HIV Prevention Planning Council (HPPC)

Bylaws, Policies, & Procedures Committee
Thursday, January 7, 2010
3:00 – 5:00 PM

25 Van Ness Avenue, Suite 330A
Action Minutes
Members Present:  Gayle Burns, Michael Discepola, Weihaur Lau, Steve Muchnick, Marshon Smith, Frank Strona, Yavantè Thomas-Guess, Tonya Williams
Members Absent:  Tom Kennedy
HPS Staff:  Eileen Loughran, Tracey Packer

Harder & Co Staff:  Kym Dorman

1.  Welcome, Announcements, and Changes to the Agenda
Frank welcomed the group. He explained that he will be facilitating part of today’s meeting because we do not have Committee Co-chairs yet.

Gayle announced that The Native American AIDS Project in recognition of National Native AIDS Awareness Day will present the 4th annual “Taking Care of The Tribe” Pow-wow on March 20th from 11-7 pm. This event will be held at the Horace Mann Middle School at 3351 23rd Street. 
2. Public Comment
None
3.  Member Response to Public Comment 

None
4.  Committee Business
· Role of HIV Prevention Section and Harder + Co. 
· Eileen covered this item on the agenda. She explained that she and Tracey Packer are the staff on the committee. They are active members of committee and share one vote. HPS works in partnership with the Committee Co-Chairs and Harder & Co. consultant to develop work plans, presentations, etc. HPS is also responsible for meeting logistics, which includes providing snacks, beverages, and minute taking.
· Kym explained the role of Harder & Co consultants. She explained that the role of the technical consultants is to support committees with research, data, and background information.  She added that technical support can include: writing the plan, summarizing research findings for HPPC & committees, and revising HPPC governing documents
· Process Evaluation 
· Tracey covered this item on the agenda. She explained that Committee process evaluations are processed by the HPS evaluation unit.

· Tracey added that completing the evaluation is important because it gives members an opportunity to give feedback on the meeting, specifically what is and is not working. The Co-chairs review the evaluations at the planning meeting with Harder & Co, and the HPS committee staff. 

· She explained that the evaluations should be used for constructive feedback on the meetings, and not as an opportunity to make negative or inappropriate comments about an individual.
· HPS Evaluation staff will send out Survey Monkey evaluations to members on the day of the meeting.  The Survey Monkey will be open for four business days.  The Survey results will be sent out to members with the draft minutes within 10 business days of the meeting.  Tracey added that an overview of the meeting results would be covered during “committee business”.
· Committee Community Members 
· Eileen went over this agenda item. The committee will accept community member applications up until the 3rd meeting. The process is that an interested community member must submit an application to HPS staff, and then the application is reviewed and approved by Steering.

· The purpose of having community members on committees is to expand the voice sitting around the table. Community members (once approved by Steering) are voting members of the Committee. They are not HPPC members.  The Bylaws, Policies & Procedures committee is unique because it is focusing on the Council’s governing documents. Therefore, when considering inviting community members to join this committee, we may want to focus on individuals who have experience working on governing documents.

· Set regular meeting time (Action item / vote)
· Tracey explained that this is a voting item. She added that now is the time that we will vote & approve our regular meeting schedule. Tracey added that by approving the schedule members are agreeing to the meeting dates, and if you miss a meeting it will count as an absence. All members were present with the exception of Tom Kennedy, but Tracey had a copy of his availability to share with the group. 
A motion to have Bylaws, Policies, & Procedures Committee meetings, on the 3rd Wednesday of the month from 3-5 was made by Tonya Williams with a second by Michael Discepola. This was approved by roll call vote. The exact dates of the approved meeting schedule will be sent out to members with the minutes. It was noted that this date/time does not work for Steve Muchnick in February.
	Members
	Approve Regular Meeting Schedule of the 3rd Wednesday of the month, from 3-5 pm. 

	Gayle Burns
	Y

	Michael Discepola
	Y

	Tom Kennedy
	NP

	Weihaur Lau
	Y

	Steve Muchnick
	Y

	Tracey Packer (Ex-officio)
	*************

	Marshon Smith
	Y

	Frank Strona
	Y

	YavantèThomas-Guess
	Y

	Tonya Williams
	Y

	
	

	
	

	Eileen Loughran*
	Y

	Kym Dorman
	***********

	
	


· Elect Co-chairs (explain their role) (Action item / vote)
· Eileen explained that each committee has a Co-chair or Co-chairs that are elected by the Committee.

