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I. Purpose 
The Statewide Independent Living Council (SILC) has developed and enacted the following policies and procedures in keeping with the bylaws of the Council.  
These policies and general operating guidelines were enacted and are being adopted for the effective operation of the SILC.  The day-to-day functional implementation of these policies and procedures is the responsibility of the SILC Executive Director.  
Organizational policies and procedures may be amended through the SILC on recommendation of the Executive Committee.  The policies and procedures are reviewed annually by the Executive Committee to determine if any changes are necessary.  
II. Introduction 	 
A. Mission Statement 
The mission statement of the Statewide Independent Living Council is, “The New Mexico Statewide Independent Living Council will promote policies, programs and activities to maximize independence of people with disabilities by: 
 developing, monitoring, reviewing and evaluating the State Plan for Independent Living (SPIL),  supporting and expanding the state network of Centers for Independent Living,  creating a culture for full integration and independence,  advocating systems change for full access and equality in community life, 
 educating policy makers and stakeholders about the importance of independent living, 
 developing a strategy for collaboration among stakeholders in the disability 
community,  leading to full inclusion and independence in the State of New Mexico.” 
B. The Importance and Authority of Statewide Independent Living Council 
The SILC is an independent and autonomous planning body working in coordination with the Centers for Independent Living (CILs) to increase the impact of independent living services in New Mexico. The SILC is composed of gubernatorial appointees who represent people with significant disabilities from across the state, as well as, the interests of other independent living programs and services, and at least one director of a center for independent living chosen by the directors of centers for independent living within the State; and ex officio (nonvoting) members to represent the DSE and other state agencies serving individuals with disabilities. 
The SILC’s composition is set forth in Title VII, Section 705 of the Rehabilitation Act as amended by the Workforce Innovation and Opportunity Act of 2014 (Appendix II).   
Members are chosen by the Governor of New Mexico, after receiving recommendations from the SILC, serve three year terms, up to two consecutively. The majority of voting members and the majority of the council must be individuals with disabilities, not employed by a CIL or state agency. The SILC will maintain regular communication with the appointing authority to ensure efficiency and timeliness of the appointment process. 
 
Members provide statewide representation to the Council, represent a broad range of individuals with disabilities from diverse backgrounds, and are knowledgeable about the CILs and independent living services.  
 
C. State Plan for Independent Living (SPIL) 
The State qualifies for federal independent living (IL) funds because of the existence of the SILC and the SILC's federal mandate to develop a three-year State Plan for Independent Living (SPIL) which outlines IL priorities and identifies IL needs for New Mexico citizens. The SPIL is conjointly developed by the Statewide Independent Living Council and the Directors of the Centers for Independent Living.  The SILC must receive public input from individuals with disabilities and other stakeholders about the proposed SPIL. The SILC will be responsible for identifying the method for developing, seeking and incorporating public input into, monitoring, reviewing and evaluating the implementation of the State Plan. The SPIL is signed by the Chairperson of the SILC, the director of the Designated State Entity (DSE), and a majority of the directors of the Centers for Independent Living.  The Chairperson will designate a subcommittee to develop the SPIL and coordinate the necessary activities. 
D. Network of the CILs  
The CILs are consumer-controlled, non-residential places of action and coalition for the disability community, where persons with disabilities learn empowerment and develop the skills necessary to make lifestyle choices. Centers provide services and advocacy to promote the leadership, independence and productivity of people with disabilities. Centers work with individuals, local communities, government agencies and the SILC to remove barriers to independence and to ensure equality of persons with disabilities. 
CILs that are funded through Part B or Part C or State funds and comply with the Standards and Assurances set forth in Sec. 725 of the Rehab Act. shall be considered centers related to signing the SPIL. Each entity can only have one vote/signature, even if they have multiple sites or grants 

