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Dear Council Member:

I am pleased to present you with a new Council Member Handbook, which includes materials that will assist you in your work with the Massachusetts Developmental Disabilities Council.  I hope you will find it useful.  

The staff and I sincerely appreciate the time that you are committing to the Council and its initiatives.  You are the heart of this important mission.  Without your participation and leadership we would not have the quality program and substantial impact that the Council has had in Massachusetts over the past thirty years.

Please let us know if we can provide additional information and assistance as you carry out your duties as a member of the Council.

Respectfully,

Julie M. Fitzpatrick

Chairperson

Introduction

This handbook is designed to provide the reader with a basic overview of the Council.  It provides information about membership, including member selection, roles and responsibilities, and standards of conduct.  Questions and comments about the Council can be directed to Council staff at 617-770-7676.

The Developmental Disabilities Act (P.L. 106-402) requires that each state establish a Developmental Disabilities Council to address the unmet needs of people with developmental disabilities and their families through system-wide policy and planning activities.  In Massachusetts, implementation of the DD Act is directed by Governor’s Executive Order 439, which establishes the Massachusetts Developmental Disabilities Council within state government in the Executive Office for Administration and Finance. The Executive Order also outlines the structure, membership and duties of the Council in serving people with developmental disabilities and their families.  A copy of the Executive Order is included as an Appendix to this handbook. 

The operation of the Council in meeting its mandate is established through the MDDC By-laws. The By-laws include procedures detailing membership, officers, meetings, attendance policies, elections, and Staff and Council member assignments.  In addition, the By-laws detail the expectations of members concerning the use of the Council's name and potential conflict of interest.  Although some of the requirements of the By-laws are explained in this handbook, members are expected to review the By-laws in order to have a complete understanding of Council operations and membership requirements.  A copy of the By-laws is included as an Appendix to this handbook.

Developmental Disabilities Councils were first established by federal statute in the late 1960s.  There are currently Councils in every state and some US territories.  Most state Councils are located within state government, though the exact locations vary from state to state.  Councils are unique among government programs in that Federal law provides that they must be free from state influence in setting and carrying out their programmatic agendas.  Councils are funded through the U.S. Department of Health and Human Services, and receive policy direction and oversight from the Federal Administration on Developmental Disabilities (ADD).

Typical Council Meeting Agendas
September 





March
Approval of Mtg. Mins.



Approval of Mtg. Mins.

Exec. Com. Report




Exec. Com. Report

Membership Com. Report



Membership Com. Report

Public Policy Update




Public Policy Update

Grantee Presentations




Grantee Presentations

Communication Guidelines



Communication Guidelines

Council Budget Approval



State Budget Update

Election of Secretary




Project Updates

Project Updates




Other Business

Other Business

December





June
Approval of Mtg. Mins.



Approval of Mtg. Mins.

Exec. Com. Report




Exec. Com. Report

Membership Com. Report



Membership Com. Report

Public Policy Update




Public Policy Update

Gopen Fellowship Presentation


Grantee Presentations

Communication Guidelines



Communication Guidelines

Annual Report





Approval of State Plan/Amend.

Project Updates




State Budget Update

Other Business




Project Updates








Conflict of Interest Forms








Other Business
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STAFF
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Kristin Britton, Disability Policy Specialist
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Adelia DelTrecco, Member Services Coordinator
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Liz Fancher, Grants Program Coordinator
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Craig Hall, Chief Financial Officer





106

Sandy Houghton, Leadership Trainer/Self-Advocate Liaison
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Cathy Jackson, HR Manager/Communications Coordinator


112

Daron Jacobs, DD Suite Project Specialist




114

Monique Laperle, Leadership Trainee
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Lee Larriu,  Leadership Trainer
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Harold Lieberman, Assistant to the CFO
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Edward Morgan, DD Suite Project Manager
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Susan Moriarty, Leadership Trainee
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Dan Shannon, Executive Director
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Member Selection Process
Council Members are appointed by the Governor and include individuals with developmental disabilities, family members, relatives or guardians, professionals, representatives of several state agencies, private sector providers, and advocates.  At least 60% of the membership must be made up of individuals or immediate family members of individuals with developmental disabilities.

The Developmental Disabilities Act requires that five federally funded programs administered by state agencies be represented on the Council.  They are:


Vocational Rehabilitation (Massachusetts Rehabilitation Commission)


Special Education (Department of Education)


Medicaid Title X1X

Elder Services Older Americans Act

Maternal and Child Health Title V (Department of Public Health)

The Developmental Disabilities Act also requires representation from the other DD programs funded under the Act in the state.  They are:


University Center for Excellence in Developmental Disabilities



Institute for Community Inclusion



Shriver Center


DD Protection and Advocacy (P&A) Agency



Disability Law Center

In addition, the Governor’s Executive Order requires a representative from the Massachusetts Office on Disability,  Massachusetts Department of Mental Retardation, the Attorney General’s Office and the Massachusetts House and Senate. 

