Riverside/San Bernardino California Transitional Grant Area
3041 North Sierra Way  San Bernardino, CA 92405  (909) 501-6512 or (909) 501-6521  Website:
www.iehpc.org
Michael Sequeira, MD
County Health Officer, Co-Chair

Curtis Smith
Community Co-Chair

Virtual Council Development Committee

Thursday, August 12, 2021

10:00 am - 11:00 am

AGENDA
10:00 am

1.

K. Sellons

Call to Order
 Roll Call (PC Staff)*
 Introductions

2. Approval of Agenda
2.1 Approval of August 12, 2021 Agenda

K. Sellons

3. Approval of Minutes2
3.1
No Minutes to approve

K. Sellons

4. Old Business2
4.1 Update on Member Status

5.

New Business2
5.1 Review and Discuss Membership Policies and Procedures
5.2 Discuss and Make Recommendations on Member Recruitment
5.3 Review and Discuss Ethics Training Non-Compliance

6.

Public Comments1

Council Development Agenda – August 10, 2021

K. Sellons

K. Sellons

Members of
the Public
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Riverside/San Bernardino California Transitional Grant Area
3041 North Sierra Way  San Bernardino, CA 92405  (909) 501-6512 or (909) 501-6521  Website:
www.iehpc.org
Curtis Smith
Community Co-Chair

Michael Sequeira, MD
County Health Officer, Co-Chair

7.

Members Privilege

8.

Review of Action Items

9.

PC Members

PC Staff

Agenda Setting / Oct 10, 2021
9.1 Agenda Setting
9.2 Date of Next Meeting

10.

11:00 am

Roll Call (PC Staff)

K. Sellons
K. Sellons
PC Members
K. Sellons

11. Adjournment

K. Sellons

Public Comments: Any member of the public may address this meeting on items of interest that relate to the Ryan
White CARE Act by completing a speaker slip to indicate their interest in addressing the Planning Council. A threeminute limitation will normally apply to each member of the public who wishes to comment, unless waived by the
Chair.
2
The agenda item may consist of a discussion and a vote. Public comments can be made prior to each Planning
Council vote.
* Members must be present at both roll calls to receive credit for meeting attendance.
** Attachment was not available at time of printing, but will be available at the meeting.
Requests for special accommodations (e.g., language translation) must be received 72 hours prior to the date of
the meeting. Contact PC Support at (909) 501-6512 or (909) 501-6521
All meetings of the Planning Council and its committees are open to interested parties from the general public.
Notices are posted in compliance with the California Brown Act. Information regarding Planning Council meetings,
and/or minutes of meetings are public records and are available upon request from the Planning Council Support
Staff by calling or by visiting the website http://www.iehpc.org.
Servicios en Español: Notificación para servicios de intérprete deben de someterse setenta y dos horas de anticipo.
Por favor llame at (909) 501-6512 or (909) 501-6521.
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SECTION 4
MEMBERSHIP & NOMINATIONS
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Ryan White Program
Riverside/San Bernardino CA (TGA)
Inland Empire HIV Planning Council (THE COUNCIL)

POLICY & PROCEDURES
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 (CDC) 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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POLICY & PROCEDURES
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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POLICY & PROCEDURES
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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POLICY & PROCEDURES
4.

The Panel consist of three (3) members of the CDC and must be present to interview each
applicant. The 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. After approval by the full Council 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.

Q.

(Circle One)

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
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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
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Planning Council Interview Evaluation Sheet
Candidate Name:

Name(s) of Interviewer(s)

Date of Interview:

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

TOTAL Number of Checkmarks in Each Category

Attended at Least One Council/Committee Meeting

Yes

Your Overall Impression of the Candidate (Circle One)
Do You Recommend Moving the Candidate Forward?
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No

Council Mtg.

Satisfactory
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Committee Mtg.

Yes

Poor



No

Describe
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Riverside/San Bernardino CA (TGA)
Inland Empire HIV Planning Council (THE COUNCIL)

POLICY & PROCEDURES
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





Appeared to Lack Interest
Other
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Schedule Conflict
Candidate Withdrew Application
Did Not Complete Process
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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
be changed from



to

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

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 Council removed this member from office, declares vacancy, and directs the Planning Council



The Council requests that the county affiliation of member

the SB County BOS post a vacancy.

