
Board of Directors – Standard Operating Procedures (SOPs) 
Board Amended September 28, 2018

Governance vs. Administration
Conflict of Interest
Staff and Board Relationship, Lines of Communication


Category I: Mission, Principles and Priorities

A.	Mission Statement - Disability Rights Center of Kansas, Inc., (DRC) will zealously advocate for legal rights of persons with disabilities that ensure their individual dignity and empowerment.

B.	Guiding Principles

1.	The disability rights movement is a civil rights movement.  People with disabilities have the same rights and responsibilities as other persons.  People with disabilities are full and equal citizens under the law and are entitled to equal access to the same opportunities afforded all members of society. 

(a)  	People with disabilities have a right to community based, integrated services.  This includes living in the community instead of institutions, large or small, and the enhancement of appropriate community based services and supports, including residential, vocational, and associational and leisure activities.  Appropriate, community-based services and supports also empower individuals through the opportunity to have personal assistance and a normal rhythm of the day.  Services and supports are shaped by the unique needs and preferences of each individual, and assure and enhance opportunities for integration in all aspects of life.  Services are age-appropriate and premised on the fact that those of us with disabilities continue to learn and develop throughout our lives.  

(b)	Advocacy Services are based on a philosophy of equal access, peer support and self-determination to be achieved through individual, professional and system advocacy.  Services are delivered in a manner that maximizes leadership, independence, productivity and integration of people with disabilities.

2.	DRC shall always provide services in an ethical manner.


C.	Client Priorities

1.	People with disabilities are entitled to be free from abuse, neglect, exploitation, discrimination and isolation, and to be treated with respect and dignity.  

2.	Students with disabilities should be educated with students who do not have disabilities: we all learn best when we are not segregated.  Although we acknowledge there may be individual situations where it is in a student’s best interest and/or in accordance with student’s expressed interests to attend a separate classroom or school, in accordance with the need to direct our limited resources on inclusion issues, we will not advocate for non-inclusive educational placements. This does not mean, however, we will not become involved with other educational issues involving students not in an inclusive educational setting.

3. 	Although there may be situations where guardianship of an individual is appropriate, DRC will not advocate for guardianship of an individual, unless because of abuse/neglect, etc., an emergency guardianship change is needed to ensure the safety of the person with a disability, or a change of guardianship is wanted by the individual.  We believe more alternatives to guardianship and the situations in which guardianship are generally believed to be ineffective.  Further, the state laws pertaining to guardianship may need to be reviewed and modified to make them more effective.   Finally, we believe with respect to issues concerning services for both adults and children, it is erroneous to focus exclusively on issues of guardianship.   Other alternatives to plenary guardianship that need to be explored and enhanced include, but are not necessarily limited to, informal community intervention, including family, friends, religious affiliations, and banking assistance in paying bills; establishing and enhancing social services involvement, case management, HCBS, home health care, and other community based services; education for people with disabilities, family members and service providers as to interventions and available alternatives; self-advocacy and citizen advocacy programs; establishment of representative payeeship programs;  durable powers of attorney;  Durable Powers of Attorney for Health Care Needs, including use of durable powers for mental health care decisions; voluntary conservatorship; limited conservatorship; and limited guardianship.

D.	Product Priorities

1.	We intend to enhance ties with grass-root disability groups within the state of Kansas, by doing such things as, having joint meetings with disability groups, having focus group meetings, and changing our objectives and priorities where indicated.
 
2.  	We have a duty as board and staff to seek out and provide assistance to those people who may be the most vulnerable and who may not be able to self-advocate or express their wishes and needs. 

3.	An efficient Protection and Advocacy agency must be able to provide a range of services, along a continuum.  Activities should include investigation; negotiation; mediation; providing information and referral, education and training materials, and technical assistance; and providing legal counsel and litigation services to eligible persons and groups.

4.	Because our fiscal and personnel resources are limited, we must concentrate our advocacy efforts on changes that positively affect the potential clients, and which have the greatest impact.

E.	Service Accessibility

1.	People with disabilities, regardless of age, type and level of disability have the right to make choices, both with respect to daily routines and major life events.  