The Governor appoints all citizen members.  Citizen members are usually appointed to three-year terms and are limited to no more than two terms.  State agency representatives and the designated alternates are appointed by their commissioners or directors.  State agency representatives serve one-year renewable terms.  When there are citizen vacancies, the Council recruitment committee reviews applications and make recommendations for appointment.  The committee considers a number of factors, including DD Act requirements (individuals with developmental disabilities, professionals, etc.), racial and ethnic diversity, geographic representation, and potential members’ areas of interest and/or expertise.

Member Roles and Responsibilities
Council members perform a number of duties on behalf of the Council.  Members are required to attend all Council meetings, and are responsible for completing tasks assigned to them.  Each member is also expected to fulfill at least one additional duty on behalf of the Council.  In addition, members will occasionally be advised to contact state or federal legislators from their districts concerning legislation and related matters that impact the Council’s state plan objectives.  The minimum time commitment is about 65 hours per year.  The commitment is greater for officers of the Council.  

The full Council meets four times per year.  Quarterly Council meetings are held three times per year on weekday evenings.  The annual retreat, held in June, is an overnight meeting from Friday evening through Saturday, held at a hotel or conference center.  All Council meetings are Fragrance Free.
The key roles and responsibilities of members include:

Members: All Council members are assigned to tasks related to the Council's state plan objectives.  Members may request assignments to additional activities if they are willing to make the necessary time commitment.  The main responsibilities of Council Members in this role may include participating in grant activities, participating on Council teams or taskforces, assisting in the promotion of  the Council's Legislative, Public Policy and Budget Agenda, attending conferences, seminars and or workshops and reporting to the Council, or representing the Council to advisory committees, organizations and coalitions

Chairperson: The Chairperson presides at all meetings of the Council.  He/she is responsible for maintaining communication with the Governor's office on relevant issues, and represents the Council at public functions as appropriate.  He/she shall also serve as a member of the Executive Committee.
Vice-Chairperson: The Vice-Chairperson is responsible for assisting the Chairperson in the performance of his/her duties and to perform all duties of the Chairperson in his/her absence.  He/she shall also serve as a member of the Executive Committee as well as the Membership Committee.  The Vice-Chairperson also represents the Council at public functions as appropriate. Either the Chairperson or Vice-Chairperson shall be an individual with a developmental disability.
Secretary: The Secretary is the custodian of the records of the Council and keeps a permanent record of the minutes of its meetings.  The Secretary supervises, reviews and approves the development and distribution of the Council meeting minutes, maintains attendance records of Council meetings and is responsible for notifying the Chairperson of the inactivity of any member.  He/she shall also serve as a member of the Executive Committee.
Executive Committee:  

The Chairperson, Vice-Chairperson, Secretary and the Executive Director shall be the members of the Executive Committee.  The committee shall meet as necessary between the regularly scheduled Council meetings.  The Executive Committee shall be empowered to act on behalf of the Council between regular Council meetings.  A full report of all Executive Committees actions shall be submitted to the Council at its next regular meeting.

Membership Committee:

The Vice-Chairperson, staff person and two other council members shall be the members of the Membership Committee.  The Membership Committee is an ongoing Committee committed to the organizational structure of the Council per the DD Act in order to maintain a strong membership.
General Membership Requirements:

The minimum requirements of all Council members include:

1. Attend all Council meetings. 

2. Review Grant applications.

3. Participate in at least one activity related to the Council's state plan objectives and attend any meetings related to that objective.

4. Study the State Plan, Annual Report, and Council mailings.

5. Review and maintain a general knowledge of the Developmental Disabilities Act, the Governor’s Executive Order, and the MDDC By-laws.

Additional Member Opportunities:

6. Represent the Council on outside-the-Council committees, task forces, and advisory groups.

7. Attend or speak at conferences, legislative hearings, and related formal gatherings. 

8. Share with the Council any resources, ideas, contacts, and concerns on any matter affecting people with developmental disabilities.

Important:  Due to the fact that all Council business and state plan activities are implemented through Council meetings, members must maintain a commitment to attend all meetings.  

DD Program Grants
A significant portion of the Council's annual budget is dedicated to sub-grant projects designed to assist the Council in achieving its state plan objectives.  The State Plan identifies the funds available for each objective, and the general purpose of those funds.  The Council utilizes the grant funds to assist it in achieving the performance targets that it has identified. 

