KENT COUNTY FAMILY AND CHILDREN’S COORDINATING COUNCIL

OPERATIONAL GUIDELINES

ARTICLE 1
NAME AND MISSION

Section 1.1  Name of Organization. The name of this organization shall be the

Kent County Family and Children’s Coordinating Council (the Council).

Section 1.2  Purpose and Mission. The purpose of the Council is to enhance
coordinated planning and service delivery to children, youth and families. The Mission of
the Council is to provide leadership to enhance the well being of children, youth, and
families in Kent County so that they may achieve their greatest potential.

Section 1.3  Duties of the Council. The duties of the Council shall include:

(a) Develop, implement, and maintain a countywide plan (the Plan) for services
to children, youth and families, which shall be reviewed annually.

(b) Support comprehensive coordination and collaboration among service
providers by acting as an information clearing house, promoting the
development of appropriate services consistent with the Plan, and promoting
system re-structuring to enhance effectiveness and reduce cost.

(c) Develop recommendations to allocate and expand resources and implement
policies to improve the quality of life of children, youth and families in Kent
County.

(d) Support the activities of coordinating groups, committees and subcommittees.

(e) Increase cultural sensitivity and competence in the service delivery system
and ensure that the system is consumer-driven with service plans built upon
family strengths.

(f) Oversee the administration, distribution and use of the Strong Families/Safe
Children funds allocated for Kent County.

(g) Act in the capacity of the Multi-Purpose Collaborative Body with respect to

recommendations and approvals for funding and activities when the recipient



is not a county department/agency under the budgetary control of the County,
or when the action required (e.g. approval of the SF/SC annual report) does
not involve a County operation.

(h) Develop a plan for evaluation of the effectiveness and efficiency of the

Council’s activities.

Section 1.4  Delegation of Duties. The Council may adopt policies and
procedures to delegate any duties to the Executive Committee or the Chair of the Council

as it deems appropriate.

ARTICLE 11
MEMBERSHIP

Section 2.1  Membership of Council.' The membership of the Council shall
meet the requirements of Multi-Purpose Collaborative Body designation and Strong

Families Safe Children Fundingz, and shall include:

(a) Area Community Services and Employment Training (ACSET) Director
(b) Area Agency on Aging Director

(c) Business Representative (1)

(d) Circuit Court Family Division Judge

(e) Community Mental Health Director

(f) Consumers/Advocates (4)

(g) Family Independence Agency Director

(h) Health Department Director

(i) Intermediate School District Superintendent
(j) Private Agency Representatives (3)

(k) Private Funding Organizations (4)

(I) Prosecuting Attorney

" See Appendix A for a list of membership definitions
? Set forth in Kent County Board of Commissioners Resolution 2-91-25 and Family Coordinating Council
Membership, “SF/SC” Application Information, Phase II



Section 2.2  Terms of Office. Members of the Council shall be appointed by
the Kent County Board of Commissioners. Appointments shall be made on an individual
basis, and shall be for three-year periods with staggered terms so that one-third of the
Council is appointed each year. The Council may recommend appointments to the

Council to the Board of Commissioners.

Section 2.3  Alternates. Each Council member may designate one alternate to
represent him or her at Council or standing committee meetings (except for the Executive
Committee®) in case of absence. Members shall notify the Chair of their designation.
Designated alternates are encouraged to attend Council meetings to stay informed about
Council activities and may participate in discussion. Designated alternates may move an

item to the floor or vote only in the absence of the appointed member.

Section 2.4  Attendance. It is expected that members or their designated
alternates shall attend at least three-fourths (3/4) of all Council meetings, including
committees to which they are appointed. Attendance shall be recorded and reported to

the Council and the Kent County Board of Commissioners as a part of the public record.

ARTICLE III
OFFICERS

Section 3.1  Officers. The Officers of the Council shall be a Chair and Vice-
Chair. Officers of the Council shall be members of the Council and shall be selected by a
majority vote of the membership of the Council for one-year terms. Alternates may not

serve as Chair or Vice Chair of the Council.

Section 3.2  Duties of the Chair of the Council. The Chair of the Council
shall set the agenda for and conduct the meetings of the Council and with Council

approval, appoint all committees and task forces and their chairpersons. The Chair shall

? Members of the Executive Committee are elected on an individual basis. Either members or designated
alternates may be elected, as individuals, to serve on the Executive Committee. However, members who
are elected to the Executive Committee may not transfer their duties or voting privileges to their alternates.
The purpose of this stipulation is to ensure consistency in individuals' attendance at Executive Committee
meetings.



have the overall responsibility to direct and coordinate the activities of the Council so as
to most effectively carry out the duties of the Council. The Chair may also act as the
signatory for state & federal and local foundation grant applications and awards provided
such applications and awards comply with the goals & objectives of the Council. Duties

of the Chair of the Council may not be delegated to his or her alternate.

