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Minnesota Council for HIV/AIDS Care and Prevention Member Responsibilities 
Each member is expected to abide by the bylaws. Each member will endeavor to be well informed 
about the council's work, understand the council's history, mission, structure, and policies so that 
matters can be well discussed and voted upon in a thoughtful and objective manner; and consider the 
entire effort of the council rather than just a specific interest. Finally, each member is expected to share 
relevant perspectives, skills and knowledge with fellow council and committee members. 

Each member is expected to: 

a. Serve a term of two years; one subsequent term is allowed contingent upon reappointment.
b. Attend monthly council meetings and serve on at least one standing committee.
c. Commit to a minimum of 8-10 hours per month to council business including attendance at 

council meetings, committee meetings and preparation time.
d. Attend new member orientation and other training opportunities as appropriate.
e. Participate fully in all responsibilities as mandated by federal legislation, including but not 

limited to the following:

o Comprehensive planning and other planning processes

o Needs assessment activities

o Priority setting and completing the prioritization instrument;

o Allocation and reallocation of resources

o Evaluation of the administrative mechanism

Failure to fulfill these responsibilities could lead to recommended removal from the Minnesota Council 
for HIV/AIDS Care and Prevention.  

I have read and, if selected to be a member of the Minnesota Council for HIV/AIDS Care and Prevention, 
I agree to fulfill the council member responsibilities detailed herein. 

Signature of Applicant Date 

http://www.mnhivcouncil.org/uploads/3/4/7/5/34759483/2021.02.09_mchacp_bylaws.pdf
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Minnesota Council for HIV/AIDS Care and Prevention Attendance Policy 
Members are required to attend regularly scheduled meetings of the council. In addition, members are 
required to attend regularly scheduled meetings of their assigned Standing or Ad Hoc Committee(s) at 
the same frequency as council meetings or as scheduled. 

Removal for Non-Attendance 

All council members are allowed any combination of six total absences from council meetings or their 
assigned committee meetings during the most recent twelve-month period. If a member accrues five 
total absences from council or their assigned committee meetings during the most recent twelve-
month period, they will automatically receive an attendance policy reminder letter. If a member accrues 
six total absences from council or their assigned committee meetings during the most recent twelve-
month period, they will automatically be removed from the council and receive a letter thanking them 
for their service. In addition, members may also be removed for consecutive absences from meetings at 
either the council or committee level. If a member accrues two consecutive absences at either the 
council or committee level during the most recent twelve-month period, they will receive an attendance 
policy reminder letter. If a member accrues three consecutive absences at either the council or 
committee level during the most recent twelve-month period, they will automatically be removed from 
the council and receive a letter thanking them for their service. All letters regarding a member’s 
attendance status will be copied to the council co-chairs and the co-chairs of the member’s appointed 
committee.  

Resignation 

A council member may resign by giving written notice to the co-chairs and/or the council staff. 

I have read and, if selected to be a member of the Minnesota Council for HIV/AIDS Care and Prevention, 
I agree to abide by the attendance policy. 

Signature of Applicant Date 
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Minnesota Council for HIV/AIDS Care and Prevention Code of Conduct 

The purpose for the code of conduct policy is to: 
a. Provide guidance for appropriate behavior while conducting council business.
b. Establish procedures for addressing violations of the Code of Conduct.
c. These policies apply to council members, staff and other participants who serving the council and

its committees, as well as persons participating in meetings.

Council members, staff and other participants are expected to: 

a. Sign and agree to the council’s code of conduct, as described below, on an annual basis.
b. Abide by the Hennepin County Non-Discrimination & Respectful Workplace policy. A copy of the

policy is available at http://www.hennepin.us/your-government/get-involved/henn-co-volunteer-
manual

c. Refrain from acts or threats of violence directed at other council members, staff and other
participants.

d. Conduct business in ways that are honest, respectful of diversity, compassionate, and non-
judgmental.

e. Treat every other member with the courtesy and respect resulting from their legitimate right to
be part of discussions and decision making. This means that all council and committee members
in meetings will have the opportunity to speak and be listened to, without interruptions.

f. Refrain from personal attacks on anyone; disagreements will focus on issues, not upon
individuals.

g. Refrain from using language that is threatening, offensive, derogatory, culturally insensitive,
abusive, or intended to be hurtful.