2.	There are common issues among the disability rights movement and other civil rights struggles, such as, with regard to race, gender, sexual orientation, and ethnicity.  Therefore, we resolve to strive for diversity of staff and board.  We have the duty to enhance minority outreach to clients.  Our advocacy services should reflect, and be responsive to, the diverse cultural, ethnic and racial composition of society.

3.	We have an obligation to be "user-friendly" to our clients or prospective clients.  This includes providing clients or prospective clients with information in a usable format concerning the nature of our services, maintaining communication, and encouraging use of our internal grievance procedures if problems arise regarding satisfaction with our services. 


Category II:	Governance 

A.	 Committees - In addition to the Executive Committee (see SOP Category II, D4), the Board has established the Finance Committee and the Development Committee.  

1. The Finance Committee will be responsible for reviewing the quarterly financial reports of the agency and any other periodic financial matters (e.g. annual budget, independent auditor selection, etc.).  A member of the Finance committee will report this information at the Board meeting.  The Finance Committee can only make reports to or recommendations to the Board, unless otherwise empowered by Board action.  

2. The Development Committee will be responsible for development issues, Board recruitment, DRC Board policies/bylaws recommendations, Strategic Plan / Internal Board Goals and Objectives and other issues.  The Development committee will direct the written report to the Board on the Committee’s activities.  A member of the Development committee will report this information at the Board meeting.  The Development Committee can only make reports to or recommendations to the Board, unless otherwise empowered by Board action.  

B.	Civic Trusteeship

The Board owns the organization (as trustee) for Kansans with Disabilities to whom the Board owes primary responsibility.

C.	Planning Cycle, Agenda and Minutes Control

1. Board meetings shall take place at least quarterly, unless the Board determines otherwise.  It is every Board member’s responsibility to ensure the meeting agenda is effective and meets the needs of the Board.  The Board President will finalize a beginning point, draft agenda for each Board meeting.  This version of the draft agenda will be provided to both the full Board and the Development Committee prior to the Board meeting.  The draft agenda as finalized by the Development Committee will be the proposed agenda for the Board meeting.  If the Development Committee is not able to take action on the agenda, the draft developed by the Board President will be the starting point for finalizing the agenda by the full Board.  The agenda is not finalized and approved until the full Board takes action.          

2. It is every Board member’s responsibility to ensure the minutes are effective and accurate.  Minutes will be recorded in such a manner to ensure all motions and actions of the Board are accurately recorded.  The official Board policy is that the minutes are not intended to be a record of who said what or the exact wording of what was said.  Therefore, the minutes shall not be a record of all such discussion during the Board meeting.  The minutes are about the facts, actions and motions of the Board.  However, the minutes shall contain such information so that a Board member not in attendance can understand the general topics covered.  The development of the minutes shall be the responsibility of the Secretary/Treasurer of the Board.  The method for developing the minutes will be that the Secretary/Treasurer directs the production of draft minutes which are provided to all Board members and the Development Committee.  The Development Committee considers these draft minutes and makes any necessary changes.  The final draft minutes will be provided to the full Board.  If the Development Committee is not able to take action on the minutes, the Board Secretary/Treasurer’s directed draft will be considered the draft minutes for consideration by the full Board.  Minutes are not finalized and approved until the full Board takes action.                 

D.	Officer Authority/Responsibility

1.	Office of the President - The President shall oversee and chair Board and Executive Committee meetings, call special meetings if necessary, ensure new Board member orientations, and coordinate the Executive Director’s annual performance evaluation.    The President shall have the general supervision and management of the corporation, subject to the control of the Board of Directors.  The President shall have such duties as may from time to time be prescribed by the by-laws, Standard Operating Procedures (SOP’s), or delegated to the President by resolution of the Board of Directors.
  
2.	Office of the Vice-President – The Vice President shall discharge the duties of the President should the President be absent or unable to act and shall perform such duties as may be prescribed by the President or the Board.  

