be Chair, Vice Chair, and Secretary.  Election of officers will be by ballot of membership in attendance at September meeting.  The ballot will also include a list of member-at-large candidates willing to serve on the Executive Committee.  Two members-at-large will be elected annually.  Elections will be by secret ballot with a simple majority win.


Executive Committee – The Executive Committee will consist of the MCCH Chair, Vice-Chair, Secretary, and two members-at-large elected annually by the Council during the September meeting.  The roles of the Executive Committee are:

· Respond in a timely manner to requests for letters of support

· Review proposals to be taken to the Council for approval

· In the event the Council will not be meeting in time to respond to a proposal approval request, the Executive Committee has the authority to authorize the proposal submission and/or negotiate the contract (scope of work)

· Monitor progress toward completion of Council objectives

· Monitor the execution of proposal scopes of work

· Evaluate MCCH Coordination team annually during December.  Evaluation will include input from Quay County School Health Partnership staff.

· Provide reports to the Council of Committee’s work

Standing Committees

The Vice-Chair will work with each committee to select a committee chair.  The Vice-Chair assists with coordinating the meetings of the committees and reporting their work.

Grievance Committee – A standing committee of 3 will be appointed by the Council Chair at the October Council meeting each year.  A member of the Executive Committee will be included in that membership. The committee will meet as needed.

Nominating Committee – A committee of 4 will be appointed annually by the Chair in May to select a slate of Council officer and members-at-large nominees.  The slate will be presented to the Council for a vote in September.

Project Committees

Project committees will be appointed by the Chair as needed to further the work of the Council.  The Council membership will approve the existence of all committees.  Organizations that wish to umbrella under the Council will bring that proposal to the Council Chair for agenda consideration (procedure described in this document under Monthly Meeting Agendas #4-7)  Council members will have the opportunity to sign up for one or two project committees.  Committees may be added or deleted as needed by the Council.  The Council will define roles, goals, and timelines for each committee.  All committees will provide quarterly work reports to the Council.  Each committee will

· Elect a Chair, Vice-Chair and Secretary

· Develop a Memorandum of Understanding (MOU) that describes the relationship  

       between the Council and the  committee.  MOU outline will be provided by the 

      Coordination team, and the MOU will be approved annually at a Council meeting.

Monthly Meeting Agendas

1. The Chair and Vice-chair of the MCCH Council, in consultation with the MCCH Coordinator, will develop the agenda for each meeting and will insure that the agenda is followed during the meeting.  The agenda will have time limits for each item, in order to expedite the meeting.

2. The Coordinator will send to each member, 1 week prior to the monthly meeting, an agenda, the prior draft meeting’s minutes, and supplemental material to help members be informed about agenda items prior.

3. Committee chairs are asked to send a short report in writing to the Coordinator, as soon as possible after their meeting, so that the reports may be mailed with the minutes.  Committee work can be reported on, but is not to be rehashed at Council meetings.  Input may be given directly to committee members.  

4. Persons or groups wishing to add items to a meeting agenda must submit the item to the Chair at least 2 weeks prior to the appropriate Council meeting.  The item is to be submitted in writing with supporting documentation if needed.

5. Proposed agenda items for Council action must fit into the needs expressed in the latest MCH Plan Update and Community Health Improvement Plan.  Appropriateness of the proposed agenda item must be documented in the supporting documents.

6. The Chair will respond to the person or group who submitted the proposed agenda item no later than 7 days prior to the meeting.  This response will be in writing.  The Chair will include in the response the maximum amount of time the presenter will have for the presentation of a proposal and the maximum amount of time for the Council members to ask clarification questions of the presenter.  Following the meeting, the Chair will inform the presenter in writing of the Council’s decision in a timely manner.  

7. If person or group feels their agenda request was not handled fairly, they may contact the Grievance Committee.

Decisions – Council decisions will be made at scheduled MCCH Council meetings.  Decisions will be made only about items on the agenda, which has been published according to the Open Meetings Act. Decisions of this group have traditionally been made by consensus.  This process includes the chance for all to contribute to the discussion.  In order for this process to be effective, all members must appropriately take advantage of this opportunity. At any time, any Council member has the right to request a formal voice vote or secret ballot on any issue before the Council.   

Any Council member who recognizes a conflict of interest with any decision being made by the Council will excuse themselves from the decision-making process, however discussion participation is allowed.  Ex-officio members are allowed and encouraged to participate in the Council discussions.  Their input is valued.  However, they are not allowed to participate in the actual vote.  

Membership

· General membership includes any resident of Quay County and its naturally occurring neighborhoods, such as Conchas Dam area, or persons whose work is located in Quay County. 

· Council membership includes volunteers that represent a broad spectrum of interests, geographic areas, and populations within Quay County. 

· Ex-officio membership includes those partners working with the Council.  Ex-officio members also include any person or group that has a fiscal relationship or the potential of a fiscal relationship (such as, contractual, employees/independent subcontractors of potential contractors, or have a service provision relationship) with the Council, currently including schools, staff, Quay County government, DOH personnel whose job assignment includes providing advise to the Council or Council committees, and Stone Soup Collaborative. 
· Council membership is appointed annually by the Quay County Board of Commissioners.  
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