 III. Membership and Member Responsibilities 
A. Appointment by Governor 
Because most of the members are appointed by the Governor, all individual interested in serving on the Council must apply for appointment through the State of NM Boards and Commissions website. Resumes are required with the application.   
The membership committee will put out recruitment invitations for potential Board members at least once a year and all Board members will be dutiful in recruiting new members.  If a potential candidate is brought to the membership committee, the committee will determine if the person meets the eligibility guidelines set forth in the Rehab Act and will decide if they should be recommended to the Director of Boards and Commissions, Office of the Governors, for appointment. 
The SILC has the responsibility to inform the Director of Boards and Commissions, Office of Governor about federal mandates regarding the composition of the Council. 
B. Reappointments; nomination form 
Existing members who desire reappointment must inform the Director of Boards and Commissions, Office of Governor in a timely manner and follow the directions for reappointment.    
C. Oath of Office 
Before a newly appointed member can enter into official duties, he/she is required to complete oath of office paperwork and submit it to the Director of Boards and Commissions, Office of Governor.   
D. Conflict of Interest  
The New Mexico Governmental Conduct Act prohibits Council members who have a personal interest in a transaction before the Council from participating in the transaction.  For the purposes of the Act, a “personal interest” means a financial benefit accruing to the member or someone in his/her immediate family.  Knowingly violating the Act is a criminal offense.   
Voting members of the SILC are required by state law to disclose their financial interests before assuming office. Information pertaining to real estate, business interests, gifts, travel, liabilities, directorships and other matters is subject to disclosure. As state government employees, ex officio members are also required to follow the rules and regulations governing conflict of interest.  Ex officio members should check with their agency’s policies about this requirement. 
Method for identifying and resolving actual or potential disputes and conflicts of interest:  
Complaints and disputes will be presented in writing to the Administrator, unless the complaint is in regards to the administrator; then it will be presented to the Chair. The person receiving the complaint shall collect the facts from those involved, and shall take them to the Executive Committee. The Executive Committee will decide if the complaint is valid and what action needs to take place. 
   
E. New Member Orientation 
New members are required to participate in an orientation session.  The orientation is arranged by the SILC Executive Director and sufficient advance notice is provided to the new members.  
F. Attendance   
Member attendance at quarterly SILC meetings and other activities (as assigned) is mandatory. The Executive Committee of the SILC is charged with monitoring attendance and notifying the Director of Boards and Commissions, Office of the Governor under certain conditions, per SILC Bylaws.   Members who cannot attend meetings must submit an absence form to the Executive Director or Chair prior to the meeting or within 3 days following a meeting in case of an unexpected absence.  
Ex officio members are permitted to send designees to SILC meetings, as appropriate and necessary, since these are non-voting positions.  
G. Training Opportunities  
Members are encouraged to develop the skills needed to be an effective Council member and to obtain proficiency in independent living philosophy, history and concept of service provision. The ILRU Guidebook for SILC Chairpersons, Members and Administrators will be given to each Council Member.  Training sessions are offered on a frequent basis through Independent Living Research Utilization (ILRU), the National Council on Independent Living (NCIL) and the Association of Programs for Rural Independent Living (APRIL) in the form of on-line courses and webinars.  Members are encouraged to attend annual conferences such as the NCIL and APRIL Conferences, and the SILC Congress, based on the availability of funds in the budget and the priority order set forth by the Council.  
H. Responsibilities   
It is each member’s responsibility to:  
 Reply by specified deadlines; 
 Inform the Executive Director about any changes in personal information for the roster;  
 Prepare thoroughly for meetings in order to make informed decisions;  
Allow for sufficient time to fulfill SILC duties; 
 Request any needed accommodations for participating in the meeting; 
 Arrange for transportation to/from meetings in a timely manner;  
 Honor all cancelation policies (for example, lodging). 
 Responsibilities, values and qualifications are explained further in the SILC Job Descriptions.  

