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Welcome to General Council Member Training (Supporting Member Leaders)!
Top of Form
Before we begin, what is your role with the DD Council?(Required)
 Council Member
 Council Staff
 Other

This page will refresh upon form submission.
Start Here- Introduction and Contact Information
Welcome! This course provides Council members with an overview of the DD Council Member duties, conduct, and budget responsibilities. 
We will focus on the following:
· DD Council duties & responsibilities
· Recruiting & mentoring DD Council members
· DD Council member conduct
· Budget Responsibilities
Course Objectives:
Describe the responsibilities of DD Council members
Describe the primary & basic duties of Council members
Explain the member-staff partnership
Identify who prepares the DD Council budget
IMPORTANT INFORMATION
The information in this course is for members, staff, and people supporting a Council on Developmental Disabilities. If you need assistance or have questions about the course, please contact HDI Learning by clicking on the “Contact Us” button located below or using the link located at the bottom of each page.
Contact Us
1. It is required to complete each assessment with at least an 80% passing grade. 
2. Navigate through the course linearly, making sure to select ‘Mark Complete’ at the bottom of each page.  
Lesson 1: DD Council Member Responsibilities
In this lesson, we’ll examine the responsibilities of DD Council members, planning (5-Year Plan), and recruiting and mentoring new Council members.
Topic 1: Council Responsibilities
Council Member Responsibilities:
Decide on the Mission:
Although the DD Act provides the purpose of a DD Council, many Councils have created a mission statement that tells the public what the Council’s main goals are, and who the focus is on – people with developmental disabilities and their families.
A mission statement: What you use to tell what your main goals are and who you focus on.
Hire an Executive Director
· Look at and update the job duties of the Executive Director
· Search for and undertake a careful search for a person that meets the requirements for the job.
· The Council must hire the person following State rules and policies.
Evaluate the Executive Director Each Year and Encourage them
· DD Council members should make sure to encourage the Executive Director and give them needed professional support to help reach the goals of the Council.
· Each year, the Council must evaluate the Executive Director; evaluation means a yearly review of the Director’s job performance; the Council must follow State rules – as the state has staff evaluation procedures.
Topic 2: Council Planning
Council Members and the 5-Year Plan
Council Members….
Help Create a 5-Year Plan:
· DD Council members should actively participate in the planning process for the DD Council 5-Year State Plan.
· Some Councils convene a planning committee that work on a draft plan for the full Council to consider; some Councils have the full Council involved in every aspect of plan development. The details are left to the DD Council but must meet the overall requirement for participation.
Make sure the 5-year plan is worked and that progress is happening:
Council staff “do” the work. The DD Council staff prepares a status report of activities taken up by council staff, council grantees, and others related to the implementation of the State plan. Council members demonstrate active participation by providing leadership and guidance for the overall direction of the plan, the approval of funding, the creation of initiatives and funding ideas, and through the on-going monitoring of what happened as a result of the DD Council’s investment of time and money.

Topic 3: What Council Members Do
What Council Members Do
· Provide leadership for the direction of how goals and objectives will be done (activities). 
· Approve money to do the activities.
· Monitor the results of the activities and how the activities affected people with developmental disabilities and their families through reports that Council staff provide.
· Approve the budget and watch how the money is spent
· Through the development of the state plan, the DD Council has decided where the Council will focus efforts and resources. Through the development of a budget (deciding where resources will be prioritized for the fiscal year in concert with the state plan), approval of the budget (full Council vote), and implementation of the budget (funding grant proposals, contracts, or other things to implement the plan activities), the DD Council members can fulfill this requirement.
· Decide where money will be spent.
· Approve money decisions.
· State Plan activities
· Council operations
· Receive reports on how the money is spent.
Topic 4: Recruiting and Mentoring Council Members
Develop well-informed Council members:
 DD Council members should assist in finding people who would be good Council members and encourage these people to apply for appointment to the Council by the Governor. When new members are appointed, help them by answering questions and providing them support. An annual survey of all Council members asking members what they need to be a better Council member is good practice. The answers can be used to improve the way members participate, the way members receive information, and how meetings and Council business is done. And finally, do not forget to provide Council members with the information they need to be good leaders. Sometimes information is topic-specific, like trends in person-centered services, or supported decision-making, and sometimes it is more general in nature, like how to improve communication skills.
This duty is designed to continue Council member development!
Council Members:
Help find people who would be good Council members.
Help new Council members in their role.
Help new members learn from each other.
Think about asking each member what they need to be a better Council member.
Give Council members the information they need to be good leaders.
Lesson 2: Council Member Conduct & Staff Partnership
Topic 1: Conduct
Ensure Legal and Ethical Integrity
DD Council members should be knowledgeable about legal and ethical requirements for public officials. You are considered a public official and the DD Act requires that each DD Council has a conflict of interest policy in place and that care is taken to ensure DD Council members do not have a real or perceived conflict of interest when engaged in DD Council business.
· Know about laws and rules for people appointed by the Governor.
· Know about and follow conflict-of-interest policies to make sure citizens can trust your actions.
· The DD Act requires Council members to stay away from conflicts of interest.
Improve the DD Council’s “public standing”
Talk about the Council’s mission, successes, and goals reached so that people in your State/Territory will support your work.
DD Council members are leaders within the State – it is important to learn about the Council’s purpose, past accomplishments, and future goals so that you can be an effective ambassador for the DD Council. Sometimes, DD Council Members find it helpful to create an ‘elevator speech’ so that when people ask about the DD Council, members are prepared. 
Bottom of Form
Topic 2: DD Council Member Duties

