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I. Name.  The Cape and Islands Suicide Prevention Coalition.
II. Vision and Mission.  Our vision is that Cape and Islands communities will have the necessary information and tools to raise awareness, promote education, and increase action to reduce suicides. Our mission is to increase suicide awareness and prevention. 
III. Purpose and Goals.  Based upon recent statistics from the Department of Public Health, the suicide rate in our region is 1.5 times the state average. To address this problem, the Cape and Islands Regional Suicide Prevention Coalition was formed in 2009. The Coalition brings together a diverse group of community stakeholders to raise awareness of suicide across the lifespan in order to reduce the number of suicides in our region.  The Coalition has a broad base of members representing individuals and organizations from Cape Cod, Nantucket and Martha’s Vineyard.  
The primary goals of the Cape and Islands Suicide Prevention Coalition (Coalition) are to:
· Provide suicide prevention and gatekeeper training to the community using best practice and evidenced based models
· Heighten community awareness of suicide through a variety of methods including forums, presentations, educational materials and web based information
· Provide opportunities for community discussions on the topic of suicide prevention

· Identify areas for systems improvements and collectively advocate for change 
IV. Membership.  Members work in a highly collaborative environment.  A member is any individual or organization who shares in the vision and mission of the Coalition.  Member participation may range from active leadership to keeping informed of the issues and work of the Coalition. Interested party may become a member of the Coalition by submitting a membership form to the clerk/staff of the Coalition.

V. Leadership. The leadership of the Coalition includes a twelve (12) member steering committee, to include two co-chairs, a treasurer, and a clerk. 

i. Composition of Steering Committee. The Coalition has a twelve (12) member steering committee elected for two year terms from general membership, one seat shall be for a representative from Martha’s Vineyard and one seat shall be for a representative from Nantucket. The co-chairs, treasurer, and clerk are elected from the steering committee.  The steering committee reserves the right to appoint additional individuals to serve in an advisory capacity on the steering committee.
ii. Responsibilities of Steering Committee Members.

· Expected to attend at least 75% of steering committee meetings/calls

· Attend monthly general membership meetings

· Chair or co-chair a working group 

· Participate in ad-hoc committees to move forward the work of the Coalition

· Make recommendations to general membership

· Participate in strategic planning 

· Review governance document(s) annually
· Recruit new members
· Elect officers
iii. Responsibility of Co-Chairs.  The co-chairs, in conjunction with the steering committee and general membership, are responsible for effective and transparent governance and function of the Coalition and furthering the mission and vision of the Coalition at the local, regional and state levels. Specifically the responsibilities of the co-chairs are to: 

· Set agenda and facilitate monthly Coalition general membership meetings and steering committee meetings;

· Disseminate pertinent information to membership;
· Recommend working groups and ad-hoc groups as needed;
· Attend regional Post Traumatic Stress ( PTSM) Crisis Response Team meetings;

· Represent Coalition at Massachusetts Coalition for Suicide Prevention meetings;

· In conjunction with steering committee, develop and implement policies and procedures;

· Work closely with officials from the MDPH, MDMH and other local and regional representatives to help prevent suicide;

· In conjunction with treasurer and steering committee originate grants and other fundraising activities; expend funds to support Coalition’s mission and vision, and oversee the general fiscal health of the Coalition; 
· Chair at least one Working Group.

iv. Responsibility of Treasurer. The treasurer is responsible for tracking all expenses received and disbursed, and reports to the steering committee and general membership at respective meetings. The treasurer will work closely with the coalition’s fiscal agent to assure funds are processed in a timely manner, and with co chairs and staff/clerk to assure timely dissemination of fiscal information to both the steering committee and general membership.  In conjunction with the co-chairs, the chair of fundraising committee and the treasurer will propose an annual operating budget.
v. Responsibility of Clerk. In the absence of paid staff, the clerk is responsible for grant tracking and reporting. This is accomplished by working with the treasurer and co-chairs to assure that all grant reports are developed and submitted on time and to required standards.  In the absence of paid staff or in-kind support, the clerk also takes minutes, distributes minutes, maintains membership lists, and keeps records for the Coalition.
vi. Nomination & Election Process.  Steering committee members are nominated by the general membership at the Coalition’s April meeting.  The ballot of nominees is voted on by general membership annually at the May meeting.  Co-chairs, treasurer and clerk are elected by simple majority of the newly elected steering committee at the first steering committee meeting following election, and serve two year terms. Co-chairs must be members of the steering committee.

