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History
Content
This section provides a brief description of the Inland Empire HIV Planning Council (Council), its CEO,
service areas, and the mission, vision, and principles that guide its work. It includes a service areas ma
As the CEO “Recipient” of funds under Part A (formerly Title I) of the national Ryan White HIV/AIDS
treatment legislation (enacted in 1990, amended 1996, 2000, and 2006) for this Council is the San
Bernardino County Board of Supervisors and the government department selected to oversee the funds
is the San Bernardino County Department of Public Health. The CEO “Recipient” is required to appoint a
HIV health services planning council of community representatives that is representative and reflective
of the local epidemic. This Council is known as the Inland Empire HIV Planning Council (IEHPC) or the
Council .
Purpose
The purpose of the Council is to ensure the development of a client-centered, comprehensive continuum
of care for persons living with HIV disease throughout the Riverside/San Bernardino, Transitional Grant
Area (TGA). To accomplish this, it provides intensive planning for the TGA and promotes development of
HIV/AIDS health services that meet identified health and support service needs in a cost-effective
manner, reduce inefficiencies, and address the needs of uninsured, underinsured, and low-income
persons living with HIV/AIDS (PLWH/A) in the TGA.
CEO/Recipient
The San Bernardino County Board of Supervisors is the CEO or “Recipient” for this Council. The
government department selected to oversee the funds is the San Bernardino County Department of
Public Health.
Service Area
The service area encompasses the two-county area of Riverside/San Bernardino that is known as the
Inland Empire and is classified as a Transitional Grant Area (TGA). There are six (6) Service Areas within
the TGA: 1-West Riverside County; 2-Mid Riverside County; 3-East Riverside County; 4-San Bernardino
West Valley; 5-San Bernardino East Valley; and 6-San Bernardino Desert.
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RIVERSIDE / SAN BERNARDINO
TRANSITIONAL GRANT AREA (TGA)
Service Areas
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Mission Statement
To maintain the optimum health of all those living with HIV/AIDS in Riverside and San Bernardino
Counties through the development and implementation of a comprehensive, consumer-centered
continuum of care.
Vision Statement
There is a stable funding base to support the full continuum of HIV-related medical care and support
services within the Riverside/San Bernardino, California EMA. There are no significant gaps in service.
Services are available regardless of the ability to pay and are consumer centered, user friendly,
culturally competent, well publicized and geographically accessible. These accomplishments will be
achieved through strong public/private partnerships and will enhance the quality of life and sense of
well-being among people living with HIV/AIDS in the EMA. There is no stigma associated with
HIV/AIDS.
Guiding Principles
The Inland Empire HIV Planning Council members want to continually keep consumers in the forefront
of everyone's minds. Therefore, the Guiding Principles developed by the Planning Council stress a
consumer-centered continuum of care.
Guiding Principles
To improve health outcomes:
 There is a concerted effort to identify, bring into, and maintain in care all persons living with
HIV/AIDS who may or may not know their status.
 Consumers are to be treated with dignity, compassion and respect.
 There must be reliable and easily accessible information about treatment, service options and
resources.
 There must be streamlined, equitable access to a comprehensive system of quality services.
 The system will be driven by consumers and advocate for consumer needs.
 Care systems will be revised to meet emerging needs.
 Consumers must receive help with needs that extend beyond those that are specifically HIVrelated.
 Services will be structured to encourage consumers to share in the responsibility for
their health
care.
 There must be outreach to those least able to access care.
 Consumers must be afforded the opportunity to contribute to the planning and delivery of
services.
 CARE Act funds will be the funds of last resort.
 The impact of CARE Act funds must be evaluated and improvements to quality of service
made as needed.
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Shared Values
The shared values are divided into five categories: 1) How services are provided, 2) Where services are
provided, 3) What services are provided, 4) For whom services are provided, and
5) By whom services are provided.
How Services are Provided
 Preserves clients' right to confidentiality
 Compassionate, dignified, respectful, empowering
 Cost-effective
 High quality
 Equitable
 Culturally and linguistically competent
 Holistic
 Timely
 Logical
 According to established standards
 Safe, supportive and barrier free environment
 Consumer centered
Where Services are Provided
 Accessible from all geographic areas
 Facilitate access with improved transportation and emerging communications technology
 Information on where services are provided should be available using multiple modalities
 Services are in areas of greatest need
What Services are Provided
 Services that prolong and enhance quality of life
 Services that reduce spread of HIV
 Services that promote maximizing health
For Whom Services are Provided
 People infected and affected by HIV/AIDS in our community
By Whom
 Qualified providers
 Providers who are representative of the communities they serve
 By a balance of public sector organizations and Community-Based Organizations (CBOs)
 Services will be coordinated with other healthcare and social service delivery system
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SECTION 2
BY-LAWS
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Content
The Council Bylaws were approved by the Planning Council on April 27, 2017 and by the San Bernardino County
Board of Supervisors on June 13, 2017. Bylaws are available on the Council website.
In order to assist the Council with mandated responsibilities this document provides additional Policies and
Procedures that are not included in the Bylaws.
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Membership Designation Form
Member:
Date:






By-Laws (3.C)
Conduct a periodic review of these Bylaws to ensure
that they meet the needs of the Council (b)
Development of proposed amendments to the Bylaws
in accordance with Ryan White legislation, HRSA
guidelines, and San Bernardino County Board of
Supervisors
policies,
(c)
Development
of
recommendations for changes to the policies and
procedures governing Council operations, as needed,
(d) Recommendation of changes to the Bylaws,
policies, and procedures to the Council, with the full
Council responsible for approval, (e) Submission of
Council-approved Bylaws and items related to Council
mandates to the Board of Supervisors for final review
and approval, and (f) Ensure that the Council is kept
aware of the review and approval process so that the
Council is referencing, using, and basing Council
decisions on the most current Board of Supervisor’s
approved Bylaws.
Continuum of Care (3.H)
Guiding, coordinating, facilitating, and overseeing the
development and strengthening of the TGA's
continuum of care, (b) Taking the lead for the Council
in the evaluation of Council products and actions
among other duties
Council Development (3.F)
Develop and implement ongoing recruitment and
screening of potential Council members, using an
open nominations process approved by the Council,
including scheduling candidates for interviews, having
present at least two members from the CDC, using a
consistent set of questions, and ensuring the
confidentiality of personal health information, (b)
Recommendation of candidates for Council
appointment to the Council and then to the San
Bernardino County Board of Supervisors, as terms end
and throughout the year, whenever a vacancy occurs,
(c) Development and presentation of a slate of
candidates for the officer positions, and of candidates









to fill any officer vacancies during the term, (d)
Orientation and training of Council members, (e)
Monitoring of member participation, including
attendance at Council and committee meetings,
Evaluation of the Administrative Mechanism (3.B)
Develop the necessary tools and procedures and
oversee the assessment of the efficiency of the
Administrative mechanism of the RWP (i.e.
procurement and contract arrangement), working
through and reporting to the Council and (b) Assess
the overall performance of the Council and Council
activities (i.e. PRSA Data Summit, committee work
plans, Council recruitment, Needs Assessment, etc.)
and assess staff support and member commitment
annually.
Empowerment (3.G)
Fosters awareness of HIV/AIDS and the role/mission of
the Council in the communities of the TGA, and
support for programs assisting People Living With
HIV/AIDS (PLWH)
Finance (3.J)
Development, in conjunction with Ryan White
Program Staff, the annual Council budget. Such
budget: i. Shall include the following line items, as
indicated in the 2013 HRSA Manual: 1. Needs
Assessment 2. Council Support Staff 3. Private mileage
reimbursement for consumer members 4. Any other
items for the effective and efficient operation of the
Council. ii. Shall be developed during the month
immediately following receipt of the annual Notice of
Grant Award for the grant year and approved by the
Council at the next scheduled meeting. iii. Shall be
developed within the constraints of the Grantee
Administrative budget. (b) Reporting, on a quarterly
basis, Council expenditures to date and remaining
budget. (c) Recommending, based on quarterly
reports, any budgetary adjustments necessary to
ensure that expenditures are in line with total budget
authority. (d) Meeting on a quarterly basis, beginning
with the first meeting immediately following receipt of
the annual Notice of Grant Award
Grievance (3.D)
Serving as the first step in the grievance process, by
hearing and where possible resolving grievances
against the Council, as specified in the Grievance
Policy, (b) Hearing and resolving Code of Conduct
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complaints, as specified in the Code of Conduct Policy,
and (c) Assisting in review of and revisions to both
policies as needed. 2. Composition: (a) The committee
shall be constituted as needed to resolve a grievance.
(b) For each grievance, a committee shall be convened
consisting of the Vice Chair and two other members
appointed by the Vice Chair who have no actual or
perceived conflict of interest regarding the issue being
addressed. The Vice Chair shall serve as the Chair of
the Committee.
Planning (3.E)
Determining the size and demographic characteristics
of individuals with HI/AIDS within the TGA; determine
the service needs and gaps of PLWH in the TGA, which
includes establishing methods for obtaining
information on community needs and priorities;
service needs and gaps of PLWH in the TGA, which
includes establishing methods for obtaining
information on community needs and priorities
Standards (3.I)
Develop and update service category definitions and
standards of care for each service category. Specific
activities include: This document reflects: Developing
and revising, as needed, the Standards of Care for
funded service categories, and recommending Client
Eligibility Criteria, and Output and Outcome Indicators
as part of those standards, to be consistent with HRSA
Policy and to meet the changing needs of PLWH in the
TGA, and ii. Assisting the RWP Staff, as needed, to
convene specialized working groups to include experts
from specific fields such as HIV-related medical care,
mental health, substance abuse, dental care, and
medical case management, to provide information for
the periodic review and revision of standards

Rules:
Your participation is important. A quorum of the Committee
must be present at any meeting for formal action(s) to be
taken on any matter
The number of members necessary to establish a quorum
shall be defined as a simple majority (50% plus one) of the
total number of members of the Council or Standing
Committee.
Committees shall strive to reach its decisions by consensus.
However, if a consensus cannot be reached, Committees
shall make its decisions by majority vote. Only Committee
members may vote.
Voting
Any Council member may attend and speak during
Committee meetings. However, only committee members
shall be counted for purposes of determining a quorum,
allowed to offer motions, and allowed to vote in committees.
Attendance:
Committee members are expected to participate in at least
two-thirds of regularly scheduled committee meetings
during the year. Failure to participate will result in removal
as a committee member for non-participation and may lead
to removal as a Council member
I have read and understand the Committee Membership
requirements. I will participate in all regularly scheduled
assigned Committee meetings from Call to Order to
Adjournment. If I am unable to meet this commitment(s), I
will notify the Committee Chair, Support Staff or designee
prior to the beginning of the meeting
Signature – Member Name
Signature - Community Co-Chair
Date
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SECTION 3
GENERAL POLICIES
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Content
This section includes general policies designed to govern the actions of the Council not stated
in the Bylaws or IGA. These policies apply to the Council’s legislatively mandated activities and
include the following:

 Non-Discrimination - Expansion of Information provided in Article VII Section 1 of the
Bylaws
 Reflectiveness – Expansion of information provided in Article III Section 6
 Sexual Harassment – Expansion of information previously not mentioned
 Verbal or Physical Threats and Acts of Physical Violence – Expansion of information
previously not mentioned
 Conflict of Interest – Copies of the Cover Letter and Conflict of Interest Declaration, which
are used to help implement the Conflict of Interest Policy, which is in Article VIII of the
Bylaws
 Confidentiality - Expansion of the information provided in the Code of Conduct, in Article
IX Section 5 of the Bylaws, including Confidentiality Statements to be signed by Council
members and staff.
 Records Retention – Defining what written or recorded material will be retained and for
what period.
Other General Policies are included in full in the Bylaws
 Code of Conduct - Article IX S
 Grievance Procedures - Article XI
This section includes supporting documents fort he Conflict of Interest, Sexual Harassment,
Verbal and Physical Violence
Non-Discrimination
Letter to Council members and the Conflict of Interest
Purpose
To create a safe and healthy Council environment that is free of discriminatory conduct and
promotes equality and diversity.
Policy
The Council shall affirmatively seek out individuals with specific characteristics as may be necessary
to comply with applicable statutory and regulatory requirements. These requirements
include legislated categories of membership and required member reflectiveness of the HIV/AIDS
epidemic in the TGA. Efforts shall be made to ensure a culturally and linguistically diverse
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membership as well as the representation of diverse populations infected with or affected by
HIV/AIDS.
Procedures
1. The Council Development Committee (CDC) shall be responsible for ensuring that
discrimination in the selection of new members does not occur and that the membership of
the Council is reflective of the demographics in the TGA.
2. All Council members shall support CDC in achieving the goals of equality and diversity.
3. The Empowerment Committee and the CDC shall develop a Reflectiveness Recruitment Plan
that addresses the needs and concerns of equality and diversity, with specific goals and
desired outcomes.
The Reflectiveness Plan and its outcomes shall be reviewed by the Council Development
Committee during the application process and on a quarterly basis. Findings shall be reported to
the Council.
If a specific goal has not been addressed or achieved, then a remedial plan shall be initiated by
the Council Development Committee and submitted to the Council for approval.
Reflectiveness Plan
Purpose
The Reflectiveness Plan ensures that the Council’s membership reflects the local epidemic in such
areas as race, ethnicity, gender and age. The Plan also ensures that the voting percentages of
unaffiliated consumer members reflect the demographics of the population of individuals living
with HIV disease in the TGA. Because Riverside / San Bernardino is a two-county membership, the
Council is mandated by the CEO/Recipient to have fair representation from each county.
Policy
Article 3, Section 5 states of the Bylaws state that the Council as a whole, as well as the consumer
membership, shall reflect in its composition the demographics of the population of individuals
with HIV/AIDS in the TGA involved with particular attention given to the disproportionately
affected and historically underserved groups and subpopulations.
Procedures
The Council shall regularly solicit consumers and providers to apply for membership through:
1. The use of the Council’s online application process
2. Ensure membership applications are available during Council/Committee meetings,
Consumer Caucus meetings, fairs, festivals, community gatherings and other events where
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the Council is present.
3. Update stakeholders about membership availability by seeking input at local, regional, and
statewide meetings of HIV positive and negative consumers and providers.
4. Maintain email lists of consumers and providers to provide links to HIV planning documents
to surveys eliciting feedback into the plan.
5. Conduct a yearly “membership drive” that includes all communities in the TGA
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PERSPECTIVE CHECKLIST
The Perspective Checklist will be used to determine the appropriate membership category for you to fulfill on the Council and its committees, and
to ensure compliance of the numerous legislatively mandated categories. Qualified candidates will be considered for nomination/approval and
have approvals forwarded to the County Board of Supervisors, upon the availability of vacant mandated membership slots. Please circle the
personal and professional perspectives that you would bring to the Council, if selected. Your personal information is confidential and will not be
publicized without your consent. Persons living with HIV are encouraged to apply. If you are HIV+ and DO NOT wish to represent this community,
DO NOT circle the HIV perspective.

