Washington Traumatic Brain Injury Strategic Partnership Advisory Council

Accommodations Policy

Approved and Adopted on May 23, 2008

Full Participation

The Council will include all kinds of people in its work. Council members should feel welcome and important.  The Council should be the model for providing accommodations to people with disabilities.  To meet the needs of people based on their specific concerns, accommodations include but are not limited to: 

· Meeting places
· Transportation needs of individuals officially doing business on behalf of the council
· Scheduling issues and conflicts
· Directions to and regarding meetings will be provided in written and electronic formats 
· Facilities will be comfortable and flexible to the needs of those attending


1. The Council DSHS staff person is in charge of accommodations.

2. Council members with disabilities may request a written accommodation plan. 

3. Written plans agreed upon by the Council DSHS staff person and the person with a disability will be followed.

4. If a plan includes something that has to happen at a meeting the DSHS staff person will inform the chair persons and facilitator.

5. If there is a dispute over a plan, the member with the disability may go to the Governance Committee for help.

6. DSHS will decide if a disputed accommodation will be included in the plan but the council member may request the Governance Committee to advocate for them. 

7. Orientation for all Council members will include training on how to accommodate people in meetings.

8. The training will include providing the most recent versions of the handouts: “Full Participation Guidelines” and “Accommodations Checklist” developed by the Traumatic Brain Injury Technical Assistance Center”.  (See attached) Additional handouts may be used if available.

9. If a member with a disability wants help in reviewing any handouts, it will be provided.

10. The Council will adopt policies that improve participation by all members in the Council’s work.

11. Council members with disabilities will be invited to meet at least once a year with the Governance Committee to review how well the Council is following the “Full Participation Guidelines” and make suggestions for policy changes.









































Washington Traumatic Brain Injury Strategic Partnership Advisory Council

Committee Expenses Policy

Approved and Adopted on May 23, 2008


Committee work outside regular Council meetings is considered Council work.  Travel and accommodation expenses will be reimbursed upon submission of the appropriate forms.  DSHS may require pre-authorization of in person meetings held in between regular meetings in order to stay within the Council’s budget.

Speaker fees and expenses1 shall be a line item in the Council’s budget. In a timely manner and on at least an annual basis, the Executive Committee will set a deadline for the submission of committee requests for the use of funds in the speaker fee and expense account.  Committee requests for funds submitted on or before the deadline will be given priority.  Subsequent requests will be considered subject to the availability of funds.

The Executive Committee will review requests for use of funds in the speaker fee and expense account and make their recommendations known to DSHS staff.  In the event that competing demands for the use of these funds exceed the availability of the budgeted funds, the Executive Committee will consult the Council if time allows.
_____________________________________________

1.  “Speaker fees and expenses” refers to expenses related to bringing in various experts for presentations or consultations with the Council for the purpose of furthering our work.





















Washington Traumatic Brain Injury Strategic Partnership Advisory Council

	Conflict of Interest Policy	

Approved and Adopted on September 2, 2010

The conflict of interest policy of the Washington State Traumatic Brain Injury Strategic Partnership Advisory Council is as follows:

1. TBI council meetings are meant to gather ideas and feedback from TBI council members who share the expertise about needed services and resources in Washington State. All council members can participate in discussion of new TBI services and resources needed in Washington State.  

1. TBI council members and other members of the public who plan to bid on new TBI services must:

1. Abstain from any council voting related to council service recommendations on services the person intends to bid on. 
1. Remove themselves or their organization from the room when council discusses specific recommendations regarding TBI service design, scope of service, and minimum standards of a service the person or their agency plans to bid on.  
1. Refrain from communication with voting TBI council members regarding services they intend to bid on.

1. The department will work with the TBI executive committee to discuss anything related to Requests for Proposals (RFP) development. Members of the TBI Executive Committee may not bid on any TBI contracts. 
 
1. TBI council members and other members of the public who are likely to receive financial value from the new TBI service will not participate in the voting on TBI services or evaluation of RFPs related to these new TBI services.














Washington Traumatic Brain Injury Strategic Partnership Advisory Council

Meeting Agendas Policy

Approved and Adopted on May 23, 2008

A standard Council meeting will have the agenda items listed below.  The Executive Committee, however, may choose, in consultation with Council members, to disproportionately devote a particular meeting day to committee work when circumstances warrant it or make other changes as needed.  Here are the standard agenda items:

· Welcome and Objective Review
· Approval of Minutes
· Agenda and Process Review
· Status reports on the results of public awareness efforts and/or contracted services
· Committee Reports (The Committees that have something to report will be specifically listed.)
· Next Steps:
· Agenda Building (Next & Future Meetings)
· Review of Parking Lots
· Other
· Session Evaluation

Agenda items including, but not limited to, the following will be scheduled as needed on a timely basis:

· The TBI Council Budget Review
· Financial Reports
· Committee Work Sessions
· Guest speakers	
· Legislative Request
· Use of Committee Authorization or Revision of Authorization
· Review of Policy Initiatives
· Review of criteria for funding Council contracted activity	
· Ice breaker / fun activity
· Tabled agenda items
· Items agreed upon in the Next Steps segment of the Council meeting agenda


The agenda will be distributed to Council members at least ten (10) working days prior to the meeting.  Requests for time on the agenda are due to the Executive Committee fifteen (15) working days prior to the Council meeting, however, agenda items raised during the Next Steps session of the previous Council meeting will be given priority.	