vii. Terms.  Steering committee members and officers are elected for two year terms.  In 2011, the terms shall be as follows: ½ of the steering committee will receive one year terms and the others will be appointed to a two year term.  Thereafter, terms shall be for a period of two (2) years.  No steering committee member may serve more than two (2) consecutive two (2) year terms.  Terms are on a July – June cycle.

viii. Resignation or Termination from the Steering Committee.  Members may be removed from their position by a majority vote of the steering committee for cause. Reasons for termination may include lack of participation.  Steering committee members may also resign from their position on the Coalition due to individual circumstances. In the event there is a need to fill a seat on the steering committee, the co-chairs, with input from the steering committee, will appoint an interim committee member to serve out the remainder of the term.  

VI. Meetings. 
i. Steering Committee. Meetings of the steering committee are held monthly, alternating between in-person and conference call meetings.  The agenda for these meetings are set by the co-chairs with input from steering committee members.
ii.  General Membership Meetings. Meetings of the general membership are held monthly.  The agenda for general membership meetings are set by the co-chairs and steering committee.  Members are encouraged and invited to submit agenda items to co-chairs.   
iii. Quorum.  For purposes of conducting business at a steering committee meeting, a quorum consisting of a majority of steering committee members must be in attendance (6/10).  No quorum is necessary in a general membership meeting.
iv. Voting.  For purposes of voting at steering committee meetings, a simple majority of those present at the meeting, when quorum has been established, is required to take action. At general membership meetings, a simple majority of those present at the meeting is required to take action on a motion. In order to vote, a member must have attended at least eight of the previous twelve meetings.  Each organization represented on the Coalition has one vote.
v. Conflict of Interest. A conflict of interest – real, potential, or perceived – exists when a member has a personal interest that may influence him or her while making decisions for the Coalition.  Members with a conflict of interest are required to recues themselves from voting on an issue in which they have a conflict.
VII. Working Groups.  The Coalition has a number of working groups. Each working group has a stated purpose and is comprised of a chair or co-chairs and members. Working group activities are initiated by chair or co-chairs. The standing working groups of the Coalition are:

· Advocacy 
· Elders

· Events

· Fundraising 

· Marketing

· Training

· Youth
VIII. Amendments of Bylaws and Annual Review.  Annually at its September meeting, the steering committee of the Coalition will review its by-laws and policies and procedures.  Amendments to the by-laws will be made by the steering committee by a majority vote and ratified by the general membership.
IX. Records.  The Coalition maintains the following records for a minimum of four years: membership lists, business meeting agendas & minutes, steering committee minutes, financial statements, financial records, financial reports, grant applications and grant files, training files, event files, by-laws, policies and procedures, amendments to bylaws, and general correspondence.  At a minimum, minutes, by-laws, and policies and procedures are posted on the website.  In the absence of paid staff, the Department of Human Services will assign staff to maintain these records in a centralized, secure location.

Polices and Procedures

I. Fiscal Policies and Procedures.
i. Approval of Expenses and Coalition Funds. Expenses incurred on behalf of the coalition require prior approval as follows: 1.) Amounts under $100.00 require prior approval by the treasurer; 2.) Amounts over $100.00 require prior approval by the steering committee; 3.) Amounts over $1,000.00 require approval by the general membership.
ii. Processing of Invoices. Requests for payment are submitted to the treasurer on a check request form along with supporting documentation and receipts.  The treasurer will submit approved invoices for payment to the fiscal agent within seven (7) days of receipt.  
iii. Financial Statements.  The treasurer disseminates financial statements generated by the fiscal agent at monthly steering committee and general membership meetings.
iv. Travel Reimbursement. To ensure adequate representation at planning meetings, statewide meetings and events pertaining to suicide prevention on the Cape and Islands, the Coalition will reimburse travel expenses for two steering committee members to attend such events on behalf of the Coalition and act as its representative.  Normally the co-chairs are the designated representatives of the Coalition but other steering committee members may be asked by the co-chairs to represent the Coalition on their behalf, in which case this policy will apply.  Reimbursement is made upon receipt of a detailed invoice with mileage and/ or actual costs. The reimbursement rate per mile is based upon the prevailing federal mileage rate.  