Please check the personal and professional perspectives that apply to you. Your disclosure of personal information is confidential.

GENDER IDENTITY (check one)
Male

Transgender

Female

Transsexual
Other (specify)

SERVICES
(Have you received services within the last six (6) months from any of the following providers?)
(check all that apply)
AIDS Healthcare Foundation (AHF)

San Bernardino County Dept. of Public Health

Desert AIDS Project (DAP)

Riverside County Dept. of Public Health
Riverside County Dept. of Public Health –
Pharmacy

Foothill AIDS Project (FAP)
SAC Health Systems

No, I do not receive services from any of the
above listed providers.

Other:

HIV/AIDS STATUS (check all that apply)
HIV Positive, Non-AIDS: Age at Diagnosis
_ years

AIDS: Age at Diagnosis__

HIV Negative

Unknown

years

If you have self-identified as being HIV+ for the purposes of this Council, do we have your
Permission to use your name and status publicly for Council purposes?
(Please check box and initial if applicable)
CULTURAL / ETHNIC GROUP (Check all that apply)
African American-not Hispanic (specify)

Pacific Islander (specify)

Asian (specify)

White – not Hispanic (specify)

Latino/a /Hispanic (specify)
Native American/Alaskan Native (specify)

Other (specify)
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PLEASE SELECT ALL HRSA REQUIRED CATEGORIES YOU ARE QUALIFIED AND WILLING TO REPRESENT



















Health Care Providers, including Federally Qualified Health Centers
Community Based Organizations (CBOs) serving affected populations/AIDS Service Organization
Social Service Provider, including housing and homeless service provider
Mental Health Provider
Substance Abuse Provider
Local Public Health Agency
Hospital planning agency or health care planning agency
Affected communities, including PLWH/A and historically underserved subpopulations
Non-elected community leader
State Medicaid Agency
State Part B (formerly Title II) Agency
Part C (formerly Title III) Agency
Part D grantees, of if none present, representatives of an organization addressing the needs of children,
youth, and families with HIV
Other Federal HIV Programs, including HIV Prevention programs
Representative of/or PLWH/A who were formerly Federal, State or local prisoners that were released from
custody the preceding three years and had HIV disease as of the date of release
PLWH/A co-infected with Hepatitis B or C
Representative of a local Federally recognized Native American Tribe

Please describe below how you qualify for the categories marked:

I understand that the San Bernardino County Board of Supervisors makes appointments to the Planning Council with the expectation
of up to a three-year commitment. Membership requires participation in the Council, and its committees, as specified in the bylaws and
policies and procedures of the Inland Empire HIV Planning Council. You may be assigned to a committee at the time you are qualified
as an applicant, based on your expertise and the perspectives shown on this application. You will be assigned a mentor to assist you
in your Council activities. We strongly encourage you to become involved in committee work immediately, as this will assist you in
familiarizing yourself with the operations of the Council.

Printed Name:

Signature:

City of Residence:

Date:

City of Employment (if applicable):
IF YOU HAVE ANY QUESTIONS OR CONCERNS, PLEASE CALL COUNCIL SUPPORT STAFF AT: 1-909-229-4399
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MEMBERSHIP REFLECTIVENESS
Date

Member

Total Council Membership

Race/Ethnicity
Category

Members of the
Planning Council
NUMBER

PERCENT

Affiliated Consumers
Planning Council
NUMBER

PERCENT

Un-Affiliated Consumers
Planning Council
NUMBER

PERCENT

(1)

Does the reflectiveness of this applicant meet the needs of the Council based on the TGA’s incident rates?

(2)

Does the potential applicant file a vacant representation category?

(3)

If either answer for the above is no, why is the potential applicant being considered?

PC Staff Signature

Date
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Sexual Harassment
Letter to Council members and the Sexual Harassment Declaration
Purpose
To create a safe and productive environment where people are free from all forms of sexual
harassment including, offensive remarks about a person’s sex. It is the Council’s expectation that
members are free from unwelcomed sexual advances, request for sexual favors, and other verbal
or physical harassment of a sexual nature.
Policy
Sexual harassment, as defined by the Equal Employment Opportunity Commission, as
“Unwelcomed sexual advances, request for sexual favors and other verbal or physical conduct of
a sexual nature.” The Council believes and support the civil right act of 1964 section 703 of title
7 nondiscrimination as it relates to sexual harassment.
Procedure
Any form of sexual harassment shall be:
1. Reported to the Council Co-Chairs, Community Co-Chair, Vice Chair or Support Staff within 24
hours of the incident
2. Instances where the complaint is against one of the Council members designated to receive
the report, the individual reporting the incident shall not report to that person.
3. All reports shall be made in writing via the grievance process. Grievance forms are available
from Support Staff and are also included in member binders.
4. Once a report has been submitted, it shall be forwarded to the Grievance Committee for
investigation.
6. Outcomes of a report will be determined within 90 days of its submission. Reference
Grievance Procedures.
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Name
Date

INLAND EMPIRE HIV PLANNING COUNCIL (IEHPC)
SEXUAL MISCONDUCT POLICY
The Inland Empire HIV Planning Council is committed to providing a safe environment for its
members, the public, and its partners with free from sexual harassment and operate a zero
tolerance policy for any form of sexual harassment during its meetings, engagement with others
doing Council business or Council sponsored activities. The Council will promptly investigate all
allegations of sexual harassment. Any person found to have sexually harassed another person will
face disciplinary action, up to and including dismissal from the Council. All complaints of sexual
harassment will be taken seriously and treated with respect and in confidence. No one will be
victimized for making such a complaint.
Accordingly, the Council has a strict policy regarding sexual misconduct. This policy recognizes
that intimate involvement between its members, volunteers, partners, or the public is not only
illegal, but also poses a serious physical and emotional health risks to those involved. Accordingly,
all Council members must adhere to the rules stated in this sexual misconduct policy.
Definition of Sexual Harassment
Sexual harassment is unwelcome conduct of a sexual nature which makes a person feel offended,
humiliated and/or intimidated. It includes situations where a person is asked to engage in sexual
activity as a condition of that person’s involvement with the Council, as well as situations which
creates an environment which is hostile, intimidating or humiliating for the recipient. Sexual
harassment can involve one or more incidents and actions constituting harassment may be
physical, verbal and non-verbal. Examples of conduct or behavior which constitute sexual
harassment include, but are not limited to: Physical conduct
•
•
•
•
•
•
•
•
•
•
•

Unwelcome physical contact including patting, pinching, stroking, kissing, hugging, fondling, or
inappropriate touching
Physical violence, including sexual assault
Physical contact, e.g. touching, pinching
The use of job-related threats or rewards to solicit sexual favors Verbal conduct
Comments on a worker’s appearance, age, private life, etc.
Sexual comments, stories and jokes
Sexual advances
Repeated and unwanted social invitations for dates or physical intimacy
Insults based on the sex of the worker
Condescending or paternalistic remarks 2
Sending sexually explicit messages (by phone or by email) Non-verbal conduct
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•
•
•


Display of sexually explicit or suggestive material
Sexually suggestive gestures
Whistling
Leering

It is essential that Council members and volunteers comply fully with this policy. Council members and
volunteers who violate this policy are subject to disciplinary action up to and including discharge and legal
prosecution. Please note that the Council has zero tolerance for failure to adhere to this policy.
Member/Volunteer Sexual Misconduct Statement
I hereby agree to adhere to the Inland Empire HIV Planning Council Policy regarding Sexual Misconduct

Signature of Member /Volunteer

Date

Name of Member/Volunteer - Please Print
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Verbal or Physical Threats and Acts of Physical Violence
Letter to Council members and Physical Threats and Acts of Physical Violence Declaration.
Purpose
To ensure a productive and positive work environment where ideas, and creativity can be
discussed without threats of violence.
Policy
It is the Council’s expectation that members will work in an environment that is free from hostility
and animosity. As stated in California penal code 422, “Criminal threats can be charged whether
or not you have the ability to carry out the threat...and even if you don't actually intend to execute
the threat.” Further It is the Council’s policy that verbal or physical threats and acts of physical
violence will not be tolerated and could be subject to legal action.
Procedure
Members who feel as though they have been verbally or physically threatened are encouraged to
report the incident within 24 hours of the incident to Council Support Staff. Reports should be
made in writing via the grievance process. Grievance forms are available from Support Staff and
are also included in member binders. Once grievance forms are submitted, they will be forwarded
to the grievance committee and investigated. Outcomes of grievances will be determined within
90 days of submission.
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Name
Date

INLAND EMPIRE HIV PLANNING COUNCIL (IEHPC)
VERBAL/PHYSICAL VIOLENCE POLICY
It is the policy of the Inland Empire HIV Planning Council and the responsibility of its executive staff and all
of its members to maintain a meeting space free from threats and acts of violence. The Council will work
to provide a safe meeting space for its members, volunteers, partners and the public. Each member, and
everyone with whom the Council comes into contact with, deserves to be treated with courtesy and
respect.
The Council has a zero tolerate for any type of violence committed by or against its members, volunteers,
partners and the public are prohibited from making threats or engaging in violent activities.
Prohibited Conduct
The list of behaviors, while not exhaustive, provides examples of conduct that is prohibited:
 Causing physical injury to another person
 Making threatening remarks
 Acting out in an aggressive or hostile manner that creates a reasonable fear of injury to another person
or subjects another individual to emotional distress.
 Intentionally damaging employer property or property of another employee.
 Possessing a weapon while on Company property or while on Company business.
 Committing acts motivated by, or related to, sexual harassment or domestic violence.
Reporting Procedures:
Any potentially dangerous situations must be reported immediately to the Co-Chair, Community Co-Chair
or to Support Staff. Reports of violence may be made anonymously and investigated accordingly. Reports
or incidents warranting confidentiality will be handled appropriately and information will be disclosed to
others only on a need-to-know basis. All parties involved in a situation will be counseled and the results of
investigations will be discussed with them. The Company will take appropriate action at any indication of
a potentially hostile or violent situation.
Council Development Committee:
While the Council does not expect members to be skilled at identifying potentially dangerous persons, they
are expected to exercise good judgment and to inform the Council Development Committee if any
member, volunteer, partner or the public exhibits behavior which could lead to a potentially dangerous
situation.
Such behavior includes, but is not limited to, the following:
 Discussing dangerous weapons and/or bringing such weapons into the meeting spaces
 Displaying overt signs or extreme stress, resentment, hostility, or anger
 Making threatening remarks
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Exhibiting sudden or significant deterioration of performance
Displaying irrational or inappropriate behavior.

The Incident Response Coordinator/Team and the Human Resources Department will identify and
maintain a list of violent incidents and design a plan to prepare for possible emergency situations.
It is essential that Council members and volunteers comply fully with this policy. Council members and
volunteers who violate this policy are subject to disciplinary action up to and including discharge and legal
prosecution. Please note that the Council has zero tolerance for failure to adhere to this policy.
Member/Volunteer Verbal/Physical/Misconduct Statement
I hereby agree to adhere to the Inland Empire HIV Planning Council Policy
regarding Verbal/Physical Misconduct

Signature of Member /Volunteer

Date

Name of Member/Volunteer - Please Print
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Conflict of Interest

The Conflict of Interest (COI) Policy is in Article VIII of the Bylaws, provided in Section 2 of this manual.
Attached are two documents used to implement the COI Policy: a Cover Letter that goes to Council
members each year asking them to complete the Conflict of Interest Declaration, and the Declaration
Form. COI forms are available in the Support Staff office.