I. SILC Representatives to other Boards and Councils 
The Chairperson has the responsibility of designating SILC representatives to other Boards and Councils, including, but not limited to:  
The State Rehabilitation Council of the Division of Vocational Rehabilitation;  
Other Boards or Councils that affect services to persons with disabilities in New Mexico. 

     J.	Code of Ethics

· Uphold and enforce all laws, rules and regulations.
· Assure the equal access and independent living of people with all disabilities.
· Uphold the independent living philosophy, including consumer control.
· Refrain from interfering with the day to day operations of the SILC.
· Treat all people with dignity, respect, and compassion to foster a trusting environment free of harassment, intimidation, and discrimination.
· Act in a manner that assures the rights and dignity of others are upheld.
· Refrain from using SILC position for personal, agency, material, or financial gain or the appearance of such conflict of interest.
· Safeguard restricted or confidential information.
· Recognize that authority rests with the SILC as a whole and make no individual promises or action that may compromise the SILC.
Violations of Code of Ethics
a. If the governing board or committee has reasonable cause to believe a member has violated the Code of Ethics, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged Code of Ethics violation.
b. If, after hearing the member’s response and after making further investigation as warranted by circumstances, the governing board or committee determines the member has violated the Code of Ethics, it shall take appropriate disciplinary and corrective action.  
	
   K. 	Council Member Duty of Care, Duty of Loyalty & Duty of Obedience
	As a Governor appointed board, NMSILC council members have three primary responsibilities they shall abide by in order to ensure the success and sustainability of the organization; Duty of Care, Duty of Loyalty and Duty of Obedience. 

PROCEDURE: To be considered for new or continued Council membership, NMSILC council members shall agree to the Council Member Duty of Care, Duty of Loyalty & Duty of Obedience agreement to adhere to the following duties: 

Duty of Care requires each NMSILC Council Member to take care of the organization by ensuring prudent use of all its assets, including facility, people, and good will; and provide oversight for all activities that advance NMSILC’s effectiveness and sustainability.

Duty of Loyalty requires each NMSILC Council Member to be faithful to the best interests of NMSILC and not to use his or her position with respect to the organization to pursue a personal agenda at its expense. As such, each Council Member has a duty to place the interest of the organization foremost in any dealings he or she undertakes with or on behalf of NMSILC. 

Duty of Obedience requires each NMSILC Council Member to ensure that NMSILC obeys all federal and state applicable regulations/laws and acts in accordance with ethical practices; that the nonprofit adheres to its stated purposes, and that its goals, objectives, programs, and activities advance its mission. Additionally, NMSILC Council Members shall individually obey all federal and state applicable regulations/laws and act in accordance with ethical practices; adhere to NMSILC’s stated purposes, and support its goals, objectives, programs, and activities to advance its mission.
    L.	 Harassment, Bullying & Intimidation
	NMSILC shall not tolerate any type of harassment, bullying or intimidation toward council members and employees. All council members and employees must make reasonable efforts to be sensitive to individual differences and lived experience. Should a council member or employee encounter any type of harassment, bullying, or intimidation during their tenure of service or employment with NMSILC, it may be reported to the NMSILC Chair and/or NMSILC Executive Director.  Every attempt will be made by NMSILC to rectify the problem as quickly as possible. If any council member or employee should witness the harassment, bullying or intimidation of an employee, council member, or member of the public by any NMSILC employee, council member or member of the public, report the incident to the NMSILC Chair and/or NMSILC Executive Director immediately.  Every attempt will be made by NMSILC to rectify the problem as quickly as possible and may include disciplinary action up to and including suspension or termination of the staff or Board member. 