3.	Office of the Secretary-Treasurer - The Secretary-Treasurer shall discharge the duties of the Vice-President should the Vice-President be absent or unable to act, and shall ensure a complete and permanent record of all proceedings of the Board of Directors is kept; shall ensure safety and accuracy of all Board records; shall have access to the financial books and records of the corporation; shall be able to understand financial accounting for nonprofit organizations with or without reasonable accommodation; shall with the assistance of the finance committee manage the Board’s review of and action related to the Board’s financial responsibilities, including but not limited to the Quarterly Financial Report, the Annual Budget and the Annual Audit report; shall work with the Executive Director and Deputy Director of the Administrative Division to ensure that appropriate financial reports are made available to the Board on a timely basis; and shall ensure proper notice of meetings is provided to Board members.

4.	Executive Committee – Pursuant to the bylaws, the Executive Committee shall be made up of the President, Vice-President and Secretary-Treasurer.  The Executive Committee shall have the authority to act as the Board of Directors in between regular Board meetings.  However, it shall be the policy of the Board to have the Executive Committee dispose of only those pressing matters that cannot wait until the next Board meeting.  

E. 	Emergency Executive Succession

1.	In the event the Board President is unable to perform the duties of the Office of President due to disability, death or inability to act, the Vice President shall discharge the duties of the Office of President, pursuant to the bylaws.

2.	In the event the Executive Director is unable to perform the duties of the office of Executive Director due to extended illness, death or other incapacitation, the Board’s Executive Committee has the option to appoint an interim Executive Director.  If the Executive Committee is unable to meet immediately, the Board President will appoint an interim Executive Director until the Executive Committee can meet.

F.  	Planned Executive Succession – The DRC Board of Directors has a policy and list of action steps regarding planned succession of the Executive Director as adopted by the Board on June 28, 2013.  Refer to the policy and list of action steps for additional information.

G.	Bylaws and Standard Operating Procedures Signed by President – Whenever the Bylaws or Standard Operating Procedures are changed, the Board President shall sign and date the updated versions.  In order to ensure the Bylaws and SOPs are fully accessible to people with disabilities, such signature/date shall be made in an electronic or other manner to ensure an accessible, electronic signed version. 

H.	Code of Conduct	

1.	Conflict of Interest

2.	Standard

(a)	There is hereby established policy or policies guarding against the development of a conflict of interest between a Board or Staff member and the organization.

3.	Compliance

(a)	Members of the Board shall incur no personal financial benefit as a result of their routine service as a Board member, except for normal and reasonable reimbursement for out of pocket expenses related to Board meeting attendance and other Board duties.  Pursuant to the bylaws, no Board member who has an existing economic or administrative conflict shall serve or continue to serve on the Governing Board without the express knowledge and approval of said Board.

(b)	Any board member who may have a conflict of interest according to stated criteria shall refrain from voting on the matter;

(c)	Board members shall disclose any business relationship with any other agency and be excluded from matters involving such a conflict;

(d)	Board members serving as part of an organization which this agency is working with in any way shall inform the Board President;

(e)	Board members and Staff shall not use the agency’s name or agency information for personal gain;

	(f)	In all procurement transactions, DRC will be alert to organizational 
		conflicts of interest.

(g)	Family of Board members and Staff are subject to this conflict of interest policy (or to certain portions of it) also.

(h)	Per the Bylaws conflict of interest provisions, the definition of “service provider” shall mean when the Board member’s employer is engaged in the provision of goods or services primarily to people with disabilities.

(i)	No employee, officer or agent of DRC shall participate in the selection, award or administration of a contract supported by federal funds if a real or apparent conflict of interest would be involved.  Such a conflict would arise when the employee, officer, or agent, any member of their immediate family, their partner, or an organization which employs or is about to employ any of the parties herein, has a financial or other interest in the firm selected for an award.  The officers, employees, and agents of the recipient shall neither solicit nor accept gratuities, favors, or anything of monetary value from contractors, or parties to sub-agreements.  Violation of the codes of conduct by officers, employees, or agents of DRC will be subject to disciplinary actions.