Section 3.3  Duties of the Vice-Chair of the Council. In absence of the Chair,
the Vice-Chair shall preside at Council meetings, perform the duties of the chair with
respect to all committees and task forces, and perform such other duties as may be
prescribed by the Council. Duties of the Vice Chair of the Council may not be delegated
to his or her alternate.

ARTICLE IV
COMMITTEES

Section 4.1 Executive Committee. The Council shall elect an Executive
Committee and a Chair and Vice-Chair, which shall include, at a minimum, a public
service provider, and a private service provider, an individual representing consumers or
advocates, and a private funding organization. The Executive Committee membership
will not exceed 9 members. The Chair and Vice-Chair shall be considered to fill the
category they represent. Only members or designated alternates may serve on the
Executive Committee.* These elections shall take place no later than February of each
year. If an Executive Committee position is vacated mid-year, the Executive Committee
shall appoint a replacement. The duties of the Executive Committee shall be to facilitate

the Council’s performance of its duties, including:

* See Footnote 3



(a) Develop recommendations to the full Council regarding Council activities and
duties.

(b) Set assignments for standing committees and task forces. Review progress
reports and provide feedback to standing committee chairpersons on a
quarterly basis.

(c) Actin the capacity of the Council, when requested, for all functions when the
Council believes there is insufficient time for action by the Council. In case
of insufficient time for Council action, the Council shall be notified of all
actions made on behalf of the Council by the Executive Committee at the next
scheduled Council meeting.

(d) Review all requests for letters of support from county agencies/organizations.
Offer support in those situations where the request meets the goals &
objectives of the Council. In emergency situations, the Executive Committee
and/or the Chairperson of the Council are authorized to approve such letters.
All letters of support shall be subject to ratification by the Council at the next
meeting at which there is a quorum present. Copies of the letters of support
will be maintained by the KCFCCC Coordinator.

(e) Assure the fiscal integrity of the KCFCCC collaboratively funded activities by
reviewing annual financial reports and collaboratively funded
programs/initiatives. Standing committees may have the opportunity to
receive and/or distribute funds. If this takes place, the Standing Committee
will be requested to develop a budget and the Executive Committee shall be

required to review and endorse the budget.

Section 4.2  Standing Committees.” The Chair of the Council, with approval
of the Council, may appoint standing committees. Standing committees shall be assigned
a chairperson and provided with a charge at the time of appointment. Standing
committees will draw membership from public agencies, private organizations,
educational institutions, consumers, advocates, business, private funding organizations,

elected officials and the general public. Committee members may be members of the

> See Appendix B for list of current standing committees



Council, designated alternates, or non-members. All Council members or their alternates
are expected to participate in either the Executive Committee or at least one standing
committee. Standing committees must have at least one Council member or designated
alternate in their membership. Committee chairs and members shall be appointed no later
than February of each year for one-year terms unless otherwise designated, and may be

re-appointed. Additions or changes to committee membership may be made at any time.

Standing Committees will be charged with the following:

The Committees will initially serve in a planning capacity. Their primary responsibility
will be prioritize the Standards for Children, contained in the Kent County Family,
Youth, and Children's Services Plan, and create an action plan for accomplishing the
objectives contained in the plan. The Committees will responsible for evaluating their
progress and effectiveness. The Committees will report back to Council on a quarterly
basis with their action plan, timeline, and outcome measures. Committees are expected
to work closely with existing collaborative and other community efforts.

Committee Planning Process:

This section is meant to provide a vision of how the Committee planning process may
work. During the early months, the Committees' primary purpose will be the
development of a detailed action plan and outcome measures. Once the plan is
developed, the Committees will work to implement the plans.

Step 1: Ensure that appropriate stake holders are involved (This is an ongoing
process, to be refined and/or expanded as priorities are identified)

Step 2: Assess Existing Efforts & Identify priorities. Compile broad overview of
current community efforts; identify gaps or opportunities for partnership to
enhance existing efforts. Choose 1-3 Standards where 1) no significant
collaborative effort exists, or 2) there is an opportunity to enhance an
existing collaborative.

Step 3: Identify Indicators (measures) and Benchmarks for each Objective. Focus
should be on outcome measures over input, output, or process measures.

Step 4: Create Action Plan for accomplishing Objectives. Action plans should
include action steps, potential partners and/or existing collaboratives
working on the issues, a timeline for completion, and an evaluation and
reporting component. If funds become available, a budget shall be
developed and submitted for approval to the Executive Committee of the
Council.



Action Plans outline the "how" of the objectives, and should address root causes.

Components of their plan could include:

a) Looking within: identifying ways to improve existing community efforts. This
could range from the reallocation of existing resources to the creation of new
initiatives to address gaps in services.

b) Looking to each other: identifying ways to support one another, through
advocacy, sharing information, or other resources.

c) Looking out: identifying state or national resources or advocacy opportunities
to increase the community's capacity to solve the problem.