	

IV. Meetings 
A. Meetings are scheduled by the Council at the fourth quarterly meeting based on the calendar year and advanced forward.  Adequate meeting notice is provided to all members.  The meetings are held quarterly and are open to the public.  The meetings must adhere to the requirements of the the Open Meetings Act, NMSA 1978 (OMA).  Closed meetings can be called in special circumstances allowed by OMA.  Minutes are taken at every meeting and are posted to the SILC website. The Open Meetings Act, NMSA 1978, Chapter 10, Article 15, states that the NM SILC will provide 10-days’ notice for regular meetings; 3-days’ notice for special meetings; and 24-hour notice for emergency meetings. All meetings shall assure reasonable accommodations for NM SILC members and the public upon request.   
In order to ensure equal access and participation in all New Mexico SILC activities, auxiliary aids, alternate formats, and services are made available to individuals with disabilities upon a timely request of at least 10 days.  All meeting notices include accessibility statements.   
Board Meeting Procedures
· The Chair will maintain firm control of a meeting; that is, the Chair is willing and able to ask directors to stop speaking so that others can speak on issues as well, as well as to methodically invite all directors to speak to the issue. The Chair can also make decisions on procedure as needed so meetings run efficiently and effectively. The Chair can utilize an open forum option to gain input from non-board members if they so choose. 
· Basic values: that participation is required, that all comments on topic are valued, and that each director must respect the rights of the other directors to have their opinions and to voice them, that meetings will be civil and courteous. Intimidation, misinformation and bullying will never be tolerated. 
· No one speaks unless recognized by the Chair; every director with a pertinent comment on the issue will be allowed to speak; no one will speak for more than 3 minutes at any one time.
· Require that motions be stated as simply and precisely as possible, and that they are repeated as needed, to facilitate discussion and for the Secretary or note taker to accurately capture them. Seconds are required to move a motion to a vote. How a director votes must be captured in a way that allows the public to know how they voted. 
· Eliminate lengthy reports; provide them instead in writing to directors prior to the meeting.  If everyone has read the reports prior to the meeting, the board can cut to the chase and discuss the issues that need action.
· There is an expectation that everyone comes to the meeting, and comes prepared –to speak, listen, debate, and decide.


