
 

 

FREQUENTLY ASKED QUESTIONS ABOUT MANAGING A CHAPTER 

 

Q. Can you tell me more about CHADD and what the national staff does? 

A. Children and Adults with Attention-Deficit/Hyperactivity Disorder (CHADD), is a national non-profit, tax-

exempt Section 501 (c) (3) organization providing education, advocacy and support for individuals with 

AD/HD.   

The organization has a small national staff, which manages the day-to-day responsibilities, while its 

Board of Directors sets policy and oversees the organization's well being. The organization is composed 

of dedicated volunteers from around the country who play an integral part in the association's success by 

providing support, education and encouragement to parents, educators and professionals on a grassroots 

level through: 

Q.  Why do CHADD chapters/groups exist? 

A.  CHADD has three current priority objectives: (1) to serve as a clearinghouse for evidence-based 

information on ADHD, (2) to serve as a local face-to-face family support group for families and individuals 

affected by ADHD, and (3) to serve as an advocate for appropriate public policies and public recognition 

in response to needs faced by families and individuals with ADHD. 

To accomplish these objectives we need support in our communities at the grassroots level to advocate, 

educate, inform, and support. On a national level we must collaborate with our grassroots partners to 

succeed in accomplishing our objectives. 

Q.  How do these chapters and groups function?   

A.  Our chapters and groups serve our communities with programming, education and resources to 

improve knowledge and awareness of ADHD for people with the disability, as well as, assist those who 

serve people with ADHD. In addition, a significant portion of our efforts must be to serve as "agents of 

change" in our communities. 

 

Q.  What are these chapters and groups? 

A.  CHADD satellites:  Smaller groups led by a coordinator(s) and some general volunteers that   handle 

special tasks/projects.  Satellites have a smaller membership base and earn fewer dues as determined by 

IRS requirements for running a satellite.  Once a satellite has built up members and volunteer leadership, 

they may wish to change to chapter status.  To change to chapter status, a group must complete the 

necessary paperwork and comply with the policies    

CHADD branches:  Small support groups led by a coordinator and possibly a co-coordinator.  Branches 

are support groups that branch from a local chapter.  Typically, they are in close proximity to a chapter.  

Branches receive dues from the chapter to manage the group 

CHADD chapters:  Larger groups with many members. They are led by a coordinator, possibly a co-

coordinator and have local board leadership.  Most CHADD chapters have developed from a satellite into 

a chapter by gaining members and volunteer leadership over time.  They may have branches that cover a 



large geographic area.  Due to their larger size, they have more CHADD and IRS related requirements 

and have a different income structure than satellites 

 

  



Q.  What is involved in running a group? 

A. Shared leadership is critical to the group’s success.  If you try to do this by yourself, you will get burned 

out and the group will probably fall apart. To accomplish anything significant takes teamwork. Provided 

below is a summary, but you will want to read the ‘Managing a Successful CHADD Satellite, which will be 

mailed to you after you mail in your forms, for specific ideas and details.   

Identify your goals 

Build/Maintain your team 

Share the vision 

Work together to accomplish your goals 

  Q.  What kind of support will I get from the National Office? 

A.  We want to empower you to run your group on your own within the National guidelines, and we will be 

here as a support network to provide information on growth, program ideas, fundraising, membership 

materials and so forth.  An updated Policy Manual is in development that details the business of running a 

group, and we will provide you with one-on-one guidance as needed. 

Q. How does the satellite earn money to pay for materials and how do I keep track of the money? 

A satellite shall operate on a fiscal year basis commencing each July 1 and ending each June 30.   

CHADD satellites may earn income through fundraising events, donations, and membership dues 

income.  Many groups will have a collection basket at the meeting for donations.  The coordinator should 

keep careful track of income and expenses each year.  CHADD requires satellite to complete financial 

reports and submit them to the CHADD national office.   In addition, other volunteers should keep track of 

income, expenditures and keep all receipts and submit them to the coordinator.  Any income that you 

receive should be used for the management of your group.  For example, you can use the dues for 

making copies, buying office materials, or providing beverages.  You must be able to back up how you 

have used the funds to manage your group with receipts.  Writing a check to yourself as a form of 

reimbursement will not be accepted. 

The dues income that CHADD National sends is in the form of a check in the coordinator’s name.  The 

check will be sent to the coordinator.  CHADD satellites are not allowed to have a bank account in 

CHADD’s name.   

