BYLAWS OF

HELPING HANDS, HEALING HEARTS

ARTICLE I – NAME, PURPOSE & MISSION
Section 1 – Name:  The name of the organization shall be Helping Hands, Healing Hearts.  It shall be a chapter of Mended Little Hearts for Rhode Island and Southeastern Massachusetts families.

Section 2 – Purpose:  Helping Hands, Healing Hearts is organized exclusively for charitable, support, resource, and education purposes.


The purpose of this organization is:

· to offer emotional support, information and education for the families of children and adults living with congenital heart defects. 
· to spread awareness about the prevalence of the #1 birth defect by educating the public about the issues these families live with on a daily basis. 
· to support CHD research, and advocate for our families by creating relationships with fellow families, hospitals, support groups and the community.
Section 3 – Mission:  Helping Hands, Healing Hearts provides hope, support, and education to children, families, and caregivers impacted by congenital heart defects (CHDs) in order to extend and improve quality of life.  We will also support CHD research, spread awareness, and advocate for families.
ARTICLE II – MEMBERSHIP

Section 1 – Eligibility for membership:  Application for membership shall be open to any individual or family affected by CHDs.  Membership is granted after completion and receipt of a membership application.  

Section 2 – Non-Discrimination:  The Helping Hands, Healing Hearts membership structure and entire program shall be designed and conducted without regard to race, color, gender, religion, or national origin.  

Section 3 - Membership rights:  All members in good standing, having reached the age of eighteen, shall be eligible for any appointed office. 

Section 4 – Resignation and termination:  Any member may resign by filing a written resignation with the secretary.  A member can have their membership terminated for cause by a majority vote of the board.

Section 5 – Non-voting membership:  The board shall have the authority to establish and define non-voting categories of membership.

ARTICLE III – MEETINGS OF MEMBERS

Section 1 – Regular meetings:  Regular meetings of the members shall be held at a time and place designated by the board.

Section 2 – Annual meeting:  The Annual Meeting shall take place at a time and place designated by the Board of Directors.  Due notice of the date of the Annual Meeting shall be publicized to the membership.  
Section 3 – Special meetings:  Special meetings may be called by a simple majority of the board of directors.  

Section 4 – Notice of meetings:  Notice of each meeting shall be given to each member, by electronic mail, prior to the meeting.

Section 5 – Voting:  All issues to be voted on shall be decided by a simple majority of those present at the meeting in which the vote takes place.  Proxy voting is not permitted at the meetings of members.  

ARTICLE IV – BOARD OF DIRECTORS

Section 1 – Board role and compensation:  The board is responsible for overall policy and direction of the organization, and delegates responsibility of day-to-day operations to the officers and committees.  The board receives no compensation other than reasonable expenses.

Section 2 – Terms:  All board members shall serve two-year terms, and are eligible for re-election. At the end of the two-year term, board members shall remain in their positions unless a written resignation is received.
Section 3 – Meetings and notice:  The board shall meet at least bi-monthly, at an agreed upon time and place.  An official board meeting requires that each board member have written or electronic notice at least two weeks in advance.

Section 4 – Board elections:  New directors shall be approved by the members at the annual meeting.  Directors will be elected by a simple majority at a board meeting.  

Section 5 – Election procedures:  A Nominating Committee shall be responsible for nominating a slate of prospective board members representing the organization’s diverse constituency.  All members in good standing, having reached the age of eighteen, can submit their names to be considered by the nominating committee as prospective board members.   The Nominating Committee shall consist of three board members, including the Group Coordinator.

Section 6 – Quorum:  A quorum must be attended by at least half plus one of board members for business transactions to take place and motions to pass. 
Section 7 – Officers and Duties:   There shall be 8 positions of the board, consisting of a Group Coordinator, an Education Coordinator, a Visiting Training Coordinator, a Treasurer, a Secretary, a Membership Coordinator, a Fundraising Coordinator, and an Outreach Coordinator.  These positions can be held by more than one person as the board deems necessary.  In the event that a position is vacant, a nominating committee will be formed and election procedures commenced within a reasonable timeframe.  Duties and responsibilities normally performed by the director who vacated his or her position will be performed or delegated by the Group Coordinator until the vacant position is filled.  

Board member duties are as follows:
The Group Coordinator will be responsible to the Mended Hearts, Inc.  The Mended Hearts Field Services Director, or a designee (such as the part-time national Mended Little Hearts Program Coordinator, which is a position subject to available funding), will be the contact person for the local Group Coordinator.  The Group Coordinator will oversee all local program activities and represent the group at the national level.  

