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Local Regional Representative from Muskegon County to Region 3
Role: This position is designated to fulfill the requirements by Michigan State Housing Development Authority (“MSHDA”) for representation at the regional level for the State Campaign to End Homelessness from our local CoC.  MSHDA requests that each CoC assign (2) Regional Representatives to attend monthly regional meetings on a consistent basis.  The purpose of the position is: to communicate information brought forth from the local CoC level to the Regional level and therefore the State Regional Representatives for each region will bring that information forth to the State Leadership Team.  Information will also flow from the State to Local level through the region as well and the Regional Representatives are required to bring that State level information back to the local level for information and feedback.

Responsibilities:

· Attend monthly Region 3 meetings via conference call or in person; representing and advocating for Muskegon County. 
· Attend monthly MCHCCN Steering and Strategy & Planning Committees to report and gather information.
· Communicate progress of state and local plans.
· Communicate the county resource needs and priorities identified by the MCHCCN.
· Remain up to date on all activities and actions of the MCHCCN, either by attending meetings, reading minutes, or communicating with other members.
· Obtain information to report on priority programs as they emerge (i.e. ESG, HARP) from Lead Agency and State Workgroup members in the local CoC.
· Submit short written report to Steering Committee Communications Coordinator, summarizing Region 3 activities/issues, for dissemination to the MCHCCN membership.
· Participate in regional Homeless events as needed (ie Summits, conferences, etc).
· Good written and verbal communication skills. 

· This is a one-two year commitment as determined by Regional Operation Plan; 8-10 hours per month (plus special activities as needed).

Requirements:
· Representative’s agency must have been an active member of the MCHCCN for at least two years.  
· Agency must commit to support Representative’s role – allow time for role, supplies as needed (paper, copying)
This description will be reviewed annually or as needed and may be modified to reflect the needs of the MCHCCN.
By signing below, we commit to the above responsibilities and requirements, pending the approval and election of the MCHCCN Review and Steering Committees.



__________________________________
_____________________________________
_____________
Individual
Agency Official
Date
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Strategy and Planning Committee Chairperson

Role:  This position is responsible for facilitating the Strategy and Planning functions of the MCHCCN, including review and support of sub-committee activities and the annual review of the Ten Year Plan, Benchmark Report, MSHDA/HUD Continuum of Care Plans, Exhibit 1.   The Strategy and Planning Committee meets every other month.

Responsibilities:

· Facilitate the Strategy and Planning Committee meetings.

· Request reports for committee review and forwarding to the Steering Committee:
· Sub-committee activities

· Outcomes of funded and supported projects.
· Comparison and progress of 10-year plan, in conjunction with the municipalities consolidated plans. 

· Specialty plans/documents as needed to meet member agency funding requirements.

· Review member agency requests for support letters to ensure programs promote the efforts of the 10-year plan; make subsequent recommendations to the Steering Committee.
· Lead annual (November) reviews/revisions of:

· MCHCCN by-laws and organizational structure.
· MCHCCN 10-year plan/bi-annual Benchmark Report.
· MSHDA and HUD Continuum of Care Plans.

· Elements of Exhibit 1 and subsequent applications.
· Facilitate information exchange to community and MCHCCN.
· Have in-depth knowledge of the MCHCCN BY-Laws, Ten Year Plan and Benchmark Reports; adhere to MCHCCN mission statement, memorandum of understanding and best and evidence based practices as supported by state local and federal statutes (incl. Housing first, rapid rehousing, reduction in the emphasis of shelter beds)
· This is a two year commitment (moving to Advisory Chair after one year); 9-12 hours per month 
(plus special activities as needed).
Requirements:

· Chairperson’s agency must have been an active member of the MCHCCN for at least two years.  

· Agency must commit to support Chairperson’s role – allow time for role, supplies as needed (paper, copying, etc).

This description will be reviewed annually or as needed and may be modified to reflect the needs of the MCHCCN.
By signing below, we commit to the above responsibilities and requirements, pending the approval and election of the MCHCCN Review and Steering Committees.
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_____________________________________
_____________
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Date
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Strategy and Planning Committee Chair-elect
Role:  This position is responsible for learning the role of the Strategy and Planning Chairperson and stepping in for the Chairperson when needed; will assume Strategy and Planning Chairperson Role after one year.   The Strategy and Planning Committee meets every other month.

Responsibilities:

· Attend Strategy and Planning Committee meetings.

· Work in direct collaboration with the Committee Chair in all duties.

· Act as Pro-tem Chair in the absence of the Chair.
· Have in-depth knowledge of the MCHCCN BY-Laws, Ten Year Plan and Benchmark Reports.
· This is a three year commitment; 5-6 hours per month first year (plus special activities as needed) 
(moving to Chair position after one year, moving to Advisory Chair after two years).
Requirements:

· Chair-elect’s agency must have been an active member of the MCHCCN for at least two years.  

