CHAPTER 4

AREA AGENCY ON AGING ADVISORY COUNCILS

Purpose of Chapter

This chapter sets forth polices and procedures for the establishment and operation of advisory councils or advisory bodies.  This chapter contains:

Section I

Organization
Section II
-
Membership
Section III
-
Responsibilities
Section IV
-
Procedures
Further policies and procedures that pertain to this chapter can be found in
45 CFR Chapter XIII § 1321.57.

SECTION I.  Organization

POLICY:
The AAA must establish an advisory council with specific criteria for composition, frequency of meetings, staff support, and bylaws.

A. The AAA and its advisory council and other of its advisory bodies, if any (hereinafter all are called “council”), must have clearly written bylaws which are governed by Robert Rules of Order, newly revised.  At a minimum, the bylaws must include the following:

1.
Statement of Purpose:
The mission of the advisory council and its relationship to AAA staff, the legal contract agency, and other groups in the community.  The advisory council bylaws must specify that the council is advisory both to its legal contract agency and the AAA staff.

2.
Membership:
Who will be on the council, how they will be chosen, and terms of office.

3.
Function:
The specific duties of the advisory council.

4.
Officers:
The title and specific jobs of each officer of the advisory council, method of selection, qualifications for selection, and terms of office.

5.
Committees:
Number and tasks of committees and how they will be organized.

6.
Conflict of Interest:
Rules governing when advisory council members can and cannot participate in making recommendations or decision making.

B. Relationships between advisory council and staff and between advisory council and legal contract agency must be clearly written and at least cover functions, lines and methods of communication, roles, and points of accountability.

SECTION II.  Membership

POLICY 1:
Representation on the advisory council must maximize the involvement of representatives who reflect the population mix within the PSA.

A. Advisory council representation must include:

1. At least one representative from each county within the PSA.
2. Key “senior advocate” groups.
3. At least one local elected official.
4. At least one member of a primary racial minority group who is a participant or is eligible to participate in a AAA service program.
5. At least one member must be a person with a disability who is a participant or is eligible to participate in a AAA service program.
6. At least 50 percent persons age 60+.
7. At least one member of a health care provider organization, including providers of veterans’ health care (if appropriate).
8. At least one member with leadership experience in the private and voluntary sectors.
9. At least one member of a supportive services provider organization.
10. A reasonable male/female mix that matches that for the population served by the AAA.
11. Older persons in greatest economic or social need.

POLICY 2:
AAAs are encouraged to consider having younger disabled adults as members of the Advisory Council.  Those operating an Aging and Disability Resource Center must have at least one member representing a younger disabled adult.
POLICY 3:
There should be representation from the major ethnic/racial minority groups and disability groups in the PSA on AAA planning committees, task forces, ad hoc committees, and like bodies.

A. AAAs must ensure through contract that there is representation from the major ethnic/racial minority group and disability groups in the PSA on subcontractor advisory councils, where such councils exist.

B. Final selection of membership to the AAA advisory council must be made by the legal contract agency and/or sponsor through an open process.

C. At a minimum, advisory council members must be sought through advertising in local newspapers and contacting local organizations and agencies.
D. Staff of AAA contracted service provider agencies may not serve on the advisory council.

SECTION III.  Responsibilities

A. AAA advisory councils must have on-going committees to ensure membership participation in all aspects of developing and implementing area plans.  The on-going committees must address public information/advocacy, planning, and allocation/finance.  Other on-going or ad hoc committees may be composed as needed.

B. The advisory council must advise the AAA on all matters relating to the development and administration of the area plan but must not function in policy-making or decision-making capacity.

C. The advisory role of the AAA advisory council is broad, encompassing all aspects of AAA business, but there are certain specific responsibilities which advisory councils must perform.

1. Present the needs, problems, interests, and accomplishments of older persons and persons with disabilities to the public (public information/advocacy).

2. Sponsor and conduct public hearings, forums, and conferences to solicit information and to educate the public (public information/advocacy).

3. Set priorities for the needs of older persons and persons with disabilities in the PSA and priorities for services to advocate for or fund (planning; allocation/finance; public information/advocacy).

4. Review and analyze program and service data and operations (planning).

5. Participate in selection of the AAA director and participate in selection of other AAA staff at the discretion of the director.

6. Coordinate with private and public agencies on aging and disability issues (planning; public information/advocacy).

7. With AAA staff, review, develop and organize data and information used in planning, coordination, advocacy, and area plans (planning; public information/advocacy).

8. Review AAA administrative budgets, fund source budgets, and rate of expenditure (allocation/finance).

9. A representative must attend decision making meetings of the sponsor with voice, but no vote.

SECTION IV.  Procedures

A. Procedures followed by advisory councils and AAA staff in relation to advisory council meetings and actions must be clearly specified.  The following procedures must be followed:
1. A planned agenda must be sent out to all advisory council members prior to the meeting.

2. The chair of the advisory council helps set the agenda and conducts the advisory council meeting.

3. Advisory council meetings are to be open to the public.

4. Background material which bears directly on the agenda questions must be mailed out in time for members to digest its content and react with creative thinking.  It should be in a form which helps members to understand the issues fully.

5. Fiscal reports must indicate clearly how funds are being spent. They should detail the cost of each program, unit cost, and allow judgments to be drawn from the reports.

6. Minutes must be kept of each meeting.  An original must be signed by the advisory council chairperson or designee.  Minutes must be concise, written for easy reference, specify decisions made, agenda topics discussed, and record consensus.

7. A calendar must be developed which indicates points for advisory council involvement in planning, contracting, management, and other AAA business events throughout the entire year.  The calendar might include:

a. Council and committee meetings
b. Planning process events
c. Council training dates
d. Hearings and forum dates
e. RFP process deadlines
f. Contract management mile posts
g. Budget and program review dates
B. The advisory council must meet at least quarterly.

C. The AAA is to make provision to pay transportation and other allowable out-of-pocket expenses for advisory council members’ attendance at meetings, if necessary.

D. The original, signed, advisory council minutes must be kept on file at the AAA and a copy sent to ADSA.
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