Attend all Meetings of the Council
Attendance helps make sure the quorum is met.  (Quorum is the number of members needed for the Council to make decisions)

Actively participate in Committee work
Actively participate in Committee work

Abide by the Council by-laws
Bylaws provide the structure for operations.  Review, understand, and follow Council bylaws. 
Summary of Basic duties of a DD Council members:

	DD Act Requirements
	Best Practices

	
	

	Hire an Executive Director (ED)
Evaluate the ED
Create a 5-Year Plan
Evaluate the progress of the 5- Year Plan
Approve the Council budget and provide oversight
Follow laws, safeguard legal and ethical honesty
	Decide on the mission
Encourage the ED
Collaborate on the creation of the 5-year plan
Develop well-informed counsel members
Enhance the council’s public standing


Topic 3: DD Council Member-Staff Partnership
· The Council shall hire a Director.
· The Council shall supervise the Director.
· The Council shall evaluate the Director every year.
· The Director shall hire staff to help Council.
· The Director supervises Council staff.
· The Director evaluates Council staff every year.
Note:  The Director works for the Council and is supervised by the Council; the Council staff works for the Director and is supervised by the Director.
Council members and Council staff are partners! Each have critical roles and responsibilities, and both are needed to ensure the Council program thrives.
· Staff members share the vision of the Council.
· Council members provide leadership and guidance for the work the Council will do.
· Staff gives help and information to the Council.
· Council members and staff work together as partners.
Who Does What? Basic Task Chart
The Council, Executive Director, and staff have certain roles and responsibilities. Here are a few activities with roles and responsibilities noted.
	Activity/Decision
	DD Council
	Executive Director

	Budget
	Approves
	Recommends and provides input

	Staff Evaluations
	Evaluates Executive Director
	Evaluates all other staff

	Day-to-day operations
	No role
	Makes all management decisions

	5-Year Plan
	Develops and approves
	Ensures full implementation


Lesson 3: Budget Responsibilities
Topic 1: What is the Council Budget?
What is the Council Budget?
· A budget is a spending plan for a certain length of time.
· DD Councils use budgets to track and plan how they spend their money each year to reach their goals and objectives.
Budgets track and Plan….
Money in (income)
Money out (expenses)
DD Act 70/30 Rule
For each year……
· At least 70% of the Council’s federal funds must be used to do State plan activities.
· No more than 30% of the Council’s federal funds can be spent on operating or administrative costs.
Topic 2: How is the Budget Decided?
Council Members:
Consider the following:
What activities or projects will the Council fund?
Are the activities and projects in line with the State plan?
Are the activities and projects consistent with the mission of the Council?
Determine how much money will be spent to fund activities and projects.
Council Staff
The Executive Director and fiscal staff prepare the budget for Council review and approval.
Approving the Annual Budget
The Council members must approve an annual budget.
The total amount of the state grant award should be budgeted each year.
Topic 3: Who Monitors the Budget?
Council staff responsibilities for the approved budget
Responsibilities include:
· Make sure expenses are in line with the approved budget.
· Make sure expenses meet State and Federal rules as allowable costs.
· Develop and report budget information to the Council.
· Know about budget and project periods.
· Budget period: Amount of time you can promise money to someone.
· Project period:  Amount of time someone can do state plan activity work.
· Know where you stand on making promises to pay for state plan work (this is called obligation)
Common questions asked by DD Council members….
Are our expenses in line with our budget?
Are current expenses within the overall budget by line item? If not, why?
Do we have a way for staff to tell us about any concerns about the spending pattern of grantees?
Do we have unobligated funds for the current year or the prior year?
What is the DD Council planning for unobligated funds?
Have all funds been obligated within 24 months of receiving the funds?
Will activities be completed by the end of the award project period?

Questions?
Contact:
Sheryl Matney, Director of Technical Assistance smatney@nacdd.org  or 202-506-5813, extension 107
Other Courses to Consider:
Systems Change
 Advocacy, Public Policy, and Activities: Councils on Developmental Disabilities
Fiscal Basic Training 1
Fiscal Basic Training 2
Fiscal Basic Training 3
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