Page 28 of 83

Ryan White Program
Riverside/San Bernardino CA (TGA)
Inland Empire HIV Planning Council (THE COUNCIL)

PC Approval
Board Approval

1/29/2020
6/23/2020
SB County Board of Supervisor

POLICY & PROCEDURES
CONFLICT OF INTEREST

Conflict of Interest (COI) Declaration & Agreement to Abide by COI Guidelines
Inland Empire HIV Planning Council (COUNCIL)
Riverside/San Bernardino, CA TGA

 I am an employee or Officer of an agency receiving funds from Part A
 I am a relative of an employee or Officer of an agency receiving funds from Part A
 I have a financial interest in an agency receiving funds from Part A
 I am a paid consultant for an agency receiving funds from Part A
 I am a prospective employee for an agency receiving funds from Part A
I understand that it is the responsibility of each Planning Council member and fellow Planning
Council members to determine whether a conflict of interest exists as defined in these Guidelines.
If my conflict changes, I must announce the change at meetings as soon as it occurs, and resubmit
this form with the changes as soon as possible.
I hereby state that, to the best of my knowledge, information and belief, I shall abstain from
voting on issues that directly relate to or appear to relate to an action that may result or appear
to result in personal, organizational or professional gain. I agree to abstain from voting on the
processes and the issues of the Planning Council that present a Conflict of Interest as determined
above. Further, I agree to abide by the Conflict of Interest Guidelines as approved by the San
Bernardino County Board of Supervisors. I understand that it may include removal from the
Planning Council, if I am in violation of any conditions of this agreement. I understand that the
Council Bylaws shall address such disciplinary procedures.
Signature

1.
2.
3.

Date
Instruction for the distribution of this form:
A signed and dated Original of this form must be submitted to the San Bernardino County Board
of Supervisors with the recommendation for appointment of a new candidate for COUNCIL
membership by the San Bernardino County Department of Public Health (DPH) and by the Council>.
A copy of the original must be filed with the candidate’s membership application at the Planning
Council Support Staff office and must be available for review by DPH staff.
In case of continuing, previously appointed members, a signed and dated original of this form must
be submitted to the DPH. A continuing member’s participation on the Council may be restricted
until this form has been received by the DPH
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MEMBERSHIP CATEGORY SELF-DECLARACTION
I am a consumer member of the Inland Empire HIV Planning Council (COUNCIL). As it is a HRSA requirement
that a consumer member has at least one Ryan White Part A service during each year that the member
serves on the Council. Please indicate whether you are a consumer member and the Ryan White Part A
Service Categories that you have received.
Case Management (Non-Medical)
Emergency Financial Assistance
Food Service
Health Education / Risk Reduction
Home and Community-Based Services
Housing Services
Medical Case Management
Medical Transportation
Mental Health Services
Oral Health Care
Outpatient / Ambulatory Medical Care
Outreach Services
Psychosocial Support Services
Substance Abuse Services

I am not a consumer member of the Inland Empire HIV Planning Council
I acknowledge that the information provided is true and correct

Name - Print

Signature

Date
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Confidentiality
Purpose
The confidentiality of personal information is mandated by federal regulations, Ryan White
legislation, the Health Insurance Privacy and Portability Act (HIPPA), and California Statutes.
The purposes of this policy are
 To establish guidelines that identify confidential information,
 To establish procedures to protect the confidentiality of materials,
 To articulate where, how, and to whom confidential information may be disclosed or used by
the Council, and
 To establish guidelines for breaches of confidentiality.
Policy
According to Article IX, Section 5 of the Council Bylaws, Confidentiality includes the right of a Council
or committee member or a proposed Council member, within the law, to personal and informational
privacy, including but not limited to their medical condition, HIV status, mental health or substance
abuse history, and sexual orientation. Access to confidential data and information shall be limited to
those individuals who have a justified need and reason for the information or who have obtained
expressed written consent to receive the information.
Confidentiality also includes the right of an individual interviewed or surveyed as part of a Council
needs assessment or evaluation to have personal or medical information shared only in the
aggregate and without any identifying information.
Definition and Scope

Protection of confidentiality means that:
1. Personal information about an identified individual will not be divulged,
2. Personal information about an individual (whether a human subject of research or a
Council or committee member or potential member) will not be shared even without
identifying information
3. Information shared in the aggregate, without identifying information, will be presented in a
way that makes it impossible for confidentiality to be breached.
The Council’s confidentiality procedures are binding on Council members, Committee members,
staff, and contractors and training will be provided on these procedures as part of the new
member orientation.
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Public Notice of Meeting
1. All Council meetings shall be open to the public. (as stated in Article VI, Section 1 of the Council
Bylaws)
2. Members shall recognize that information presented or discussed on agenized items at
publicly noticed, open meetings is not confidential. Minutes of all meetings shall be open to
the public as required by the Ryan White Legislation based on the guidelines established by
the Council.
3. Conflict of Interest Disclosure forms shall be open to inspection by members or the public.
Confidential Information

The Council may collect personal information during the application, audit, or survey activities
that is Considered confidential. The following information shall be confidential:
Confidential HIV Disclosure or related medical information about members or potential members
 Requests for Special Accommodation
 Requests for Expense Reimbursement
 Individual Consumer Surveys and related identifying information.
Procedures for Protecting Confidential Information

Any individuals who by reason of their membership on or employment by the Council have access to
confidential information shall maintain strict confidence of this information.
All information gathered in mediation or arbitration, as part of the Grievance process, is considered
confidential. The Grievance Committee shall present reports on the status of all grievances in a manner
that maintains confidentiality while allowing the Council to act on resulting recommendations.
The Council engages in Needs Assessment and Evaluation activities. During these processes, the Council
or its committees may conduct surveys of PLWH/A and/or the public. The Federal guideline requires the
protection of the human rights of individuals completing surveys by not identifying information about
individual participants in surveys, interviews, and focus groups. No other identifying information will be
disclosed, only a summary of statistics and findings shall be made available to the public.

Access and Disclosure

No one outside the Council, RWP Staff, CEO, or HRSA designee shall have access to Council files,
Membership applications or any other information that contains personal and medical information
without first submitting a Freedom of Information Act (FOIA) request in writing.
1. Access to confidential information or data for non-public health purposes, such as litigation, discovery,
or court order shall be granted only to the extent required by law.
2. Demographic and other information that is confidential may be used in an aggregate report only if the
material is presented is such a way as to prevent disclosure of the identity of the individuals described.
3. HIV/AIDS surveillance needs assessment, or evaluation information shall be de-identified and aggregated
before presentation to the Council. Data suppression shall be used in presenting analysis of data on people
with HIV and AIDS any time the number of cases in the “cell” of a table is less than five; the data in such
cells shall not be disclosed.
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4. Any confidential information that is needed to plan specific care or services shall be handled with
professional discretion, used only in the aggregate and on a “need to know” basis
5. The Council recognizes that the right of privacy is not absolute and that there are limited exceptions to
confidentiality as defined by Federal regulation, Ryan White legislation, or California statutes, with which
the Council will comply
6. Members shall inform the RWP Staff, Co-Chairs, or Support Staff of any potential need to waive the right of
confidentiality

Phone, Fax, Mail, and E-mail
1. Confidential information shall not be provided over the telephone unless voice and name recognition can
be assured
2. Confidential information shall not be left on voice mail
3. Confidential information shall not be faxed unless the following conditions are met:
a. The receiving fax machine is in a secure location
b. The person who is authorized to receive the document is expecting the transmission
c. Extra care is taken to prevent confidential documents from inadvertently being transmitted to
the wrong place
d. The process is HIPPA compliant
4. Confidential information that must be mailed shall be sent:
a. In a non-identifiable envelope
b. In such a manner as to maintain confidentiality
5. Incoming mail that is stamped or otherwise marked “Confidential” shall be delivered to the addressee
unopened
6. Confidential information shall not be e-mailed unless security can be assured
Confidential Information
1. Confidential information obtained as a result of their participation in the work of the Council shall not
be divulged to anyone or any entity outside the Council. Members should avoid discussing such
information with each other outside meetings, since conversations may be overheard.
2. Confidential files shall be kept in a secured and locked location, and keys to doors, desks, and cabinets
containing confidential information shall be issued only to Support Staff or contract staff that need
such keys to perform their duties, and:
a. The individual shall return all keys when membership or employment is terminated.
b. Lost keys shall be reported immediately.
c. Locks can be changed, and keys reissued if needed, with the knowledge of the Support Staff.
d. Confidential files, including computer files, shall not be removed from the immediate control
of authorized personnel. When it is necessary to carry confidential documents, they
shall always be kept secured.
e. Member files and Council records shall be retained until the completion of an audit or
five years after the conclusion of the activity. Audiotapes shall be retained for one year

following each meeting.
f. Members shall not share, distribute, sell, or barter Council mailing lists or telephone directories
g. All Council members shall be educated about members’ rights of privacy and Confidentiality as
part of their orientation
h. All Council members, staff, and consultants shall read the Confidentiality Policy and
Procedure and shall sign a Confidentiality Agreement indicating they understand the
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information and agree to abide by the policy and procedure. Support Staff shall retain the
Confidentiality Agreements in the appropriate member, staff or consultant file.

If the Council ceases to operate and the grant is terminated or discontinued, all member files shall
be the property of The Chief Elected Officer (CEO) of San Bernardino County or his/her designee.
The Confidentiality Policy and Procedure shall be reviewed annually by the Bylaws committee
and recommendations will be sent to the Council, then to the RWP for final processing and
approval.
Violation of Confidentiality
The Council and its staff shall make all efforts to prevent a breach of confidentiality.
Anyone who believes confidentiality has not been maintained may file a complaint under the
same rules used for violations of the Code of Conduct.
Should data or information be improperly disclosed or stolen the following procedures shall be
followed:
Any member who becomes aware of an actual or potential breach of confidentiality shall
immediately report the occurrence to the person responsible for the security of the information
in question or to the Council Liaison. If the breach involves that individual, the report shall go to
an Officer of the Council.
An investigation shall be conducted to determine the nature of the breach of confidentiality
and to recommend corrective action. If it is determined the breach was committed accidentally,
all efforts shall be made to provide the education necessary to eliminate repeat incidents.
An individual who knowingly or willfully breaches confidentiality of data or information may be
subject to termination of membership, employment, or contract, or to legal action.
If it comes to the attention of the Council that an individual who is not a member of the Council
or its committees has wrongfully obtained and disclosed confidential information, the Council
shall investigate the matter and take steps necessary to prevent future breaches of security.
Records Retention
Purpose
To establish guidelines for maintaining and securing documents and all information relating to Council
business congruent with the California Open Records Act and the policies and procedures of the County
of San Bernardino.
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Policy
It is the policy of the Council to maintain and secure all records and information relating to all
Council business on file at the Support Staff office for two years. Materials will be kept through
County of San Bernardino Records Retention for five years.
Procedures
Maintenance
1. All materials will be maintained in a locked filing cabinet in an enclosed and securable office
space.
2. No materials may be removed from the Support Staff office without the prior consent of the
appointed Supervisor.
3. All records will be kept on file for two years.
4. After two years records will be archived with San Bernardino County, for an additional five
years.
Content
1. Every Council member, past and present, will have the following information contained in a
secured file:
a. Membership application form
b. Any correspondence pertaining to that individual and the Council (Committee assignment,
welcome letter, absences, resignation, etc.)
c. This includes but is not limited to, Mileage Reimbursement Forms (when applicable),
resume, form700,
2. Every applicant to the Council will have a file including the following documents:
a. Membership application form
b. Application procedure form (includes dates received application, interview, orientation,
etc.)
c. Any correspondence pertaining to that individual and the Council
Council Records
1. A copy of the following documents shall be included in folders labeled for each committee:
a. Agenda
2. A copy of the following documents shall be maintained in separate folders:
a. Minutes
b. Sign-In Sheets
c. Reflectiveness Reports
d. Any information distributed in the mail-out prior to the meeting
e. Any information distributed at the meeting
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3. All meetings at which a quorum is present shall have an audio recording device available.
Unless requested by relevant committee, audio recordings will be destroyed after one year.
4. All requests for release or review of records will be handled in accordance with the California
Open Records Act. As specified in the Confidentiality Policy, records that reveal an individual’s
HIV status shall not be available for review.
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SECTION 4
MEMBERSHIP & NOMINATIONS
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Membership & Nominations
Content
This section provides information about the Council’s Open nominations process and attendance
requirements. It supplements information provided in Article III of the Bylaws.

