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Policies and Procedures

Board Member Position Description

e BDCC is a public charity 501(c)(3) nonprofit organization governed by a board of directors that act as
trustees of the public’s interest. The fiduciary responsibilities of board members are solely to the
Hemophilia Council of California.

e The board has identified three strategic priorities:

o Influence policy at the state level ensuring greater access to care for people affected by bleeding
disorders.

Improve the quality and accessibility of resources.
Identify the underserved in the bleeding disorder community in order to increase access to care.

e Fully staffed, the board of directors consists of fifteen members. Eight director positions are identified
and recommended for election by BDCC founding members (the four California hemophilia chapters),
two recommendations per chapter. The remaining seven director positions are filled from
recommendations by the board of directors of the Council. Once elected, board members serve a three
(3) year term. Board members are eligible to be elected for an additional three year term, for a
maximum of two (2) successive terms, before being required to take at least one year off before
reapplying to be a director.

e Each board member is required to serve on at least one committee (or two committees, if the director is
an officer and therefore a member of the Executive Committee), but should be on no more than three
committees. Committees support the work of the Board and consist of the following:

Executive
Governance
Advocacy
Education
Development

O O O O O

Finance

Board Member Qualifications and Responsibilities

Qualification Guidelines
e Demonstrated commitment to, and understanding of, people living with bleeding disorders

e Personal qualities of integrity, credibility and passion for improving the lives of people living with
bleeding disorders

e Professional experience with leadership accomplishments, especially in business, government,
philanthropy or nonprofit sector

e Ability to devote approximately 10 hours monthly to BDCC activities

e Availability to travel to Board meetings at least four times per year (meeting expenses reimbursed)
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Expectations

Board members are expected to be knowledgeable about the history and purpose of BDCC as well as
actively involved in BDCC issues and activities

Be knowledgeable and comply with BDCC policies

Attend board meetings and special meetings in accordance with the board attendance policy

Serve on at least one board committee and participate in accordance with the committee attendance
policy

Make or raise an annual financial contribution of S50

Seek information about issues before the board, including reviewing board packets and preparing for
discussions and action items contained therein

Respond promptly to meetings, notices and requests

Attend at least one educational meeting of one of the four California National Bleeding Disorders
Foundation (NBDF) regional chapters or one of BDCC’s in-person educational events, to understand
where our organization fits in on the local and regional level.

Vote on motions presented at meetings
Work cooperatively with other board and staff members

Encourage support and appreciation for the work of board members and staff
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Policies and Procedures

Board Member Recruitment Process

There are two pathways to be elected to serve on the Bleeding Disorders Council of California (BDCC) Board of
Directors. One, prospective new board members may be selected and recommended for election by the by each of the
four California hemophilia chapters/foundations; and two, in the case of “at large” members, be nominated by BDCC
board members or the Governance Committee and recommended for election by the BDCC Board of Directors.

There is an expectation, in both cases, that candidates for board service be qualified to serve, able to fulfill their
fiduciary responsibilities and expectations of BDCC Board members, and committed to the mission of BDCC, which, as
stated in the bylaws, is to “provide education, information, and advocacy to people with bleeding disorders throughout
the State of California.”

In the case of chapter-selected candidates, chapters will receive a request from the Governance Chair or Executive
Director (ED) to fill an open seat on the Board. Chapters will have forty-five days to submit the names of their board
candidates for consideration by the Governance Committee. The request will include a Board Candidate Profile, board
member expectations, term of service and the type of skills currently needed by the board. To help prepare chapters in
advance for director openings on the board and guide then in their selections, the Governance Chair or ED will also
provide chapters will with a current table of directors showing their affiliation (industry/non-industry, at-large or
chapter rep) and their terms, as well as this document, the Board Member Recruitment Process Policy.