h. Refrain from engaging in activities that distract oneself or others from full participation in the
meeting. Activities that may prove distracting include, but are not limited to: working on non-
council related projects, cell phone use, and engaging in side conversations.

i. Behave in a professional manner that reflects recognition of one’s responsibility to present and
consider the concerns of specific communities, or population groups, while considering the
overall needs of people living with HIV disease, and act on behalf of the communities, not one’s
own benefit.

j. Refrain from behavior that is disruptive, distracting or threatening with regard to any council
related business, whether such behavior is directed toward: the council, its committees or its
members & staff, Ryan White service providers; or the council support office or its employees or
contractors.

k. Take responsibility not only for abiding by these rules of conduct personally, but also for
speaking out to assure that all members abide by them.

http://www.hennepin.us/your-government/get-involved/henn-co-volunteer-manual
http://www.hennepin.us/your-government/get-involved/henn-co-volunteer-manual
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l. At all times, follow the law in all respects, particularly those that relate to the functions of the
council. Acts which may reflect negatively upon the council or create the appearance of
impropriety, including but not limited to, being noticeably under the influence of intoxicants at
council-related meetings or events, failure to disclose all conflicts of interest, allegations of
violation of specific laws and regulations, dishonesty, conviction of a felony, or any federal crime,
shall be cause for immediate discipline, up to and including dismissal from the council, at the
recommendation of the chairperson with approval of the Executive Committee.

___________________________________________________ _____________________________ 
Signature of Applicant Date 
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Minnesota Council for HIV/AIDS Care and Prevention Conflict of Interest Policy 

A conflict of interest arises when a member of the Minnesota Council for HIV/AIDS Care and Prevention 
is expected to participate in a decision-making process in which that member must represent two 
potentially competing interests; the member’s own interest in another entity and the member’s 
responsibilities as a member of the Minnesota Council for HIV/AIDS Care and Prevention. It is 
recognized that in this situation the member, in participating in decisions regarding a relationship 
between the entity and the Minnesota Council for HIV/AIDS Care and Prevention, cannot appropriately 
meet their responsibilities to both the entity and the Minnesota Council for HIV/AIDS Care and 
Prevention.  
For purposes of this policy, the following definitions apply: 

A member of the Minnesota Council for HIV/AIDS Care and Prevention has an interest in a particular 
transaction or decision if they or a member of their immediate family; 
(a) is an employee or a director, trustee, or officer of, or has a significant financial or influential interest
in an entity which is in a position to benefit from a decision of the Minnesota Council for HIV/AIDS Care
and Prevention, or
(b) is otherwise reasonably likely to gain a significant financial or other personal benefit as a result of a
decision or action of the Minnesota Council for HIV/AIDS Care and Prevention.

Members of the Minnesota Council for HIV/AIDS Care and Prevention shall manage a potential conflict 
of interest as follows: 
Members of the Minnesota Council for HIV/AIDS Care and Prevention shall, upon appointment, disclose 
in writing all interests as defined previously. The member is obligated to update this report any time an 
additional interest is identified. 

The Minnesota Council for HIV/AIDS Care and Prevention members must recuse themselves from 
voting and note a conflict of interest on any matter in which they have an interest. It is the duty of the 
member to identify the presence of that interest prior to abstaining from voting, without necessarily 
publicly specifying the interest. 

If at any time the interest or interests of a Minnesota Council for HIV/AIDS Care and Prevention 
member are so significantly in conflict with the mission of the Minnesota Council for HIV/AIDS Care and 
Prevention so as to significantly limit participation, the appointing authority may remove the member 
from the Minnesota Council for HIV/AIDS Care and Prevention. 
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Meeting facilitators shall ensure that ample discussion happens before a motion is made so that subject 
experts have the opportunity to contribute to the discussion. Members in conflict shall not participate in 
the discussion of specific motions or once a motion has been made. Members in conflict shall step out 
of the room during a vote that impacts their specific service areas. There is no conflict of interest when 
voting for an entire allocations plan. Members in conflict shall not vote on service area standards for 
which they provide services or serve on the board of agencies that provide these services. Providers 
shall provide feedback in provider meetings that are a part of the process of the development of 
standards of care and shall also provide expert feedback during the discussion that happens prior to a 
motion at committee or full Minnesota Council for HIV/AIDS Care and Prevention meetings. 

