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The PPO committee has met to review the OP document approved at the 2009 Fall Meeting. We have received requests for additions and changes which we are in the process of reviewing. We will again have the final draft ready to review for the committee 30 days prior to the next fall meeting for review by the committee, for vote during the Annual Meeting (see approved 2009 OP Document attached).
The Centers for Disease Control Prevention Research Center 

National Community Committee

Operating Procedures


Vision Statement


A national network of community representatives engaged in equitable partnerships with researchers to define local health priorities, drive prevention research agendas, and develop solutions to improve the overall health and quality of life of all communities.

Mission Statement

The National Community Committee (NCC) of the Centers for Disease Control and Prevention (CDC) Prevention Research Centers (PRC) is dedicated to help build capacity in communities within local PRCs not traditionally involved in the planning, development, implementation, and evaluation of prevention research initiatives by:

· developing and facilitating education, training, resource sharing and technical assistance opportunities that encourage and enhance participation in research activities

· creating a supportive and culturally competent environment in which representatives can share successes, concerns, and other lessons learned

· advocating for policy change

· making recommendations to advance the work of individual community representatives, local centers, and the national PRC Program

Goals

1. Lift up the community “dimension” of the PRC Program

2. Assist in bridging gaps between the local PRC communities and the PRC academic researchers

3. Highlight similarities and celebrate differences

4. Offer training and development opportunities for community committee members

5. Promote collaboration and cooperation among local community committees without limiting or restricting research activities or creating conflict detrimental to the growth and development of the PRC Program

6. Promote some consistency across local community committees without encouraging “Cookie Cutter” committees

Article I: Organization Name

The name of this Organization shall be the CDC PRC National Community Committee, hereinafter referred to as NCC, or the Organization

Article II:  Membership

The general membership of the Organization shall be comprised of NCC Representatives and NCC Alternates.

Section 1:  NCC Representatives

A. Each PRC is responsible for selecting at least one community representative from their local community committee(s) to represent their center/communities on the NCC

B. The chosen NCC representative does not have to hold a chair or co-chair position on their local committee but should be actively involved with their local committee and/or other PRC activities

C. Other roles and responsibilities of the NCC representatives include:

1. Attending in-person meetings and participating in conference calls and other planned NCC activities

2. Effectively communicating information from the national level (NCC) to the local level and vice versa

3. Sharing lessons learned and experiences from their communities to contribute to the growth of the NCC and other communities represented on the committee

4. Identifying critical issues within their local PRC and communities that should or could be addressed by the NCC

5. Orienting their local NCC alternate or other community members to the NCC if and when representation changes

 Section 2:  NCC Alternates

A. Each PRC is responsible for selecting at least one alternate community representative from their local community committee(s) to represent their center/communities on the NCC

B. The chosen alternate representative does not have to hold a chair or co-chair position on their local committee but should be actively involved with their local committee and/or other PRC activities

C. Other roles and responsibilities of the alternate representatives include:

1. Attending in-person meetings and participating in conference calls and other planned NCC activities particularly when the identified NCC representative from their local committee is unavailable

2. Effectively communicating information from the national level (NCC) to the local level and vice versa

3. Sharing lessons learned and experiences from their communities to contribute to the growth of the NCC and other communities represented on the Committee

4. Identifying critical issues within their local PRC and communities that should or could be addressed by the NCC

5. Assisting their local NCC representative in orienting other alternate representatives or community members to the NCC if and when representation changes

Note: It is the responsibility of each PRC to update the NCC and the PRC Program office of any changes in NCC representation and/or contact information for each of their identified representatives

Article III: Leadership

The leadership structure of the Organization shall be comprised of the following elected or appointed Officers: Chair, Chair-Elect, Vice-Chair, Past-Chairs, Six (6) Regional Directors, and Chairs/Co-chairs of the four (4) standing subcommittees.  The leadership structure shall also include a leadership team (See Article III Section 3).

Section 1:  Elected Officers

A. Chair

1. Facilitate and plan all NCC meetings and meeting agendas

2. Attend or participate in PRC Directors’ and PRC Steering Committee meetings

3. Facilitate communication between NCC members and the national PRC Program

4. Identify emerging themes, concerns, and needs from the NCC body and local PRC communities

5. Help define local and national health priorities based on input, feedback, and discussion with NCC

6. Act as a mentor to the Chair-Elect in preparation for next leadership transition

B. Chair – Elect

1. Assume the duties of Chair in absence of the current Chair
2. Assist Chair in facilitating and planning meetings and meeting agendas
3. Participate or attend PRC Directors’ and Steering Committee meetings
4. Motivate and facilitate communication of NCC Regional Directors and their regions
5. Build relationships and facilitate communication with the PRC Program Project Officers and other staff
6. Act as a mentor for the Vice-Chair in preparation for the next leadership transition
7. Facilitate the process of identifying and finalizing the selection of the host for each NCC Annual Planning meeting (See NCC Annual Planning Meeting Proposal Packet)
C. Vice – Chair