In addition, the Coalition will establish a fund to reimburse members who due to financial hardship require assistance to travel to Coalition meetings or Coalition supported events. On an annual basis, the steering committee will determine an amount to be set aside in the operating budget for this purpose.  Requests for travel reimbursement are made in writing to the treasurer prior to the event and will be handled on a case by case basis.  Reimbursement is made upon receipt of a detailed invoice with mileage and/ or actual costs. The reimbursement rate per mile is based upon the prevailing federal mileage rate.  Maximum reimbursement is capped at $25.00 per request.
v. Financial Reports and Records.  It is the responsibility of the treasurer to collect and transfer complete financial records, on a monthly basis, to the centralized file system maintained at Barnstable County Department of Human Services, including:  copies of invoices, income received, requests for travel reimbursements, correspondence, and financial reports, etc. 
vi. Fiscal Agent.  The Coalition has an agreement with the Cape Cod Foundation to act as its fiscal agent.  A copy of the current fiscal agent agreement shall be maintained with the fiscal records.
II. Communication Policies and Procedures. 
i. Website. The Coalition maintains a website www.suicideispreventable.net.  As of 1/11 the web pages are maintained by the Barnstable County Department of Human Services on the Department’s website.  Any member of the Coalition may forward new material and information to post to the website by sending it by email in an accessible format to the Department.  If any submitted posting is questionable or possibly inappropriate for posting, the Department will bring the issue to the attention of the co-chairs for resolution.  All postings are subject to the approval of the steering Committee.

ii. Posting of Information. When new information is submitted for posting to the website, every effort will be made by the Department of Human Services staff to post the material within one week of receipt.  Information must be submitted in Microsoft Office Software (i.e. Word) and as a pdf, use a minimum of 12 point font, and be edited and ready for print.  All submissions for events must be submitted using the event posting form found on the website.

iii. Email. The Coalition has an email address: suicideprevention@capecoalition.com.  As of 1/11 the account is hosted by the Neighborhood Support Coalition at no charge and monitored by the co-chairs.  The user name and password is confidential unless permission is granted by co-chairs for specific Coalition activities i.e. use of Coalition’s email for marketing efforts made on behalf of the Coalition.

iv. Membership Lists.  As of 1/11 the membership lists of the Coalition are maintained by the Department of Human Services and are comprised of people who have attended Coalition meetings or events since the Coalition’s inception.  The Department also maintains separate lists and contact information for the steering committee and other working groups.  Changes and updates to the membership list should be sent to the Department of Human Services by email.  Effort is made to keep contact information confidential. Requests by other groups or members of the coalition to share contact information requires approval of the steering committee.

v. Constant Contact.  As of 1/11 the Coalition has an account with Constant Contact which is paid for by the Coalition.  The Department of Human Services maintains the email distribution list for Constant Contact.  Constant Contact is used to distribute announcements and invitations to events.  The chairs of the Marketing and Events working groups use Constant Contact to distribute information about the Coalition events.

vi. Email Contacts.  Periodically the Department of Human Services will be asked to disseminate information to Coalition members on an issue related to the work of the Coalition.  Each request is vetted and approval is sought from at least one co-chair before relevant information is sent by email to the Coalition membership list.
vii. Use of Logo.  The Coalition has developed guidelines for use of its logo on print and web-based materials.  A copy of these guidelines is attached to this document.

viii. Coalition Support for events.  The Coalition will adopt guidelines on co-sponsoring events.  A copy of these guidelines will be attached to this document when approved by the SC.

ix. Training Requests.  The Coalition responds to requests for Question, Persuade, Refer (QPR) and Connect training.  A training request form can be found on the website and submitted according to the directions.  In the absence of paid staff, the Coalition’s volunteer training coordinator will process requests, contact trainers and maintain records of completed training including sign-in sheets of attendees.
Attachments:

1. Coalition Membership Form

2. Check Request Form
3. Event Posting Form
4. Logo Guidelines

5. Sponsorship Guidelines ( being drafted)
6. Training Request Form
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