If an initial chapter-recommended nominee is not deemed acceptable, the chapter will be given an additional 30 days
to select a replacement. In the event that the chapter is unable to fulfill the request for a board nominee within 45
days, the Governance Committee may take action to fill the seat. Should a current board member reside in the service
area of a chapter and the board member agrees, the Governance Chair or ED may suggest to the chapter that this
individual serve as their representative on the board. If the suggested board member is not acceptable to the chapter,
then the Governance Committee may fill the vacant board position and the chapter will forfeit their representative
position on the board for a period of one year. Should the chapter nominate an acceptable representative to the board
the following year, the board member currently serving in the chapter’s position will be moved to an “at-large”
position.

In the case of at-large board members, board members are encouraged to suggest potential candidates for service. The
following process has been adopted by BDCC for recruiting and electing at-large board members.

A. The Governance Committee shall advise the board of openings for directors as well as the kind of skills, (such as
legal or financial expertise), currently needed by the board, as well as any restrictions on industry affiliation. BDCC
defines “industry” as anyone working for a company, regardless of their position, that profits from the sale of
clotting factor or other treatments or services for individuals with bleeding disorders. As per BDCC bylaws,
industry-affiliated directors may represent a maximum of 49% of the board.

B. Directors may suggest names of prospective candidates for board service by emailing the Governance Committee
chair and copying the executive director, with comments from the nominating director about why the candidate
would make a good addition to the BDCC Board.

C. The Governance Committee will review the candidate nominations relative to current BDCC recruitment needs and
priorities. The Governance Committee, or a recruitment team appointed by the Governance Committee, will meet
with the candidate(s), by phone or in person, to provide information about BDCC’s mission, program, services, and
expectations of board members and learn more about the interests of the candidate and their possible areas of
involvement with BDCC. Based on the review, the Governance Committee will evaluate the candidate’s willingness
and fitness for Board service.

D. Based on the review of the candidates, the Governance Committee will make recommendations regarding
prospective new Board members to the Board of Directors at least thirty days in advance of a vote.
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The Board will vote on recommended candidates. If the Board accepts the candidate for Board service, the
candidate will be advised by the Executive Director when his/her Board term begins. (See Board Member
Onboarding Process Policy for further information.)

New Board members will receive a Board Manual, Board orientation and be assigned a Board mentor. (See Board
Member Onboarding Process Policy in Board Manual for more information on Board mentors.)
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Policies and Procedures

New Board Member Onboarding Process

Yearly election of directors to the Board to fill seats of directors rotating off the board will occur in advance
of the annual Fall Board Retreat. Newly elected directors begin service in January. Directors serve a term of
three years and may be re-elected for a second term, for a maximum of two three-year terms. Directors
elected midyear to fill a vacancy will complete the partial term of the director they are replacing and are
eligible to be elected to serve one three-year term beyond the partial term. Directors elected to fill a
vacancy begin service immediately upon being elected. For further information on the selection of board
members, please see the Board Recruitment Process policy document and the BDCC bylaws.

New board members will receive an email from the Executive Director of their election to the board, prior to
the Fall Board Retreat, including information on their start date, length of term, board meeting dates and
locations, as well as information about the board orientation process. Board members elected to fill mid-
year vacancies will receive this information ASAP after their election to the Board. (See Board Recruitment
Process for additional information.)

Board Manual

New board members shall receive a Board Manual (in PDF format) from the Executive Director, containing
the following documents, as soon as possible after being elected:
e History and mission of BDCC & Strategic Plan
e Map of BDCC service area
e Summary of BDCC programs
e Board member roster and contact information & BDCC staff contact information
e Board member affiliation and rotation table
e Board member job description
e Board member recruitment process
e Board member onboarding process
e Descriptions of standing board committees and advisory committees
e Board officer job descriptions
e Committee officer responsibilities
e Board attendance policy
e Board giving policy
e Conflict of interest policy & disclosure form
e Document retention policy
e Social media policy
e Travel reimbursement policy
e Travel reimbursement form
e  Whistle blower policy
e Articles of Incorporation
IRS Letter of Determination
501h Election
Bylaws
Approved budget (last two years)
e |IRS Form 990 (last two years)
e Board meeting dates
e Minutes of previous three Board meetings
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Director and officer liability insurance policy and a summary of other insurance coverage for the
organization.

