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MEAB Work Group Operating Guidelines
Purpose

Each workgroup (WG) of the MEAB focuses on a specific subject area of interest or concern to multiple MEAB members. The WG examines the issue in greater detail than the full MEAB, keeps the MEAB informed, and brings recommendations back to the Board for full discussion and possible voting.
Roles and Responsibilities

· Chair: Each WG will have a designated Chair who is responsible for scheduling meetings, soliciting input into developing agendas, encouraging input by all members, ensuring minutes are taken and sent to the MEAB, and reporting to the MEAB. The Chair will prepare for and manage meetings. The Chair will help identify issues and interests, narrow options, and facilitate achieving consensus among the members by encouraging that the fullest possible range of perspectives are included by seeking active participation from all members and proactively ensuring that members collectively decide which issues are discussed and which recommendations are considered.
The Chair, or designee, will be responsible for taking minutes and sending them to the WG and MEAB.  The minutes should include the attendees, the organization/affiliation of any nonMEAB WG participants, notes that reflect the issues and discussion at the meeting, any action the WG plans on an issue, the date/time and draft agenda items for the next WG meeting.

· DVHA Staff: Each WG will have a DVHA staff person assigned to it as a liaison to DVHA and who will be responsible for assisting the WG with obtaining the information it needs. The staff person will provide general administrative support for the WG activities and facilitate the invitation and appearance of state staff as necessary.  Having a designated constant DVHA staff person for the workgroup helps ensure continuity in the workgroup’s work.

Schedule

· WGs will meet at their discretion.  MEAB may ask a WG to meet to address a specific issue and report back to the MEAB.

· WGs will keep a public meeting schedule, subject to revisions.

Process for Proposing Recommendations for Changes in Policy and Procedures* 

· WG will identify any specific DVHA concerns and bring them to the attention of DVHA staff.

· WG will discuss the issue and ideas for possible solutions with DVHA staff at a designated meeting or via phone / email.

· WG will propose any changes to DVHA staff; WG will state in writing what changes it recommends as clearly and specifically as possible.

· DVHA will respond to the proposed changes prior to the next WG meeting in writing.  If it agrees with the proposal, it will describe its implementation plan.  If it rejects the proposal, it will explain why.  If it has other suggestions or solutions, it will present that counter-proposal, and give its reasons.

· At the next meeting, the WG will discuss DVHA’s response and future steps. 

· If WG and DVHA come to an impasse on making a change, the WG will decide whether to bring its proposal to the full MEAB.

· If WG decides to bring a proposal to the full MEAB, that proposal will include:

· A description of the problem

· A description of the efforts that have been made to date to resolve the problem, and DVHA’s rationale for rejecting WG’s proposal

· A statement of what the WG would like DVHA to do

· WG will present the recommendation to the full MEAB at a regularly scheduled meeting.

·  MEAB will discuss and vote on the recommendation.

· If approved, the MEAB will send give the recommendation to the Commissioner of DVHA for further consideration.

· The Commissioner will give his or her response and the rationale for the response at the next MEAB meeting.

· The WG will keep the MEAB informed of its work and progress.

*WGs may make recommendations for changes related to the policies or procedures of other state agencies, including DCF, VDH, DAIL.  Recommendations related to the authority of these departments will follow this process as closely as possible.

WG Voting

· Decisions of the WG will be reached by consensus.  If the WG is unable to reach consensus on a particular issue, the views of the members should be reflected in the minutes.
MEAB Decision Making

· WGs may develop formal recommendations that it wants the MEAB to endorse. Any resolutions/recommendations sent to the MEAB for formal adoption will specify where the recommendation should be sent: state agencies, the legislature, etc.

· The WG should send the written recommendation to the MEAB for its consideration at least one meeting prior to the MEAB meeting when it will be officially voting on the recommendation. This will allow time for the MEAB to ask any clarifying questions and for members to have sufficient time to read and consider the recommendation.  For example, a WG wants the MEAB to endorse its formal recommendation after its March 2 meeting. The WG needs to send the written recommendation to the MEAB by the MEAB's March meeting. The MEAB has the March meeting to ask for any clarifying information. At its April meeting, the MEAB takes up the resolution and has a vote on whether to endorse it.

· The MEAB can agree to officially take up a resolution/recommendation on an expedited schedule if it determines that the nature of the resolution/recommendation is urgent and cannot wait for the usual schedule. WGs need to make the case for the need for expedited consideration and ensure that MEAB members have as much notice as possible.
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