Purpose
The Council is required under Ryan White legislation to use an open nominations process for the
recruitment and screening of Council members. The purpose of this policy is to establish a membership
process that meet legislative requirements and HRSA policies and enable the Council to meet its
legislatively and locally defined responsibilities, and to ensure that the process is clear and transparent.
Policy
It is the policy of the Council to specify, publicize, and follow clearly defined procedures for the
recruitment, orientation, training, and retention of members and to ensure that the membership is
representative of required service categories and reflective of the epidemic and of the geographic
service areas of the Riverside/San Bernardino, county TGA.
Council membership must include the member categories needed to meet the representation
requirements specified in the Ryan White legislation, as described in the Council Bylaws. In addition,
both the Council as a whole and the unaffiliated consumers must be reflective of the epidemic in the
TGA.
Consumer Representation (People Living with HIV or AIDS)
The Council Development Committee shall ensure that the Council maintains:
1. Not less than 33% of the voting membership of the Council are current people living with HIV of
Part A-funded services who are unaffiliated; that is, they do not have a conflict of interest, meaning
they are not staff, consultants or Board members of Sub-Recipients receiving Part A funds. These
unaffiliated consumers shall reflect the demographics of the population of individuals with HIV
disease in the Riverside-San Bernardino TGA.
2. Affirmative efforts shall be made to ensure full representation of populations infected or affected
by HIV/AIDS.
Membership Reflective of the Epidemic
The Reflective plan as a whole, as well as the consumer membership, shall reflect in its composition
the demographics of the population of individuals with HIV/AIDS in the eligible area involved, with
consideration given to disproportionately affected and historically underserved groups and
subpopulations.
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Open Nominations Process
Recruitment and Outreach

The Council Development Committee (CDC) coordinates an open nominations process for all vacancies based
on the Bylaws requirements that terms for Council members end the last day of February, with staggered terms,
so that approximately one-third of the membership terms end each year.
If the federally mandated membership categories are vacant or if the composition of the current membership
does not reflect the demographics of the epidemic in the TGA, the CDC identifies the areas of needed
representation. The CDC determines a recruitment plan for the calendar year (including which members will
and will not seek reappointment) in October
The Council’s annual open nominations process is active year-round and must ensure required reflectiveness
and representation of the demographics of HIV/AIDS disease in the TGA
The Council does recruitment and nominations throughout the year to fill vacant membership categories and
continuously accepts and reviews applications from individuals who are interested in Council membership in
order to have a proof of qualified candidates.

New Member Recruitment

1.
2.

3.

4.

5.

6.
7.
8.

The CDC recruit members for the Council for the mandated membership categories.
The Council must ensure that at least one-third (33%) of its members are from the HIV infected or
affected population and are unaffiliated – they are not staff members, consultants, or Board members
of Part A-funded providers. The goal of the Council is to have HIV infected or affected people compose
50% of the total membership.
As required by the Ryan White legislation, the Council must ensure that the HIV infected or affected
members and the total membership of the Council reflect the epidemiology of the epidemic in the
Riverside/San Bernardino, CA TGA, with particular consideration to disproportionately affected and
historically underserved groups and subpopulations.
To guide the recruitment process, Council Staff provides the Committee monthly current written
reports on the status of the membership of the Planning Council, specifically on issues related to
vacancies and reflectiveness as defined by HRSA.
Council Staff works with the CDC on an ongoing basis to publicize vacancies on the Council. Depending
upon the vacancy, various targeted approaches are used, including but not limited to: press releases,
advertisement in HIV publications, and presentations at community meetings and health fairs and
community events.
Materials used in recruitment include, at a minimum, application forms and brochures.
Potential applicants are asked to contact staff for more information, or access the website at
www.iehpc.org. Staff sends the application and any relevant materials to the interested person and
follows up with the contact within two weeks if no information is received.
The CDC provides monthly updates to the Council on its recent and planned recruitment activities.
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New Candidate Application Process
All individuals interested in membership to the Council must apply and go through the review and
nominations process.
Handling of Applications
1.
Council staff provide all prospective applicants with an application packet that include:
a. A membership application form
b. Requirements the potential applicant must fulfill before an application can be considered for
membership (See Pre-Selection Attendance Requirements below)
c. A calendar of Council, Committee, and Subcommittee meetings (needed to meet the attendance
requirements)
2.
Once an application is received, Council staff develops a file for each individual, then immediately
follows up with the Chair of the CDC to advise of a new application, and informs the applicant of the
pre-selection participation requirements described below.

Pre-Selection Attendance Requirements
1. Applications are received, recorded, and filed, so they can be considered for membership on the
Council once the applicant fulfills the attendance requirements.
2. Council Staff contacts each applicant within in ten (10) day, to confirm that their
application has been received and to explain that before the applicant is
interviewed and considered, they must first meet pre-selection attendance
requirements.
3. All applicants are first required to attend one (1) Council meetings and two (2) other committee
meetings
4. If any attendance requirements are not met within the six-month window, the attendance
requirement restarts. Applications are kept on file for one year and then destroyed.
Interview Process

1.

2.

3.

Once an applicant has met the Council membership and Council committee attendance
requirements they are scheduled for an interview. Staff will inform the candidate of the time
and location of the interview and encourage the candidate to review information on the Council
web site in preparation for the interview.
The Council staff prepares one copy of the application to be reviewed by the Council
Development Interview Panel before the interview. Applications are kept by Council Staff in a
secure location. Only the CDC Chair and Co-Chair, the Community Co-Chair, the Health Officer
Co-Chair, and the Panel members have access to the applications, in accordance with Federal
and State laws.
The interview is designed to ensure that the applicant meets both overall membership criteria
and the representation and reflectiveness requirements and other specific needs for the current
recruitment effort. While the primary intent is to allow CDC members to ask questions and have
discussions with the applicant, the applicant shall also be allowed to ask questions and initiate
discussion with the CDC members.
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4.

The Panel consist of three (3) members of the CDC and must be present to interview each
applicant. The CDC or panel uses a set of consistent topics or questions in its interviews. The
following topic areas are always covered during the interview:
a. Knowledge of and interest in the Ryan White program
b. Knowledge of HIV/AIDS services
c. Experience working with historically underserved populations and those with
co-occurring conditions
d. Roles and responsibilities of Planning Council members and ability to meet them
e. How the applicant believes they can contribute to the Council’s work and
success, including specific skills, interests, and experience the applicant
will bring
f. Time commitments and meeting schedules and the applicant’s ability to meet
them and to participate actively – including what it takes to be a member in
good standing
g. Ability to meet committee involvement requirement and interest in any
specific committee
h. HIV disclosure issues
5. In addition, the Panel or the CDC and applicant discuss Council policies and procedures and
expectations for compliance, including the following:
a. Code of Conduct
b. Confidentiality
c. Form 700 and Conflict of Interest
d. Committee Assignment
e. Bylaws
f. Mission Statement/Vision Statement
g. Meeting locations
h. Council approval process
6.
7.

8.
9.

i.
Council information – Membership Packet
CDC members shall be informed of the applicant’s HIV status, but this information must be kept
confidential and not disclosed to anyone outside the Committee unless the individual has indicated a
willingness to publicly disclose on their membership application.
After the applicant leaves, allow members CDC member to continue their discussion and then vote either
in favor of or against recommending the applicant to the Council for membership.
a. The CDC rates applicants on a set of standardized criteria/questions.
b. Applicants must be recommended by a majority of the Committee members conducting the interview
in order to be recommended for membership.
c. New applicants will be given seats with the most time remaining. All applications are kept on file for
one year
To ensure that all applicants are reviewed objectively, any CDC member reviewer who has a perceived or
actual conflict of interest shall remove themselves from the CDC’s discussion and vote concerning that
applicant.
Discussion about the applicant and application is subject to the rules of confidentiality specified in the
Bylaws, in this Manual, HIPPA, Federal and State Regulations
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10. The CDC recommends candidates to the Council for membership. Each nominee approved by the Council
is forwarded by Council Staff, to the Board of Supervisors for review and the Chair as CEO makes the official
appointment, The Council provides the nominee’s name, membership category, and other information
requested by County Boards and Commissions.
The interview for Non-Member is designed to ensure that the applicant
meets the same requirements of a Full Membership.
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Riverside/San Bernardino California Transitional Grant Area
Name
County Health Officer

Name
Community Co-Chair

Candidate’s Name

Date

On behalf of the Inland Empire HIV Planning Council, I would like to take this opportunity to “Thank” you for showing
interest in becoming a member. In order to become a member, you must complete the following requirements:
1. Submit to the Council, an application from the San Bernardino County Board of Supervisor’s as a part of its
commission/committee requirements;
2. Submit a Council application to satisfy Council requirements;
3. Attend a minimum of two (2) Committee meetings and one (1) Council meeting;
4. Be interviewed by the Council Development Committee (CDC) to forward your name to the full Council for
approval; and
5. Be approved by the full Council and have your name forwarded to the San Bernardino County Board of
Supervisors for approval.
If you remain interested, I would like to invite you to attend two (2) Council meetings and one (1) Committee meetings
listed below:
Meetings
 Council
 Council Development
 Empowerment
 Finance
 Planning/Continuum of Care
 Standards

Meeting Date

Meeting Time

The meetings will be held at the First Congregational United Church of Christ, 3041 North Sierra Way, San Bernardino,
California, 92405 in Fireside Room right outside the church parking lot.
Attached are the two applications for membership for you to complete. You may either bring it to one of the meeting
listed above or return it via mail. Hope to see you soon! Again, “Thank You” for your interest.
Sincerely,
Community Co-Chair
Inland Empire HIV Planning Council
JJ:jj
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THE COUNCIL MEMBERSHIP INTERVIEW QUESTIONS/EVALUATION
(For CDC Interview Panel, Only)

Applicant Name:

Application Date:

Interview Date:

Q = Questions / PR = Possible Response / Grade Response: Good / Satisfactory / Poor
1.

Q.

Tell us about yourself and why you are interested in serving on the Planning Council

Notes

Good / Satisfactory / Poor
2.

(Circle One)

Q. What do you see as the role of a Planning Council member ?
Notes

Good / Satisfactory / Poor
3.

4.

Q.
.
Q.

(Circle One)

Do you have any conflicts that may prevent you from making an unbiased decision concerning?
Planning Council agenda items?

 Yes:

 No

If yes, what

Good / Satisfactory / Poor

Is the Inland Empire Planning Council an Eligible Metropolitan Area (EMA) or a Transitional Grant Area? or
a (TGA)?

Good / Satisfactory / Poor

5.

Q.

Q.

(Circle One)

Are you able to commit to attending at least one (1) scheduled Committee meeting bi-monthly and one (1)
Planning Council meetings quarterly?

 Yes
6.

(Circle One)

 No

Good / Satisfactory / Poor

(Circle One))

Can you foresee any barriers that may prevent your full participation in PC meetings (i.e. transportation,
medical appointments, personal or family obligations)?

Good / Satisfactory / Poor

(Circle One)
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7.

Q.
PR

Do You Know Who Ryan White Is?
The young American teenager who was diagnosed with AIDS in 1984 following a blood transfusion and
was refused admission back in school because he had been diagnosed.

 Yes

8.

Q.
PR

 No

b.
c.
d.






Compromise to reach a consensus 4
Listen to other points of view 2
Articulate to ensure that others understand my point of view 3
Being respectful of others 1

Good / Satisfactory / Poor
Q
PR

(Circle One)

What does the Council mean when it talks about payor of last resort?
Definition of payor of last resort, means that if a service can be paid for somewhere else, such as
billed to Medi-Cal, it cannot be paid for by Ryan White.

 Correct Response

10. Q.
PR

11. Q.

(Circle One)

In the process of trying to reach a conclusion on a proposed policy, rate the following in order of
importance with one (1) being the most important. Give the candidate the list on a separate sheet of paper;
have him/her respond, request the paper for grading on the questionnaire
a.

9.

Good / Satisfactory / Poor

Name:

 Incorrect Response

Good / Satisfactory / Poor

(Circle One)

Good / Satisfactory / Poor

(Circle One)

Can You Name one Part of the Ryan White legislation?
A, B, C, D, F and Minority AIDS Initiative (MAI) funding.

 Yes

 No

Name:

What skills would you bring to the Council?
List Skills:

Good / Satisfactory / Poor

(Circle One)
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Planning Council Interview Evaluation Sheet
Candidate Name:

Name(s) of Interviewer(s)

Date/Time of Interview:

Q-1
Q-2
Q-3
Q-4
Q-5
Q-6
Q-7
Q-8
Q-9
Q-10
Q-11

Was the Candidate Prepared for the Interview?
(Arrived on time)
Does the Candidate Show Interest in Serving on the
Council? (Communication Skills)
Dose the Candidate Know the Role of the Council?
(Researched Organization)
How well did the Candidate show an Ability to Make
Unbiased Decisions ?
Does the Candidate Know if this Council is an EMA or
TGA (Researched Organization)
Does the Candidate Show a Commitment to the
Council’s Mtg. Schedule
Does the Candidate Understand Barriers as it Relates
to the Council?
How well did the candidate know Rayan White?
(Program knowledge)
How Well did the Candidate Answer the Question?
(Working with Others, good rapport, listening to
Others)
How Well Did the Candidate Understand the Phrase?
“Payor of Last Resort” (RWP Knowledge)
Does the Candidate Understand RWP Legislation?
(Programs A, B, C, D, F)
How well does the Candidate’s Skills Match the
Council’s needs? (What the Candidate brings to the
(Table)

Good

Satisfactory

Poor

Describe

TOTAL Number of Checkmarks in Each Category

Attended at Least One Council/Committee Meeting
Your Overall Impression of the Candidate (Circle One)
Do You Recommend Moving the Candidate Forward?