Support Staff to post a vacancy.

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

IEHPC - POLICY & PROCEDURES 2019

018

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

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

POLICY & PROCEDURES
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.
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.
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Riverside/San Bernardino CA (TGA)
Inland Empire HIV Planning Council (THE COUNCIL)

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

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

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

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

Female

Percentages

Comments

Total
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12
13-24
25-44
45-64
65+
Unknown

Age

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

POLICY & PROCEDURES
ROLLCALL - ATTENDANCE
 Planning Council  By-Laws  CCC  CDC  EAM  Empowerment  Executive Finance  Planning  Standards  Grievance  Summit
Date
Scribe

Time

Jaclyn Jones
Opening Roll Call

1.

Members

Closing Roll Call

P

1.

2.

2.

3.

3.

4.

4.

5.

5.

6.

6.

7.

7.

8.

8.

9.

9.

10.

10.

11.
12.
13.
14.
15.
16.
23.
24.

11.
12.
13.
14.
15.
16.
23.
24.

P=Present

Total Present

AL=Arrived Late
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LE=Left Early

Quorum

A=Absent

Members

P

Total Present
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AL

LE

A

#

 Yes

 No

COMMENTS

Do not count Leave of Absence members
for quorum count

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

POLICY & PROCEDURES
ROLL CALL VOTING

 Planning Council  By-Laws  CCC  CDC  EAM  Empowerment  Executive Finance  Planning  Standards  Grievance  Summit
January 9, 2020
Action Item
(2) Agenda

Vote (3)
Action Item

Motion
Second

Motion
Second

1.

MEMBERS

Y

N

A

O

1.

Vote (4)
Action Item

Minutes

Motion
Second
MEMBERS

Y

N

A

O

1.

2.

2.

2.

3.

3.

3.

4.

4.

4.

5.

5.

5.

6.

6.

6.

7.

7.

7.

8.

8.

8.

9.

9.

9.

10.

10.

10.

11.
12.
13.
14.
15.

11.
12.
13.
14.
15.

11.
12.
13.
14.
15.

Comments
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Totals
Motion

Carried

Failed

Totals

Motion

Comments

Comments
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MEMBERS

Y

Totals
Motion

N

Carried

A

O

Failed

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

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 shall be 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
such individuals to the Council, to fill a vacancy.
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Ryan White Program
Riverside/San Bernardino CA (TGA)
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POLICY & PROCEDURES
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.
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Riverside/San Bernardino California Transitional Grant Area
3041 North Sierra Way  San Bernardino, CA 92405  (909) 501-6512 or (909) 501-6521  Website:
www.iehpc.org
Cameron Kaiser, MD
County Health Officer, Co-Chair

Curtis Smith
Community Co-Chair

ATTACHMENT C

Planning Council Attendance Policy
OBJECTIVE
The purpose of this policy is to set forth the Inland Empire HIV Planning Council’s strategy for managing member
absenteeism and tardiness to minimize the disruption of Council business.

POLICY
Each Council member, unless exempted, shall serve on at least one (1) standing committee. Punctual and regular
attendance on these committees is an essential responsibility of each Planning Council member. Members are
expected to attend meetings, on time and be prepared to participate. Members are expected to remain for the
entire meeting. Late arrival, early departure or other absences from scheduled meetings are disruptive and
hinder the work of the Council.

PARTICIPATION
"Participation" is defined as members attending at least two-thirds (2/3) of regularly scheduled
Council/Committee meetings during the year: (Example: In one year there are five (5) scheduled Empowerment
meetings. Members of that committee must attend a minimum of three meetings).
Participation in a Committee meeting may include physical presence at a meeting site, teleconferencing or video
conferencing at a designated site. Council meetings require a member’s physical presence.

ACTION
The Council Development Committee (CDC) monitors attendance and reports back to the Council any actions
that should be taken regarding a member’s attendance.
Members with excessive absences will be given the option to improve his/her attendance by:
 taking a leave of absence,
 resigning, or
 having the CEO terminate membership based on non-participation.
When members are anticipating an absence, the Council request that he/she notify the Community Co-Chair,
Chair of the CDC or Support Staff in advance of the meeting.

Council Development Agenda – March 12, 2020
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