  B. Public Participation & Comment 
NMSILC recognizes the value and importance of public input from community members, mainly its peers with disabilities. For that reason, and in compliance with federal regulations and state statutes, NMSILC establishes a Public Comment Policy and its corresponding Procedure to inform the Council and its staff about substantial Independent Living and Disability-Related issues impacting individuals with disabilities in New Mexico. Public input/feedback shall be used for a variety of purposes such as developing and monitoring/evaluating implementation of the SPIL, prioritizing systems advocacy/public policy efforts, program creation, etc. The Council permits fair and orderly public participation at its public hearings/forums, regularly scheduled public meetings, disability listening sessions, other NMSILC events and also in written format. NMSILC Public Comment is not designed or intended to address personal grievances or provide a remedy to individuals in dispute with NMSILC. 
PROCEDURE: All comments made during an NMSILC public opportunity to provide input or feedback shall be subject to the following rules/procedures for which public participation is permitted. The NMSILC Chair or other presiding NMSILC Officer or Individual (council member, council staff, council contractor) shall administer this policy and be guided by the following procedures:
1. Public participation at NMSILC public hearings/forums/meetings/events shall be permitted only as indicated on the order of business AND at the discretion of the NMSILC Chair or Presiding NMSILC Officer or Individual.
2. Any member of the public having a legitimate interest in sharing disability-related issues or concerns with the Council may participate during a public portion of an NMSILC public hearing/forum/meeting/event. Members of the public must register or sign-up before the start of the hearing/forum/meeting/event, if required, to be eligible to participate. If no registration or sign-up is offered prior to an NMSILC public hearing/forum/meeting/event, participation to share comments during a public portion of an NMSILC public hearing/forum/meeting/event is determined by the NMSILC Chair or presiding NMSILC Officer or Individual. 
3. Participants providing public comment at an NMSILC public hearing/forum/meeting/event must be recognized by the NMSILC Chair or presiding NMSILC Officer or Individual before providing comments and must preface their comments by an announcement of their name, residing county and group affiliation (if applicable).
4. Comments made by a public participant at an NMSILC public hearing/forum/hearing/event shall be limited to a duration of time as determined by the NMSILC Chair or presiding NMSILC Officer or Individual, generally 3 minutes.
5. All comments shared by public participants shall be directed to the NMSILC Chair or presiding NMSILC Officer or Individual; no public participant shall target, attack or bully any NMSILC Council member, staff or its contractors individually. 
6. Public Comment is not intended to provide answers or responses to any participant, nor is the Council/Council Members or its staff legally required to do so. 
7. Any action on items (including responses to comments and/or questions) brought forth during Public Comment will be at the discretion of the Council and most likely will require additional time for the Council and/or its staff to fully investigate and gather complete information. Participants requesting access to NMSILC public records must comply with the NMSILC Access to Public Records Request Policy and Procedures and New Mexico Code §5-14-3-2. 
8. Disruptive discussions between public comment participants and/or members of the public in attendance at an NMSILC public hearing/forum/meeting/event is not permitted.
9. Participants providing public comment will be courteous and respectful in their language, presentation, and behavior exhibiting high levels of professionalism and integrity. Use of language intended to humiliate, disgrace, demean, defame, shame or mock NMSILC or its members or staff will not be tolerated. Nor will behavior intended to bully, intimidate, threaten or gaslight/abuse Council members and its staff.  
10. Following the completion of public comments by a public participant at an NMSILC public hearing/forum/meeting/event, he/she/they will not engage in further debate, dialogue, or comment. 
11. At an NMSILC public hearing/forum/meeting/event, the NMSILC Chair or Presiding NMSILC Officer or Individual may:
a. Interrupt, warn, or terminate comments from a public participant when his/her/their statement exceeds the duration of time as determined by the NMSILC Chair or Presiding NMSILC Officer or Individual, is derogatively directed and targeted at a Council member or its staff and/or is abusive, obscene, or irrelevant or disregards any part of this policy/procedure;
b. Request any public participant or individual to leave the hearing/forum/meeting/event when that person disregards (a.) or refuses to practice reasonable decorum when requested to do so, or disregards any part of this policy/procedure;
c. Request the assistance of security or law enforcement officers in escorting an individual back to his/her seat or in the removal of an individual from the hearing/forum/meeting/event space when the conduct of an individual interferes with the orderly progress of the hearing/forum/meeting/meeting or disregards any part of this policy/procedure;
d. Call for a recess or an adjournment of the hearing/forum/meeting/event to another time when the lack of public decorum is so significant it interferes with the orderly conduct of the hearing/forum/meeting/event as to warrant such action;
e. Waive any of the rules/procedure within this policy with the approval of the Council when necessary for the protection of privacy or the administration of Council business.
12. Violation of any part of this policy and its rules/procedure at any NMSILC public hearing/forum/meeting/event may result in the enforcement of the following:
a. 1st violation – Verbal warning 
b. 2nd violation – Verbal warning 
c. 3rd violation – Written warning 
d. 4th violation – One (1) month suspension of NMSILC public comment privilege 
e. 5th violation – Six (6) month suspension of NMSILC Public Comment privilege 
f. 6th violation – One (1) year suspension of Public Comment privilege  
g. 7th violation – Five (5) year suspension of NMSILC Public Comment privilege
h. 8th violation – Lifetime ban of NMSILC Public Comment privilege
	
All violations will be documented in writing for NMSILC records/files and a written copy of the warning will be provided to the individual following receipt of said warning. Any of the above documented violations a.–h. shall be accrued and remain valid for period of four years from the date of the most recent violation.
13. Video recordings are permitted, however, the member of the public owning and/or operating the recorder must comply with the following conditions:
a. No obstructions are created between the Council and the audience.
b. No interviews are conducted during the Council hearing/forum/meeting/event.
c. No commentary is made that would distract either the Council or members
of the audience.
d. Recordings shall in no way be used or edited to change the context of the recording or alter its nature to be weaponized against the Council, Council members or its staff. 
14. Written Public Comments are accepted by members of the public in addition to or in place of public comment at any NMSILC public hearing/forum/meeting/event and that pertain to this policy and its applicable rules/procedure. These comments may be submitted electronically or by U.S. mail to the NMSILC Executive Director who will acknowledge receipt of (non-abusive, non-threatening, non-intimidating) comments and share them with the Council as the NMSILC Chair instructs. 


