HIV Prevention Planning Council (HPPC) Attendance Policy
Background

Membership on the HIV Prevention Planning (HPPC) requires a significant commitment of time and energy in order to ensure an effective community planning process that advances the mission and goals of the HPPC.  The CDC requires that the community planning process be committed to parity, inclusion and representation (PIR).  PIR requires that members receive the same information, the same orientation and training on the process and have a chance to develop equal skills in working with the “process” of community planning.  Regular attendance is therefore about the member’s effort and is also a matter of fairness to other members.
It is recognized that there are members that are living with HIV/AIDS, and/or other disabling conditions, including mental health and substance use related issues.  Members may also have unforeseen life circumstances that arise during their term that may require time away from Council-related responsibilities.  This attendance policy is designed to balance these issues by setting reasonable standards for absenteeism while establishing a minimum level of participation that all Council members must meet.
While there are many reasons that a person may not be able to attend meetings, it is clear that a pattern of non-attendance is a challenge to the policy of ensuring PIR established by the HPPC.  Therefore, the attendance policy should not be considered punitive; rather it is an accurate reflection of what a Council needs from its members for community planning to take place.
The HIV Prevention Section is committed to ensuring that all HPPC members and Community Committee members clearly understand the attendance policy so that it may be simple to adhere to as well as applied fairly to everyone in the same way.  The policy will be reviewed at new member orientation, as well distributed to returning members at the beginning of each council year.  HPS will identify an assigned HPS staff person that support members attendance and will clearly inform members of this person so that issues that may arise can be addressed quickly and in an appropriate matter.
Policy

HPPC Members
Members are required to attend monthly HPPC and assigned committee meetings at their scheduled dates and times.
Failing to fulfill the attendance requirements listed below shall result in the member being offered Emeritus status, or if declined, automatic dismissal from the Council:
· A total of five (5) unexcused absences from monthly HPPC and committee meetings in one calendar year; 

OR

· Three (3) consecutive unexcused absences from HPPC meetings in one calendar year; 

OR

· Three (3) consecutive unexcused absences from assigned committee meetings in one calendar year. 

A member who has self identified that they have a disabling condition will be provided two additional absences.  In order to ensure that the HIV Prevention Section (HPS) staff administers attendance correctly, the member must inform the staff that they have a disabling condition that can impact their attendance on or before their fourth (4th) absence.
Community Committee Members:
Community members are required to attend regularly scheduled committee meetings at their scheduled dates and times.
A community committee member who fails to fulfill the attendance requirement listed below shall result in the community member's automatic dismissal from the committee:
· Three (3) unexcused absences from assigned committee
Definitions:
Emeritus Status:  An HPPC member with Emeritus status has the same roles and responsibilities as an HPPC member, but without voting privileges, and s/he does not count toward quorum.  This status will remain in effect until the next recruitment cycle, during which the member will be eligible to apply for full membership. If the member does not apply or is not selected, the Emeritus status ends with the last meeting of that calendar year.  When a member enters Emeritus status, the HPPC seat vacated can be filled with a new member.

Excused Absences:  Excused absences include absences resulting from being sent to a conference, meeting and/or other assigned activity on behalf of the HPPC.
Excused absences due to a disabling condition:  Two (2) additional absences are provided for HPPC members who have self identified a disabling condition.
Unexcused Absences:  All other absences are considered unexcused.
Process for informing HPPC members of attendance status:
Attendance records shall be maintained for full HPPC and committee meetings.  A monthly report shall be provided to each HPPC member.  HPPC members with multiple absences shall receive warning letters through written communication to inform them of the status of their attendance.

The following written communications will be provided for HPPC members with three (3) or more unexcused absences from HPPC and committee meetings accrued in one calendar year:

a. After a member has failed to attend three (3) HPPC and/or committee meetings in one year, the assigned HPS staff person shall send him/her a written communication reminding the member of the attendance policy, and notify the steering committee;
b. After a member has failed to attend four (4) HPPC and/or committee meetings in one year, the assigned HPS staff person shall send him/her a written communication of warning that one more absence would result in an offer of Emeritus status or, if declined, dismissal from the Council, and notify the steering committee;
c. After a member has failed to attend five (5) HPPC and/or committee meetings in one year, the assigned HPS staff person shall send him/her a written communication offering Emeritus status, and indicate that if it is declined, that the member is dismissed from the council, and notify the steering committee.
Process for informing HPPC members of attendance status who have two additional absences due to a disabling condition:
Attendance records shall be maintained for full HPPC and committee meetings.  A monthly report shall be provided to each HPPC member.  HPPC members with multiple absences shall receive warning letters through written communication to inform them of the status of their attendance.

Members who self identify disabling conditions at the beginning of the council year are provided two additional absences.  Because the number of allowed absences increases for this individual, the following written communications will be provided for HPPC members with five (5) or more unexcused absences from HPPC and committee meetings accrued in one calendar year:

After a member has failed to attend five (5) HPPC and/or committee meetings in one year, the assigned HIV Prevention Section (HPS) staff person shall send him/her a written communication reminding the member of the attendance policy, and notify the steering committee;

After a member has failed to attend five (6) HPPC and/or committee meetings in one year, the assigned HPS staff person shall send him/her a written communication of warning that one more absence would result in an offer of Emeritus status or, if declined, dismissal from the Council, and notify the steering committee;

After a member has failed to attend six (7) HPPC and/or committee meetings in one year, the assigned HPS staff person shall send him/her a written communication offering Emeritus status, and indicate that if it is declined, that the member is dismissed from the council, and notify the steering committee.

Please note this time line may differ for an individual that identifies a disabling condition on or before their fourth (4th) absence.  This member will receive a letter after their third absence and we recommend that the member self identify to the assigned HPS staff person their condition so that the attendance record can be adjusted accordingly. 
Process for informing Community Committee Members of attendance status
Attendance records shall be maintained for committee meetings of the HPPC.  The following written communications will be provided for a community member with two (2) or more unexcused absences from committee meetings:
a. After a community member has failed to attend two (2) committee meetings in one year, the assigned HPS staff person shall send him/her a written communication of warning that one more absence would result in dismissal from the committee, and notify the steering committee.
b. After a community member has failed to attend three (3) committee meetings in one year, the assigned HPS staff person shall send him/her a written communication regarding dismissal from the committee and notify the steering committee.

Approved on July 12, 2007.

Policy went into effect on August 9, 2007.
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