The dues income is earned through CHADD memberships.  You will receive $6.00 for anyone who pays 

dues to CHADD that affiliates with your group.  You will receive a print out with a list of names and 

amount that your group has earned with your check.  If at any time you notice that someone is not on the 

list that should be, please contact the national office so that we can correct the problem.



  

Due to IRS restrictions – CHADD Satellites are only allowed to earn a maximum income of $599.00 

per year.  This includes on-site donations and dues income.  If you earn more than $599, you must 

either report it as income to the IRS; send it the national office or request to change to “Chapter” 

status.  CHADD will automatically stop sending membership dues if we think that you have 

reached the $599.00 limit. 

Normally, your satellite receives the following amount for each membership.   

$6 per student who joins/renews in the quarter and is affiliated with your satellite 

$6 per individual/family who joins/renews in the quarter and is affiliated with your satellite 

$6 per professional who joins/renews in the quarter and is affiliated with your satellite 

$6 per organizational who joins/renews in the quarter and is affiliated with your satellite 

Schedule: 

Quarter Last Day of the 

Quarter 

Financials Due Check Mail Date 

(approximate) 

Cash the check 

no later than 

1 Sept. 30 Oct. 30 Dec. 15 Jan. 15 

2 Dec. 31 Jan. 31 Mar. 15 April 15 

3 Mar, 31 Apr 30 June 15 July 15 

4 June 30 July 31 Sept. 15 Oct 15 

Q.  What are the benefits of being a coordinator?  

A.  The greatest benefit is the personal reward of leading change in your community for all individuals 

affected by ADHD. You might be involved with other organizations in your partnering efforts, get involved 

in advocacy at the state level, or write an article for your local paper. A wonderful intangible benefit is that 

while learning about ADHD and educating others, you are also gaining fundamental and beneficial 

knowledge/skills in leadership, business and non-profit management and board governance.  

Additionally, coordinators receive a special discount for annual CHADD conference registration and 

attend a leadership luncheon in their honor.  Coordinators also receive free leadership training at the 

national conference. Coordinators have access to resources on http://www.chadd.org/Support/CHADD-

Volunteers. 

 

Q. WHAT IS THE “COORDINATOR” JOB DESCRIPTION? 

Coordinate activities and ensure that the satellite is in compliance with CHADD’s mission and policies.   

This includes: 

Recruiting volunteers from the membership to assist with activities 

Training volunteers in each volunteer area. 

Supervising volunteer efforts.  

Recognizing and thanking volunteers regularly. 



 

DESCRIPTION OF POSITION 

The CHADD Satellite Coordinator is responsible for managing all activities of the chapter in compliance 

with CHADD’s mission and policies.  Facilitates the exchange of information and support to volunteers, 

members & CHADD National staff.   It is best to delegate the tasks listed below and concentrate on your 

role as ‘volunteer manager’. 

MAJOR DUTIES AND RESPONSIBILITIES 

RECRUIT ADDITIONAL VOLUNTEERS AND DELEGATE SOME TASKS/PROJECTS TO 

VOLUNTEERS. 

PROMPTLY CONTACT THE CHADD NATIONAL AFFILIATE SERVICES DEPARTMENT WITH 

CHANGES IN VOLUNTEERS OR THEIR CONTACT INFORMATION.   

Complete CHADD Leadership training. 

Conduct recruiting, screening, interviewing and training of new volunteers. 

Review new tasks and assign appropriate volunteers. 

Help develop plans and on-going strategies for advocacy. 

Review and ensure submission of CHADD required quarterly and annual reports. 

Provide assistance and consultation for volunteers as needed and when requested. 

PROMPTLY CONVEY INTENDED CHANGES IN SUPPORT GROUP MEETING TIMES, 

LOCATION, DATES OR TYPE OF MEETINGS TO THE PUBLIC AND CHADD NATIONAL 

AFFILIATE SERVICES DEPARTMENT.  

PROGRAM MANAGEMENT: 

Schedule and conduct volunteer trainings. 

Assist in volunteer appreciation events. 

Attend sister organization conferences/meetings if financially able. 

Organize and participate in fundraisers and speaking events 

Coordinate public relations with the purpose of recruiting volunteers and increasing public awareness of 

CHADD programs and activities. 

Ensure compliance with CHADD National standards. 

Maintain positive relations with board, community and national staff. 

Attend CHADD Board meetings, CHADD monthly meetings and CHADD annual conference if funding is 

available. 

**If you do not have volunteers to coordinate the following, you may then be expected to:  

 

TASKS: 

Make arrangements for meeting room, date and time and communicate that information to all support 

group members through e-mail, community newspapers and on the CHADD chapter locator Web page. 



