Operational Procedures Template for the PRT
ARTICLE I

Organization Name



The name of this organization shall be The Region 
____ Early 





Childhood Planning Region Team.
ARTICLE II
Purpose of Organization



Insert PRT's mission or vision statement here. 

ARTICLE III 

Membership

Section 1
Define who the members are.   

Is there a limit to the number of members?  





Are the members representing themselves, or do they represent their agency (if they are employed by an agency)? 


Section 2
Define the term of the members. 

Do they serve staggered terms so that one-third or one-half of the PRT are always experienced members? 

Are members restricted to serving a maximum length of time before they have to rotate off?
Section 3
Define procedure for defining and replacing non-contributing or inactive members.


Section 4
Define voting rights of members. 

Does each agency get one vote? 

Which 
agency member gets that vote?   

Are proxy votes to be allowed?


Section 5
Define procedures for filling member vacancies due to resignation. 

How do members resign?

Section 6
Define responsibilities of the members, including what to do if the member cannot attend a meeting.
ARTICLE IV

Officers

Section 1
Define who the officers will be for the PRT.


Section 2
Define how the officers are nominated and elected. 

When will this be done?

Section 3
Define the duties of each officer that are beyond their regular duties as PRT members.  

For example, who will receive information from the ICC?   



Who will notify the State Department staff contact person when PRT chairpersons/contact people change? 

Will one member serve as a Legislative Contact for the PRT? 

Section 4
Define the terms of each officer.

Section 5
Define the Executive Committee membership and responsibilities if one will be used.

ARTICLE V

Meetings
Section 1
Define meeting time, date, and place.  Time should include the beginning and ending times for the meeting.  All meeting sites must be barrier free and accessible for persons with disabilities including the provision of an interpreter when appropriate.  Meetings shall meet all the requirements of the Nebraska Open Meetings Act (LB898).


Section 2
Define parameters for specially “called meetings” as necessary.  

Who calls for special meetings?  

For what reasons?  

How are members notified?


Section 3
Define a quorum.  

Will a quorum be required for the PRT to transact business?

Section 4
Define how members will develop and receive a meeting agenda.  

Will the agenda for the next meeting be set at the end of every meeting?  How will new or late-breaking or time-limited information be handled?  Will agendas be mailed in advance of the meeting, or will they be presented by the chairperson at the meeting?  
Where will the public announcement of the meeting be made?

Section 5
Define role of non-member agencies or public-at-large. Define the public comment period.  

When will it be held during the meeting?  

Will each speaker be given a time limit? 

Do non-member agencies or public-at-large have to request to be on the agenda of a meeting?  If yes, how would they do this?

Section 6 
Formal voting of the Planning Region Team shall be conducted by Robert’s Rules of Order.  Action shall be voted upon by roll call vote.

Section 7
Member Expenses  

What expenses will be paid by the PRT and what is the reimbursement process? 
ARTICLE VI

Committees


Section 1
Define standing committees and their tasks.


Section 2
Define procedures for deciding who serves on a particular committee.  

Is this by appointment, election, or default?  

How will the chairperson of the committee be selected?


Section 3
Define procedures for updating the PRT on the committees’ work.

Section 4
Define procedure for forming ad hoc committees or task forces to handle a short-term need or issue.  Ad hoc committees and task forces are generally formed to investigate a specific need or problem, and to make recommendations for action to the larger committee.  The larger committee then votes to accept or reject any or all recommendations received.

ARTICLE VII

Confidentiality

Section1
Define PRT activities in which confidentiality is an issue.


Section2
Define procedures to ensure client confidentiality.


Section3
Define how to handle persons representing non-member agencies or citizens-at-



large when confidential information is presented or is planned for presentation.

ARTICLE VIII

Books, Records, and Minutes

Section1
Define who keeps books, records, and minutes of PRT activities and where these
 are kept.  Include descriptions of the books and records of the PRT.

Section 2
Define ways that members may access PRT books, records, and minutes. Minutes must be made available ten working days following the meeting.  How will others be allowed access to these materials?

ARTICLE IX

Amendments
Section 1
Define how the bylaws may be changed.  Include number or percentage of members required to pass a bylaws change, and how notice will be given for a proposed change in the bylaws.

ARTICLE X

Parliamentary Authority

Section 1
Define procedures for guiding the PRT on points not covered in the by
-laws.
 (Most agencies use a consensus model, Robert’s Rule of Order Revised, or
 similar reference.)


Section 2
Define procedures for resolving conflict among PRT members.


Section 3
Define procedure for resolving PRT business.  

Will all issues be discussed and then resolved when members reach consensus?  

Will issues be resolved by calling for a vote and majority rules?  

Will discussions be open-ended, or will time limits be established?

