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1.0 INTRODUCTION 

1.1 Overview of the Manual
The Policy and Procedure Manual is a supplement to the HITSP Charter, presenting those policies and procedures adopted by the HITSP Board of Directors to clarify, support, and/or implement the tenets of HITSP governance. Policies and procedures are adopted to assure the uniformity, equity, quality, efficiency, and compliance of administrative and organizational activities through standard methods and guidelines. 
As the Board adopts policies and procedures or revisions to such, the HITSP Process Review Committee will add them to the manual with annotation reflecting the date adopted or revised. Additions and revisions will be posted in advance of HITSP Board meetings at which they were adopted. The manual will be maintained and distributed electronically via the HITSP Web site. A hard copy of the manual is available to those without electronic access upon request. 
1.2 Purpose

The HITSP Process Review Committee developed this comprehensive policies and procedures framework to define, clarify, and delineate the processes employed by HITSP. The framework addresses common processes, standards specific processes, and support and governance processes in sufficient detail to act as a guide to those new to the HITSP process and provide checkpoints to those involved in the process. The comprehensive framework may be promulgated as a standard in order to promote the good practices inherent in the HITSP process. 

1.3 UPDATES TO DOCUMENT

This document not for Panel vote

Combination of other documents (Tech. Comm. Guidelines, charter, etc..)

Provide updates to document from charter/governance changes

Review document once a year
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 HITSP Overview

2.1 HITSP Chair
2.2 HITSP Board of Directors

2.3 HITSP Panel

2.4 HITSP Project Team Management

2.5 HITSP COMMITTEES


Coordination (describe function)


Technical (describe function)
3.0 HITSP Leadership Processes
3.1 Board Elections

3.1.1 Prior to Board Meetings

Stakeholders who are interested in standing for election to the HITSP Board of Directors are requested to register as a member of HITSP. No non-member of HITSP can be considered for election to the Board of Directors.
Each member is requested to self-declare which of the four categories best describes his/her organization:

1. SDO

2. Non-SDO

3. Government

4. Consumer

A copy of the biography/CV for each of the nominated candidates will be circulated to HITSP members within a reasonable time frame to ensure adequate time to review the credentials of candidates.
3.1.2 During Board Meetings

At the time of election, paper ballots will be provided to each voting member within a given category (SDO, Non-SDO and Consumer organizations) identifying nominated candidates within that category. If paper ballots cannot be provided, electronic ballots are acceptable to ensure that a vote can be conducted.
Each member is requested to vote for the candidate within the category they represent. The Board members are elected by the majority of those voting in each category. 

In the case of ties, iterative balloting will continue to occur until the Board membership is complete. Iterative balloting simply throws out the lowest percentage candidate and places the top two members in a runoff, where each member of a category can vote for only one member
3.1.3 Chair Appointments

The Chair of the HITSP Board of Directors may not appoint Directors to the Board if a Board member is no longer capable of serving or if a board member decides to resign. In this case, the HITSP Board Chairperson will call for an immediate election for new Board members, subject to notice being provided to the HITSP Panel as to the availability of a Board seat

3.2 Board Composition

The Board shall consist of 23 members, of whom 22 shall be voting members, who shall be elected by the Members affiliating with the following categories of membership of the Panel:

· Eight (8) representatives elected by the standards development organizations (SDOs) from the SDO membership of the Panel (but no more than one representative from any one SDO).

· One (1) representative from each of the nine (9) following non-SDO stakeholders, elected by the non-SDOs as a group: recognized national associations; other similar types of organizations; or other organizations of:
· Clinicians and their representative organizations; providers and their representative organizations; safety net providers and their representative organizations; vendors that develop, market, install, and support health IT products and services and their representative organizations; healthcare purchasers or employers and their representative organizations; healthcare payers or health insurance companies and their representative organizations; public health professionals and their representative organizations; national organizations with a broad representation of stakeholders with an interest in healthcare information technology standards; and clinical and health-services researchers and their representative organizations; and 

· Three (3) representatives, appointed by ONCHIT, representing government agencies or coordinating bodies representing various government agencies;

· Two (2) representatives of healthcare consumer-representative organizations, in addition to any organization representing consumers that may be included among Tier (B);
· One (1) additional non-voting ex-officio member appointed by ONCHIT
3.3 Conflicts of Interest

With reference to possible conflict of interest and in matters of ethics, Board of Directors members and employees of HITSP shall act to further the best interests of HITSP in their official affairs; they shall be alert regarding relationships with third parties which might affect their independent judgment when acting for or on behalf of HITSP, be alert in the conduct of the affairs of HITSP to avoid situations in which they might, directly or indirectly, profit personally, and at all times use their best efforts to enhance the reputation of HITSP for honesty, integrity, candor and lack of bias or discrimination. Each Board member shall represent the members and the best interests of HITSP, specifically: 

1. They must avoid situations in which they might profit or even give the appearance of profiting personally from their official HITSP activities. Members should not employ HITSP's name in accepting payment for professional service. 

2. They shall not, directly or indirectly, accept or solicit anything of value as a gift, gratuity or favor under circumstances that might affect, or reasonably lead others to believe such action would affect, impartiality on behalf of HITSP. This is not intended to prohibit acceptance of reimbursement for out-of-pocket expenses while acting as an official HITSP spokesperson or of social amenities and token gifts of purely nominal value, consistent with generally accepted business practices and good taste. If there is any doubt as to the relative value of or the propriety of accepting a gift, it may be resolved by either declining to accept the gift or amenity, or obtaining the approval of the Chair of the HITSP Board of Directors. 