(j)	Any employee who receives a gift shall report such gift to their immediate supervisor.  The supervisor shall ask the Executive Director for a clarification of whether the gift falls within the language of 45 CFR 74.42 (“recipients may set standards for situations in which the financial interest is not substantial or the gift is an unsolicited item of nominal value”).  The Executive Director will make a determination on the matter.  A Board member shall report such gift to the Board President.  The Board President shall make the determination in regards to 45 CFR 74.42.   

(k)	Former DRC employees shall be prohibited from serving as a member of the Board for four years.  Immediate family of staff are restricted from serving as voting members of the Board for two years after the staff member leaves the employ of DRC;

(l)	Staff shall not engage in any outside activity or employment which involves the direct or indirect use of information gained as an employee that would provide gain to any person.

(m)	Pursuant to agency staff policies and procedures, staff may not engage in any employment for private gain outside of the agency during normal working hours.

(n)	DRC Board members shall not continue to serve on the Board of Directors and apply for a staff position at DRC.  Whenever a member of the DRC Board applies for a staff position at DRC, such action shall automatically serve as the Board member’s resignation from the Board.

(o)	Conflicts Registry - DRC believes it is extremely important for all Board members to maintain an accurate and up-to-date registry of affiliations and potential conflicts of interests.  Annually every Board member must sign a statement of understanding and acceptance of the conflict of interest policy, which shall include an up-to-date registry of their affiliations and potential conflicts.  It is the responsibility of the Board of Directors to ensure the conflicts registry updates and the annual conflict of interest statements are obtained from all Board members.  It is also the responsibility of the Board to ensure the conflict of interest statements are obtained from all PAIMI Advisory Council members and the DRC Leadership Team members.  The Board shall ensure there is proper follow up for purposes of registry updates and the annual conflict of interest statements.  In regards to the listing of affiliations in the registry, such affiliations shall include, but not be limited to, any other Boards, Commissions or Advisory Councils that they serve on, their employer or clients (if a consultant), or any other similarly relevant affiliations.  When disclosing all affiliations and potential conflicts of interest on the Registry, each Board member will also attest as to whether they meet the definition of a service provider under the Bylaws and SOPs.  The Executive Director will analyze the responses in regards to the policy, and make a non-binding recommendation to the Board Executive Committee.  The Executive Committee will then decide and certify each Board member’s standing in regards to whether they are considered a service provider under DRC policy.  Once certified, any Board member can challenge the certification.  If the challenge is made in the form of a motion with a valid second to the motion, then the President shall determine whether or when there is sufficient information to vote on the matter.  The President will then set the matter to a vote of the Board.  A majority vote of the Board is the final arbiter of whether a Board member does or does not meet the definition of a service provider.  It is preferred that this process of certification be completed well in advance of the December elections for officers. Any Board member who does not sign this conflict of interest statement and provide this information annually will be contacted by staff at least twice to remind them to complete the document.  For any Board member who still does not complete this documentation, staff will automatically refer the matter to the Executive Committee of the Board.  The Executive Committee of the Board shall take measures to ensure that the documentation is correctly submitted by the Board member, including issuing a directive to the Board member.  Failure to follow this directive shall automatically place this item on the next regularly scheduled full Board meeting for a vote as to whether to remove the Board member for violation of this policy.  The only thing that will stop this vote is if the Board member in question fully completes the required documentation and signs the conflict of interest statement as directed by the Executive Committee.  Additionally, it is the policy of DRC that all Board members shall update their affiliations registry quarterly and sign the conflict of interest statements annually.  Staff will email out to the Board ahead of each quarterly Board meeting the latest version of the registry.  Any Board member who cannot update their registry in person at the quarterly Board meeting shall do so by informing the Board President or their designee of any changes or updates. 

Category III:	Case Selection, Expectations and Board Procedures on Board/Staff Relationship  

A.	Case Strategies and Case Choices - All appropriate remedies will be utilized on behalf of clients, including legal, administrative and other appropriate remedies.  The Governing Board does not participate in individual litigation decisions between the protection and advocacy attorney and their client.  The Board acts on resource allocations only, not on the legal merits of a case.