Yes
Good

No

Committee Mtg.
Council Mtg.

Satisfactory



Yes

Poor



No
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NAME
INTERVIEW DATE

PANEL RECOMMENDATION
Panel Member Sign

Date

 Recommend Membership Move Forward
 Reapply in 12 months
 Not a Suitable Candidate for Membership

Panel Member Signature

Date

 Recommend Membership Move Forward
 Reapply in 12 months
 Not a Suitable Candidate for Membership

Panel Member Signature

Date

 Recommend Membership Move Forward
 Reapply in 12 months
 Not a Suitable Candidate for Membership







Reason(s) for Denial
Not Quite Ready
Unable to Express Membership Intention
Conflict of Interest





Schedule Conflict
Candidate Withdrew Application
Did Not Complete Process

Appeared to Lack Interest
Other
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Inland Empire HIV Planning Council
Council Development Committee (CDC)
Request for Membership Action
In accordance with the Inland Empire HIV Planning Council (THE COUNCIL) By-lays, the Council Development Committee
(CDC) interviewed the following candidate/member and his/her records and recommend the following action be taken:
RE:

Seat



The CDC recommends that the candidate’s request to become a member of the Inland
Empire HIV Planning Council be moved forward for approval by the full Council.



The CDC recommends that the candidate’s application for membership to the Inland Empire
HIV Planning Council be denied for the following reason(s):*










Conflict of Interest
Not Quite Ready
Candidate Withdrew Application
Unable to Express Membership Intention
Schedule Conflict
Did Not Complete Process
Appeared to Lack Interest
Other (Explain):
*Candidate may reapply within one (1) year.



The CDC recommends that the Council’s affiliation of member
to

be changed from



The CDC recommends that the Council’s affiliation of member
be terminated for the following reason(s):

 Member’s Request  Attendance 
 Other (Explain:)

Grievance Results

 Reflectiveness

Council Development Chairperson
Planning Council Support Staff
Date
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Inland Empire HIV Planning Council
Ryan White Program, Part A
Membership Record of Action

In accordance with Inland Empire HIV Planning Council (IEHPC) By-laws, the following action(s) has been
reviewed and approved by the full Planning Council, in accordance with the Ryan White Program.

Seat #

RE:

 The Council recommends that the SB County BOS appoint
to the Council (Seat #)

 The Council recommends the SB County BOS reappoint
to the Council. (Seat #)



This member has resigned from the Council. The Council accepts his/her resignation and asks that
the SB County BOS post a vacancy.



The Council removes this member from office, declares vacancy, and directs the Planning Council
Support Staff to post a vacancy.



The Council requests that the county affiliation of member
be changed from
County, to
County.

Planning Council Support Staff

Date
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Candidates Not Recommended to the Council
1. Individuals who do not fit the current needs but were screened and rated positively by the CDC as
held in a pool of qualified candidates. The candidates are told that their nominations will remain
active for a period of one year and are urged to join a committee of the Council to learn more while
awaiting possible nomination to the Council.
2. Applicants NOT recommended for interview and those NOT recommended for membership
following the interview.
a. Receive a letter from the CDC Chair indicating the Council’s decision and thanking the applicants
for their interest – a reason given where appropriate
Renewal of Membership
1. At the beginning of the annual membership process. The Board sends Support staff a prepared list
of members whose terms will end December 31 and who are eligible for renewal of their
membership.
2. Each member on the list is contacted by Support Staff to determine whether the member wishes to
be reappointed. Such contact may be made by regular mail, overnight mail, fax or e-mail and includes
a Renewal Form, which the Council member is expected to return to Council Support Staff by a
specific deadline. Failure to do so may jeopardize a member’s consideration for reappointment.
3. No later than the October a CDC meeting shall be scheduled. The CDC discusses and votes to
recommend or decline to recommend a Council member’s reappointment. The decision is made by
a simple majority vote.
4. If the CDC recommends reappointment, the recommendation is forwarded to the full Council along
with other recommended candidates for the Council. The same process for review is followed as for
other Council member nominees.
Presentation of Recommended Applicants
1. An applicant for Planning Council Membership on slate of applicants if multiple positions must be
filled, is presented to the full planning Council by the CDC Chair or Co-Chair. This presentation role
may be delegated to the Community Co-Chair.
2. Each applicant has the option of making a statement of up to three(3) minutes to the Council or
providing Council members with up to one (1) written page of information.
3. Council approval of the nomination requires a simple majority of the Council members present.
4. Once the Council has indicated its support of one or more applicants for appointment to the Planning
Council, PC Support Staff drafts a Record of Action to the Grantee.
5. An applicant/candidate recommended for membership takes a seat once they receive formal notice
of appointment by the Board of Supervisors in the interim period between recommendation to the
CEO and appointment, nominees are welcome to attend Planning Council meetings, but cannot vote.
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Orientation
1. Once a new member has been appointed, Council staff provides them with a copy of the New
Member’s Handbook.
2. Council Support Staff along with at least one officer and/or one representative of the Council
provides an orientation for all new members within two weeks of appointment or at the Council
member’s first available time.
3. The orientation includes presentation and discussion on at least the following:
a. Roles and responsibilities of the Council and how they relate to t6hose of the RWP Staff
b. The Council’s Bylaws, policies and Procedures
c. The committee structure and opportunities for committee membership
Expectations of Individuals members
e. The Council’s calendar of meetings and events
f. Questions and areas of concern.
4. Each new member is assigned an experienced Council member, if needed, to serve as mentor for the
final six months of their term. This member sits next to the new member at meetings, answers
questions and is available between meetings to provide information and help the new member
become actively involved in the Council and the assigned committee.
Reasonable Accommodation
Policy
The council and its Committees shall accommodate the special needs of members who identify
themselves as disabled.
1. Members who identify themselves as disabled may complete a confidential Request for
Accommodation form to identify specific needs for accommodation. The information included on
the form remains confidential according to guidelines established by the Council.
2. Council staff will keep the Request for Accommodation form on file and shall use the information
provided to make any necessary arrangements for assistance.
3. The Council holds meetings facilities that meet Americans with Disabilities Act (ADA) guidelines for
physical access.
4. The Council provides bottled water at all meetings.
5. The Council provides simultaneous interpretation services for monolingual non-English speaking
members at all regular Council and Committee meetings upon request as required by law. The
request for an interpreter must be made 72 hours in advance.
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Attendance
Policy
Council members are expected to attend at least two-thirds of the regularly schedule meetings the
Council each calendar year and to join and attend two-thirds of the regularly schedule meetings of at
least one committee. Member are also expected to participate in the mandated annual data
presentations and in the Priority Setting and Resource Allocations Submit (PSRA)
Procedures for Monitoring and Enforcing Attendance Policy
1. The Council Development Committee (CDC) is responsible for monitoring attendance of all Council
members and committee members at all Council and committee meetings and at required training
or other activities. Council Support Staff, Council and Committee Leaders assist with this process.
a. The assigned support staff member verifies attendance at all Council, committee meetings by
circulating an attendance sign-in-sheet. Council staff works closely with the Council Secretary
and Committee Chairs to ensure accurate tracking and sign-in sheets.
b. The Secretary of the Council monitors Council meeting attendance and signs off on Council
meeting attendance sign-in sheets
c. Committee Chairs monitor committee meeting attendance and the accuracy of their committee
attendance sign-in sheets.
d. All sign-in sheets go to Council Support Staff responsible for monitoring attendance, along with
the Council roll call sheets and attendance data are then aggregated and tracked on a
spreadsheet or similar list of member attendance at Council meetings.
e. Minutes of all committees list those in attendance.
2. Council Support Staff provides the CDC with a quarterly attendance report at committee meetings.
The report provides the following information for each member:
a. Members that attended the meeting in person
b. Members that attended the meeting by teleconference or video conference.
c. Members that did not attend, but were on an approved Leave of Absence
d. Members who did not attend the meeting and were not on a Leave of Absence.
3. Based on this review, the CDC directs Council staff to notify in writing any Council member who is
not meeting attendance requirements and the name of the Committee.
a. The member is given the option of improving attendance, taking a Leave of Absence,
resigning or being recommended to the CEO for termination based on non-participation.
b. The Co-Chairs of the Council receives a copy of the letter to the member.
4. If the member does not attend enough Council and Committee meetings to fulfil the annual twothirds meeting attendance requirement, the Council Support Staff shall automatically submit a
recommendation to ask the CEO to remove the member for non-participation. As referred in the
Bylaws Article V, Section 4
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Attendance-Related Procedures
1. All Council members are expected to arrive at the announced starting time of a Council or Committee
meeting and remain until the announced adjournment time.
2. Members who need to arrive late or leave early are expected to notify the appropriate Council
Support Staff, committee Chair or co-Chair prior to the beginning of the meeting.
3. If a Council member is unable to attend a meeting, they are expected to notify the appropriate
Council Support Staff, a Council Co-Chair or a Committee Chair as soon as possible.
4. The presiding Chair or Co-Chair, of a committee meeting is expected to be mindful of the timeframe
of the meeting. If a meeting needs to continue past the adjourn time, the Chair or Co-Chair asks the
members for their approval. Unanimous approval is required to continue past the adjournment time.
If a unanimous approval is not obtained, the Chair or Co-Chair adjourns the meeting regardless if
there is a quorum.
Leave of Absence
The CDC shall ensure that all Council members be allowed to take a leave of absence, as defined in the
Council’s Policies and Procedures.
1. The Bylaws make provisions for a Council member to take a Leave of Absence, when they are unable
to participate in Council activities for a limited time but want to remain a member of the Council.
2. Any member of the Council may request a leave of absence for the following reasons:
a. Long-term personal illness
b. Long-term family illness
c. Death in the family
d. Educational-related reasons
e. Employment-related reasons
f. Other reasons as explained by the Council member.
3. A leave of absence may be granted for a period of up to three(3) consecutive months, only. One
Leave of Absence may be granted per calendar year, unless otherwise decided by the CDC. Under
unusual circumstances, a second Leave of Absence may be granted for an additional three (3) month
period. A Council member may not take more than six (6) of Leave of Absence in any calendar year.
4. It is the member’s responsibility to contact the Community Co-Chair or the CDC Chair or Co-Chair or
Support Staff by telephone, e-mail or fax to request a Leave of Absence. The request must include:
a. Reason for the request
b. Desired start and end date for Leave of Absence
5. Approval for leave of absence is recommended by the CDC by a majority vote of its members and
brought to the Council for Action.
6. During the period of the Leave of Absence, the Council member does not participate in Council
activities, is not counted as a member for quorum purposes and is treated like a member of the
public if s/he attends a Council or committee meeting.
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7. A leave of Absence has no effect on a Council member’s membership status or the end date of the
ember’s term. However, a Leave of Absence will not be granted if the individual’s term as a Council
member would end before the proposed end of the Leave Absence, since this would have the effect
of extending the member’s term.
8. If for any reason a Council member is not able to return after a Leave of Absence, the CDC first
requests that the member resign from the Council. If a resignation is not received, the CDC takes
action to recommend termination of membership based on non-participation, as described in the
attendance section
Resignation of Members
Any member of the Council may resign, and that resignation shall be given in writing to the Community
Co-Chair or the Council Support Staff. The resignation shall be effective immediately, unless a specific
date is given, and then the specific date shall be the effective date of resignation. A copy of the
correspondence will be sent to the CEO.
Member Removal
Any member, except for the two (2) Health Officers and the State Part B and Medicaid agency
representatives, may be recommended to the CEO for removal from the Council or disciplined in other
ways as specified in the Council Policies and Procedures, for the following reasons:
1. Failure to conscientiously perform his/her duties as a member, as specified in the Council’s
“Commitment Statement” and these Bylaws; this includes excessive absence from Council
committee meetings,
a. Loss of the status which qualified the member for appointment to the Council as a representative
of a specific membership category or county,
b. Serious or repeated violation of the Council’s Code of Conduct, and
c. Conduct or behavior in office that would otherwise have a negative impact on the integrity of the
Council or the community's confidence in the Council.
2 Recommendation to the CEO for removal from the Council shall require a majority Vote of the
Council members at any regular or special meeting. The CEO may remove a member from the
Council without receiving a recommendation from the Council. Any member so removed, shall
receive notice of the removal from the Planning Council and/ or CEO office.
3. A member who has missed more than one-third of regular Council meetings during a calendar year
and has not requested a leave of absence will be automatically removed from Council membership
for non- participation. Council members will be warned in writing when one more absence would
lead to this automatic removal for non-participation. The Council may reinstate the member by
majority vote in exceptional circumstances, such as the serious illness of the member or his/her
partner, parent, or child.
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Membership
HRSA Allocation
THE COUNCIL
Membership
Pending BOS Approval
Categories

No

Term of Office: Article 3, Section 7 of Bylaws
Members of the Council shall serve four (4) year terms and can serve no more than two consecutive four (4) year terms. Members
selected to fill an unexpired term will serve for the remainder of that term and if eligible to serve one additional four-year (4) term if
his/her membership is renewed .