C. 	Code of Conduct for Public Meetings
NMSILC shall operate all its public meetings (in-person, virtual and/or phone) with integrity and in a professional and respectful manner. All Council members, staff, guests and members of the public present are required to adhere to this policy. 

PROCEDURE: So NMSILC may work toward accomplishing its organizational mission and comply with the Rehabilitation Act and conduct its meetings in a reasonable amount of time, all attendees are expected to conduct themselves with integrity and treat others with dignity and respect. This includes being respectful of those who have the floor to speak, keeping sidebar conversations to a minimum allowing Council business to proceed and finish. The NMSILC Chair will have the option to warn and then remove anyone from a public meeting who chooses not to conduct themselves in a professional manner in accordance with the NMSILC Public Participation & Comment policy/procedure. 
 
All Members of the Public are expected to abide by the following code of conduct:

The NMSILC Chair shall determine if there will be public comment at a public meeting and the length of time allowed for public comment.

· NMSILC council members, staff and members of the public may speak when recognized by the NMSILC Chair during a public meeting.
· Members of the public who provide public comment must state their name when recognized by the NMSILC Chair prior to speaking.
· All questions or comments from members of the public will be addressed to the NMSILC Chair.
· No abusive language or defamatory statements, personal attacks, bullying or intimidation or any other form of disruptive behavior will be allowed at any point during an NMSILC public meeting by NMSILC council members or staff or members of the public.
· If disruptive behavior occurs or continues, the NMSILC Chair shall administer the NMSILC Public Participation & Comment policy/procedure to address the disruption and may recess the public meeting to take appropriate action to remove individual(s) from the meeting in accordance with NMSILC policy/procedure. 

The NMSILC Code of Conduct for Public Meetings policy also applies to any public committee meetings, hearings, and other public forums. All non-council members serving on NMSILC committees and members of the public in attendance are expected to adhere to the same code of conduct or they may be asked to leave by the NMSILC Committee Chair or presiding NMSILC Officer or individual (council member, council staff, council contractor), per NMSILC policy/procedure.