B.	Board Confidentiality - Any board discussion involving any of the following matters shall remain confidential, unless the Board or Executive Committee expressly agrees to the contrary:

	1.	Any discussion that occurs during executive session;

	2.	Any discussion concerning particular employees, consultants, board members, or 
		voluntary staff;

	3.	 Any discussion concerning actual or potential litigation.

	4.	Any discussion of a client grievance.

Board members shall be cognizant of their position as trustees and shall assure that internal communications and matters remain internal, and when disputes occur, formal lines of authority and communications shall be used.

C.  	The Board Governs; the Executive Director controls employee policy and procedures: The Board employs the Executive Director.  The Executive Director carries out the vision of the Board and the Executive Director employs the staff at DRC.  It shall be the policy of the Board of Directors that the Executive Director creates and modifies all employee policies and procedures.  The Executive Director shall report substantive changes in employee policies and procedures to the Board.    

D.  	Lines of Communication and Board-Staff Relationship

	1.	Staff will communicate issues to be addressed by the Board to the Executive 
		Director;

	2.	The Executive Director will communicate issues to be addressed by the Board to
		 the President of the Board;

3.	The President of the Board will present these issues to the Board of Directors;

	4.	Board member communications to the rest of the Board or to Staff are to
	be directed to the President of the Board or the Secretary-Treasurer;

	5.	The Secretary-Treasurer will direct all such communication to the Board
	President;

	6.	The Board President will direct all such communication to the Executive
	Director (when issue involves staff) or to the rest of the Board (when issue involves the board);

	7.	The Executive Director will communicate to staff the Boards wishes, 
	intentions, policies, etc.

The DRC Board is a collective unit and speaks collectively.  No Board member shall speak on behalf of the Board of Directors or on behalf of DRC unless authorized to do so by specific Board action.  Additionally, by policy DRC does not comment on personnel matters.  Questions or inquires made of individual DRC Board members to speak on behalf of the Board or on behalf of DRC shall be directed to the Executive Director, with the Board President also being apprised of the matter.

E.	Board/Staff Relationship and Staff Complaint Procedure

1.	DRC has a written formal policy and procedure for handling staff complaints.  All staff complaints are handled through this procedure.  

2.	It is acknowledged that there is an important relationship between the Board of Directors and DRC Staff.  The purpose of the formal complaint procedure is to lay out the process by which complaints and grievances are resolved in order to respect and preserve the appropriate roles that the Board, Executive Director and staff play.  There is also a chain of command at DRC.  The DRC Board employs the Executive Director and the Executive Director employs the other staff at DRC.  The Executive Director creates and implements all employee policy and procedure matters.  This does not create a wall between Board and staff interaction, as each has a special role and assignment which complements each other.  For example, Board members may work with staff members in Board Committee settings or in committees or interactions outside of DRC.  Staff members will make reports at Board meetings.  Board members, the Executive Director and DRC staff members can get together for organized agency social events.  This interaction is important, but it is imperative that Board members take into account the chain of command and their role.  Social events, interactions outside the agency or staff appearances at Board meetings cannot be a forum for employees to discuss complaints about the organization, the Executive Director, perceived lack of support for their project or program, or employment issues, as all such complaints should be addressed through the formal employee complaint policy.  

Any employee who does not follow the agency’s complaint policy and complains to a Board member or members outside of the complaint policy will be provided a copy of the policy and directed to follow it by the Board member.


Category IV:	Board-Executive Director Relationship

A.	Delegation to the Executive Director
[bookmark: _GoBack]
1.	The Executive Director shall be the administrative head of the corporation, serving at all times under the Board of Directors. The Executive Director will be responsible for implementing and executing the policies, programs, and activities approved by the Board of Directors.  The Executive Director shall assist in developing an over-all program and shall recommend policies, programs and activities for consideration by the Board.

2. The Executive Director shall have the sole authority to employ, eliminate, and fix the duties and salaries of other employees or independent contractors of the corporation, subject to policies, regulations and limitations approved by the Board and the budget restrictions.

3.	All matters not included in Category V, Executive Limitations, are hereby delegated to the Executive Director.

B.	Executive Director’s Job Product

3. The Executive Director shall keep the Board advised of current job products through the Executive Director’s report to the Board at normal Board meetings.  