18-33

Percentage

San Bernardino

Riverside

State
QA

Consumers
State
County
Agency
NO.

1
2
3
4
5
6
7
8
9
10
11
12
13

NAME

REFLECTIVENESS

COUNTY/STATE

Medi-Cal

MEMBERSHP STATUS*

RIV
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STATE

PENDING

APPROVED

DENIED

RESIGNED



































































































SEAT
#
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#

START
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REQUIREMENT

LINK TO
THE
COUNCIL
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NO.

NAME

ETHNICITY

15
16
17
18
19
20
21
22
23
24
25
26

COUNTY/STATE

MEMBERSGIP STATUS

RIV

SB

STATE

PENDING

APPROVED

DENIED*

RESIGNED




























































































SEAT

1/29/2020
6/23/2017
S. B. Board of Supervisors

TERM
#

START

END

PENDING REASON
REQUIREMENT
BOS














LINK TO
THE
COUNCIL

TOTALS
* Applicants denied are encouraged to reapply in one year
Members May Serve Two (2) Four Year Terms

Member Categories

White
African American (Not Hispanic)
Hispanic
Asian Pacific Islander
Native American
Multi-Cultural
Unknown

Male

ETHNICITY CODES: AAF = African American Female: AAM = African American: API Asian Pacific Islander: HF = Hispanic
Female: HM = Hispanic Male: MR = Mixed Race: NAF = Native American Female: NAM = Native American Male: OT = Other:
WF = White Female: WM = White Male:
REFLECTIVENESS
Female
Percentages
Comments
Age
12
13-24
25-44
45-64
65+
Unknown

Total
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POLICY & PROCEDURES Sub-Recipient Participation
Membership on the Council shall be based on the required membership categories and the
need for representation and reflectiveness.
1. No Sub-Recipient of HIV/AIDS services, whether funded through Part A, shall be
guaranteed membership on the Council.
2. No Sub-Recipient shall be allowed more than one (1) member on the Council.
Term of Office
1. Members of the Council shall serve two four-year terms.
a. Terms shall begin January 1 and end four years later December 31 and shall be
staggered so that approximately one-third (1/3) of terms expire each year.
2. Members may not serve more than two consecutive two-year terms.
3. The exceptions are the two (2) Health Officers and the state Part B and Medicaid
representatives, who shall serve by virtue of their office, with no fixed term.
Whereas the terms are tied to a seat number and not a person. It is possible that a
member will be appointed to fill a seat where an unexpired term exists A member who
is selected to fill an unexpired term will serve for the remainder of that term, and if eligible
to serve one additional two-year term if his/her membership is renewed.
4. Members eligible for renewal shall be placed on the CDC Committee agenda for
discussion and recommendation to the Council at a CDC meeting prior to the last PC
meeting of the year.
5. The full Council shall consider and approve or deny any renewal.
6. If the member is not recommended for renewal, the rationale for that shallbe presented
to the full PC at its last meeting of the year.
Open Nominations Process
1. The CEO shall appoint Council members and send letters of appointment.
The Council shall establish policies and procedures through which the Council Development
Committee (CDC) shall recommend candidates for membership in a manner consistent with
legislative requirements and the IGA, ensuring that membership includes the required
representation and reflectiveness. The Committee shall use an open nominations process.
Candidates shall be selected based on locally delineated and publicized criteria, including the
Council’s conflict of interest policy.
2. The CDC shall recommend to the Council proposed applicants who have completed all
requirements for Council membership and who provide for required representation and
reflectiveness.
3. Upon resignation of a Council member, the process of finding a replacement shall begin
immediately, using the open nominations process.
4. The Council Development Committee may keep on file for up to one year the applications of
applicants who have completed all requirements for Council membership, and may recommend
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Change in Member Status
A member’s status may change during his/her tenure, so that the individual no longer fits his/her
membership category or county representation – for example, due to a change in employment, a new
affiliation for a formerly unaffiliated consumer, or a move to the other county. If this occurs, the
member must inform a Co-Chair or Council Support Staff of the change in status within two weeks
after it occurs. The Council Development Committee will then be asked to determine whether the
individual can continue to serve as a member in another category or as a representative of the other
county, or whether he/she will be required to leave the Council. Until this determination is made and
is submitted to the Council for approval, the individual forfeits his or her membership status.
Resignation of Members
Any member of the Council may resign, and that resignation shall be given in writing to the Community
Co-Chair or the Council Support Staff. The resignation shall be effective immediately, unless a specific
date is given, and then the specific date shall be the effective date of resignation. A copy of the
correspondence will be sent to the CEO.
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POLICY & PROCEDURES -

SECTION 5
IMPLEMENTING OF ROLES
& RESPONSIBILITIES
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POLICY & PROCEDURES Content
This section summarizes the roles and responsibilities of the Council, RWP, Council Support
Staff and provides policies and procedures for implementing key Council roles and
responsibilities including:








Needs Assessment (As Needed)
Priority Setting & Resource Allocations Process
Reallocation of Funds, including Rapid Reallocation
Establishing and Updating Standards of Care
Outcomes Evaluation
Evaluation of the Administrative Mechanism
HIV Unaware

In carrying out these roes, the Council serves as both a Part A and a MAI Planning Council
Roles and Responsibilities of the Council, RWP and Council Support Staff
Purpose
Is to delineate the roles and responsibilities of the Council, the RWP Staff (Administrative
Agent), and Council Staff, and to encourage a mutually beneficial relationship between these
important partners.
Policy
The Council shall carry out its legislative roles and responsibilities, with the assistance of
Council Support Staff and in collaboration with the RWP Staff, based on shared agreement
about these roles and a commitment to sound practices that strengthen the continuum of
care for people living with HIV and AIDS in the TGA.
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POLICY & PROCEDURES Roles and Responsibilities of the Council, RWP and Council Staff
The Planning Council (and its staff) carries out complex tasks, summarized in the box and described
below:
ROLE/DUTIS

Establishment of Planning Councils/Bodies
Appointment of Planning Councils/Body Members
Needs Assessment
Integrated/Comprehensive Planning
Priority Setting
Resource Allocation
Directives
Procurement of Services
Contract Monitoring
Coordination of Services
Evaluation of Services: Performance, Outcome and CostEffectiveness
Development Service Standards

CEO

RESPONSIBILITY
PLANNING
RECIPIENT
COUNCIL

















Optional



Clinical Quality Management



Assessment of the Efficiency of the Administrative Mechanism
Planning Council Operations and Support




Contribute but not
Responsible



Needs Assessment
Purpose
Determine the size and demographics of the population of individuals living with HIV disease in the TGA, the
number and characteristics of individuals who know their HIV status but are not receiving primary medical care,
PLWH service needs and gaps, and the capacity of the current service system to meet these needs. The Council
has primary responsibility for needs assessment, with the RWP Staff providing to the Council information such
as Resource Inventory data such as provider capacity and provider capability, service utilization data and
expenditures by service category, and information on other funding streams.

Policy

It is the policy of the Council to implement a sound and comprehensive needs assessment process. This process
must ensure the data needed to make decisions about service priorities, directives, and resource allocations
meet medical care and support services of people living with HIV and AIDS in the TGA to the fullest extent
possible. The Council obtains, analyzes, and uses in decision making both quantitative and qualitative data.
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POLICY & PROCEDURES Roles and Responsibilities of the Council
The Council is solely responsible for the following tasks:
1. Priority Setting and Resource Allocation: Set priorities among service categories, allocate funds to those
service categories,
2. Directives: Submit to RWP directives to the RWP Staff on how best to meet these priorities.
3. Evaluation of the Administrative Mechanism: Assess the RWP Staff mechanism process for
rapidly allocating funds to the areas of greatest need within the TGA.
Roles and Responsibilities of the RWP Staff
The RWP Staff is solely responsible for meeting the following legislative responsibilities:
1. Procurement: Manage the process for awarding contracts to specific service providers.
2. Contracting: Distribute funds according to the priorities, allocations, and directives of the Council.
3. Coordination of Services:
Shared Responsibilities between Council and the RWP Staff
The RWP Staff and Council share the following legislative requirements:
1. Integrated Comprehensive Plan
Develop a Comprehensive Plan for the organization and delivery of health and support services within the
TGA. The Council takes the lead in developing the Plan, with the RWP Staff providing information, input
and other assistance, and identifying goals and objectives to guide its own work. The RWP Staff can review
and suggest changes to the draft Comprehensive Plan. The Plan is developed every three years, or as
specified by the funding agency, the Health Resources and Services Administration’s HIV/AIDS Bureau
(HRSA/HAB).
2. Clinical Quality Management
The RWP Staff has primary responsibility for quality management, with the Council developing standards
of care and outcome measures. QM efforts seek to enhance health and supportive service delivery and
continuously improve systems of care. (QM) The program will assess the extent to which HIV-related
primary health care services are consistent with Public Health Service Guidelines for the treatment of
HIV/AIDS and related opportunistic infections, and to develop strategies to ensure that such services are
consistent with the guidelines for improvement in the access to and quality of HIV health services.
3. Evaluation of Services: Performance, Outcome and Cost-Effectiveness
At its discretion the Council may choose to assess the effectiveness, either directly or through contractual
arrangements, of the services offered in meeting the identified needs. The RWP Staff is expected to ensure
that the TGA funds only support services that can be shown to contribute to positive medical outcomes
for clients. In addition, the RWP must report on medical outcomes achieved through MAI funds.
Therefore, the RWP must determine the clinical outcomes of funded services.
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POLICY & PROCEDURES In addition to these legislative roles, the RWP and Council share the following responsibilities related to Part
A planning and management:
1. Fiscal Management of Council Staff Funds
The RWP Staff provides fiscal management of Ryan White funds through the County of San Bernardino.
Council Staff funds must be provided as a part of the RWP Staff’s 10% administrative funding and
negotiated between the Council and RWP Staff. The Council Liaison and Council members share
responsibility for monitoring Council expenditures, based on reports provided by the Council Liaison.
2. Contracting for Council Consultants or Services
When the Council require procurement of services, the process is arranged by San Bernardino County
either directly or by providing funds for contracting to the entity responsible for Council Staff, currently
the County of San Bernardino Department of Public Health. The Council makes the decisions about the
hiring of consultants and other contracts that are paid through Council funds. Contracting must meet
County procurement requirements, and the process is managed by the Council staff.
3. Annual Application Process
The RWP Staff and MAI grant has the primary responsibility for preparation and submission of the Part A
application. The Council provides information for the application sections related to Council
responsibilities and membership. The Council Co-Chairs prepare and sign a Letter of Assurance
accompanying the application that indicates whether the RWP Staff has expended funds in accordance
with Council priorities, allocations, and directives.
4. Provider Request for Proposals (RFP)
Procurement is the RWP Staff’s responsibility. However, contracting is required to ensure that the
Council’s directives are being addressed because the Council develops standards of care that become a
part of provider requirements.
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POLICY & PROCEDURES Procedures

1. The Council works in partnership with the RWP Staff, Support staff, consultants, and County Epidemiology
and Program Evaluation Staff in both counties to plan and implement comprehensive multi-year needs
assessment for the TGA.
 The epidemiologic profile of HIV/AIDS in the TGA
 Service utilization, service gaps and future service needs of individuals living with HIV/AIDS in the TGA,
including PLWH both in and out of care
 Disparities in care among population groups
 The number, location, capacity, and capability of providers, both Ryan White and non-Ryan White
funded, that make up the continuum of care in the TGA
 Capacity development needs of funded providers.
 The current estimated level of unmet need, the characteristics of PLWH who know their status but
are not in care, and key barriers to care for individuals living with HIV/AIDS
2. The Council and its partners collaborate on the design of the Needs Assessment, identifying target
populations, developing a methodology, determining sample size for surveys or interviews, and planning
specialized needs assessment activities
3. PLWH/A input and participation are incorporated throughout the Needs Assessment process.
4. Outreach efforts, if applicable, as based on data and when resources exist are made to locate and obtain
the perspectives of the following:
a. PLWH/A with severe needs (e.g., homeless, substance users, the incarcerated)
b. PLWH/A with unmet need, including the recently diagnosed, those who have never received HIV
medical care, those who have dropped out of the care system, and those who are receiving services
but not primary medical care
5. The Council and its partners identify and request data and data collection and analysis assistance from
multiple sources, these sources may include, but are not limited to:
a. From PC support staff and the Needs Assessment consultant:
 Completed PLWH/A surveys, including online surveys
 Key informant interviews
 PLWH/A focus groups
 Community forums
 Provider input forum to gather provider-specific needs data
 An annual Resource Inventory of HIV/AIDS providers in the TGA, with information on
organizations providing the full spectrum of HIV services accessible to PLWH/A in the
Riverside/San Bernardino, CA TGA
 Surveys of funded providers addressing capacity development and capability Interviews
and other methods to assess unmet need
 Service gap analysis
 Service cost analysis
b. From Epidemiology and Program Evaluation staff:
 Updated epidemiological data on individuals living with HIV/AIDS in the Riverside/San
Bernardino, CA TGA
 Demographics on these individuals
 Co-morbidities data
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POLICY & PROCEDURES -

6.