Responsibilities Include:

· Encourage a quality visiting/outreach program – with annual training/reaccreditation sessions.
· Establish relationships with healthcare entities/hospitals to help establish the Helping Hands, Healing Hearts/Mended Little Hearts program at their location.  
· Recruit new members and assign volunteer leadership roles.
· Set-up and facilitate group meetings for members.
· Act as official spokesperson for Helping Hands, Healing Hearts/Mended Little Hearts by providing accurate information about the program’s mission and goals to parents/families, the health community, the media and other organizations.
· Market Helping Hands, Healing Hearts by promoting services and benefits.
· Identify and recruit potential parent/caregiver visitors.
· Recruit healthcare professionals to serve as liaison to healthcare facility when appropriate.
· Secure funds as desired to meet the local program needs, if applicable.
· Will assume all treasurer responsibilities in the event that the treasurer position is vacant, until it is filled.
· Assist in encouraging parents to complete needs assessment surveys for Helping Hands, Healing Hearts and for Mended Hearts when needed.
· Ensure regular and effective communication with local Mended Hearts chapter whenever feasible.
· Shall be listed on Helping Hands, Healing Hearts’ bank account as an authorized signatory.  

· Seek approval of the board prior to any significant change, project, or event.
The Education Coordinator will report to the entire board.  The Education Coordinator will oversee all educational aspects of Helping Hands, Healing Hearts and the Mended Little Hearts program.  This includes continuing education to both internal members and the community at large.


Responsibilities Include:

· Plan/coordinate educational programs/workshops and/or speakers.
· Plan/coordinate social events, including Mom’s Nights and Family Events.
· Work with Group Coordinator to determine the needs and areas of interest to internal members.
· Maintain educational events calendar/meeting schedules.
· Type/distribute agendas/related materials as appropriate in the absence of a Secretary.
· Coordinate communications for members in the absence of a Web Editor.
· Assist in the review of needs assessment surveys in order to provide feedback for implementing improvement of the program/services offended.  
· Seek approval of the board prior to any significant change, project, or event.
The Visiting Training Coordinator will report to the entire board.  The Visiting Training Coordinator will oversee all aspects of the group’s visiting program.  This includes:  working with hospitals and other medical facilities, recruiting and managing volunteers for this program, annually training potential visitors, etc.  


Responsibilities Include:

· Become trained in how to conduct Mended Little Hearts Accredited Visiting and how to train Mended Little Hearts Accredited Visitors.

· Screen and select Accredited Visitors based on program guidance.

· Conduct/implement training course for volunteer Accredited Visitors.

· Assist in arrangements for hospital volunteer training, if necessary.

· Complete evaluations of individual class sessions and the overall Accredited Visiting course and program.  

· Arrange regular updates and continuing education for Accredited Visitors as needed, at minimum annually.

· Arrange a recognition system/event to show appreciation for the volunteer Accredited Visitors.

· Assist local Group Coordinator to resolve any Accredited Visitor issues.

· Assist local Group Coordinator as needed to accomplish groups’ goals/needs. 
· Seek approval of the board prior to any significant change, project, or event.
The Treasurer will report to the entire board.  The Treasurer will manage and oversee all financial aspects of the group.  

Responsibilities Include:

· Make a report at each board meeting upon request of current financial balances and budgets.

· Assist in the preparation of the budget.

· Help develop fundraising plans.

· Make financial information available to the board members and to the public.

· Ensure that the annual group charter fee is submitted on time to the national office of Mended Little Hearts.

· Complete the annual report and ensure that the paperwork is submitted on time to the national office of Mended Little Hearts.

· Shall be listed on Helping Hands, Healing Hearts’ bank account as an authorized signatory.  

· Reconcile the checkbook record with the bank statement on a monthly basis.

· Make all disbursements by check and the checkbook record, bank statements and all cancelled checks should be retained for at least three years.

· Establish a receipt system for received income. 
· Seek approval of the board prior to any significant change, project, or event.
The Secretary will report to the entire board.  The secretary will be responsible for all correspondence received and sent by the group and documentation of activities as appropriate.

Responsibilities Include:

· Keep records of board actions, including overseeing the taking of minutes at all board meetings.
· Send out meeting announcements to group members in a timely manner.

· Remind board members of upcoming board meeting at least two weeks prior to the meeting so that business items can be added to the agenda.

· Agendas for board meetings will be sent to members at least 24 hours prior to the meeting.