2.	Financial Statement- Combined Cumulative Income Statements will be provided to the Board of Directors at each board meeting.  This statement will include the total funding available and the cumulative expenses for each separate program.  Monthly Financial Statements will be submitted to the Executive Director by the Fiscal Officer of DRC.

	3.	Financial Audit- An annual financial statement and compliance audit (performed 
	in accordance with applicable audit standards) will be performed by an independent Certified Public Accountant following the close of the DRC fiscal year (September 30).  The audit report will be received directly by the board for acceptance and approval before submission to the Federal Audit Clearinghouse.  

The Board of Directors shall initiate the process of procuring an independent auditor in the following circumstances:

· Dissatisfaction with the service of the current firm
· Desire to have a change in perspective and ideas
· Every 5 years to ensure competitive pricing and a high quality of service.  It should be noted that this is not a requirement to change auditors every five years; however, it is important to re-evaluate the current selection.

The Board of Directors shall control the selection of the auditor by reviewing proposals submitted, evaluating the proposals on certain factors and making the final decision regarding the selection of the independent auditor.

 4.	Budget- Annually, a budget covering the DRC fiscal year, will be submitted to the 
Board of Directors for each program.  When DRC receives final funding numbers for the current fiscal year, the budget will be given to the Board of Directors, at the next board meeting, for approval. 
 
5.	The Executive Director will present to the Board annually, the proposed priorities for the fiscal year.  The Board will act on and specifically approve the agency priorities.  

6. The Executive Director will present to the Board annually an executive summary of the year-end-reporting to the federal government.

7.	The Executive Director will ensure that annually the Board of Directors will be provided a summary report of the grievances received by DRC Kansas.  This summary will be provided at the same annual meeting where the DRC Board receives public comment on priorities.   

C.	Monitoring the Executive Director’s Performance

1.	The Board shall, when necessary, use executive session to discuss issues concerning the Executive Director.  The Board shall also formally evaluate the Executive Director on an annual basis, with emphasis on whether set outcomes are attained.

2.	The Executive Director’s performance review is made in conjunction with the Director’s anniversary date and is conducted by the President of the Board with appropriate input from the Board members.  

3.	The performance review is based on the Executive Director’s job description and performance of the essential job functions (see attached format – Evaluation Form for E.D.).  The evaluation format assigns specific rating levels to each essential job functions, as well as the opportunity for comments and narrative sections.  In addition, specific feedback is provided to the Executive Director on other performance issues, goals for the upcoming year, things to work or improve on, goals & objectives, etc.  Typically, an Executive Session is conducted for the purposes of obtaining feedback from the Board members.  A written report is issued to the Executive Director regarding the results of the review.       

Category V: Executive Limitations & Further Board Policy

A.	Financial Planning

	1.	Each of DRC’s programs will be accounted for separately.  Each program will have a separate account for each category of assets, liabilities, revenues and expenses.  Agency accounting will be in accordance with federal requirements and the agency cost allocation plan.  The corporation will use the accrual basis of accounting.

4. DRC fiscal year will follow the Federal Fiscal Year.  The year runs from October 1 to September 30.  For reporting purposes payroll records will also be kept for both fiscal year and calendar year.

5. Members of the Board and PAIMI Advisory Council are authorized to receive reimbursement for travel to their regularly scheduled meetings of the Board/Council.  Any other types of travel reimbursements or other reimbursements for official DRC agency business outside of regularly scheduled Board and Advisory Council meetings, however, must first receive prior approval by the Executive Director.  The Deputy Director – Administrative Division will provide reimbursement forms to Board/Council members for documentation of travel expenses for which the Board/Council member is requesting reimbursement.  The form will be approved by the Executive Director.

