April 17, 2007


Version 1.2
HITSP Appeals Process
HITSP/PRT-1
[image: image4.png]



Submitted to:

Healthcare Information Technology Standards Panel
Submitted by:

Process Review Committee
DOCUMENT CHANGE HISTORY

	Version Number
	Description of Change
	Name of Author
	Date Published

	1.0
	Initial draft of appeals process
	Erik Pupo
	March 7, 2007

	1.1
	Edited draft of appeals process based on HITSP co-chair comments
	Erik Pupo
	April 13, 2007

	1.2
	Review Copy to be sent to HITSP Project Team, HITSP Chair, and HITSP Process Review Committee
	Erik Pupo
	April 17, 2007


Table of Contents

5NOTE TO TEMPLATE USERS


61.0
INTRODUCTION


61.1
Purpose


61.2
Audience


61.3
How to Use this Process Review Template


61.3.1
Acronyms and Resources/References


61.4
Copyright Permissions


72.0
Process Description


72.1
Process Summary


82.2
Process Overview


102.3
Process Flow


112.4
Stakeholders


122.5
Assumptions


123.0
Process Views


154.0
HITSP Rules


165.0
Applicable Scenarios


176.0
Issues


187.0
Recommendations


198.0
Acronyms


209.0
Appendix




Figures and Tables

14Figure 1 Appeals Process Model




NOTE TO TEMPLATE USERS

This template contains approved sections, table formats and text for the HITSP Process template.  The existing document structure and provided text are not to be altered by the Technical Committees or Working Groups.  Any suggested changes to the document structure or approved text should be submitted as change requests to hitspcomments@ansi.org for evaluation by the Editorial Review Team and the Process Review Committee. This note, along with all instructions and sample data, should be deleted prior to document publication. In addition, the document watermark should be changed to reflect the current document status (e.g. Draft, Ready for public comment, etc.)

1.0 INTRODUCTION 

1.1 Purpose

The purpose of this process template is to outline, in both narrative and visual format, the process for HITSP members to file appeals related to decisions made by HITSP Technical Committees, or the HITSP Project Team and its management. 
This is a new process recommendation, as developed by the Process Review Committee.
1.2 Audience

The primary audience for this template is the HITSP membership, which may, at some point, wish to file an appeal.
1.3 How to Use this Process Review Template
1.3.1 Acronyms and Resources/References
The acronyms used in this document are contained in the HITSP Acronyms List.

1.4 Copyright Permissions

COPYRIGHT NOTICE

© 2007 ANSI - This material may be copied without permission from ANSI only if and to the extent that the text is not altered in any fashion and ANSI’s copyright is clearly noted.
2.0 Process Description

2.1 Process Summary
	Attribute
	Value

	Process Name
	Appeals

	Process Description
	The appeals process is intended to allow members to specifically appeal decisions made within the conduct of normal HITSP operations. Appeals are established to allow members to voice disapproval with those decisions made within specified HITSP meetings
, whether they are face-to-face sessions or conference calls. 

	Process Owner
	HITSP Process Review Committee

	Process Triggers
	· A decision is made at a TC meeting which a member wishes to object to.
· A decision is made by the HITSP Project Team or its management which a member wishes to object to.

	Process Category
	Operations

	Process Type
	Parent Process

	HITSP Regulation
	HITSP Charter

	Process Guidance
	Process guidance consists of the Formal Appeal Proposal document, which is distributed to any member or member entity wishing to file an appeal in regards to HITSP decisions.

	Participants
	HITSP Board, HITSP Panel, HITSP Project Team, HITSP Process Review Committee, HITSP Member

	Timing
	On request; appeals should normally take 1 month to resolve.


2.2 Process Overview

The appeals process is intended to allow members and any materially interested party the opportunity 
to specifically appeal decisions made within the conduct of normal HITSP operations. 
Appeals are the final step, to allow members to specifically challenge those decisions made within 
HITSP meetings. An appeal is normally considered the “process of last resort” for HITPS members to voice disapproval with a decision made by a HITSP Technical Committee or a HITSP Project Team. 
The appeals process is established by the HITSP Board of Directors as a mechanism for consideration of appeals based on non-compliance with the HITSP Technical Committee Guidelines and/or non-compliance with the HITSP Charter. This process is formally owned by the Process Review Committee, which works directly with the HITSP Board of Directors to ensure that appeals are formally submitted and reviewed prior to their acceptance or rejection.

There are two main methods for filing appeals:

2.2.1 Formal

Formal appeals are filed with the HITSP Project team when any member believes that a decision has been made in a HITSP meeting setting that is in direct contravention with formally established HITSP processes.
The intent of the formal appeals process is to allow a member or entity to specifically object to any decision that is made in a formal HITSP setting. 
Formal appeals cannot be filed against HITSP Panel or HITSP Board meeting decisions. Because the HITSP Board is elected by the membership, the decisions of the Board are deemed final. Panel votes are also not open to appeal. Panel decisions are considered to represent the decision of the HITSP membership based on due process and consensus. This is true regardless of consensus (whether Panel decisions are made unanimously or by split decision).
2.2.2 Informal

Informal appeals are those appeals directly raised in a HITSP meeting setting, such as objections to an existing motion or decision.

