
Key Roles and Responsibilities

 Helpful Hints Guide

OVERVIEW

This helpful hints guide intends to delineate the key roles and responsibilities for parties involved in HCCN projects.  Key roles and responsibilities will be outlined in this document for each of the following groups:

· Lead organizations (also known as “grantees”)

· Lead organization boards

· Networks

· Network boards

· Collaborators

· Collaborator boards

LEAD ORGANIZATIONS (Grantees)
· Fiduciary responsibility for management of HCCN funds

· Participation on network board

· Receipt and compliance with the terms of Notice of Grant Award (NGA)

· The following items should be sent to the appropriate Project Officer (PO) and Office of Grants Management (OGM) contacts:

· Completion and submission of Financial Status Report (FSR)

· Submission of post award communications (to include requests for carryover of unobligated balances, requests for an extension date of the project period end date, etc.)

· Closeout procedures

· Work with the network around the following – items should be sent to the appropriate PO and OGM contacts:

· Progress reports (one due in February and one due in June)

· Submission of continuation applications (due annually in June)

· Notification of change/absence of project/program director (key management) 

· Notification of change (addition/deletion) to network membership [NOTE: Any change in network membership will need to be reflected in a revised Memorandum of Agreement (MOA)]

· Notification of change to contact information

LEAD ORGANIZATION BOARDS

· Ensure that all the roles and responsibilities for the lead organization/grantee are carried out

· Request regular updates on the implementation of the work plan from network staff or lead organization/grantee at board meetings

· Maintain autonomy of organization
NETWORKS
· Maintain updated work plan

· Maintain current budget spreadsheet

· Work cooperatively with the State Primary Care Association (PCA) in the development of functions that might also be conducted by the PCA such as training, preparation for accreditation, or information systems development

· Work with the lead organization around the following – items should be sent to the appropriate PO:

· Progress reports (one due in February and one due in June)

· Notification of key management changes within the network

· Notification of change (addition/deletion) to network membership [NOTE: Any change in network membership will need to be reflected in a revised Memorandum of Agreement (MOA)]

· Notification of change to contact information

· P2P TA (Peer to Peer Technical Assistance) requests

· Additions/deletions of names for the ISDI list serve

NETWORK BOARDS
· Provide strategic direction to the network

· Establish working committees to keep projects on task and gain input from mid-level staff

· Hiring/Firing of network senior/management staff

· Maintain oversight of work plan implementation

· Meet monthly

· Stewardship over assets of corporation

COLLABORATORS
· Maintain current, active and fully executed MOA

· Demonstrate commitment of time, financial support, expertise, etc. to the network through various mechanisms such as dues and participation on working committees

· Participation on network board

· Participation at network meetings

COLLABORATOR BOARDS

· Request regular updates on implementation/development of the work plan from network staff or grantee/lead organization at board meetings

· Ensure autonomy of their organization

· Ensure their organization’s mission is not compromised