Calendar with national, state, BDCC and chapter events related to bleeding disorders

Glossary of bleeding disorders acronyms and definitions

Fast facts about bleeding disorders

Minute-taking tips

Summary of Robert’s Rules of Order

Board Orientation Process:

Board Retreat/Annual Meeting (Fall)

Newly elected directors will be invited as guests to the in-person annual Board Retreat in the Fall.

At the beginning of the Board Retreat, new and experienced board members will introduce
themselves.

Social time will be provided at the in-person Fall Board Retreat to allow for the opportunity for
personal interaction among new and experienced Board members.

President or designate will give brief presentation about scope and structure of BDCC, including
committees.

New board members will be given opportunity for questions.

New board members will be assigned a Board mentor by the Governance Committee, for a period of
one year. Board mentors will initiate the first contact and meet with their mentee, either virtually or
in person, prior to the first board meeting. Board mentors will welcome new board members into
the “organizational family” by introducing them to the people, issues, and work of the organization
and serving as go-to people and sounding boards. Mentees will be responsible for contacting their
mentor subsequent to the first meeting.

Personal contact with Board President within 30 days of election

Personal phone call or meeting with board president
Discussion of new board member preferences for committee assighnment

Brief explanation of upcoming significant board decisions or events

Follow up contact by Board President after three months of service

Opportunity for new board member to make general comments and ask additional questions about
board service

Inquiry into involvement with committees (if no involvement yet, discuss barriers and problem
solve)

Request feedback on orientation process
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BDCC STANDING COMMITTEES

BDCC has five standing committees, two of which (Governance and Executive Committees) are board
committees, with the remainder being non-board advisory committees. Membership of board committees
consists solely of directors. Board committees have the authority to act on behalf of the board, with exceptions
noted in section 8.1 of BDCC Bylaws and California Corporations Code Article 1, Section 5212. Board committees
may invite non-director guests to their meetings, such as the ED, however guests have no voting rights.

Membership of advisory committees may consist of any mix of directors and non-director volunteers. Both
directors and non-director committee members of advisory committees have equal voting rights. Directors may
volunteer or be appointed by the president to a committee. Committees typically have three officers: a
chairperson, vice-chair and a secretary. Candidates for committee officers may be nominated by the committee,
volunteer for an officer position, or be appointed by the president for a term of one year, for a maximum of six
terms. Officers are confirmed by a vote of the committee. For non-board advisory committees, it is highly
recommended, but not required, that one of the committee officers—chair, vice chair or secretary—be a
director, in order to facilitate communication between the committee and the board.

Unlike board committees, advisory committees do not have the authority to act on behalf of the board and all
actions and recommendations of an advisory committee shall require ratification by the board before being
given effect. Actions and recommendations of an advisory committee may also be ratified by the Executive
Committee if the matter is urgent. Examples of advisory committee actions requiring board approval include:

e All new position statements and resolutions, or significant changes to existing position statements

e All decisions involving significant financial, legal, or tax issues

e Major decisions regarding BDCC’s fundraising programs, grant outreach efforts, financial accountability

practices and procedures, and financial audits

e All decisions involving any major program-related matter

e The hiring and firing of key employees, such as the executive director

e Setting salaries and benefits for employees

e Purchasing commercial or director and officer liability insurance

e Leasing, purchasing, or selling real estate

e Consenting to the terms of loans and other obligations BDCC takes on

e Amending the articles of incorporation or bylaws
Not every decision, however, requires formal action or approval by the board. Routine committee functions do
not need board approval. Day-to-day operational matters, such as administrative staff procedures, are usually
handled by the ED without board involvement. For example, the board may approve the fundraising goals for
the year, but the staff can be in charge of the fundraising events. Or the board may approve webinars, but the
Education Committee and/or ED would be in charge of securing speakers and vetting content. Should a question

arise whether a committee action requires board approval, the committee chair may contact the ED, president
or Governance chair for clarification.
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Standing Committees

Governance (Board Committee), meets monthly, or as needed

The Governance Committee ensures effective board processes, structures and roles, and board policy
development, including bylaws reviews and issues of ethics, accountability, and transparency. The GCis also
responsible for nominating new members, providing new board member orientation; training; retreat planning;
committee development; and board evaluation.