	4.	The Fiscal Officer will prepare all invoices for payment and write the accounts payable checks.  Checks will be authorized by the Executive Director.  The Fiscal Officer will validate the invoices for mathematical accuracy and ensure invoices contain detailed information of costs being paid (i.e. services provided, hours worked, rate of compensation) to determine the allowability of the costs.  All checks require two signatures; however, the payee of the check cannot also be the signor of the check.  One of those signatures will be the Executive Director, except when the Executive Director is the payee of the check.  The other signature(s) will be among the following:  The Deputy Director – Legal Division (or equivalent management level position), the Senior Attorney, or other licensed attorney designated by the Executive Director to sign checks, except when that person is the payee of the check.  The Fiscal Officer/Deputy Director of the Administrative Division is specifically not authorized to sign checks.  The only exception to this policy will be in emergency situations and only when the Executive Director is unavailable to sign a check.  The policy for the exception is that the Fiscal Officer shall communicate to the Executive Director the amount and nature of the expense requiring payment in the absence of the Executive Director.  The Executive Director will communicate approval to the fiscal officer in writing for the expenditure via check.  The fiscal officer will then issue the check and have two of the other employees who are on the bank signature card sign the check.  A copy of the check and supporting documentation will be given to the Executive Director for review.  This exception and related procedures do not apply when the Executive Director is not signing a check solely due to the fact that the Executive Director is the payee of the check.

All disbursements for the Executive Director must be pre-approved by the Board President and/or Vice President.  When the Executive Director submits an expense reimbursement request to the Fiscal Officer, the Fiscal Officer will review the request to ensure calculations are correct, receipts are attached when necessary, etc.  The Fiscal Officer will then forward the request to the Board President and/or Vice President for approval prior to writing a check for the reimbursement.    

All payment vouchers will accompany each check written and will include the following information:
Date of Check;
To whom payment was made;
Description of the payment;
Dollar amount allocated to each program;
Allocation percentage used;
Account number the payment was applied to;
Authorization by the Executive Director or designated member of the Management Team.  For on-going and previously approved expenditures (rent, phones, etc.) authorization will be construed as the signing of the check. 

5.	The bank accounts will be kept in as many different banks as necessary to ensure that DRC deposits are FDIC or NCUA insured at all times.  One account will be designated as the operating account.  Federal funds will be deposited into this account and disbursements for payroll and all other expenditures will be made from this account.  The other account(s) shall bear interest but at all times, the balance shall remain below the FDIC or NCUA insurance limit.  Any interest bearing account shall be insured by the FDIC or NCUA.

6.	Costs that cannot be specifically identified to a program are to be allocated to all programs based on an appropriate allocation base.  This allocation basis shall be in accordance with the agency’s cost allocation plan.

7.	The litigation director shall establish a trust account for client funds in compliance with KRPC 1.15(d).  The trust account shall be managed by the litigation director.  Non-attorney staff shall not have access to the client trust account.  Checking account fees for this account will be provided by DRC operating funds.

8.	Requests by the Executive Director to use leave time are submitted to the President and/or Vice President of the Board of Directors for approval.  These requests are either handled via email or the Leave Request Form.

9.	Any credit card points, miles, cash back, etc., generated by purchases made with the DRC credit card(s) will benefit the organization and no points, miles, cash back, etc., generated from such credit card(s) will be utilized without the approval of the Board of Directors.  

B.	Financial Condition

6. The bank accounts are to be reconciled each month by the Fiscal Officer.

7. Funds will be requested on an as needed basis not more than 3 days before checks are written as required by the Grant Funding agencies.

8. Federal Financial Status Reports will be submitted as the Federal Grant Agencies require.

4.	A retainer agreement will be established that includes the hourly rate and 
other conditions concerning expenses for all clients providing a retainer.  These funds will be held in the attorney trust account until service is provided.  Consulting attorney fees and expert witness fees will not be paid from the trust account.

C.	Treatment of Staff

1.	Personal business should not be conducted during business hours or by using DRC equipment, computer, telephones or facilities except as allowed by Board resolution or policy.

	2.	The Governing Board will make the decision regarding hiring of an 
Executive Director.  All other staff members will be hired by the Executive Director. All employees who do not have a separate, written, and fully executed individual employment contract with DRC for a specific fixed term of employment shall be "employees-at-will".  Correspondence generally confirming an offer and/or acceptance of employment whether or not designating certain details of employment shall not be considered a contract.

	3.	The Executive Director shall be responsible for the creation, administration and
		interpretation of personnel policies and procedures.