· Agency must commit to support Chair-elect’s role – allow time for role, supplies as needed (paper, copying, etc).

This description will be reviewed annually or as needed and may be modified to reflect the needs of the MCHCCN.

By signing below, we commit to the above responsibilities and requirements, pending the approval and election of the MCHCCN Review and Steering Committees.

___________________________________
_____________________________________

Individual




Agency Official


__________________________________
Date
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Strategy and Planning Committee Advisory Chair
Role:  This position is responsible for ensuring continuity within the MCHCCN by advising and mentoring the current Strategy and Planning Chairperson.   The Strategy and Planning Committee meets every other month.


Responsibilities:
· Provide mentorship in an advisory capacity to S&P Chairperson

· Attend Strategy and Planning Committee meetings.
· Facilitate seamless transition for new Chairperson

·  This is up to a one year commitment; 2-3 hours per month (plus special activities as needed)

Requirements:

· Advisory Chairperson’s agency must have been an active member of the MCHCCN for at least two years.  

· Agency must commit to support Advisory Chairperson’s role – allow time for role, supplies as needed (paper, copying, etc).

This description will be reviewed annually or as needed and may be modified to reflect the needs of the MCHCCN.

By signing below, we commit to the above responsibilities and requirements, pending the approval and election of the MCHCCN Review and Steering Committees.

___________________________________
_____________________________________

Individual




Agency Official


__________________________________
Date
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Communications Coordinator - Steering
Role:  This position is responsible for administrative support of the Steering Committee and its Chairperson, maintaining records of meetings and managing the membership/contact list; these duties are also performed when the Review Committee is convened.  This position also handles communication via the website by posting meeting minutes and information to the site from Steering and sub-committees.  The Steering Committee meets every other month.

Responsibilities:

· The Communications Coordinators shall perform all duties incident to the office, as may be assigned by the Chair, Co-Chair or by majority vote of the Steering Committee

· Maintain record of Steering Committee meetings and those in attendance; post to website.

· Ensure all meeting minutes are posted to website from all CoC Committees for transparency, accessibility and collection for reporting in Exhibit 1 of MSHDA and HUD yearly plan.  Ensure all committees follow attendance tracking for Exhibit 1 Reports 

· Annually compile minutes from Steering Committee and also other sub-committees for inclusion in Continuum of Care Plans or other Network submissions. 
· Keep Membership and Contact List up to date. 
· Coordinate and promote awareness of funding sources.
· Convene Review/Nominating Committee. Take, distribute and post minutes and attendance.

· Monitor compliance with voting requirements per By-Laws. 

· Maintain website.

· This is a two year commitment; 9-12 hours per month (plus special activities as needed).
Requirements:

· Communication Coordinator’s agency must have been an active member of the MCHCCN for at least two years.  

· Agency must commit to support Communication Coordinator’s role – allow time for role, supplies as needed (paper, copying, etc).

This description will be reviewed annually or as needed and may be modified to reflect the needs of the MCHCCN.

By signing below, we commit to the above responsibilities and requirements, pending the approval and election of the MCHCCN Review and Steering Committees.


__________________________________
_____________________________________
_____________
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Agency Official
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Communications Coordinator - Strategy and Planning

Role:  This position is responsible for administrative support of the Strategy and Planning Committee and its Chairperson, maintaining records of meetings and facilitating Ten Year Plan updates.   The Strategy and Planning Committee meets every other month.
Responsibilities:

· Administrative duties for the Strategy and Planning Committee, both routine and as may be assigned by the Strategy and Planning Chair.
· Maintain record of Strategy and Planning Committee meetings and those in attendance; send to Steering Committee Communication Coordinator for posting to website.

· Work with Sub- Committee Chairs to compile Quarterly Reports on Ten Year Plan updates for Bi-Yearly Benchmark Report and CoC Exhibit 1 report (report developed by Strategy and Planning Committee); send to Steering Committee Communication Coordinator for posting to web.
· Report any new members and provide MOUs to Steering Committee and send to Steering Committee Communication Coordinator for posting to website.

· Maintain Organizational Chart for MCHCCN for yearly report. 

· Monitor compliance with voting requirements per By-Laws.
· This is a two year commitment; 8-10 hours per month (plus special activities as needed).
Requirements:

· Communication Coordinator’s agency must have been an active member of the MCHCCN for at least two years.  

· Agency must commit to support Communication Coordinator’s role – allow time for role, supplies as needed (paper, copying, etc).

This description will be reviewed annually or as needed and may be modified to reflect the needs of the MCHCCN.

By signing below, we commit to the above responsibilities and requirements, pending the approval and election of the MCHCCN Review and Steering Committees.


__________________________________
_____________________________________
_____________
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Agency Official
Date
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Outreach Committee Co-Chairs (2)
Role:  These positions are responsible for bringing awareness to the homeless issue in Muskegon County and implementing activities that reach out to those in need of services.   The Committee meets monthly.     