7.
8.
9.

 An estimate of the number of people in the TGA with unmet need
 Assistance in analyzing data from PLWH/A surveys
c. From the RWP Staff:
 Service utilization data by service category
 Consumer health outcomes data
The Planning Committee reviews the following information in its analysis and quantification of needs:
a. PLWH/A-reported service gaps (provided from the most recent Needs Assessment and other
documented, valid research) and service gap analysis
b. PLWH/A-reported needs (provided from the most recent Needs Assessment and other documented,
valid research)
c. Client-reported use of services (provided from the most recent Needs Assessment, RWP Staff client
utilization data reports, and other documented, valid research)
d. PLWH/A-reported barriers (provided from the most recent Needs Assessment and other validated
documented research)
e. Client health outcome data (Quality Management Committee and RWP Staff)
f. Service cost analysis
Council staff and the consultant assist the Planning Committee in documenting its process and preparing
a Needs Assessment Report to the Council.
Data are presented prior to and during the Annual Priority Setting and Resource Allocation Summit.
It is the responsibility of the Council members to review all quantitative and qualitative data and analysis
prior to priority setting and resource allocation

Roles and Responsibilities of Council Staff

1.

The Council Staff includes a manager and additional staff who are responsible for:
a. Managing Council workflow, correspondence, communication, and expenditures.
b. Working with Council committees and with the Co-Chairs to ensure compliance with HRSA
requirements, facilitating committee work, and providing technical assistance to the Council and
committees.
c. Helping the Council manage Conflict of Interest using its policies and procedures.
d. Serving as an expert on Ryan White legislation and guidelines and Council policies and procedures,
and helping to ensure adherence to federal, state, and local requirements.
e. Working with committee Chairs to determine the level and nature of support they need and arranging
for it to be provided.
f. Working with the Co-Chairs to determine the level and nature of support they need, and to ensure
needed support to them and to ad hoc committees, working groups, and special projects.
g. Providing support in streamlining and organizing the work responsibilities of Council members and
assuring that the Council achieves its objectives and mandated requirements on schedule.
h. Serving as a resource advisor on request, providing information about HIV-related or Council-related
web sites, and finding other needed information.
i. Ensuring that Council members are informed about HRSA technical assistance calls that are relevant
to the Council.
2. The Council Liaison and other Council staff are employed by the County of San Bernardino Department of
Public Health. Other Council staff is supervised by the Council Liaison. Council Staff consultants are
officially contracted by the County of San Bernardino. Based on available funding and performance, the
RWP Staff may decide to seek an alternative mechanism for the provision of Council Staff services.
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POLICY & PROCEDURES 3. Council members interact with Council Staff on a variety of issues and needs. Council members should
contact the Council Liaison for the following:
a. To obtain prior approval for the expenditure of any Council funds and to submit an Expense
Reimbursement Form for approved expenditures.
b. To obtain answers to questions about Council member roles and responsibilities
c. To express concern or make suggestions
d. To provide information that needs to go before the Council, or be included in Council meeting
packets
e. To request Council staff assistance for meetings, training, or a specific project
4. Council members should contact other designated Council staff for the following:
a. Routine Council business
b. Meeting-related issues, such as reporting absence, copying meeting materials, and scheduling
meeting times and locations
5. For tasks/assignments that take more than 30 minutes of Council staff time, individual Council members
should contact the appropriate committee, so the request can move through the normal Council process.
6. During the two hours immediately before each scheduled meeting, Council members are asked to observe
a moratorium on requests to staff and not to contact Council staff. This allows time for Council staff to
prepare for meetings and/or travel to designated meeting locations.
7. Section 9 of this Policies and Procedures Manual provides detailed information about Council Staffing and
other supports for the Council and its individual members.

Needs Assessment Procedures
Purpose

To outline a process for assessing consumer needs and utilizing data to set priorities and allocate resources that
will facilitate access into HIV medical care and that is responsive to the needs of clients in the TGA.
Policy
It is the policy of the Council to implement a sound and comprehensive needs assessment process. This process
must ensure the data needed to make decisions about service priorities, directives, and resource allocations meet
medical care and support services of people living with HIV and AIDS in the TGA to the fullest extent possible.
The Council obtains, analyzes, and uses in decision making both quantitative and qualitative data.
Procedures

1. The Planning Committee works in partnership with the RWP Staff, Council staff and consultants, and
County Epidemiology and Program Evaluation Staff in both counties to plan and implement a
comprehensive multi-year needs assessment for the TGA.
2. The Committee and its partners develop a strategy, following HRSA’s principles and guidelines, as
stated in the Bylaws Article 5, section 3 letter D.
 The epidemiologic profile of HIV/AIDS in the TGA
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POLICY & PROCEDURES  Service utilization, service gaps and future service needs of
individuals living with
 HIV/AIDS in the TGA, including PLWH both in and out of care
 Disparities in care among population groups
 The number, location, capacity, and capability of providers, both Ryan White and non-Ryan
White funded, that make up the continuum of care in the TGA
The current estimated level of unmet need, the characteristics of PLWH who know their status
but are not in care, and key barriers t
Capacity development needs of funded providers.
o care for individuals living with HIV/AIDS
3. The Planning Committee and its partners collaborate on the design of the Needs Assessment,
identifying target populations, developing a methodology, determining sample size for surveys or
interviews, and planning specialized needs assessment activities.
4. PLWH/A input and participation are incorporated throughout the Needs Assessment process.
5. Outreach efforts, if applicable, as based on data and when resources exist are made to locate and
obtain the perspectives of the following:
a. PLWH/A with severe needs (e.g., homeless, substance users, the incarcerated)
b. PLWH/A with unmet need, including the recently diagnosed, those who have never received
HIV medical care, those who have dropped out of the care system, and those who are
receiving services but not primary medical care
6. The Planning Committee and its partners identify and request data and data collection and analysis
assistance from multiple sources, these sources may include, but are not limited to:
a. From PC support staff and the needs assessment consultant:
 Completed PLWH/A surveys, including online surveys
 Key informant interviews
 PLWH/A focus groups
 Community forums
 Provider input forum to gather provider-specific needs data
 An annual Resource Inventory of HIV/AIDS providers in the TGA, with information on
organizations providing the full spectrum of HIV services accessible to PLWH/A in the
Riverside/San Bernardino, CA TGA
 Surveys of funded providers addressing capacity development and capability
 Interviews and other methods to assess unmet need
 Service gap analysis
 Service cost analysis
b. From Epidemiology and Program Evaluation staff:
 Updated epidemiological data on individuals living with HIV/AIDS in the Riverside/San
Bernardino, CA TGA
 Demographics on these individuals
 Co-morbidities data
 An estimate of the number of people in the TGA with unmet need
 Assistance in analyzing data from PLWH/A surveys
c. From the RWP Staff:
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POLICY & PROCEDURES 


Service utilization data by service category
Client health outcomes data

7. The Planning Committee reviews the following information in its analysis and quantification of

needs:
a. PLWH/A-reported service gaps (provided from the most recent Needs Assessment and other
documented, valid research) and service gap analysis
b. PLWH/A-reported needs (provided from the most recent Needs Assessment and other
documented, valid research)
c. Client-reported use of services (provided from the most recent Needs Assessment, RWP Staff
client utilization data reports, and other documented, valid research)
d. PLWH/A-reported barriers (provided from the most recent Needs Assessment and other
documented valid research)
e. Client health outcome data (Quality Management Committee and RWP Staff)
f. Service cost analysis
8. Council staff and the consultant assist the Planning Committee in documenting its process and
preparing a Needs Assessment Report to the Council.
9. Data are presented prior to and during the Annual Priority Setting and Resource Allocation
Summit.
10. It is the responsibility of Council members to review all quantitative and qualitative data and
analysis prior to priority setting and resource allocation
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POLICY & PROCEDURES Priority Setting and Resource Allocation (PSRA) Summit & Directives
This process takes place once a year and includes priority setting, allocating
a. Set priorities among service categories;
b. Allocate funds to service categories; and
c. Provide directives to the RWP Staff on how best to meet these priorities
Ryan White Program (RWP)
Conflict of Interest Guidelines
Inland Empire HIV Planning Council (IEHPC)
Riverside/San Bernardino, CA Transitional Grant Area (TGA) PR
PRIORITY SETTING AND RESOURCE ALLOCATIONS PROCESS
PURPOSE

This Priority Setting and Resource Allocation (PS&RA) Process is designed to engage all Planning
Council (PC) members in PS&RA and in the development of directives to the Ryan White Program
(RWP).

POLICY

This policy will ensure informed decision-making of all PC members in the process of priority-setting
and resource-allocation and in the development of directives to the RWP, and to outline a process
regarding service categories that will facilitate access to HIV medical care and that is responsive to the
needs of the client in the interest of producing positive health outcomes. The PC is required to
determine the size and demographics of the estimated population of individuals who are unaware of
their HIV status. In addition, the PC must develop a strategy for identifying those with HIV/AIDS who
do not know their status, make them aware of their status, and refer them into care.

DEFINITIONS
CRITERIA

A. Priorities: List of service categories, in order of importance, eligible PRINCIPLES AND
for funding in the Riverside/San Bernardino, CA TGA.
B. Directives: How best to meet each priority and additional factors that the RWP should
consider in allocating funds (e.g. service interventions, subpopulations, service areas,
organization characteristics).
C. Allocations: Determination of the percentage or amount of dollars to be allocated to each
prioritized service category.

PRINCIPLES
AND
CRITERIA

A. Priorities and allocations are data-based. Decisions are based on the data, not on
personal. preferences. PC members are required to participate in the data presentation
sessions to priority setting and resource allocations.
B. Conflicts of interest are stated and managed. PC members must state areas of conflict
according to the San Bernardino County Board of Supervisors-approved
Conflict
of
Interest Guidelines. They cannot participate in open discussions or votes on service
categories in which they have a conflict.
C. The data provides the basis for changes in priorities or allocations from the previous year. The
data indicates changes in service needs/gaps and availability based on information from the
various data sources. Each PC member makes his/her own assessment based on the data
presentation sessions.
D. Needs of specific populations and geographic areas are an integral part of the discussion in the
data presentations and the decision making. They may also lead to directives to the RWP on how
best to meet priorities.
Page 69 of 83

Ryan White Program
Riverside/San Bernardino CA (TGA)
Inland Empire HIV Planning Council (THE COUNCIL)

PC Approval
Board Approval

1/29/2020
6/23/2020
SB County Board of Supervisor

POLICY & PROCEDURES PS&RA STEPS

A.
B.
C.
D.

PS&RA
PROCESS

A.

B.
C.
D.
E.
DIRECTIVES

Only PC members who have participated in the data presentations and have
voting privileges (i.e., Board of Supervisor-appointed members) may take part.
PS&RA PROCESS
All members of the public and any PC member who are not eligible to participate in
the process must sit in the public gallery.
PC Support staff and/or an independent third party will facilitate the PS&RA
portion of the meeting.
A quorum of the full PC membership must take part in the presentation of data
and be present for the entire PS&RA process. Once a quorum is established1 PC
Support Staff will document all yeas, nays, and abstentions by name. Members who
must abstain as a result of conflict of interest will be counted as abstentions.
Priority Setting Process
Note: The priority setting process should consider services needed to be
provided and/or support a continuum of care, regardless of how these services
are being funded and the extent of unmet demand for these services
The prioritizing process is conducted electronically
The list of HRSA fundable service categories (core and support) and the
definitions of these services will be presented to the PC.
Data Sources
a. In making decisions. PC members should rely on the priority-setting data
presentations.
After affixing a certain category's label to a card, PC members will mark the
data source(s) used in deciding how to prioritize that category.

PC members may also include further instruction to the RWP regarding how best to meet
each priority and indicate additional factors the RWP should consider in allocating funds to
the prioritized service (e.g. service interventions, subpopulations, service areas, organization
characteristics).
A.

B
C.

D.
E.

The IEHPC's Planning Committee has overall responsibility for the development
of directives to be submitted to the PC for approval. Prior to the annual PS&RA
process, the Planning Committee will annually review, revise and/or delete existing
directives.
The Planning Committee will complete the revision of existing directives and submit
them to the full PC for approval.
During the PS&RA Summit, PC members will set aside time to develop additional
directives to guide service delivery based upon identified needs, barriers, and/or
other emerging issues or challenges that are facing the TGA. This will occur after the
data for the priority setting process has been presented to PC members.
In a large group, PC members will brainstorm a list of challenges that emerged
through the data presentations (e.g., barriers to care, legislative changes, etc.).
PC members will refine the list (e.g., eliminate redundant or similar areas).
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POLICY & PROCEDURES F.