4.	New positions must be approved by the Executive Director with specifications regarding the necessary education and experience. The Executive Director will report all changes in positions to the Board of Directors. 

5.	DRC shall implement a system for recording worked time.  Employees are
required to follow all time record keeping procedures.

D.  	Accounting Issues

	1.	An Equipment Inventory Control report will be maintained for any item which costs $5000 or more.  The report will contain the purchase amount, purchase date, description of equipment, serial number and/or DRC inventory tag number, equipment location, the program(s) charged, equipment condition, and disposition data if applicable.  

	2.	Copies, stamps, etc. for personal use will be paid by employees immediately and
	deposited in the bank periodically. This money will be recorded as non-program income.

3.	The Fiscal Officer will prepare payroll from the time sheets submitted by the employees.  Payroll will be paid through direct deposit into employee’s bank accounts.  All federal and state rules and regulations will be followed in the preparation of payroll.  All Federal and State reports are to be filed as required.

9. The Executive Director will be responsible for implementing and executing the 
policies, programs, and activities approved by the Board of Directors.  The Executive Director shall assist in developing an over-all program and shall recommend policies, programs and activities for consideration by the Board.


E.  	Systemic and Policy Advocacy

10. No Electioneering – Federal funds may not be used to produce or distribute written, audio, or visual materials or publicity intended or designed to support or defeat any candidate for public office. (Pursuant to 42 CFR 51.6 ( c ) )

11. Prohibition of lobbying using federal allotments – DRC will not utilize federal 
funds for lobbying activities to influence proposed or pending Federal legislation or appropriations (Pursuant to 42 CFR 51.6 (b)).  DRC also will not use federal funds for lobbying or unallowable activities as defined under § 503 of the Consolidated Appropriations Act, Public Law 113-76 (Jan. 17, 2014).  DRC may monitor, evaluate, and comment on the development and implementation of Federal, State and local laws, regulations, plans, budgets, levies, projects, policies and hearings affecting individuals with disabilities and mental illness as a part of Federally funded advocacy activities (42 CFR 51.31(f)).   

12. As part of DRC implementing the program priorities and objectives, DRC shall 
also carry out systemic advocacy—those efforts to implement changes in policies and practices of systems that impact persons with mental illness (pursuant to 42 CFR 51.31(f) ).

F.	Priorities Development 

1. The DRC Board believes strongly that obtaining feedback from disability stakeholders is key in order for its program priorities and policies to be successful.  Additionally, the Board annually establishes its program priorities and policies by working jointly with the PAIMI Advisory Council.  The Chair of the PAIMI Advisory Council shall be a member of the DRC Board of Directors.  This Board member will act as a conduit between the Board and the Advisory Council in order to better ensure effective collaboration on many issues, including but not limited to program priorities and policies.  DRC Staff that interact with the Advisory Council will also work diligently to better ensure joint planning on program priorities and policies. (Pursuant to 42 CFR 51.42(a)).        

2. Pursuant to 42 CFR 51.24 (a), when DRC develops its priorities, consideration shall be given to at a minimum to: 

(a)	Case selection criteria; 

(b)	The availability of staff and monetary resources; and 

(c)	Special problems and cultural barriers faced by individuals with mental illness who are multiply handicapped or who are members or racial/ethnic minorities in obtaining protection of their rights; and

(d)	The needs of different disability communities in Kansas.

3.	Systemic and legislative activities shall also be addressed in the development and implementation of program priorities.
 
4.	Members of the public shall be given an opportunity, on an annual basis, to comment on the priorities established by, and the activities of, the P&A system.  

5.	Procedures for public comment must provide for notice in a format accessible to individuals with mental illness, including such individuals who are in residential facilities, to family members and representatives of such individuals and to other individuals with disabilities. DRC will accept public comment in writing or in person, or by other reasonable disability accommodation methods.  



SEE ATTACHED BOARD TERM SLOTS DOCUMENT DETAILING BOARD SLOTS AND STAGGERED TERMS AND THE ATTACHED PLANNED SUCCESSION POLICY AND ACTION PLAN
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