· She added that the Co-Chairs have an additional meeting with HPS Committee staff and the Harder & Co. consultant to plan the agenda for the next meeting. It was explained that one of the Committee Co-Chairs must attend Steering which meets on the 4th Thursday of the month, from 3-5. The Steering representative must be consistent, so this is not something that can be shared between the two Co-chairs. 
· Frank asked for nominations and said that members may self-nominate. Steve, Tonya, Weihaur, and Yavantè, all expressed interest in being Co-chair of the committee. Both Weihaur and Yavantè added that they would like to gain experience to prepare for the Community Co-chair seat that opens up in June. Tanya and Steve opted to support the growth of Yavantè & Weihaur and therefore pulled their names from the election.

· A motion was made to elect Yavantè as Committee Co-Chair.  There was a second by Michael Discepola.  Yavantè was elected Co-Chair by roll call vote.

· A motion was made to elect Weihaur as Co-chair of the Bylaws, Policies, & Procedures Committee with a second by Gayle. Weihaur was elected by roll call vote.

	
	Elect Yavantè as Co-Chair
	Elect Weihaur as Co-Chair

	Gayle Burns
	Y
	Y

	Michael Discepola
	Y
	Y

	Tom Kennedy
	NP
	NP

	Weihaur Lau
	Y
	Y

	Steve Muchnick
	Y
	Y

	Tracey Packer (Ex-officio)
	*************
	*************

	Marshon Smith
	Y
	Y

	Frank Strona
	Y
	Y

	YavantèThomas-Guess
	Y
	Y

	Tonya Williams
	
	Y

	
	
	

	Eileen Loughran*
	Y
	Y

	Kym Dorman
	******************
	***********

	
	
	


5. Review Scope of Work
· Kym covered this item on the agenda. She explained that for effective community planning, the process of working together needs to be clear.  Good processes decrease confusion and support getting the work done efficiently and effectively.  Bylaws, policies and procedures lay out the ways that the HPPC conducts business, makes decisions, handles conflict, and completes day-to-day activities.  
· Kym explained the definition of Bylaws and Policies & Procedures.

                   Definition of Bylaws: Bylaws are written rules of operation. They are 
                   written down as a reference because they provide the framework and often the “final 
                   word” on how to do business.
                   Definition of Policies and Procedures:  Policies and Procedures describe the 
                   policies for operation and the procedures necessary to fulfill the policies.  In this case, 
                   they provide further explanation for how to carry out the bylaws.
· Kym added that it is important to consider that the Process evaluation results for last year indicate that the Council is functioning very well.  She explained that that indicates that the Bylaws, Policies and Procedures as they exist are supporting the council in doing its work well.

· She explained that this Committee’s tasks would look different if the governing documents weren’t working.  Kym added that given that there is evidence that they are working well, the charge for this year is to consider the issues that have been identified over the last 2 years and update the bylaws and policies and procedures as necessary.  

This will mean clarifying any grey areas and it might mean making a modification to a bylaw or policy or developing a new policy in order to ensure clarity.

She added that the takeaway message is that there is not a need to rethink the documents, but to ensure that they are clear in supporting the work of the Council.
· Kym distributed the handout “Issues to consider in the Bylaws, Policies & Procedures Committee.” She explained that she organized the issues into general categories, and added a few follow-up questions.  Copies of the handout are available upon request.
· The group went through each item on the list, and ranked its priority and whether or not it could be resolved through committee discussion. 
· Discuss Calendar/Timeline 
· Kym distributed copies of the handout “Proposed Calendar and draft work plan for Bylaws, Policies, and Procedures”. The Committee reviewed the handout and decided that the quarterly “update” presentations to the full Council should include specific action items.
6.  Next Steps 
· Harder & Co/HPS follow-up items

Send out current Bylaws, Policies & Procedures, Roberts Rules, and Sunshine ordinance to members.

· Focus for Next Meeting
The next two meetings (Feb. & March) will focus on the Bylaws.

· Summary & Closure
Frank thanked the group for a good meeting. The Co-chairs will meet with Eileen, Tracey, and Kym to plan the February meeting.
7.  Adjournment
· Evaluation/Closing

       Frank reminded everyone to complete the process evaluation.
The meeting was adjourned at 4:50 pm.
Next meeting scheduled is February 17, from 3-5 pm in room 330B.
Minutes prepared by Eileen Loughran and reviewed by Yavantè Thomas-Guess and Frank Strona.
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