Executive (Board Committee), meets as needed

The Executive Committee oversees operations of the board; and may act on behalf of the board regarding time
sensitive issues that occur between meetings; these acts are later presented for full board review/approval. The
Executive Committee is comprised of the current board officers, past president (if any) and other board
members as invited.

Finance and Development (Advisory Committee), meets monthly

The Finance and Development Committee oversees development of the budget and ensures accurate tracking,
monitoring, and accountability for funds and ensures adequate financial controls and financial policies that
support the mission, values, and strategic goals of BDCC. The committee also reviews the organization’s financial
performance against its goals, making adjustments to the financial plan based on operating margins, and
oversees the operation and administration of BDCC's investment portfolio. In addition, the Committee oversees
efforts to secure funding and services needed to carry out the mission of the organization and is responsible for
the development, coordination and oversight of both short and long term sustainable funding for the
organization, including, but not limited to: fundraising events; corporate funding; program sponsorship; board
giving and individual board member fundraising. The committee works closely with the executive director and
reports progress towards funding goals to the board of directors monthly. The treasurer is the de facto chair of
the Finance and Development Committee.

Advocacy (Advisory Committee), meets monthly (dark in December)

The Advocacy Committee oversees the development and implementation of BDCC's advocacy initiatives and, in
coordination with BDCC's Legislative Advocate, monitors and provides feedback to the board on proposed
legislation. The Advocacy Committee seeks to proactively identify developing advocacy concerns and needs and
formulates the Council’s response. This committee also creates, finalizes and prioritizes internal legislative and
administrative policies that impact access to care at HTCs.

Education (Advisory Committee), meets monthly (dark in December)

The Education Committee oversees the development and implementation of BDCC's strategic education and
outreach initiatives; works with the chapters to promote the mission and goals of the organization; enhances
the organization's image throughout the bleeding disorders community; and represents the organization to the
community, including communications with the press.
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BDCC has five standing committees, two of which (Governance and Executive Committees) are Board
committees, with the remainder being advisory committees. Membership of board committees consists
solely of directors. Membership of advisory committees may consist of directors as well as other non-

director volunteers.

Advocacy Committee
[monthly, 3" Tuesday at Noon]
Stephanie Dansker, Chair
Rigo Manzo, Vice Chair
Elaine Macasiray, Secretary
Michael Bradley
Mia Castaneda-Layman
Amal Estrada
Ryan Faden
Brett Freund
Lauren Hay
Christine McAlister

April Stiner, HENC
Stephanie Hill, CCHF
Rigo Garcia, HFSC
Nooshin Kosar, HASDC
Bill Robie, NBDF
Ray Riordan, HFA
Lynne Kinst, ED
Andrea Palladino, Staff
Cher Gonzalez, Legislative Consultant

Education Committee
[monthly, 2" Tuesday at 11 AM]
Mike Bradley, Chair
Cindy Guzman, Vice Chair
Paul Clement, Secretary
Stephanie Dansker
Andrew Hebert
Shellye Horowitz
Elaine Macasiray
Elizabeth Stoltz
Mosi Williams

Lynne Kinst, ED
Andrea Palladino, Staff

Finance & Development Committee
[monthly, 2nd Monday at 4:00 PM]
Ryan Faden, Chair
Greg Hunt, Secretary
Michael Bradley
Tony Carvalho
Rodney Del Bosque
Ivan Giron
Cindy Guzman
Lauren Hay
Rigo Manzo
Lynne Kinst, ED
Andrea Palladino, Staff
Christina Duran, Bookkeeping
Charity Schroer, Bookkeeping

Governance Committee
[TBD]
Amal Estrada, Chair
Lauren Hay
Rigo Manzo

Lynne Kinst, ED [guest]
Paul Clement, Consultant [guest]

Executive Committee
[as needed]
Lauren Hay, Chair
Rigo Manzo, Vice Chair
Carson Knight, Secretary
Ryan Faden, Treasurer
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Policies and Procedures

Board Officer Elections

Officers are elected by the Board for a term of one-year, and may be reelected for a maximum of three consecutive
terms. Elections are held at the final in-person Board meeting of the calendar year, with newly elected officers
beginning service in January. Officers elected midyear to fill a vacancy will complete the partial term of the officer they
are replacing and are eligible to be elected to serve two additional one-year terms beyond the partial term. Officers
elected to fill a vacancy begin service immediately upon being elected. The Governance chair shall issue a call to the
board for nominations for officers at least two weeks in advance of the final in-person Board of directors meeting. The
Governance Committee shall draw up a slate of officers for presentation to the Board for a vote. Officers are de facto
members of the Executive Committee.