		
V. Council Structure 
A. The Chairperson may form committees, subcommittees, work groups and ad hoc committees as needed to carry-out the duties of the Council.  The Chairperson determines which committees oversee the main goals as specified on the SPIL.  Standing committees are the Membership/Outreach Committee and a Standing Committee to oversee the SPIL development and timelines, and the Executive Committee.  All committees and work groups adhere to the requirements of OMA.
VI. State Plan for Independent Living (SPIL) 	 	 	 	 	 	 
A. Cycle  
The SPIL covers a three-year span.      
B. Development 
The SILC has in place timelines of activities that are used to implement the current SPIL and to develop the next SPIL.  The timelines are monitored by the SPIL Development Committee. 
C. Opportunity for Public Comment 
A draft of each SPIL is available for public review and open for comments prior to its submission, in compliance with federal regulations and guidelines.  The SPIL Development committee sets forth a sufficient time period for public commenting and specifies the means of distributing the SPIL draft to stakeholders.  
D. Oversight and monitoring 
The SPIL Development Committee oversees the SPIL Implementation Timeline to ensure that deadlines are met and that the activities are outcomes-focused. Public comment is allowed on the monitoring of the SPIL at each Council meeting through the public comment section of the agenda. 
E. Role of DSE 
DESIGNATED STATE ENTITY ASSURANCES (1) The DSE acknowledges its role as the fiscal intermediary to receive, account for, and disburse funds received by the State to support Independent Living Services in the State; (2) The DSE must make timely and prompt payments to Part B funded SILCs and CILs: a. When the reimbursement method is used, the DSE must make a payment within 30 calendar days after receipt of the billing, unless the agency or pass-through entity reasonably believes the request to be improper; b. When necessary, the DSE will advance payments to Part B funded SILCs and CILs to cover its estimated disbursement needs for an initial period generally geared to the mutually agreed upon disbursing cycle; c. The DSE will accept requests for advance payments and reimbursements at least monthly when electronic fund transfers are not used, and as often as necessary when electronic transfers are used, in accordance with the provisions of the Electronic Fund Transfer Act (15 U.S.C. 1693-1693r); (3) The DSE will abide by SILC determination of whether the SILC want to utilize DSE staff; a. If the SILC informs the DSE that the SILC wants to utilize DSE staff, the DSE assures that management of such staff with regard to activities and functions performed for the SILC is the sole responsibility of the SILC in accordance with Sec. 705(e)(3) of the Act(Sec. 705(e)(3), 29 U.S.C. 796(e)(3)); (4) The DSE will assure that the agency keeps appropriate records, in accordance with federal and State law, and provides access to records by the federal funding agency upon request; (5) The DSE assures that the SILC is established as an autonomous entity within the State as required in Sec 1329.14 of the WIOA regulations; (6) The DSE will not interfere with the business or operations of the SILC that include but are not limited to: a. Expenditure of federal funds, b. Meeting schedules and agendas, c. SILC board business, d. Voting actions of the SILC Board, e. Personnel actions, f. Allowable travel, g. Trainings and; (7) The DSE will fully cooperate with the SILC in the nomination and appointment process for the SILC in the State.
F.  SILC resource budget and financial statement 
When requested by the SILC, the DSE functions as the fiscal intermediary of the federal Part B funding and at the direction of the SILC, maintains accounting records for the Council.  The DSE provides the data needed for the Administrator to develop quarterly financial statements and budget worksheets.  These reports are submitted to the Council for review and adoption at the quarterly meetings.  
      G. 	 SPIL evaluation 
SILC evaluates the SPIL yearly using a variety of approaches including the SPIL timelines, work plans, stakeholder feedback, and the federal program progress report, Part I – Yearly Reporting Instrument.  Outcomes and measures are specified and the SILC is responsible for monitoring and evaluating SPIL results. Each SILC committee is responsible for reporting to the SILC Administrator on the objectives achieved and/or the barriers encountered to fulfilling the objectives within the quarter. This information assists the SILC Administrator in preparing the annual Program Performance Report.  
VII. Public Relations/Marketing 
A. Website maintenance 
The SILC Executive Director is responsible for updating the SILC website with the assistance of the DSE.  The Council has the authority to make changes to the website and/or the information contained therein at any time.  Ongoing updates to the SILC history portion of the website is reviewed and updated bi-annually. Posted information remains on the website for a time period deemed reasonable by the SILC.   
B. Correspondences 
The Executive Director drafts correspondence according to SILC directives and finalizes the documents for the Chair’s signature.  All letters are open to public review.  Any or all correspondence is retained as specified by state and federal records retention guidelines.  
C. Spokesperson for Council and individual advocacy 
The Chairperson of the SILC has the authority to act or to execute any activity on behalf of the entire SILC body, if such authority is granted to him/her by state laws, the SILC’s bylaws, or by specific resolution of the SILC, including speaking publicly on behalf of the Council.  No other member may speak on behalf of the Council.  All members are permitted to make comments as individuals about topics of their choice.  
	     D.	Access to Public Records Request
NMSILC is committed to providing access to public records in accordance with its policy underlying the New Mexico Inspection of Public Records Act (IPRA). Therefore, NMSILC has adopted the following to implement procedures in order to appropriately respond to public records requests from members of the public. 
PROCEDURE:
1. All requests for NMSILC public records must be submitted to the New Mexico Public Education Department.
2. A person desiring to inspect public records may submit a request to the records custodian orally or in writing. However, the procedures and penalties prescribed by the Inspection of Public Records Act apply only to written requests. Emailed requests are preferred, and will help ensure a more timely response. Responses may be sent to the requestor electronically or via certified mail.
A written request must contain the name, address and telephone number of the person making the request. A request must describe the records sought in sufficient detail to enable the records custodian to identify and locate the requested records. Requests for reasons or justification on why certain actions were taken by the PED are not proper requests under this law.
Written requests must be mailed or emailed to:
Beverly Friedman
PED IPRA Custodian of Records
300 Don Gaspar, Santa Fe, NM 87501
Bev.Friedman@ped.nm.gov
Phone: (505)795-0180
3. The records custodian must permit inspection immediately or as soon as practicable, but no later than fifteen (15) calendar days after the records custodian receives the inspection request. If inspection is not permitted within three (3) business days, the person making the request will receive a written response explaining when the records will be available for inspection or when the public body will respond to the request.
If any of the records sought are not available for public inspection, the person making the request is entitled to a written response from the records custodian explaining the reasons inspection has been denied. The written denial shall be delivered or mailed within fifteen (15) calendar days after the records custodian received the request for inspection. If the records requested are extensive, the requestor may receive a burdensome letter extending the deadline for the request.

