	[image: image1.jpg]S

L WOK:

WISCONSIN





	Welcome to Board Members




Welcome!

The membership, staff and governing body of PWSA of WI, Inc would like to welcome you as a Board Member for this organization.  We want to thank you for sharing your time and talents.  As a team, the Board of Directors and the Officers strive to improve the lives of children and adults affected with Prader-Willi syndrome (PWS) and those of their families and care providers.  Our goals can best be summarized through our Mission Statement:

The mission of the Prader-Willi Syndrome Association of Wisconsin, Inc. is to Support, Educate and Advocate for persons with Prader-Willi syndrome, their families and professionals in meeting the challenges of this disability
Officers and Board Members are scattered across the state but they make every effort to stay connected.  This is a team of people who work together to support the mission of PWSA of WI, Inc.  If you ever have questions or concerns, help is only a phone call or email away.  You are never alone. That is one of the strengths of this organization.  We are a group of volunteers working together on behalf of persons with Prader-Willi syndrome.  Once again – welcome!

We have attempted to compile some information that we hope will help you, as you become familiar with your new role.  You will be given a copy of PWSA of WI, Inc.’s Policy and Procedure manual.  This document is in a constant state of change.  We are always making additions and updates.  We do our best to make it a viable working document, which serves as a valuable resource for you.  Take time to browse through it.  

Overview of the Governing body of PWSA of WI, Inc.

PWSA of WI, Inc. operates in accordance with its bylaws and its policies and procedures.  There are 7 Board of Directors who are elected and voted into their roles by the membership.  These individuals are responsible for the overall management and direction of the organization.  Each Director serves a two-year term.  The Board of Directors also includes four officers – the president, vice president, secretary and treasurer.  The president acts as our board chairperson. 

The Board and Officers meet three times a year. They also conduct various discussions and mail votes as needed throughout the year.  A copy of our current Board Members and Officers is also included.  Please make sure we have all of your current contact information.

Currently, PWSA of WI, Inc. has one primary office with two part time employees.  Mary Lynn Larson currently serves as the Program Director and Melodee Luening serves as a Program Assistant.  At this time, the two combined work 25 hours a week.  The following is a brief summary of the services our organization provides. 

The primary office is housed in the home of the Larsons with Mary Lynn Larson who serves as the Program Director. Through the use of various telecommunications (phone, email and fax), she is able to provide cost effective, time efficient measures to support, educate and advocate for persons with PWS, their families and those who support these individuals across the State of Wisconsin. We are happy to report that we have a toll free number that members as well as others can use to access services.  We also receive many inquiries by email.  Melodee serves as an assistant, primarily helping with clerical support.  She also works with parents of younger children and visits new parents if possible.  This is a new evolving position. 
Primary financial duties are performed by a volunteer accountant.  This person receives and 

processes all employee payrolls; deposits all donations; pays all bills and works with the treasurer in communicating financial updates and budget concerns.  All donations and most bills are received in the primary office and sent on to the volunteer accountant.  All donations are noted in a donor database housed in the primary office; donors are sent an acknowledgement.  Don Dorn currently serves in this role. 
PWSA of WI, Inc does its best to provide information, support and individual advocacy and 

training to parents and professionals.  The program director along with Barb Dorn, our volunteer 

consultant often travel to communities across the state to provide individual training and 
consultation.  We also attempt to provide a larger training on an annual basis.  Both job descriptions 

are included in the policy and procedure manual.

Volunteers

Our organization also has a strong team of volunteers who assist staff with meeting the requests and needs in operating these programs.  The strength, survival and growth of PWSA of WI, Inc. has occurred because of the commitment and generosity of our volunteers.  

Activities

Various activities occur throughout the year.  A summary of the current events has been included.  We welcome anyone interested in any of these areas to offer their time and help.

 
It is expected that each Board Member will become involved with at least one activity.   Please share your areas of interest with the president or our staff person.  We are always looking for new ideas and energy in making each one a successful experience for all.