Abstaining from Voting 

Individuals serving on the Council who have a financial interest in or are members of a public or private 
entity seeking Part A, Part B or Prevention funding, will not participate directly or in an advisory 
capacity, in the process of selecting entities to receive Part A, Part B or Prevention funding within that 
particular service  category. This includes votes on carryover and re-allocation funding proposals. They 
will abstain from voting in the above circumstances. 

Separation of Council and Grant Selection 

The Council may not be directly involved in the administration of the Part A, Part B or Prevention grants 
(i.e., managing provider contracts). The Council may not designate particular entities as recipients of any 
amounts of Part A, Part B or Prevention funding (i.e. naming or approving particular entities to receive 
funding) other than Council support. 

I have read and, if selected to be a member of the Minnesota Council for HIV/AIDS Care and Prevention, 
I agree to follow the conflict-of-interest policy. 

Signature of Applicant Date 
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Minnesota Council for HIV/AIDS Care and Prevention Reimbursement Policy 

Compensation 

None of the budget or income of the council shall be distributed to, any member or officer, or any 
other private persons, except that the council shall be authorized and empowered to pay reasonable 
compensation for services rendered and to authorize payments and distributions in furtherance of its 
stated purpose. 

Reimbursement of Expenses 

Nothing in the language of Section 2.12 of the bylaws is intended to prevent the Minnesota Council for 
HIV/AIDS Care and Prevention from reimbursing members for their reasonable expenses involved in 
attending meetings of the council and/or its committees, per HRSA guidance. Nor shall this section 
prevent the council from reimbursing members for reasonable expenses by attendance at functions 
directed by the council to its membership. Community committee members who are living with HIV or 
affected by HIV will be eligible for reimbursement if their attendance at committee meetings is not a 
work-related activity. Expenses will be reimbursed within the parameters of the budget. Reimbursement 
will only apply to attendance at committee meetings of which these persons are officially members.  

In order to receive reimbursement for mileage and parking council members will follow guidelines 
established by Hennepin County: 

1. Possess a valid driver’s license and motor vehicle insurance as required by law.
2. Provide council staff with the valid driver’s license number every 6 months, or when

requested, if requesting mileage and/or parking reimbursement.
3. Mileage and parking will only be reimbursed by the council if the member’s employer does

not reimburse these expenses.

Allowable expenses: 

1. Travel Expenses

a. Mileage will be reimbursed at the current Hennepin County rate per mile on the most
direct route to/from place of residence or employment.

b. Except for emergency situations, the preapproved cost of a taxi or bus on the most direct
route to/from place of residence or employment not to exceed the preapproved amount.

c. Parking cost for duration of the meeting.
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d. If travel to or from a meeting is more than 100 miles and food is not provided at the
meeting, a meal will be reimbursed for actual costs, up to the current Hennepin County
rate. Receipts must be submitted with all requests for reimbursement within one week.

e. Under the following situations: unsafe driving conditions, health considerations, or when
travel time would otherwise be excessively late or early, hotel accommodations will be
reimbursed. The member is expected to make arrangements at an economically priced
establishment, not to exceed $150.00 per night. Council staff will use the Hennepin
County purchasing card to pay for the room.

2. Lost Wages

If a member misses work and is required to lose regular wages in order to attend a council or 
committee meeting, those wages may be reimbursed by the council based on the member’s 
documented hourly rate (excluding the value of fringe benefits) per hour required for travel time and 
meeting time. Lost wages reimbursed will be capped at $120 per day and will require a signed 
statement from the member’s employer or their representative stating the member was scheduled to 
work during the meeting time and not paid for the hours for which reimbursement is requested. 
Documentation must accompany each request for reimbursement. In lieu of a signed statement, a 
member may also present other documentation that verifies the same (e.g., payroll stub). 

3. Child Care

Child Care will be reimbursed for travel and meeting time based on the member’s actual childcare 
expenses, not to exceed $75 per day. Documentation must be submitted for all requests for 
reimbursement. 

I have read and, if selected to be a member of the Minnesota Council for HIV/AIDS Care and Prevention, 
I agree to follow the reimbursement policy. 

Signature of Applicant Date 
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