VIII. Staff 
A. Executive Director 
The Executive Committee evaluates the performance of the Executive Director and completes the evaluation form by the deadline set forth within the performance review cycle.  The job description is reviewed and updated yearly or as appropriate by the Executive Director and reviewed by the Executive Committee.  
  B.    Administrative support 
The DSE provides administrative support for the SILC as requested by the SILC and this position works carefully with the Executive Director for the SILC.  
IX. Fiscal Policies and Procedures  
A. Fiscal Reporting Requirements, Accounting System and Audit 
The SILC is responsible for its own expenditures and budget.
The DSE, provides oversight that funds are used in an allowable way and in the appropriate allocations for the SILC budget: 
· Grant awarding and management related to the SPIL goals 
· Processing of payments for the SILC 
· Periodic financial auditing of the SILC 
 
B. Records Retention 
Records that are required for the DSE's departmental and federal and state regulatory and evaluation purposes shall be made available and maintained according to the provisions of OMA.  
C. Travel Regulations 	 
 
Council members are reimbursed for reasonable and necessary costs of travel, meal and lodging expenses, provided the trip is pre-approved by the Council.  All requests for reimbursement must comply with State Fiscal Guidelines.  To be reimbursed for travel, members must complete the necessary forms provided by the Administrator to receive reimbursement.  Reimbursements are calculated using the State’s current Meals and Incidental Expenses Rate Table.  
 	 	 	 	 	 
D. Cancelations of trip reservations 
Members must provide a timely notice of cancelations or changes to trip reservations. The member will be responsible for any incurred charges due to late notices, except in the event of unforeseen emergencies. 
E. Disallowed Expenses 
 Lost or stolen articles 
 Alcoholic beverages 
 Damage to personal vehicles, clothing or other items 
 Services to gain entry to a locked vehicle 
 Movies charged to hotel bills 
 All expenses related to the personal negligence of the traveler, such as fines 
 Entertainment expenses 
 Towing charges 
 Expenses for children, spouses and companions while on travel status  
 
The above list is not all-inclusive. Travelers should use prudent judgment and remember that all travel expense accounts are open to the public and must be able to sustain the test of public review.  
 
X. Revision of the Manual 
The Administrator oversees the manual and alerts the Executive Committee when updates are needed. The Executive Committee reviews the manual at least annually, and refers any revisions to the full Council for a final decision. The Policy and Procedures Manual is officially updated by the Council by simple majority.   
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