 

Facilitate at minimum a 1 hour support group meeting at least a once per month. 

Submit completed monthly meeting rosters to the CHADD national office 

Encourage group participants to provide assistance and emotional support to each other. 

Develop an emergency plan to be implemented by group participants in case of change in meeting date 

or place due to inclement weather or circumstances. 

Obtain speakers on issues of interest if group members desire speakers. 

Encourage attendees to participate in CHADD programs and activities, such as Parent to Parent 

trainings, CHADD membership, conferences, donating to CHADD, and “AD/HD Awareness Day” 

activities. 

Publicize the support group to the community and/or media.   

Contact the CHADD national affiliate services department with any questions, concerns, requests for 

materials or information. 

Receives and organizes materials for distribution at meetings. 

Respond to inquiries from the public using a variety of means, including CHADD national provided e-mail 

for the group. 

JOB QUALIFICATIONS: 

Knowledge of and willingness to learn about AD/HD and its impact on those affected, including educators 

and family members. 

Pertinent background and/or personal life experiences with AD/HD and/or co-occurring conditions. 

Ability to redirect and facilitate discussion.   

Coordinators of specialty groups (i.e., Spanish, Adults) are required to have more specific 

knowledge/experience with a specific type of support group.  They must be knowledgeable about the 

impact it has on the family. 

Should be comfortable with the expression of emotions. 

Able to separate personal needs of self and members, from group needs. 

Strong listening skills. 

A sense of humor. 

Willingness to complete CHADD provided training to learn more volunteer management and leadership 

skills, CHADD programs and AD/HD. 

Willingness to commit to working at least one year as a support group coordinator. 

Q. WHAT IS THE COMMITMENT? 

A. CHADD greatly appreciates their volunteers and the level of commitment that they bring to the 

organization.  They are very generous of their time, knowledge and support to others.  We understand 

that sometimes life gets in the way, and would like to hear from you if things become overwhelming.   

 



 

Volunteering to lead a group also has huge rewards and the recipe for success is when CHADD leaders 

take advantage of CHADD provided resources, are comfortable networking in their community and accept 

a helping hand.  CHADD volunteers learn valuable life skills; receive conference registration discounts, 

free training, regular contact and updates from the national office, and an annual appreciation luncheon 

held in their honor.  In addition, they meet new people, help others and lead change in their community.  

Many people gain a new expertise that benefit their career or discover a new calling.   

Meetings are usually once a month.  We do request that you do take the summer and holidays off so that 

you can relax and enjoy your family.  A lot of work is also done in between meetings.  You will be taking 

advantage of learning opportunities, answering inquiries, arranging speakers if you plan to have them and 

marketing your group through the newspaper, online and with flyers.  The main reason that groups are 

unsuccessful and forced close is due to a lack of marketing and time when family issues arise.  This is 

why it is so important to have a close network of volunteers to help you spread the word, back you up 

when you are overwhelmed and assist you in marketing the group throughout the community.   

In addition, each support group is expected to maintain documentation to demonstrate compliance with 

CHADD and IRS policies.  Satellites are responsible for submitting information to the national office and 

are expected to maintain the CHADD provided e-mail account by regularly responding to e-mail inquiries, 

answering phone calls if you have a phone line, files, and requesting and maintaining on-site CHADD 

materials.  

You will need to request and accept assistance from local volunteers in order to keep the group active.  It 

is highly likely that the group will not have any participants or survive if you to try to manage it alone. 

 

Q. WHERE DO CHADD GROUPS MEET AND HOW OFTEN? 

A. All CHADD groups meet on a monthly basis in a public setting such as a school, community center, 

hospital, public library, religious center, etc.  Meetings are not allowed in private homes. Summers and 

holiday breaks are encouraged. 

If you are a professional, you CAN meet at your office or place of business, but CANNOT promote your 

place of business/products at meetings.  This is a conflict of interest.  Contact CHADD at (800) 233-4050 

for further information. 

Q. What happens if the group does not comply with CHADD policies and guidelines? 

 

A. If a satellite does not comply with CHADD guidelines, the national office shall by written notice require 

the satellite comply within a reasonable time period or have its recognition as a CHADD satellite 

withdrawn.  

In the event the group fails to comply within the time period specified, the national office may withdraw the 

satellite's official recognition and take all necessary actions in that regard.  

Upon withdrawal of recognition, the assets (any funds) of the satellite shall be transferred to the CHADD 

National office.  

 