The grant award process is implemented by Council staff, who oversee the development, award, monitoring and evaluation of grant projects.  Council staff are responsible for ensuring that federal and state solicitation and award requirements are met, including the technical and administrative qualifications for award and developing the written Grant Solicitation.
In addition, Council members participate on the grant selection teams.  The Council members assist staff to identify the use of funds, the parameters of the grant project, outcomes to be achieved by the grantee, and the programmatic qualifications for awarding the grant.  Any selection team member who may have a potential conflict of interest is required to excuse themselves from the selection team.  All members of the selection team are required to sign a Conflict of Interest Statement prior to reviewing the grant proposals.  The Selection Team recommends potential grantees to the Executive Director.



Member Reimbursements
Council members, as "special state employees," may receive certain reimbursements subject to restrictions similar to those of regular state employees. 

In order for a Council member to receive reimbursements the Office of the Comptroller requires completed “W9” and “Terms & Conditions” forms.  These are completed one time during term of service and are needed in order to avoid any income tax implications.  Copies of these forms are included as an Appendix to this handbook.  We recommend that you complete these forms following your Member orientation in order to have the forms ready on file with the Comptroller’s Office and to avoid delay future reimbursements.

Reimbursements

1.  In-State Travel: No prior approval is required for you to be reimbursed for travel connected with attending Council-related meetings, or official Council functions (such as the Legislative Reception).  Approval is needed in advance, however, for any trip involving any other meeting which you attend representing the Council. When a registration fee is involved, request for approval should be submitted with as much advance notice as possible.  The Council can pay directly for most registrations with a minimum one-month notice.  Late approvals will require the member to pay the registration fee and submit a receipt for reimbursement.  Approval for any of the above can 
be obtained from the Executive Director, subject to the final approval of the Chairperson.

Members are required to fill out and sign the standard State Travel Voucher Form in order to receive any reimbursement.  A sample voucher form is included as an Appendix to this Handbook.  Members may request a personalized template voucher form from the fiscal officer once they have completed the W9 and Terms & Conditions forms.  Be sure to record in the “Description” field the reason for the trip, ie., "Attend Full Council Meeting".  Mileage is reimbursable at the current rate of $0.40 per mile and odometer readings must accompany cost.  Be sure to attach any receipts for trains, buses, taxis, parking lots, etc.  

Members should submit reimbursement requests promptly.  The Office of the Comptroller recommends submission of the travel voucher form within thirty days.  Due to state regulations concerning fiscal year expenses, all requests for reimbursements for the previous fiscal year (July 1st - June 30th) must be submitted to the Office by July 30th.  

2.  Transportation:  Members are encouraged to arrange their own transportation to be sure the appropriate arrangements and any accommodations are made to and from Council related activities.  

If members are without a vehicle or accessible public transportation, assistance can be provided through the Council Office by calling 617-770-7676 ext. 111.  A minimum notice of 48 hours is recommended to make arrangements for transportation, however members are encouraged to call as early as possible.

3.  Overnight and Out-of-State Travel: All overnight and out-of-state travel must be approved well in advance, and is subject to available resources.  The event must be directly related to a Council objective, and the member is required to provide a report to the Council upon return.  The Executive Director may approve over-night travel to a nearby out-of-state meeting with sufficient advance notice, subject to the final approval of the Chairperson.  

4. Meals:  Meals are only reimbursable when the member is on an overnight travel.  Meal allowances are paid on a per diem basis at a rate of $30.00 per day and requests must be submitted on a State Travel Voucher Form.  

If you are not sure what is reimbursable, or need assistance in filling out the State Travel Voucher Form, contact the Council Office at 617-770-7676 ext. 100 or ext. 115 for assistance.


Member Standards of Conduct


Council members are “special state employees”.  Chapter 268A of the Massachusetts General Laws sets forth the law concerning the conduct of special state employees.  In addition, members must adhere to the MDDC Conflict of Interest (COI) Policy.  A copy of the COI is included as an Appendix to this handbook.

It would be impossible to delineate every instance of potential conflict in this handbook.  The following guidelines, however, should prove helpful.

You may not:

-Identify yourself as representing the Council in any public matter unless you have received the prior approval of the Council in this matter;

-Give or receive anything of value with the intent of influencing any official act or responsibility;

-Accept compensation of any sort from anyone (except the Commonwealth or the Council) in relation to any particular matter in which the Commonwealth or the Council is a party or has a direct and substantial interest;

-Have a direct or indirect financial interest in a grant or contract made by the Council.  There are limited conditions under which you may have involvement in a Council grant or contract for which you receive no compensation:  you must first consult with the MDDC Executive Director;

-Use your position as a member to promote any non-Council matter (fundraising, distribution of promotional materials, etc.).
You must:

-Differentiate in any public matter between your personal opinion and an official position of the Council; 

-Excuse yourself from any meeting when a discussion takes place regarding a future grant project that an agency with which you have a connection might want to apply.