1. Assume the duties of Chair in absence of the current Chair and Chair-Elect
2. Become familiar with PRC and NCC operational procedures
3. Facilitate communication between NCC leadership and the PRC Program office primarily through the PRC Community Liaison
4. Facilitate communication between NCC leadership and other NCC members
5. Work closely with the NCC Policy, Procedures, and Operations subcommittee (See Article XII) to maintain, organize, and update materials that document all processes, decisions, and activities of the NCC to increase understanding and maintain transparency in the leadership
6. Facilitate the nomination and election process (See Article VIII - Nominations and Article IX – Elections)
D. Immediate Past Chair

1. Act as a mentor to and assist current Chair when needed

2. Assume the duties of Chair in absence of the current Chairs (Chair, Chair – Elect, and Vice – Chair)

E. Prior Past Chairs

1. Act as mentors to and assist current Leadership Team as needed

2. Prior Past Chairs will have no voting rights on the Leadership Team unless they hold another position of Leadership

F. Regional Directors (elected by NCC members in their region)

1. Facilitate communication among NCC representatives within assigned region via conference calls, emails, etc.

2. Maintain and distribute meeting minutes for the Region.

3. Participate in meetings (conference calls and/or in-person) with all regional directors and other NCC leaders

4. Familiarize any new NCC representatives within their region to the national committee which includes providing updates on current activities, results of past meetings and plans on future meetings and other activities

5. Assist in planning activities for the NCC

G. Sub-Committee Chairs/Co-Chairs (elected by NCC members of that committee -  

      see Article XII for committee descriptions)

1. Plan and facilitate all sub-committee meetings and meeting agendas.

2. Facilitate communication between subcommittee members and the Leadership Team.

3. Maintain documentation of subcommittee meetings, members and work.

4. Ensure charge of subcommittee is being fulfilled. 

5. Serve on the Leadership Team.

Section 2:  Appointed/Selected Officer(s)

A.  Secretary (appointed by the Chair with the approval/consensus of the membership)

1. Record activities, discussions, and decisions that take place during each NCC meeting.

2. Maintain files/records that include:

b. Past meeting agendas

c. Meeting attendance records

d. Current contact list for all NCC members

3. Summarize meeting notes for distribution to all NCC members and other interested parties (i.e., center directors, PRC Program office, etc.)

4. Secretary shall serve for at least two years.

B.  Treasurer (appointed by the Chair with the approval/consensus of the membership)

1. Provide oversight for fiscal agent

2. Ensure that accurate and complete financial files and records are maintained

3. Summarize financial report for NCC membership meetings 

4. Tresaurer shall serve for at least two years.

Section 3:  Leadership Team (team members will hold only one office within the leadership structure at any given time)    

A. Comprised of up to fourteen voting members including four (4) Elected Officers (the Chair, Chair – Elect, Vice – Chair, and Past – Chair), six (6) Regional Directors, and four (4) subcommittee Chairs/Co-chairs

B. Responsible for providing oversight and guidance to the Organization based on the collective voice of the membership  

C. Responsible for deliberating on identified issues, developing recommendations, providing said recommendations to the membership, and makes decisions on behalf of the membership unless otherwise stated in this document

Article IV:  Terms of Office

Terms of office shall be observed in the following rotation/succession, beginning in mid October of each year through the designated period for each office as indicated below.

A. Chair: 1 yr as Chair and following year as Past Chair (2 year commitment)

B. Chair-Elect: 1 yr as Chair- Elect and the following two years as Chair and Past Chair respectively (3 year commitment)

C.  Vice-Chair: 1 year as Vice-chair and the following three years as Chair-

Elect, Chair, and Past-Chair (4 year commitment)

D. Past-Chair (1Yr commitment)

E. Secretary: 1 yr term (Renewable)

F. Regional Director: 2 yr minimum (Renewable)

G. Subcommittee Chairs/Co-chairs: (1 Yr Renewable)

H. General member:  2 yr minimum term is recommended to provide consistency and continuity within the NCC membership (Renewable)take increase back to the local PRC boards

Article V:  Meetings

A. Conference Calls
1. General members’ conference calls will be held once a month. Additional calls may be scheduled as necessary by the Chair or other NCC leadership team members

2. NCC leadership team shall meet via conference call between or prior to each general membership meeting as deemed necessary by the Chair or other leadership team members

B. In-person Meetings
1. At least two in-person business meetings will be held each year

a. The NCC Annual Planning Meeting will be held in the fall at the beginning of each PRC Program fiscal year

b. The second meeting will take place in conjunction with the Prevention Research Centers’ Meeting scheduled for early spring of each year

Article VI:  Voting

A. Each center and their representatives must be given an opportunity to participate in meetings where voting may occur by receiving notification, within 10 working business days, by email or regular mail.

B. Votes can be submitted through email, fax or regular mail prior to the vote taking place. 

C. There is only one vote per center; therefore all of the active NCC participants from one PRC must determine how their single vote will be cast

D. A simple majority of the PRCs represented, including the absentee votes received in accordance with Article VI. B, at the time of the vote constitutes a majority or quorum.

