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DOCUMENT TITLE: Policy Ratification Standards
POLICY ADMINISTRATION: The Greater Kansas City Coalition to End Homelessness, Jackson/Wyandotte County Continuum of Care Lead Agency
Policy Formation and Approval Process
	Step
	Responsible Party
	Due Date
	Date Completed
	Link to Draft, Notes, etc.

	Initial Draft
	Policy and Procedure Coordinator
	8/10/2020
	8/10/2020
	Initial Draft

	Draft Review
	Community Standards Committee
	8/19/2020
	8/19/2020
	Notes

	2nd Draft
	Policy and Procedure Coordinator
	8/21/2020
	8/19/2020
	2nd Draft

	2nd Draft Review
	Community Standards Committee-Via Email
	8/26/2020
	
	Notes

	3rd Draft
	Policy and Procedure Coordinator
	9/3/2020
	
	3rd Draft

	Review & Committee Vote
	Community Standards Committee
	9/16/2020
	
	Notes

	Committee Approved Policy Sent to Full Membership for 10 Business Day Review
	Policy and Procedure Coordinator
	9/21/2020
	8/26/2020
	Email
Website

	3rd Draft
	Policy and Procedure Coordinator
	10/2/2020
	
	3rd Draft
No Edits Suggested

	2nd Draft Sent to Full Membership for 3 Business Day Review
	Policy and Procedure Coordinator
	10/5/2020
	9/10/2020
	Email
Website

	Final Draft
	Policy and Procedure Coordinator
	10/9/2020
	
	Final Draft

	Presented to Board of Directors for Approval, as needed.
	Executive Director, Director of Programs, and Policy and Procedure Coordinator
	11/6/2020
	
	Notes

	Approved Policy Published via Email and Website
	Policy and Procedure Coordinator
	11/9/2020
	
	Email
Website
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DOCUMENT TITLE: Policy Ratification Standards 
POLICY ADMINISTRATION: The Greater Kansas City Coalition to End Homelessness, Jackson/Wyandotte County Continuum of Care Lead Agency
EFFECTIVE DATE: [Insert Here]
[bookmark: _Hlk47512204]POLICY
It is the role of the Greater Kansas City Coalition to End Homelessness, the Continuum of Care Lead Agency for Jackson and Wyandotte counties (CoC MO-604), to set standards for how new and amended policies are drafted and approved in a transparent and community-involved way. This policy and its procedures have been created to provide Member Agencies the ability to vote on drafted policies before they are put in front of CoC MO-604’s Board of Directors for final approval. To ensure ample opportunity is given to each Member Agency to review and vote on policies, at a minimum, the following standards must be met:
· Each policy created must go through one of the GKCCEH Policy Formation and Approval Processes, see attachments.
· One vote will be given to each Active Member Agency.
· For a Member Agency to submit a vote, they must be considered “active”—be up to date with their CoC MO-604 membership fees.
· Each Member Agency’s designated voter position will automatically be assigned to the Executive Director.
· A proxy may be named by Executive Director, in writing prior to the vote, see details in Procedure section.
· Ratification of policies will take place at CoC MO-604 Membership Meetings.
· The in-person/live ratification of policies at Membership Meetings may be replaced by virtual/electronic vote if unable to meet in-person/live.
· All ratification outcomes will be posted (in aggregate form) on CoC MO-604’s website.