-Sign an annual Conflict of Interest (COI) statement indicating that you have reviewed and understand the MDDC Conflict of Interest Policy;

-Discuss any questions or concerns about potential conflict of interest in advance with the MDDC Executive Director.

MDDC Organization 
The MDDC Officers include the Chairperson, Vice-Chairperson and Secretary.  The Chairperson and Vice-Chairperson are chosen from the membership and serve until their membership appointments end.  The Secretary is elected by the membership at the annual meeting.  All other members serve fixed terms as volunteers appointed by the Governor to implement the mission of the Council.  

The Executive Director is responsible for directing the allocation of resources to support the MDDC state plan objectives, establishing agency policies and procedures, hiring, assigning and supervising staff, and overseeing the daily operations of the Council.  Council staff organize the resources needed to plan and implement the MDDC state plan objectives.  Staff also develops and publishes all required federal and state reports, such as the State Plan and the Program Performance Report.

The State Plan Committee (SPC) is an ad hoc committee appointed by the Chairperson to gather input from stakeholders regarding the needs of people with  developmental disabilities, and to translate this information into a list of potential state plan objectives for review and prioritization by the Council.  MDDC state plan objectives are assigned to staff and members for implementation. 

Massachusetts Developmental Disabilities Council

General Financial Information

Federal Funding:  

Councils on Developmental Disabilities receive annual allotments from Congress to administer the Developmental Disabilities Act.  The amount of the award varies by state and is calculated based on population and a number of other factors.  The federal fiscal year is October 1 to September 30.

Program Match:

The Developmental Disabilities Act requires the Commonwealth to provide a program match in order to receive an annual allotment from the federal government.
The program match is based on two formulas.  The first determines the overall match amount required for the Council or state to be eligible to receive a federal allotment.  The second is developed by the Council to determine the Commonwealth’s contribution and any contribution to be made by sub-recipients (grantees) in order to demonstrate community support.  The match is reported annually in the SF 269 federal report along with programmatic and budgetary financial information.  

Commonwealth Match:

The Council receives its state match through a waiver of fringe and indirect costs charged to the Council by the Office of the Comptroller.  

Sub-Recipient (Grantee) Match:

The Council receives match from sub-recipients (grantees) in the form of both direct financial match and in-kind contributions such as staff time, space, etc.  

Program Budget:

The Council annually approves a budget, which addresses two aspects.  The first is the operating budget for the Council.  The second is the funding for sub-recipient (grantee) projects.  The budget adheres to the Council’s State Plan.  The budget is reviewed during the year and against the long-term financial plan (a five –year budget plan).  Quarterly budgetary expenses are reported on the PSC 272 federal report.

State Plan Development

The planning process for identifying MDDC state plan objectives begins with the solicitation of input from individuals and family members.  In addition, input is solicited from other key sources, including:

· Council members

· Advocacy groups, private sector providers and professional associations

· Council grantees

· National and state policy makers

· Staff of state agencies that provide or monitor services and supports for people with developmental disabilities

· The general public, the press, and other communications to the office

· Other state DD Councils, the National Association of Councils on Developmental Disabilities (NACDD) and the Federal Administration on Developmental Disabilities (ADD)

The State Plan Committee (SPC) is responsible for collecting this information and related data.  To develop a workable number of potential objectives, the SPC reviews the existing level of services and unmet needs, the appropriateness of potential objectives to the Council’s mission, and the potential for the Council to develop achievable objectives. The SPC then develops a list of potential objectives for the full Council to prioritize.

The Council identifies many more activities and objectives than it will have the resources to address.  Although some potential objectives may be eliminated if the Council decides they are not appropriate for this organization, the intent is to prioritize a list as opposed to choosing a fixed number of issues.  This allows the Council to determine an appropriate number of objectives each year based on available resources.  It also makes it easier to decide which issues to address when additional resources become available.

Members are assigned to objectives by the Chairperson, based on the interests expressed by members.  The Executive Director assigns the staff to these objectives.

State Plan Implementation

The Council's state plan objectives are addressed through staff and member assignments. To support these assignments, Council staff provide resources including research, administrative support, meeting facilities, training, grant funding, and legal and financial advice as needed.

The Council’s federal funding agency, the Administration on Developmental Disabilities, has identified a set of performance measures that Councils must use to measure the success in meeting state plan objectives.  Progress toward meeting state plan objectives is reported both in writing and through status reports at regular Council meetings.  
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