Article VII:  Nominations

A. Nominations for any open leadership positions (except the Regional Director position which is managed by each Region) will be accepted no later than thirty (30) days prior to the Annual Planning Meeting. Nominations shall be accepted through email, telephone, facsimile, or regular mail.

B. All nominees must have the support of their local PRC in the written, signed  Memorandum of Understanding (MOU) (see attached).

Article VIII:  Elections

A.Elections shall be held during the Annual Planning Meeting each year.  Installation of officers shall follow the election process and elected officials shall immediately assume their new roles and responsibilities.

B.Absentee votes  can be sent via mail, email or fax, and must be received by the Vice-Chair no later than 7 working days prior to the Annual Meeting.

C.Votes will be recorded by center and maintained by the Vice-Chair
Article IX: Vacancies

Office succession will be observed when appropriate. Vacancies will be filled through a recommendation from the leadership team and confirmation by the membership. 

The process for confirmation will take place via an email vote facilitated by the Vice-Chair within 30 days of the vacancy. Vice-Chair will send out the notice and allow at least 7 business days for reply. Confirmation will be a simple majority of responding centers.  

                                           Article X:  Removal from Office

The removal from office provision will be used in circumstances where an officer is no longer able or willing to fulfill his/her responsibilities and either requests to be removed or is recommended to be removed by the leadership team. This process will be enforced only after the leadership team has exhausted all avenues to reconcile the situation. The process for confirmation will take place via an email vote facilitated by the Vice-Chair within 30 days of the vacancy. Vice-Chair will send out the notice and allow at least 7 business days for reply. Confirmation will be a simple majority of responding centers.  

Article XI:  Standing Subcommittees

Section 1:  Policy/Procedures/Operations Committee (PPO)
The charge of this committee is to draft language for and facilitate the review and revision process of the policies, processes, and operating procedures contained in the NCC operating procedures. The committee is also responsible for identifying and developing, external policy issues (e.g. IRB processes, funding, peer review, etc.).  
Section 2: Fund Development Committee
The charge of this committee is to provide a framework for identifying purpose, use, and methods for obtaining financial resources for the development of the NCC. Resources would be used to develop the NCC infrastructure, develop implementation plans for projects, and provide or facilitate training opportunities for NCC and other PRC +community members, as well as other needs as approved by the Leadership Team.

Section 3:  Communications Committee

The charge of the communications committee is to identify, develop and implement  effective communication strategies to promote the National Community Committee to partners on local, regional and national levels.

Section 4:  Content Committee: 

The charge of the content committee is to identify, develop, expand and implement opportunities for shared learning about Community-Based Participatory Research (CBPR) to improve prevention research and the health and well-being of communities.

Article XII:  Amendment Process

A member (or group of members) who wishes to propose an amendment to the Operating Procedures (OP) shall submit the proposed amendment in writing to the Policy /Procedures /Operations (PPO) Committee anytime during the calendar year. For a recommendation to be considered at the current year’s annual meeting it must be submitted to the PPO Committee no later than 90 days prior to the annual meeting.  Such submission(s) should include an explanation of the problem that the proposed OP change addresses, and how the change will affect the operation of NCC.  The PPO may recommend rejecting the proposed change as ineffective / not feasible, asking for a rewrite, or for more justification, or recommending the proposed change for a vote by the general membership during the Annual Planning Meeting. Said recommended OP change(s) must be submitted in writing to all members no later than thirty (30) days prior to the Annual Planning Meeting for formal adoption.  A two-thirds majority vote of the membership is needed for adoption. In addition, the PPO will communicate its decision/ recommendation concerning the proposed amendment back to the author(s) no later than thirty days upon receipt.  
Article XIII:  Fiscal Agent

An organization/agency interested in serving as the Fiscal Agent on behalf of the NCC must adhere to the following criteria:

A. Have a 501c3  status

B. Have a  clean external audit (no negative statements) within the past 12 months

C. Have at least 5 years of fiscal management experienceWhen appointing a fiscal agent for a specific grant, that agent should have experience in managing a grant equal to or greater than the size of the proposed grant

D. Be able to provide a negotiable indirect rate (an agreed upon management rate 15% or less)

E. Disclose any conflict or appearance of a conflict of interest

F. Be a member of the NCC or working as a partner of an NCC member organization/agency

G. Must enter into a signed agreement with NCC declaring agreed upon roles/responsibilities of both NCC and the organization/agency

H. Provide quarterly financial updates in writing to the membership 

Article XIV:   Recommended Usage for Leveraged/Discretionary Funding 

Leveraged funding will be used to develop and/or support the NCC infrastructure, develop plans for projects, and provide or facilitate training opportunities for NCC and other PRC community members.  In addition, funds will be used for identified activities and day to day operations as approved by the Leadership Team.
Article XV:  CDC Provided Support Staff

The CDC PRC Program Office has committed to identifying a staff person to act as a liaison between the NCC and the Program office. The responsibilities of this person, at minimum, will include participating in NCC conference calls, attending in-person meetings, assisting in organizing committee meetings (e.g., setting up and providing conference call information to members, maintaining NCC listserv, etc) and making recommendations to the committee when requested. 
10/20/2009 Approved NCC Annual Meeting