In this setting, the appeal can be filed informally as part of the meeting minutes, so that a member can be on record as having objected to a decision. Informal appeals carry no weight of action and no future requirements for the HITSP Panel or the HITSP Board to take any action. At their discretion, the Panel or Board may choose to take further action if the issues raised by the informal appeal are deemed critical to the operations of HITSP.

2.2.3 How an Appeal Works

If a decision is made in a Formal HITSP setting that a HITSP member finds to be in contravention of HITSP Technical Guidelines or HITSP Governance (as currently embodied in the HITSP charter), the HITSP Project Team shall advise the member of their right to appeal, together with providing the member instructions on how to obtain a copy of a Formal Appeal Proposal. A request for a change of decision by the Technical Committee having jurisdiction over the particular subject of the appeal must include a statement clearly delineating the adverse effect of the decision made by the HITSP representative body. The burden of proof of such adverse effect will rest solely with the requester.
The Process Review Committee will review the appeal for both format and content. If the appeal is not formatted correctly, it is sent back to the requestor for reformatting. The accepted format is completion of each of the fields of the Formal Appeal Proposal document. 

If the appeal is formatted correctly, it is then reviewed by the Process Review Committee on the basis of content. The Committee attempts to determine the validity of the appeal and whether a reasonable resolution can be found to the decision being appealed. If the determination is made that the appeal is valid, then the appeal is accepted and the Process Review Committee prepares a formal presentation for the appeal to be presented to the HITSP Board of Directors. If the appeal is not persuasive, it is sent back to the requestor requesting modification.
The Process Review Committee presents appeals to the HITSP Board of Directors at regularly scheduled Board meetings. The Board is then asked to vote on the persuasiveness of the appeal.

If, in a two-thirds majority opinion of the Board of Directors
, there is found to be insufficient cause for confirmation and appeal the request shall receive no further action beyond subsequent notification of the appeal requester that the appeal has been denied.

If the appeal is accepted by the Board of Directors, then the Process Review Committee will be directed by the Board to ensure implementation of the appeal’s contents, up to and including reversal of the HITSP representative body’s decision.
2.3 Process Flow

	Activity Name
	Activity Performed By
	Activity Description

	Formal Appeal Filed
	HITSP Member
	HITSP member files an appeal with the Process Review Committee in the proper format

	HITSP Process Review Committee Reviews Appeal
	HITSP Process Review Committee
	The HITSP Process Review Committee reviews the appeal for both correct format and persuasiveness of content

	Reject Appeal due to improper format
	HITSP Process Review Committee
	The HITSP Process Review Committee rejects the appeal because it is not contained in a Formal Appeal Proposal document

	Accept Appeal Format and review appeal content
	HITSP Process Review Committee
	The HITSP Process Review Committee accepts the appeal format and reviews the persuasiveness of the appeal

	Reject Appeal due to lack of persuasion
	HITSP Process Review Committee
	The HITSP Process Review Committee rejects the appeal due to lack of persuasiveness

	Accept Appeal
	HITSP Process Review Committee
	The HITSP Process Review Committee accepts the appeal

	Forward Appeal to HITSP Board
	HITSP Process Review Committee
	The HITSP Process Review Committee forwards a copy of the appeal proposal to the HITSP Board for consideration

	Present Appeal to HITSP Board of Directors
	HITSP Process Review Committee
	The HITSP Process Review Committee presents the appeal to the HITSP Board, in summary format, for discussion by the Board.

	Board formally votes on appeal
	HITSP Board of Directors
	The HITSP Board votes on the appeal.

	Appeal rejected and remanded back to member
	HITSP Board of Directors
	The HITSP Board rejects the appeal and remands its decision back to the HITSP member

	Appeal accepted and reported to Panel
	HITSP Board of Directors
	The HITSP Board accepts the appeal and reports its acceptance to the HITSP Panel

	
	

	
	

	Appeal is forwarded to HITSP Process Review Committee
	HITSP Process Review Committee
	The HITSP Process Review Committee receives notice of the accepted appeal and refers the acceptance to the HITSP Project Team with a recommendation on how to implement the appeal.

	Appeal is forwarded to HITSP Project Team and HITSP Technical Committee
	HITSP Project Team and HITSP Technical Committee Co-Chairs
	The HITSP Project Team implements the appeal.


2.4 Stakeholders

	Stakeholder Name
	Role

	HITSP Member
	The member files the appeal of a HITSP decision within the required timeframe and in the requested format.

	HITSP Board of Directors
	The Board of Directors is responsible for reviewing appeals in a timely manner and voting on all appeals.

	HITSP Panel
	The Panel receives a report from the Board on any appeals that are accepted.

	HITSP Process Review Committee
	The HITSP Process Review Committee is responsible for the initial review of any appeals made by HITSP members. The Process Review Committee is also responsible for presenting the appeal to the HITSP Board and ensuring that accepted appeals are implemented by the HITSP Project Team and HITSP Technical Committees.