Step Five: Report Back to Council for input on the Action Plan. Standing
Committee Chairperson will be required to report to and participate in the
Executive Committee meeting at the first meeting of each quarter (Jan-April-July-
October).

Step Six: Begin Implementation. Once the implementation phase begins, and if the
Standing Committee creates an independent structure, the KCFCC will utilize a
written framework called a Memorandum of Understanding as a communication
and accountability tool by and between the independent structure and the
KCFCCC. A Memorandum of Understanding is a written agreement between the
KCFCCC and the Committee. It describes the understood purposes of the
Committee and the work to be accomplished. The Memorandum of Understanding
may include:

Committee name

Lead Agency

Fiduciary (if applicable)

Committee Chairperson and contact information
Staff person name and organization

Clerical Support

Issue to be acted upon

Goal(s) and/or objective(s) of the Committee
Meeting Schedule

Timetable

Reporting Mechanism and frequency
Membership

Budget

Responsibilities of the KCFCCC

Other Relevant Information

Step Seven: The KCFCCC Coordinator will help facilitate the work of the Standing
Committees, in addition to providing technical and informational support.

Section 4.3  Task Forces. The Chairperson of the Council, with approval of the
Council, may appoint task forces to address emergent issues. At the time of appointment,

the Chair of the Council shall assign a chairperson, provide the task force with a charge,



and establish the term of the task force. Task force members may be members of the

Council, designated alternates, or non-members.

ARTICLE V
MEETINGS

Section 5.1 Compliance with Open Meetings Act. All regular and special meetings
of the Council shall be noticed and held in compliance with the Open Meetings Act, Act
267 of the Public Acts of Michigan of 1976, as amended. Meeting notices and

cancellations shall also be sent to the County Clerk and to any interested members of the

community who have requested to receive such notices.

(a) Notice of Regular Meetings. Proper notice shall be defined as a written
notice, sent to all members in surface mail, electronic mail, or facsimile
format at least five days prior to the meeting. Each notice shall state the date,
time and place of the meeting.

(b) Notice of Special, Irregular, or Rescheduled Meetings. For special,
irregular, or rescheduled meetings, members will be notified via email, mail,

facsimile, or telephone at least 18 hours in advance.



Section 5.2  Public Comment. Individuals who are not Council members or
designated alternates may speak to the Council in accordance with the following
procedures:

(a) Any person wishing to address the Council shall be recognized by the Chair of

the Council.

(b) Persons may address the Council on matters or issues that are relevant and

germane to Council business.

(c) The Chair shall control the amount of time each person is allowed to speak.

(d) Whenever a group wishes to address the Council, the Chair may require that

the group designate a spokesperson; the Chair shall control the amount of time
the spokesperson shall be allowed to speak.

Section 5.3 Quorum. A majority of the members of the Council shall
constitute a quorum for the transaction of business. If appropriate, member designated
alternates may substitute for absent members for purposes of constituting a quorum.

Section 5.4  Decisions. Decisions of the Council shall be made by a majority
vote of the members or designated alternates (in the absence of the member) present, at
any meeting where a quorum is present and able to participate in the decision. In the
absence of a quorum, all actions taken at the meeting shall be subject to ratification by
the Council at the next meeting at which there is a quorum present.

Section 5.5  Rules of Order. Unless otherwise required by law or provided in
these Bylaws, the most recent version of Webster’s New World Robert’s Rules of Order,

Simplified and Applied, 1999, shall govern the conduct of all meetings of the Board.



Section 5.6  Frequency of Meetings

(a) Council Meetings. The Council shall meet no less than six (6) times per
calendar year.

(b) Executive Committee Meetings. The Executive Committee shall meet no
less than six (6) times per calendar year.

(c) Standing Committees Meetings. The Standing Committees shall determine
a schedule for their meetings to accomplish their objectives. Committees
should meet at least four times annually, to ensure continuity and attention to

the issues.
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ARTICLE VI
MISCELLANEOUS

Section 6.1 Conflict of Interest. Council members and their designated alternates
must sign and abide by the Conflict of Interest and Disclosure Policy.6 The Chair of the
Council and the KCFCCC Coordinator shall retain a copy of the signed Conflict of

Interest and Disclosure Statement.

Section 6.2 Amendments. These Operational Guidelines may be amended by
an affirmative vote of the majority of the members of the Council at any regular or
special meeting of the Council if notice of the proposed amendment is provided in
writing to each member of the Council at least five days prior to the meeting. These
Operational Guidelines shall be reviewed by the Executive Committee annually no later

than December 31.

Approved by the Kent County Family and Children’s Coordinating Council on December
4,2001

% Appendix C: Conflict of Interest and Disclosure Policy
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