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North Dakota State Council ON Developmental Disabilities

Council Operating Policies and Procedures 

REVIEW

The policies and procedures guide shall be reviewed as needed by the Council’s executive director in consultation with the Council’s executive committee. 
The Governing Authority and Mission can be found in the Council Bylaws
COUNCIL ORGANIZATIONAL CHART






ASSURANCES
NDSCDD shall follow the requirements of the DD Act regarding budgeting, staff hiring, supervision and staff assignments.  Budget expenditures must be consistent with applicable state laws and policies regarding grants, contracts and proper accounting and bookkeeping practices and procedures.  In relation to staff hiring, the clause, “consistent with state law” means the hiring of the Council staff must be done in accordance with the state of North Dakota personnel policies and procedures, except that North Dakota shall not apply hiring freezes, reductions in force, prohibitions on staff travel, or other policies to the extent that such actions would impact staff or functions funded with Federal funds and would prevent the Council from carrying out its functions under the Act. Written and signed assurances are submitted to OIDD regarding compliance with all requirements specified in the DD Act. 
COMMUNICATION GUIDELINES FOR COUNCIL MEMBERS AND STAFF

· Council members should communicate directly with the executive director and/or executive committee on all ideas, suggestions, questions, concerns and requests regarding day-to-day operations of the Council.  
· On matters concerning specific committee business, it is the responsibility of the director to handle their committee meetings, communications, etc. and share information as appropriate.

·  Staff or Council member conflicts will be handled through the executive director or the Executive Committee. 
RESPONSIBILITIES OF THE COUNCIL  
The Council is responsible for establishing the policy framework through which statutory responsibilities are carried out.  The executive director receives direction from the Council and is accountable for carrying out the day-to-day operations and administration of all Council staff, programs and functions. Specific Council responsibilities are listed in Article III of the Council bylaws. 
RESPONSIBILITIES OF THE EXECUTIVE DIRECTOR


The executive director is responsible for the effective and efficient administration of the operations established by the Council.  The executive director’s responsibilities are specified in the director’s job description. 
COUNCIL MEETINGS 
Council meetings shall comply with North Dakota’s open records and meeting laws.  Frequency of meetings is discussed in the Council’s bylaws. Recordings of meetings and minutes can be provided by request of the director. 
COUNCIL MEMBER DOCUMENTS
The Developmental Disabilities Assistance and Bill of Rights Act of 2000

National Association of Councils on Developmental Disabilities (NACDD) ABOUT NACDD – NACDD
Information and Technical Assistance Center (ITACC)


 
COUNCIL MEMBER ORIENTATION AND TRAINING

As members are appointed to the Council, the executive director will meet with the newly appointed member(s) in person or virtual before his/her first Council meeting and provide training on Council documents as deemed necessary.
STIPENDS AND REIMBURSEMENT FOR COUNCIL MEMBER EXPENSES
Council members are entitled to stipends (monetary payment) for their time and work on the Council. Stipends will be paid for:

· Full day meetings

· Half-day meetings
Members of the Council, their designees and non-Council members who are serving on Council committees are eligible for reimbursement of allowable expenses related to their attendance at Council meetings, retreats, pre-approved out of state Council travel and other Council sponsored or affiliated activities.  Reimbursable expenses include, but are not limited to: mileage, transportation, parking fees, hotels, per diem allowances, telephone charges, baggage fees, respite/child care, interpreter services and attendant care services. Support is provided as needed to make arrangements by Council staff. Stipends are not available for agency members. 
Out of state travel – Approved members of the Council will be reimbursed for travel expenses, subject to state travel laws, up to two disability meetings/conferences per year. The executive director is responsible for getting travel approved and making travel arrangements. Council members must complete the required state forms to be reimbursed.
NATIONAL ASSOCIATION OF COUNCILS ON DEVELOPMENTAL DISABILITIES (NACDD)

NACDD serves as the national voice of Councils on Developmental Disabilities, to support Councils in implementing the Developmental Disabilities Assistance and Bill of Rights Act (DD Act), and to promote the interests and rights of people with developmental disabilities and their families. The Council shall pay dues annually to belong to the national organization.
DEVELOPMent of the 5 YEAR STATE PLAN 
In order to receive federal funding allotments, the Council must prepare, submit and have in effect, a State Plan for Developmental Disabilities.  The DD Act requires Councils develop the State Plan based on data-driven strategic planning.  The Council has the obligation of administering the State Plan over five consecutive federal fiscal years.  This plan includes specific goals, objectives and activities, which will be undertaken by the Council.  
The DD Act empowers Council members to be the driving force behind the State Plan.
In creating the State Plan, the Council will utilize the recommended timelines and procedural information, available through the Information and Technical Assistance Center for Councils on Developmental Disabilities (ITACC).

REVIEW OF THE STATE PLAN

The State Plan must be reviewed annually during the Council’s spring or summer quarterly meeting.  If approved by ACL, State Plan amendments are required to be reported to them by August of each year.
The State Plan Committee monitors the progress of the 5-year state plan.
ANNUAL PROGRAM PERFORMANCE REPORT (PPR) 
The Council shall annually prepare and transmit to ACL, a program report containing information about the progress made by in achieving its five year goals.  The executive director is responsible for creating and submitting the report by January 1 of each year.  The Council shall annually prepare and transmit to ACL a fiscal report by December 31 of each year.  The Council’s fiscal liaison through the designated state agency is responsible for creating and submitting this report on time and the executive director is responsible for reviewing, approving and validating the fiscal report each year.
The Council shall prepare a user friendly annual report containing information about the past year’s progress made in achieving its goals, objectives and activities as is available on the Council’s website or by request. 
BUDGET
Annual Council operational budgets are prepared by the executive director in August of each year.  Budgets include projected amounts of the Basic State Grant Allocation, any carry over funding from the previous year, matching contributions of the designated state agency, proposed annual expenditures and grant project requests.  The executive director prepares an administrative budget, an administrative budget comparison and a forecast of funding for the upcoming year.  The proposed operating budget is reviewed and approved by a vote of the full Council at a meeting before the new fiscal year in October.
It is the responsibility of the executive director to oversee and monitor the budget throughout the year.  Line-item budget changes can occur at the discretion of the executive director but must never exceed the total approved annual budget. 
The executive director works in conjunction with the fiscal liaison from the designated state agency to assure bills/reimbursements are paid in a timely manner, quarterly spreadsheets are maintained, federal fiscal laws are followed, federal fiscal reports are filed and legislative budgets through the designated state agency are prepared.
WEBSITE

It is the responsibility of Council staff to maintain and update the Council’s website.  
Grants
The Council’s State Plan provides funding for projects that demonstrate approaches that enhance choice, independence, productivity, and inclusion into the community of individuals with developmental disabilities and their families.  The Council shall serve as an advocate for individuals with developmental disabilities and conduct or support programs, projects, and activities that carry out the purpose of advocacy, capacity building, and systemic change activities.  
The Council’s Grants Manual provides information on funding controls for grants and the application process. 
      Governor of North Dakota
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