	HITSP Technical Committee Co-Chairs
	The HITSP Technical Committee Co-Chairs are responsible for ensuring that the appeals process is not used at the Technical Committee level in a manner that is disruptive to HITSP Technical Committee meetings.


2.5 Assumptions

· Individual or entity appealing a decision is a member of HITSP.

· HITSP Process Review Committee is empowered to review appeals.
· There is no inherent conflict of interests for a HITSP Board member that would influence their vote on an appeal. 
3.0 Process Views
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HITSP Rules
4.0 The following rules apply to the HITSP Appeals Process:

· Decisions made by the HITSP Board cannot be appealed. 
· Decisions made by the HITSP Panel cannot be appealed.
· Members would have the option to file a formal complaint with the HITSP Process Review Committee which will be kept on file by the HITSP Project Team
 as a comment within the HITSP Comment Tracking System.
· Appeals that are not filed under the defined HITSP appeals process will not be considered by the Process Review Committee.

· You must be a member of HITSP to file an appeal.
· Individuals OR entities can file appeals.

· If an entity files an appeal, the entity must name an individual as a point of contact for handling the appeal.

· Complaints or appeals will not be considered after 90 days has expired from the event that it is the subject of appeal. 
· Appeals are not reviewed in special meetings but in the normal course of HITSP business
· Appeals that are made at the HITSP Panel meetings are referred to the Process Review Committee
· If a HITSP Board member has an inherent conflict of interest, based on the content of an appeal, they will recuse themselves from the vote on the appeal.
5.0 Applicable Scenarios
The following outlines those scenarios where the appeals process is applicable. The following scenarios are applicable to this process and no other potential scenarios would apply without approval by the HITSP Process Review Committee:
1. A HITSP member objects to a decision made at a HITSP Technical Committee meeting and wishes to file an appeal of a decision made by either the Co-Chairs or the Technical Committee at-large.
2. A HITSP member objects to a decision made by the HITSP Project Team and wishes to file an appeal of the decision.

3. The HITSP Process Review Committee receives an informal appeal from a HITSP members complaining about a specific process issue that has occurred in a Technical Committee meeting.
6.0 Issues

The following is the list of identified issues related to HITSP appeals and recommendations for how to mitigate these issues:

What level of involvement should the HITSP Project Team have with any appeals that are filed?
· The HITSP Project Team is responsible for implementing any appeals that are accepted by the HITSP Board of Directors. The HITSP Project Team also is responsible for recusing itself from any appeals that are specifically directed at HITSP Project Team decisions.
Are additional appeals scenarios not defined?

· No additional scenarios exist at this time, although situations may arise in the future that could potentially be appealed.
Issue of appeals overload – how do you prevent an individual or entity from overloading HITSP with appeals out of spite, inability comprehend a decision, desire to delay implementation of a decision, etc….

· The HITSP Process Review Committee serves as a buffer between the HITSP membership and the HITSP Board of Directors so that any issues that are not strictly related to HITSP operations are shielded from Board review.

What specific decisions does the HITSP Project Team make that would cause a member to invoke the process of appealing that decision?
· The HITSP Project Team and its management may make decisions that a member feels is in contravention to established HITSP Technical Committee Guidelines, the HITSP Charter, or any other defined HITSP processes.
7.0 Recommendations
The HITSP Process Review Committee recommends that the HITSP Board of Directors adopt the HITSP appeals process.
8.0 Acronyms

See HITSP Acronyms List
9.0 Appendix A – Formal Appeal Proposal
Formal Appeal Proposal Template
The following is the formal appeals template to be used by HITSP members when filing appeals. A formal MICROSOFT WORD document which represents this template will be provided to members by the HITSP Project Team and/or the Process Review upon request, if they wish to file an appeal.
Name  
The name of the appealing member
Entity

This section is completed if the HITSP member represents an entity and if this group has deigned the HITSP member as its representative for this appeal

Problem with Decision
Outline the specific problem or objection that you have to the decision. Be clear as to what the problem or objection is and provide supporting content outlining why you believe this decision was made.
Risk of Decision

Outline the risk you see with this decision if it is implemented.

Proposed Solution
Outline any possible solutions to the decision that could potentially provide relief or mediation to the appealing member or entity.
Request Summary
Make your formal request to the HITSP Board as to what relief you seek based on this decision and what your proposed solution might be.






�Should we state within "specific" HITSP meetings? And that meetings may be face-to-face or via conference call?


�In ANSI environment, any "materially interested party" may appeal. I wonder if we need to open it further than members. Of course that may trickle down with non-members attending TC meetings (which are the only meetings appeals can be made from).


�Appeals are really a final step. Disapprovals should be voiced via normal channels, during calls, emails, etc. Appeals are a final step. We don't want folks filing appeals every time they disagree, especially in a TC. This also trickles into 2.2.1 and following.


�Do we want the Board deciding all these types of appeals, or should the Process Committee? These are governance kind of appeals, right? I'm thinking the Board will have to ask the Process Review Committe, Project Team, etc to review before they can make their decision... In the followng table, the Process Review is involved, but in this section, it's not cited.


�Isn't this an appeal then? Otherwise we have to have a complaint process....
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