· Distribute copies of minutes from previous meetings and agendas to each board member within 7 days of meetings.
· Assure that all required records are maintained and submitted to the national office, as appropriate. 
· Seek approval of the board prior to any significant change, project, or event.
The Membership Coordinator will report to the entire board.  The Membership Coordinator’s primary focus is on recruitment of new members and making new members feel welcome within the group.  

Responsibilities Include:

· Maintain membership database.

· Send a welcome email to all new members upon receipt of membership application.

· Connect members with other members through parent matching, based either on age, location, defect, or other request.  

· Notify the Visiting Training Coordinator of all new members.

· Ensure that flyers and business cards are updated and available at all appropriate locations, including local hospitals and other healthcare facilities.  
· Inform appropriate healthcare professionals, service providers, and all other relevant persons about Helping Hands, Healing Hearts, and the benefits this organization can provide to their patients and clients. 
· Seek approval of the board prior to any significant change, project, or event.
The Fundraising Coordinator will report to the entire board.  The Fundraising Chair will be responsible for the design, planning, set up and evaluation of fundraising activities for the group.  


Responsibilities Include:

· Work in conjunction with the Treasurer to develop budgets for various projects on an as needed basis.

· Coordinate any and all annual projects.

· Update/create sponsorship packets for fundraising projects as appropriate.

· Inform board members and group members on status of various projects as appropriate.  

· Develop projects to raise money to further the mission of Helping Hands, Healing Hearts. 
· Seek approval of the board prior to any significant change, project, or event.
The Outreach Coordinator will report to the entire board.  The Outreach Coordinator will be responsible for all media relationships on behalf of Helping Hands, Healing Hearts.  

Responsibilities Include:

· Obtain templates for media tools (e.g. news releases) from the national office of Mended Little Hearts as appropriate.

· Communicate with healthcare professionals about local events.

· Develop strategies to increase the local media’s awareness of Helping Hands, Healing Hearts and its mission.  

· Establish a contact person at various media outlets.

· Inform members on process of obtaining a Proclamation for CHD Week at various government levels on an annual basis. 
· Seek approval of the board prior to any significant change, project, or event.
Section 8 – Appointed Volunteer Positions: In addition to Board positions, there shall be 2 appointed volunteer positions, consisting of an Angel Coordinator, and a Web Editor.  These appointed volunteers shall not be considered board members, are not required to attend board meetings unless a specific need arises, and do not have voting privileges at board meetings.   The Angel Coordinator and Web Editor positions shall be proposed by the nominating committee and approved by a simple majority of the board. 

Appointed Volunteer duties and responsibilities are as follows: 
The Angel Coordinator will be responsible to the Group Coordinator.  The Angel Coordinator will oversee all local program activities for angel families.
            Responsibilities Include:
         Work in conjunction with the Visiting Training Coordinator to encourage a quality visiting program for grieving families – with training on an as needed basis.
         Establish relationships with healthcare entities/hospitals to help foster the Helping Hands, Healing Hearts/Mended Little Angels program at their location.  
         Set-up and facilitate speakers/meetings in coordination with the Education Coordinators to meet the unique needs of angel families.
         Keep updated on Mended Little Hearts Bereavement Best Practices, and comply with the expectations of those practices while keeping angel families informed about local resources and angel events.
         Recruit healthcare professionals to serve as liaison to healthcare facility when appropriate.
· Coordinate angel events with the help of the Group Coordinator and other board members, as needed.
         Seek approval of the board prior to any significant change, project, or event.
The Web Editor  will be responsible to the Group Coordinator.  The Web Editor will be responsible for the content, layout, design, and overall maintenance of the website (www.riheartgroup.com).  


Responsibilities Include:

· Update the website regularly to keep members and the public informed about upcoming meetings, events, CHD news, and/or special projects.

· Design awareness materials to be used at events. Meetings. Fundraisers, etc.  This includes, but is not limited to, business cards for board members as well as fliers for distribution.

· Seek approval of the board prior to any significant changes to the website, logo, or design of any such pieces designed for the group.

Section 9 – Vacancies:  When a vacancy on the board exists mid-term, the secretary must receive nominations for new members from present board members two weeks in advance of a board meeting.  These nominations shall be sent out to board members with the regular board meeting announcement, to be voted upon at the next board meeting.  These vacancies will be filled only to the end of the particular board member’s term.

Section 10 – Resignation, termination, and absences:  Resignation from the board must be in writing and received by the Secretary.  Board members are expected to attend all board meetings. However, in cases of illness (self or family member), work conflicts, or unexpected emergencies, absences shall be excused. Attending board meetings in person is preferable, but attendance by telephone due to unforeseen circumstances is acceptable.  A board member shall be terminated from the board due to excess absences, more than two unexcused absences from board meetings in a year.  A board member may be removed for cause by three-fourths vote of the remaining board.