Washington Traumatic Brain Injury Strategic Partnership Advisory Council

Member Attendance Policy

Approved and Adopted on May 23, 2008


Regular and consistent attendance of Council members is critical to effective participation on the Council.  The Council recognizes that there are a number of legitimate reasons for absences (disability or caregiver related, work responsibilities, illness, etc.) but believes, at a point, lack of attendance by a member even for good reason compromises the Council’s ability to do its work.  This policy attempts to define that point and provide guidelines to the Council and its members on what to do when the point is crossed.

Council members who are not able to make and keep a commitment to attend meetings on a regular basis (at least 2/3 of the meetings in a calendar year) should voluntarily resign so that the Governor can appoint a replacement as quickly as possible.  If a Council member with an attendance problem as defined above does not resign, the Governance Committee may make a recommendation to the Council for further action in a manner consistent with the Bylaws.  

When there are concerns regarding the attendance of a Council member, a representative of the Governance Committee will contact the Council member in an effort to resolve the concerns in an informal manner.  

In deciding on a recommendation to pursue the removal of a member, the Governance Committee shall take into consideration any extraordinary circumstances that may have caused a member to miss meetings in the past but are unlikely to reoccur and cause the member to miss excessive meetings in the future.  



















Washington Traumatic Brain Injury Strategic Partnership Advisory Council

Use of Designee Policy

Approved and Adopted on May 23, 2008


The Council understands that there will be occasions when members will be unable to attend Council meetings and that on those occasions they may want to send a designee to the Council meeting in their place for their and/or the Council’s benefit.  This policy is intended to provide guidelines for the use of designees on such occasions. However, there is a potential for the overuse of designees and when that happens, it may make sense for the member to be permanently replaced by the designee or someone else.  This policy attempts to strike a balance between the use and overuse of designees.

If a Council member designates another person (designee) to attend one or more TBI Council meetings on his or her behalf, the designee may participate in the meeting but not participate in the voting.  A designee’s attendance does not count for the purpose of determining a quorum at a Council meeting nor does it count as attendance by the Council member.  

A designee may be selected to serve on a Technical Advisory Committee and have full participation rights on that committee if the Committee is authorized to have non Council members.  This is permissible because of the advisory nature of Technical Advisory Committees.

If the same designee attends 4 or more Council sessions in a given calendar year on behalf of a Council Member, it must be determined whether that Council Member's designee should be appointed to the Council in his/her stead.  A member of the Governance Committee will contact the Council member regarding attendance.  If the Council Member wishes to continue in the appointment, he/she will be expected to resume attending Council sessions and meet attendance requirements as stipulated in the Bylaws.  

If he/she is unable to do so, the Council Member will either resign or the Council may vote upon recommendation of the Governance Committee to remove this person from the Council.  If the Council Member or the agency he or she represents wishes the member to be replaced by the designee, the TBI Council will vote whether to recommend to the Governor the expedited appointment of the designee into the vacated position.  In such circumstance, the designee will complete and submit paperwork asking for official appointment to the Council.  If this appointment is approved by the Governor, the designee may take the place of the Council Member with full participation and voting privileges.








Washington Traumatic Brain Injury Strategic Partnership Advisory Council

Website Linkage Policy

Approved and Adopted on May 23, 2008


The purpose of providing links to our www.tbiwashington.org website is to make a wide range of easily accessible information available to people interested in Traumatic Brain Injury.  

Upon request of the webmaster of an external TBI related website and approval of the Executive Committee, that website will be linked to www.tbiwashington.org on a web page that includes a clear disclaimer that DSHS and the TBI Council are not responsible for the content, do not guarantee its accuracy and may not be in agreement with stated opinions.  

Requests for adding a linkage will be made in writing (or via e-mail) by the webmaster to the TBI Council Executive Committee.  Requests will include a brief description of the website link and its relevance to individuals with TBI.  Upon receiving a request, the Executive Committee will have 30 days to determine whether this linkage will be added to the website.  Inclusion of the linkage is at the discretion of the Executive Committee.  However, the Executive Committee may request that the full TBI Council vote on the proposed linkage.  This vote should be placed on the next TBI Council Meeting agenda.  The results of the Executive Committee's decision will be communicated to the webmaster making the request.

The criteria for linkage will be: 1. the website is TBI related; and 2. the person(s) and/or organization(s) responsible for the website is clearly identified on the website along with contact information.

A TBI related website does not have to be devoted exclusively to TBI, but rather, could be a website that includes pertinent information useful to persons with TBI, caregivers and professionals among its other offerings.

DSHS may remove a linkage if their policies, regulations or the law requires it. 

Complaints asking for the linkage of a particular website to www.tbiwashington.org  that do not involve the violation of DSHS policies, regulations or law will be reviewed by the TBI Council Executive Committee.  In the unlikely event the Executive Committee decides a link to another website should be discontinued, the decision may be appealed to the TBI Council.  

A link may be temporarily disconnected while a complaint is being reviewed.