The final list of challenges/problems will provide the starting point for the
development of new directives.
G. If no problems or challenges are identified, the PC will not develop any additional
directives to guide service delivery. The approved slate of revised directives will guide the
Ryan White Program in the upcoming program year.
H. If additional challenges/problems are identified, PC members will break into small groups of
4-6 members during the PS&RA Summit.
I. Each small workgroup will select one or more of the challenges/problem areas identified
on the final brainstorm list:
 To maximize time, no two workgroups will work on the same challenge/problem
area.
 Each workgroup will utilize the Directive Worksheet as a tool to assist in the writing
of each directive. Only one worksheet may be used for each directive written.
 Being as specific as possible, the workgroup will clarify the challenge/problem area
identified. For example, a specific population or subpopulation is underrepresented
in Ryan White medical care or other service category.
 Once clarified, the workgroup will identify the data or evidence that supports the
selection. For example, the Ryan White utilization data reveals that a specific
population is underrepresented in Ryan White medical care as compared to their
representation in the TGA; no other data suggests that the population is accessing
medical care through other resources at a higher rate.
 The workgroup will write a draft directive that will improve service delivery in a way
that addresses the problem.
 The workgroup will lastly identify any other issues that need to be considered if
applicable.
 Once draft directives are completed, each workgroup will present the proposed
directive to the large group.
a. The large group of PC members will provide feedback on the draft directive.
b. The PC will discuss the feedback and determine if the directive needs to be
revised to incorporate the feedback.
c. The PC will revise the proposed directive if needed.
d. After the presentation of proposed directives, the PC will vote on the slate of
proposed directives in total

e. PC Support Staff will forward the approved slate of directives to the Ryan
White Program Office. The Ryan White Program will be responsible for
implementing these directives into the delivery of Ryan White-funded
services.
 Aggregating the Votes
a. PC Support Staff will collect the cards.
b. PC Support Staff will tally the votes, giving each #1 card 5 points, each #2 car
c. 4 points, each #3 card 3 points, each #4 card 2 points, and each #5 card 1 point.
the service category with the highest total number of
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POLICY & PROCEDURES -

Development of Directives
Ryan White Program (RWP)
Inland Empire HIV Planning Council (IEHPC)
Riverside/San Bernardino, CA Transitional Grant Area (TGA)
PRIORITY SETTING AND RESOURCE ALLOCATIONS PROCESS
A.5 DIRECTIVES
Planning Council members are instructed to set aside time during the Summit to develop
new directives that will guide service delivery based upon identified needs, barriers,
and/or other emerging issues or challenges that are facing the TGA. The Directive’s
Workshop occurs after all data for the priority setting process has been presented to PC
members.
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POLICY & PROCEDURES Directive Worksheet
Define the Problem: (State a current problem that the TGA is having in the delivery of services to PLWHA)

Write Directive: (Include timeline, service areas affected and percentage increasing/decreasing outcomes.

Data that supports this Problem: (List data resources)

How will it be measured? (List resources/tools for measuring)

Possible strategies to address the problem: (Give example of possible strategy)
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POLICY & PROCEDURES Please use only one worksheet for each directive developed - Year

Planning Council DIRECTIVES STATUS REPORT
Updated: Place date HERE

IEHPC Approved

Directive

Activity

Status
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POLICY & PROCEDURES Resource Allocations Process
Reallocation of Funds
Purpose

To outline a process by which the Council approves periodic reallocation of funds across service categories,
or to provide to the RWP staff post award instructions to ensure that funds are used appropriately, as well
as a process through which Part A and MAI funds can be rapidly reallocated

Policy
It is the policy of the Council to ensure that reallocation of Part A funds across service categories is
done quickly and appropriately and is based on sound data. It is also the policy of the Council to
ensure that all Part A funds are fully obligated and expended, to provide needed HIV/AIDS services
throughout the TGA. With prior approval from the Council, the RWP Staff d may redirect a small
percent of Part A and MAI funds to ensure efficient operations and avoid unobligated funds.
Procedures
Part A and MAI Reallocation
1. The Planning Committee is responsible for recommending reallocations to the Council
For the movement of funds. This includes providing cost and utilization data by service
category. The Committee then considers the request and reviews the data provided by the RWP
Staff, to ensure a full understanding of the WP Staff’s recommendations for reallocation.
2. All members who have conflicts of interest in a category being considered are identified and
required to abstain from discussion and voting.
3. After the information is considered, the Committee votes on the reallocation
recommendations. Then if approved, the recommendation shall be forwarded to the Council
for consideration. Reallocation discussion should be fully documented by minutes and audio.
4. Once the Council has approved the reallocation, implementation is the responsibility of the
RWP Staff.
5. The RWP Staff shall provide an expenditure report to the Planning Committee by its September
meeting based on the data. The RWP may make reallocation recommendations if the planning
committee approves a reallocation it then will be forwarded to the next scheduled Council
meeting for consideration.
6. RWP staff has the authority to implement that reallocations contingency plan as needed during
the remainder of the program year. When funds are reallocated according to the plan, the RWP
Staff informs the Planning committee at its next meeting, and reports the action taken to the
Council.
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POLICY & PROCEDURES 7.

1.

2.

3.

If the contingency plan does not appear feasible due to unexpected changes in costs or
utilization, the RWP Staff must come back to the Planning Committee for further discussion and
revision of the contingency plan.
Funding Scenarios
i. Allocations for the upcoming year will be based on a minimum of two funding scenarios:
a decrease and an increase of the current year’s funding.
ii. Increases to funding for categories should not exceed the total of service gap analysis
and unmet need estimates. Further, projections for a portion of the population of
individuals previously unaware of their HIV positive status for that service should be
considered.
Allocations
i.
Prior to discussion and any vote, all PC members who have conflicts of interest in
that category will be identified and be required to abstain from discussion and voting
(see Monitoring of Conflict of Interest below).
ii.
Each category will be determined independently on a line-by-line basis, beginning
with the top priority.
iii. At the beginning of the discussion for each service category’s funding, the RWP and
PC Support Staff may provide Allocations recommendations based on analysis of
service gaps and other relevant data.
iv. Eligible, non-conflicted PC members will be able to discuss any data previously
provided during a data presentation and ask questions of the RWP and/or PC Support
Staff. However, no PC member can offer any new unsupported or anecdotal data for
consideration.
v.
Allocations will continue through the list of prioritized services until a set of completed
allocations is reached for each of the scenarios. Not all prioritized categories need to
be funded.
vi. Once complete, the full PC will approve the prioritized service categories and
allocations for submission to the RWP.
Reallocations
When a reallocation of funds is necessary, adequate data to support the movement of
funds between service categories will be presented, considered, and fully documented in
he minutes of the meeting during which the reallocation of funds is approved.

4.

Rapid Reallocation
i. Whenever an automatic reallocation has been carried out, the RWP Staff must
inform the Planning Committee Chair within three working days and report on the
action to the Planning committee at its next meeting.
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POLICY & PROCEDURES ii. The RWP Staff will report to the Planning committee and the full Council in both
narrative and spreadsheet format the dollar amounts expended prior to the
reallocation, the service categories affected, the amounts added to or subtracted from
each service category, and the justification for the reallocation.
Conflict of Interest
Content
Prior to discussion and any vote, all PC members who have conflicts of interest in that category will
be identified and be required to abstain from discussion and voting (see Monitoring of Conflict of
Interest below).
The reallocations recommendations will be forwarded to the San Bernardino County Department
of Public Health (DPH), along with supporting data. The DPH will review the reallocation in
conjunction with the data presented to the PC as well as other applicable requirements.
The recommendations will be forwarded to the Board of Supervisors for approval if the DPH
concurs with the PC’s recommendations as presented.
If the DPH and/or Board of Supervisors do not approve the reallocation recommendations, they
will be returned to the PC for revision.
Monitoring Conflict of Interest

All PC members will have “name tents” that indicate the service categories for which they
have a conflict.

All PC members will be expected to self-monitor and declare conflicts before discussion
begins on an issue.

All PC members are expected to remove themselves from discussions and votes when they
are conflicted.

When a PC member identifies to the Chair that another member is conflicted, the Co-chairs
will confer to determine whether a conflict exists as defined in these

Guidelines. If the co-chairs determine that a conflict exists, the conflicted member will be
asked to remove him/herself from the process. If the member refuses, PC

Support Staff will log this in the record of the proceedings.
Non-conflicted PC members will not be eligible to submit responses to the requests for proposals
or other bidding processes that result from the allocations determined during the PS&RA process
in which they participated. The process described above cannot be revised, altered, or otherwise
changed, except through the following process
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POLICY & PROCEDURES Evaluations
. Written evaluations will be used for each of the meetings – (the training, data presentations,
and PS&RA meeting).
 PC Support Staff will collect the evaluations and forward the information to the PS&RA Committee
for review.
 The PS&RA Committee will review the evaluations and identify desired changes for the following
year.
 The PC will review the process annually, prior to the PS&RA, and submit written recommendations
for revision to the DPH, Ryan White Program office.
Responsibilities of Council Staff

1.

The Council Staff includes a liaison and additional staff who are responsible for:

a.
b.

Managing Council workflow, correspondence, communication, and expenditures.
Working with Council committees and with the Co-Chairs to ensure compliance with
HRSA requirements, facilitating committee work, and providing technical assistance to
the Council and committees.
c. Helping the Council manage Conflict of Interest using its policies and procedures.
d. Serving as an expert on Ryan White legislation and guidelines and Council policies and
procedures, and helping to ensure adherence to federal, state, and local requirements.
e. Working with committee Chairs to determine the level and nature of support they need
and arranging for it to be provided.
f. Working with the Co-Chairs to determine the level and nature of support they need,
and to ensure needed support to them and to ad hoc committees, working groups, and
special projects.
g. Providing support in streamlining and organizing the work responsibilities of Council
members and assuring that the Council achieves its objectives and mandated
requirements on schedule.
h. Serving as a resource advisor on request, providing information about HIV-related or
Council-related web sites, and finding other needed information.
i.
Ensuring that Council members are informed about HRSA technical assistance calls that
are relevant to the Council.
2. The Council Liaison and other Council staff are employed by the County of San Bernardino
Department of Public Health. Other Council staff is supervised by the Council Liaison. Council
Staff consultants are officially contracted by the County of San Bernardino. Based on available
funding and performance, the RWP Staff may decide to seek an alternative mechanism for
the provision of Council Staff services.
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POLICY & PROCEDURES 3. Council members interact with Council Staff on a variety of issues and needs. Council
members should contact the Council Liaison for the following:
a. To obtain prior approval for the expenditure of any Council funds and to
submit an Expense Reimbursement Form for approved expenditures.
b. To obtain answers to questions about Council member roles and responsibilities
c. To express concern or make suggestions
d. To provide information that needs to go before the Council, or be included in Council
meeting packets
e. To request Council staff assistance for meetings, training, or a specific project
4. Council members should contact other designated Council staff for the following:
a. Routine Council business
b. Meeting-related issues, such as reporting absence, copying meeting materials, and
scheduling meeting times and locations

5. For tasks/assignments that take more than 30 minutes of Council staff time, individual Council
members should contact the appropriate committee, so the request can move through the normal

Council process.
6. During the two hours immediately before each scheduled meeting, Council members are
asked to observe a moratorium on requests to staff and not to contact Council staff. This
allows time for Council staff to prepare for meetings and/or travel to designated meeting
locations.
7. Section 9 of this Policies and Procedures Manual provides detailed information about
Council Staffing and other supports for the Council and its individual members.
categories will be presented, considered, and fully documented in the minutes of the meeting
during which the reallocation of funds is approved.
Conflict of Interest
Prior to discussion and any vote, all PC members who have conflicts of interest in that category will be
identified and be required to abstain from discussion and voting (see Monitoring of Conflict of Interest
below).
The reallocations recommendations will be forwarded to the San Bernardino County Department of
Public Health (DPH), along with supporting data.
The DPH will review the reallocation in conjunction with the data presented to the PC as well as other
applicable requirements.
The recommendations will be forwarded to the Board of Supervisors for approval if the DPH concurs with
the PC’s recommendations as presented.
If the DPH and/or Board of Supervisors do not approve the reallocation recommendations, they will be
returned to the PC for revision.
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POLICY & PROCEDURES Monitoring Conflict of Interest
 All PC members will have “name tents” that indicate the service categories for which they have
a conflict.
 All PC members will be expected to self-monitor and declare conflicts before discussion begins
on an issue.
 All PC members are expected to remove themselves from discussions and votes when they are
conflicted.
 When a PC member identifies to the Chair that another member is conflicted, the Co-chairs will
confer to determine whether a conflict exists as defined in these
 Guidelines. If the co-chairs determine that a conflict exists, the conflicted member will be asked
to remove him/herself from the process. If the member refuses, PC
 Support Staff will log this in the record of the proceedings.
Non-conflicted PC members will not be eligible to submit responses to the requests for proposals
or other bidding processes that result from the allocations determined during the PS&RA process
in which they participated.
The process described above cannot be revised, altered, or otherwise changed, except through the
following process:
A. Written evaluations will be used for each of the meetings – (the training, data presentations, and
PS&RA meeting).
B. PC Support Staff will collect the evaluations and forward the information to the PS&RA
Committee for review.
C. The PS&RA Committee will review the evaluations and identify desired changes for the following
year.
D. The PC will review the process annually, prior to the PS&RA, and
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POLICY & PROCEDURES -

SECTION 6
COMMITTEE CHARGES
& ESPONSIBILITIES
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