Section 11 – Electronic meetings:  Meetings of the board and committees may be held by telephone and other electronic means, provided that all members participating may hear and speak to each other simultaneously.  
Section 12 – Special meetings:  Special meetings of the board shall be called upon the request of the chair, or one-third of the board.  Notices of special meetings shall be sent out by the Secretary to each board member with as much notice as possible.  

Section 13 – Action Taken Without Meeting: Any action required or permitted to be taken at any meeting of the Board of Directors may be taken without a meeting if all the Board of Directors consent to the action in writing and the written consents are filed with the records of the meetings of the Board of Directors.  Such consents shall be treated for all purposes as a vote at a meeting.  The term “in writing” shall include communication by electronic mail (e-mail), FAX, and/or conference call.   

Section 14 – Reports:  Officers and committees shall prepare and submit, as directed, financial, visiting, administrative and other reports as required by the board.

ARTICLE V – COMMITTEES

Section 1 – Nominating Committee:  In the event of board vacancies, a Nominating Committee shall be established to fill the vacancies in a timely manner.  The Nominating Committee shall consist of three members, including the Group Coordinator.  The Group Coordinator shall appoint the other members of the committee.  The committee will be ratified by the board at the board meeting held prior to board election meetings.  This is an Ad-Hoc Committee.

The purpose of the Nominating Committee is two-fold:

1. To nominate persons for the officer positions that are vacant or are up for re-election.  

2. To nominate, from within the membership of Helping Hands, Healing Hearts, a slate of candidates for appointment to specified positions on the board.
The Nominating Committee, in carrying out its duties, shall consider the qualifications of all candidates, proposed by the membership, the Board and by the members of the Nominating Committee.  It shall present at least one candidate for each officer position.  

The report of the Nominating Committee for elected officer positions shall be sent to the Secretary to initiate the ballot for the officer positions, in accordance with policy.

Section 2 – Ad Hoc Committees:  The board may establish Ad Hoc Committees from time to time to investigate, conclude, advice and report on specific items of interest to Helping Hands, Healing Hearts.  The Group Coordinator is authorized to appoint the Chair and members of the Ad Hoc Committees.

Section 3 – Chapter Advisory Committees:  Helping Hands, Healing Hearts may enlist a local advisory council of public-spirited citizens in their communities from various professions to advise and assist them.

Section 4 – Staff Assignments:  A board member shall be assigned to support and work with each committee.  

ARTICLE VI – FINANCE

Section 1 – Fiscal year:  The fiscal year for Helping Hands, Healing Hearts and Mended Little Hearts is January 1 through December 31. 
Section 2 – Bonding:  When funds are in excess of an ending balance of seven thousand five hundred dollars ($7500), Helping Hands, Healing Hearts must bond the treasurer and all signatories on checking and savings accounts and submit a copy of such bond to the Mended Hearts, Inc. National Office, 7272 Greenville Ave., Dallas, TX  75231.  This is required per National Bylaws Article VIII Section 7.  Bonding is most often handled through a local insurance agent.
ARTICLE VII – DISSOLUTION FROM MENDED LITTLE HEARTS

Section 1 – Dissolution – Mended Little Hearts:  In the event of dissolution of a Mended Little Hearts Group, the funds shall be transferred to the Tita Hutchens Fund and held in escrow for two years.

Section 2 – Dissolution – Chapters:  In the event of the dissolution of Helping Hands, Healing Hearts, the appropriate Regional Director and the President must be notified in writing of such intention to dissolve.  All funds received on and after December 1, 2009 will be transferred to the Tita Hutchens Fund.  All funds received prior to December 1, 2009 will be donated to Children’s Hospital Boston’s Cardiac Research Fund.  
Section 3 – Reorganized Chapters:  Should the chapter be reorganized within two years, the full amount held in escrow for that particular chapter will be reimbursed.  If at any time the chapter should reorganize after the two years grace period, financial assistance may be given by The Mended Hearts, Inc. if requested.

ARTICLE VIII – AMENDMENTS

Section 1:  Amendments:  These bylaws may be amended when necessary by two-thirds majority of the board.  Proposed amendments must be submitted to the Secretary to be sent out with regular board announcements.

CERTIFICATION
These bylaws were approved at a meeting of the board by at least a two–thirds majority vote on December 3, 2009, and revised at a meeting of the board by at least a two-thirds majority vote on August 15, 2010.