PROCEDURE
1. CoC MO-604 chooses Policy Formation and Approval Process for policy:
a. Policy Formation and Approval Process (Original)
b. Policy Formation and Approval: Expedited (15 Business Day) Process
c. Policy Formation and Approval Process: Policies Drafted by Committees
2. Policy Formation and Approval Process Completed up to the step preceding ratification.
3. Ratification Process for:
a. Policy Formation and Approval Process (Original) & Policy Formation and Approval Process: Policies Drafted by Committees
i. Notification of Vote
1. CoC MO-604 is responsible for notifying Member Agencies of policy vote via Membership Meeting email/agenda.
a. Must be sent one week prior to Membership Meeting.
ii. Designated Voters and Abstention 
1. Should an Executive Director/proxy designated voter be unable to attend Membership Meeting:
a. Executive Director must complete a Proxy Form to allow someone else to submit a vote for their agency, at least 24 hours prior to Membership Meeting.
Note: Should an Executive Director/proxy designated voter be unable to name a proxy 24 hours prior to Membership Meeting, due to illness or other emergency, they may complete a Proxy Form so long as it is completed prior to the vote at the Membership Meeting. Alternatively, an Executive Director/proxy designated voter may complete a Proxy Form at any time to designate someone as their proxy should an emergency, illness, etc. occur preventing them from being present to vote at the Membership Meeting.
b. Should an Executive Director fail to be present at a Membership Meeting AND fail to complete a Proxy Form within the designated timeframe, the Member Agency will be marked as declining to vote/abstaining.
iii. Voting Process and Alternatives
1. All policies shall be voted on at a Membership Meeting, unless it is determined that in-person/live meeting is not possible. 
a. The in-person/live ratification of policies at Membership Meetings may be replaced by virtual/electronic vote if unable to meet in-person/live.
2. It is at the discretion of CoC MO-604 to determine whether verbal or electronic voting is most appropriate for the format of the Membership Meeting.
a. For a verbal vote:
i. After the policy is presented, each designated voter will verbally state whether they approve or deny the policy.
b. For an electronic vote:
i. After the policy is presented, CoC MO-604 will direct the designated voters to the appropriate platform in which they can vote.
ii. Should a designated voter experience technical difficulty while attempting to vote, they should immediately notify CoC MO-604 staff who will then assist them in submitting their vote.
c. All voting must be completed in the designated voting time.
i. Should a designated voter arrive/attempt to vote electronically after votes have been submitted the Member Agency they represent will be noted as having abstained.
iv. Voting Outcomes & Announcements
1. For a policy to be considered ratified:
a. At least 50% of all Member Agencies must submit a vote; and 
b. Majority (over 50%) of votes submitted must approve the policy.
2. Method of Announcements
a. For in-person/live voting:
i. Votes will be counted, and outcomes will be announced:
1. Prior to the end of the Membership Meeting; and 
2. On CoC MO-604’s website with in 24 hours after the completion of the Membership Meeting.
b. For electronic voting:
i. Votes will be counted, and outcomes will be announced via email and CoC MO-604’s website within 24 hours after voting closes.
b. Policy Formation and Approval: Expedited (15 Business Day) Process
i. Notification of Vote
1. CoC MO-604 is responsible for notifying Member Agencies of policy vote via email.
a. Must be sent 48 hours prior to the close of voting.
ii. Designated Voters and Abstention 
1. Should an Executive Director/proxy designated voter be unable to submit a vote:
a. Executive Director must complete Proxy Form to allow someone else to submit a vote for their agency, at least 4 hours prior to the close of voting.
b. Should an Executive Director fail to submit a vote AND fail to complete a Proxy Form within the designated timeframe, the Member Agency will be marked as declining to vote/abstaining.
iii. Voting Process and Alternatives
1. All policies shall be voted on at a Membership Meeting, unless it is determined that in-person/live meeting is not possible—as is the case with the expedited policy formation and approval process.
a. The in-person/live ratification of policies at Membership Meetings may be replaced by virtual/electronic vote if unable to meet in-person/live.
2. All voting must be completed in the designated voting time.
a. Should a designated voter arrive/attempt to vote electronically after votes have been submitted the Member Agency they represent will be noted as having abstained.
iv. Voting Outcomes & Announcements
1. For a policy to be considered ratified:
a. At least 50% of all Member Agencies must submit a vote; and 
b. Majority (over 50%) of votes submitted must approve the policy.
2. Method of Announcements
a. [bookmark: _Hlk47964253]Votes will be counted, and outcomes will be announced via email and CoC MO-604’s website within 24 hours after voting closes.
4. Completion of Remaining Policy Formation and Approval Process
a. Presentation to Board for Vote
i. Should a policy not pass/be ratified, the policy may still go in front of CoC MO-604’s board, so long as the outcome of the vote is clearly noted to the Board during its presentation for vote.
ii. The Board may choose to approve a policy regardless of the Member Agencies voting outcome.
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