Board Meetings

The Board of Director’s and the Officers meet 2-3 times a year.  They typically occur in February, (June) and early fall.   Typically the meeting takes place most of 1 day on a weekend.  All board Members and Officers are expected to attend. The time and location are usually determined at the previous meeting.  Since our board members come from communities across the state, we try to locate the meeting centrally or rotate its location based on board member location.  
Expenses and Reimbursement


Each officer and board member is entitled to receive reimbursement of 

ordinary and/or necessary expenses that they incur while performing their duties as a representative
of PWSA of WI., Inc.   We do however require that you submit receipts for items or expenses.  A
board member must receive approval of 2 or more officers (excluding themselves) for the purchase
 of any item greater than $50.00 that has not been approved in the budget or any non-routine 
purchase or expense.  Currently, requests for reimbursement should be submitted to our volunteer 
accountant, Don Dorn who drafts a check and obtains the necessary signatures.


One officer is able to receive up to $1000 reimbursement to represent the state at the national conference. Receipts for expenses should be submitted as usual.  The order of preferred attendance and reimbursement will be:


1st – President


2nd – Vice President


3rd –Program Director


4th – Secretary


5th – Treasurer

Summary 

PWSA of WI, Inc. appreciates your willingness to share your time and talents with our organization.  If you ever have any questions, please feel free to voice them.  Once again – Welcome!

Enclosures: 

Current Contact List for Officers and Board of Directors (needs to be added)
Overview of Board Responsibilities 
Calendar Outline of Activities and Board Responsibilities

Overview of PWSA of WI, Inc. Activities

And Board Member Responsibilities

The following is a brief outline of some of the major events and activities that PWSA of WI, Inc. sponsors on an annual basis.  We have outlined these activities so that board members and officers learn what activities they might chose from in their involvement with our organization. 

BOARD MEETINGS: The board of directors meets 2-3 times a year.  The meetings are typically in February, (early June as needed) and October. The exact dates, times and locations are determined at the previous meeting.  We typically meet from 11 am to 3 pm.  Every attempt is made to work around board members’ preferences and location.  We try to meet at a central location if possible. 

BOARD MEMBER INVOLVEMENT: We encourage all board members to become involved in some way in at least one activity or project per year.  The following is a list of our typical activities and projects.  The dates and types of events are discussed and determined annually.

· Annual Hobby Day, Social-Training Day.  This event typically occurs in the spring of the year.  We have tried various approaches, activities and locations for this event.  The primary focus has been hobby activities in the morning with a dance - social activity for children and adults with PWS in the afternoon.  We also provide either a training or support opportunity for parents and/or professionals.  The event is one day, however the planning and preparation goes on year-round.  

· Annual Charity Golf Benefit – This event typically occurs in the late summer.  It recently moved to Winwood of Watertown golf course in Watertown.  The date has been dependent upon availability.  Jackie Mallow has been the chairperson and she works with a committee of volunteers. All board members are asked to obtain 2-3 hole sponsors, seek out door prizes and disseminate fliers and recruit golfers for the event.  They are also expected to attend/assist at the event if able.

· Annual Training Workshop or Education Project.  PWSA of WI, Inc tries to sponsor some sort of training workshop or educational project on an annual basis.  The topic, speakers and location vary.  In the past, some board members have been speakers, worked at the registration table or assisted in other ways.  As an alternative, we may chose to do an education and/or awareness project.  A board member may be willing to offer their expertise in some aspect of a project.  PWSA of WI, Inc is hosting the annual PWSA (USA) national conference in 2008.  This event will serve as our educational event.  It is really 3 conferences or meetings in 1 event.  There is a 1-day Scientific meeting where researchers gather and share their findings.  There is also a 1-day training event for Residential Providers; and a 2 day conference for parents, care givers and others who support children and adults with PWS.  

· PWSA of WI, Inc. Newsletter – The Wisconsin Connection.  The newsletter is published and distributed 4 times a year.  Currently the program director solicits articles, prepares layout and has it printed. We have a volunteer fold, secure, apply mailing labels and stamps and mail them out.  Board members are encouraged to submit an article or help with any aspect of this.

· Packet of Hope Program. All genetics clinics in the State of Wisconsin have been given at least 5 copies of our Packets of Hope.  On an annual basis, we make contact with each of them and replenish their supplies if needed.  Packets need to be complied and mailed.  Any board member who may be interested in assisting with this can work with the program director to do so.