Board Officer Job Descriptions

President
e Serves as principal officer of the Council
e Presides over all meetings of the board
Meets regularly with the executive director
Casts the deciding vote in the event of a tie
e Appoints advisory committees and chairpersons
e Calls all special meetings
e Approves all board meeting agendas
e Has general supervision, direction and control of the business and affairs of the Council

Vice President
e Serves as aid to the president
e Carries out special assignments as requested by the board president
e Understands the responsibilities of the board president and able to perform these duties in the
president’s absence
e Participates as a vital part of the board leadership.
Past President
e The past president of the board, if any, shall be a mentor to the president
e Carries out special assignments as requested by the board president

e Understands the responsibilities of the board president and be able to perform these duties in the
president’s absence

e Participates as a vital part of the board leadership.
Secretary

e Keeps or causes to be kept a complete record of the proceedings and meetings of the board

e Takes minutes at board meetings

e Ensures minutes are available to board members on request or causes them to be made available
Controls and updates contact lists for board of directors

Treasurer
e Provides oversight for and accounts for all monies received and expended by the foundation
e Presents a monthly report to the board of directors
e Responsible for causing the filing of IRS form 990 and other relevant tax forms with the IRS
e Responsible for causing the submission of the annual report to the Secretary of State
e Responsible for meeting with bookkeeper, accountant and executive director quarterly
e Responsible for year-end reconciliation of budget
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COMMITTEE OFFICER RESPONSIBILITIES

Chair Responsibilities
Note: For non-board advisory committees (all committees other than Executive and Governance), it is highly
recommended, but not required, that one of the committee officers—chair, vice chair or secretary—be a
director in order to facilitate communication between the committee and the board.

e Provides leadership and sets tone for the committee work.

e Ensures committee members are aware of their obligations and that the committee complies with its
responsibilities.

e Officiates and conducts committee meetings.
e In consultation with the ED, establishes and confirms an agenda for each meeting.

e Ensures the meeting agenda and relevant documents are circulated to the members of the committee
3-5 days in advance of the meeting and that members have the information needed to do their jobs.

e Ensures, in conjunction with ED, that members are notified of meetings.
e Ensures there is sufficient time during the meeting to fully discuss agenda items.
e Ensures that discussion on agenda items is on-topic, productive and professional.

e Serves as the principal liaison between the committee and the board, including reporting to the board
on the committee's decisions and recommendations.

e Assigns work to the committee members.

e Ensures, in conjunction with the Secretary and ED, that minutes are distributed to members shortly after
each meeting (preferably within three days). Ensures that minutes are complete and accurate, retained,
included and reviewed at the next meeting.

e For committees with recurring events or tasks, develop an annual committee task list, such as a month-
by-month timeline or calendar, to help organize the committee’s work.

e |nitiates and leads an annual evaluation of the committee.

Vice Chair Responsibilities
e Performs Chair responsibilities when the Chair cannot be available.

e Keeps apprised of each meeting agenda and work before the committee so he/she may assume Chair
responsibilities in the Chair’s absence.

e Serve as Secretary when the Secretary cannot be available.

Secretary Responsibilities
e Takes minutes of committee meetings in accordance with approved minutes format (see guidelines for
taking minutes and minutes template).

e  Submits draft of minutes to Chair and ED for review before distribution to committee.

e Ensures, in conjunction with the Chair and ED, that minutes are distributed to members shortly after
each meeting (preferably within three days).

e Ensures that minutes are complete and accurate, retained, included and reviewed at the next meeting.
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