Responsibilities:

· Coordinate monthly Outreach Committee meetings. 

· Recruit volunteers for outreach events
· Good written and verbal communication skills. 
· Attend monthly Muskegon County Homeless Continuum of Care Network Steering and Strategy and Planning Committees to report and gather information.

· Educate and bring awareness of the MCHCCN to the County.

· Communicate the county resource needs and priorities identified by the MCHCCN.

· Remain up to date on all activities and actions of the MCHCCN, either by attending meetings, reading minutes, or communicating with other members.

· Ensure all reporting requirements are being met in regards to priority programs as they emerge (i.e., ESG, HPRP).  

· Submit short written report to Steering and Strategy and Planning Committee of current or future projects

· Participate in regional Homeless events as needed (i.e., Summits, conferences, Project Connect etc).

· Work with other sub-committees to coordinate and implement street outreach and point in time activities to capture current homeless statistics.
· Host Muskegon Project Homeless Connect

· Provide outreach through social interactions or delivering materials (via print and web) to individuals where housing outreach and support services are needed. 

· Maintain Muskegon Project Homeless Connect website

· Maintain Muskegon Project Homeless Connect Facebook Page

· Develop funding/resources for outreach events. 

· Develop and maintain business partnerships to support outreach events

Requirements:

· Communication Coordinator’s agency must have been an active member of the MCHCCN for at least two years.  

· Agency must commit to support Communication Coordinator’s role – allow time for role, supplies as needed 
This description will be reviewed annually or as needed and may be modified to reflect the needs of the MCHCCN.

By signing below, we commit to the above responsibilities and requirements, pending the approval and election of the MCHCCN Review and Steering Committees.


__________________________________
_____________________________________
_____________
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Data Committee Co-Chairs (2)
Role:  These positions are responsible for collection and dissemination of reports to the CoC in regards to all HMIS provider agencies. The Committee meets monthly and will systematically look at data quality reports along with a measurement of outputs, outcomes and gap as shown through the HMIS reports.   The purpose of the positions are: to communicate all data available through HMIS along with reporting on all aspects of the information as they relate to the continuum’s outcome defined in the ten year plan to end homelessness.    

Responsibilities:

· Coordinate monthly Data Committee meetings. 
· Attend monthly MCHCCN Steering and Strategy and Planning Committees to report and gather information.
· Communicate progress of HMIS system in regards to reporting requirements, available reports and progress in the community as evidenced by reports.

· Communicate the county resource needs and priorities identified by the MCHCCN.

· Remain up to date on all activities and actions of the MCHCCN, either by attending meetings, reading minutes, or communicating with other members.
· Ensure all reporting requirements are being met in regards to priority programs as they emerge (i.e., ESG, HPRP).  
· Submit short written report to Steering Committee Communications Coordinator, summarizing outputs, outcomes and gaps in service for dissemination to the MCHCCN membership.

· Participate in regional Homeless events as needed (i.e., Summits, conferences, etc).

· Good written and verbal communication skills. 

Requirements:

· Representative’s agency must have been an active member of the MCHCCN for at least two years.  

· Agency must commit to support Representative’s role –train and educate regarding MCHCCN history and activities, allow time for role, supplies as needed (paper, copying, etc).
This description will be reviewed annually or as needed and may be modified to reflect the needs of the MCHCCN.

By signing below, we commit to the above responsibilities and requirements, pending the approval and election of the MCHCCN Review and Steering Committees.
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_____________________________________
_____________
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[image: image9.wmf]MUSKEGON COUNTY HOMELESS CONTINUUM OF CARE NETWORK 
Permanent Housing Committee Chair

Role:  The Permanent Housing Committee provides a cooperative body of service agencies facilitating the movement of low income families throughout the Continuum of Care in the areas of affordable rentals, budgeting and financial counseling, homeownership, housing repair, and homeownership retention in order to strengthen and create stability in neighborhoods. 
Responsibilities:

· Coordinate monthly Permanent Housing Committee Meetings.

· Attend monthly Continuum of Care Steering and Strategy and Planning Committees to report and gather information.

· Educate and bring awareness of the Muskegon County Homeless Continuum of Care Network to the agencies represented on the Permanent Housing Committee.

· Communicate the county resource needs and priorities identified by the Muskegon County Homeless Continuum of Care Network

· Ensure all reporting requirements are being met in regards to priority programs as they emerge.

· Participate in regional Affordable Housing Conferences and housing-related events, summits, and conferences as needed.

Requirements:

· Representative’s agency must have been an active member of the MCHCCN for at least two years.  

· Agency must commit to support Representative’s role –train and educate regarding MCHCCN history and activities, allow time for role, supplies as needed (paper, copying, etc).
This description will be reviewed annually or as needed and may be modified to reflect the needs of the MCHCCN.

By signing below, we commit to the above responsibilities and requirements, pending the approval and election of the MCHCCN Review and Steering Committees.
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