· PWSA of WI, Inc’s Annual Mail Fund Raiser.  Once a year, we conduct a mail fund raiser.  This is typically in the late fall of the year.  Currently the program director has created the letter and prepared them for mailing.  Any board member (or volunteer) who is interested in any aspect of the creation of this annual mail fund raising letter is graciously appreciated.  The program director assists with the production of labels and any other supplies that may be needed. (We are always looking for creative people!)

· Annual Meeting for Parents of Young Children.  Over the past few years, PWSA of WI, Inc has sponsored an annual meeting specifically for parents of young children.  Any board members or parents of young children who are interested can help in the planning and arrangements for this event.    

Calendar Outline of PWSA of WI, Inc. Activities and Board Responsibilities

	Month
	Activity 
	Person(s) Responsible /Tasks

	January
	Board Meeting
	President

· Responsible for agenda development and overall planning of meeting

Treasurer

· Prepares financial report

· Reports on audit (if available)

Secretary

· Takes minutes at meeting

· Sends minutes to board members and PWSA (USA) when completed

Vice President or Other Board Member

· Begins evaluation process of program directors (with assist of president and all board members)
All board members

· Prepare/ review reports that are sent by program directors or other project leaders 

	February
	Newsletter #1
	President

· Prepares message

Program Directors

· Solicit and compile items

Any Board Member

· May submit article if desired

	February – April/May
	IRS Reporting
	Treasurer

· Completes IRS tax form and submits

	Spring
	Annual Social-Training Event
	All board members

· Assist with planning and are encouraged to attend and help in areas as needed.

	April
	Camp Scholarship 


	Vice President

· Receives all applications and works with other board members in choosing recipients

· Informs program directors who notifies recipients; confirms camp registrations & facilitates sending checks to camps

	
	Financial Oversight
	Treasurer

· Reconciles checkbook every 3-4 months (and as needed)

	May-June
	Annual Charity Golf Benefit – Planning and Preparation

	All board members 

· Asked to solicit 2-3 hole sponsors

· Seek out donors for door prizes

· Disseminate flier/recruit golfers 

Planning Committee

· Send out postcard reminders to past golfers and donors

	May-June cont.
	Newsletter #2
	President

· Prepares message

Program Directors

· Solicit and compile items

Any board member may submit article if desired

	July
	PWSA (USA) National Conference
	President (or other officer/rep)

· Attends president’s day meeting as chapter representative (expenses reimbursed)

	August
	Newsletter #3
	President

· Prepares message

Program Directors

· Solicit and compile items

Any board member

· Submit article if desired


Calendar Outline of PWSA of WI, Inc. Activities and Board Responsibilities cont.

	August-Sept.
	Annual Charity Golf Benefit
	All board members are expected to attend/assist if able.

	Fall

(varies depending on event)
	Training Workshop or other Educational Project
	Staff to plan and recruit speakers and/or volunteers as needed

Board members to assist if able  

	Fall
	Support Meeting for Parents of Young Children
	Staff to plan and recruit volunteers as needed.

Board members to assist if able  

	
	Board Meeting
	President

· Responsible for agenda development & overall planning of meeting

Treasurer

· Prepares financial report

· Provides oversight to budget preparation to program directors

Secretary

· Takes minutes at meeting

· Sends minutes to board members and PWSA (USA) when completed

All board members

Prepare/ review reports that are sent by program directors or other project leaders

	
	Annual Membership meeting

**coincides with board meeting and parent of young children meeting
	President

· Prepares agenda and discusses items of interest with membership / election of board members

Any board member may be asked to present if indicated 

	November
	Newsletter #4
	President

· Prepares message

Program Directors

· Solicit and compile items

Any board member

· Submit article if desired

	
	Annual Mail Fund Raiser


	Program Directors 

· Prepare mailing

All board members are asked to mail at least 5 additional letters if possible

	December
	Annual Audit
	Treasurer, Accountant and Program Directors 

· Compile necessary items for audit


The reason that PWSA of WI, Inc has existed for over 11 years is that we have always worked together.  Family and work come first.  If ever a board member faces obstacles, which prevent them from completing a project, please communicate this to the president.  We all pull together to help each other out.
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