3. HITSP's name and any stationery will be used only for official HITSP business and will not be used in any manner for personal business or for personal gain by any Technical Committee or other members or by employees. 

4. HITSP will not endorse any product or service provided by any HITSP member or organization.
3.4 Organization Limits on Board of Directors

No organization, in this case the encompassing corporate entity versus a specific HITSP corporate member as defined in POL 03.02.02, shall hold more than two voting positions on the Board of Directors, only one of which may be an Officer. Should change of employment of any voting member of the Board during the term of office, including the result of corporate acquisition, result in a violation of this the two voting position and/or single Officer policy, that organization’s representative whose term expires first shall not stand for reelection. Representatives of organizations currently holding two voting positions shall not be accepted into nomination unless such nomination (1) represents an incumbent seeking a second term not in violation of the limitation of an organization holding only one Officer position, or (2) is concurrent with the incumbent from said organization stepping down.
3.5 Observers at Board Meetings
HITSP Board of Directors meetings shall be open to the general membership as observers. Observers shall be restricted to seating on the periphery as directed by HITSP staff. Observers shall not cause distractions or otherwise interrupt the conduct of the Board meeting. Observers shall not seek the attention of the Chair and shall not participate in Board deliberations unless specifically requested to comment by a member of the Board. Members in good standing may individually petition to become observers during Board teleconferences, by sending an email to the HITSP secretariat requesting participation at the Board teleconference. Teleconference observers shall clearly announce their presence during the roll call. Teleconference observers shall be held to the same rules of courtesy and participation as expected at in-person Board meetings.
3.6 Technical Committee Co-Chair Role

The Co-chairs of the Technical Committees serve a crucial leadership role. Co-chairs are considered to be experts in the topic area of the volunteer group, demonstrate strong leadership roles, and are significantly interested in the topic. Specifically, each Co-chair is expected to:

1. Chair Technical Committee conference calls and face to face meetings. 

2. Declare any secondary interests related to the same or other categories than their declared HITSP member organization using the HITSP stakeholder categories (e.g. A provider who is also a vendor).
3. Ensure agendas are published for Technical Committee meetings and conference calls at least 2 business days prior to a regular scheduled meeting.
4. Ensure their domain area of the HITSP portal document repository is kept up to date.

5. Ensure creation, accuracy, and dissemination of meeting minutes and related documents.

6. Participate in the cross team integration conference calls and the Technical Committee Leadership Group face to face meetings.

7. Orient new members to current Technical Committee work.
8. Bring the Technical Committee to consensus regarding scope of work, priorities, standards selection, technical specifications, documentation of constructs, etc.

9. Ensure that the Technical Committee members feel appreciated, valued, and involved.

10. Ensure that no special interest dominates the discussion or scope of work.

11. Seek to keep the group engaged, motivated, and focused on outcomes that will achieve the group’s charter and meet deliverables in a timely matter.
12. Provide updates on Technical Committee efforts to the HITSP Panel and Chair as needed.

13. Appoint Work Groups and Work Group Co-chairs as needed.
14. Forward any media requests to ANSI.
15. When speaking on behalf of HITSP consult with program management to identify appropriate communication channels. 

3.6.1 Removal of Technical Committee Co-Chair
If a Co-chair misses any combination of two meetings, events, deadlines, or commitments without prior notification, they will be contacted by program management to confirm they are still able and willing to serve as Co-chair. If the Co-chair misses one additional meeting, event, deadline, or commitment, the HITSP Chairperson will remove this individual from their position and appoint a replacement.
3.7 Election of Technical Committee Co-Chairs

Each HITSP Technical Committee shall have a minimum of two co-chairs to ensure leadership in the event that one or the other is unable to attend a committee meeting. The membership shall receive notice of a 30-day period for nomination of co-chairs from HITSP when an election is necessary due to an immediate vacancy or expiration of term. Self-nominations are acceptable. 
All nominees will be contacted to validate their status as a candidate. Any candidate may decline nomination without question. A list of candidates, preferably two for each vacant position, will be provided at least 30 days before the next scheduled Technical Committee meeting. All HITSP members of the technical committee are eligible to vote in any co-chair election. Members that cannot attend the meeting may forward an electronic or written absentee ballot to HITSP so long as it is received on or before the Friday preceding the next scheduled Technical Committee meeting. 
At the next scheduled meeting, a written ballot election will be held in the technical committee at the earliest opportunity. The Technical Chair or their designee will conduct the election, count the ballots and absentee ballots and announce the results. The new Co-Chair’s term will commence immediately. 

In summary:

1. Each Technical Committee will have at least two Co-chairs, but no more than three.

2. The process of Co-chair selection is appropriately timed to enable Technical Committee members and the HITSP Chair to be knowledgeable in their selection/appointment.

3. A call for nominations for open Co-chair position(s) will be announced to the Technical Committee membership with a request for nomination of self or others.

4. The slate of nominees is reviewed/approved by the HITSP Chair prior to election.

5. A Co-chair election requires 66% of Technical Committee members casting a vote, and formal appointment by the HITSP Chair.

6. The Co-chair term of office will be 2 years, renewable subject to re-election/appointment, with a maximum of two terms.

7. A minimum of 1 Co-chair position will be up for election each January.

3.7.1 Co-Chair Terms

Technical Committee co-chairs will serve a term of one year and may be re-elected without limit. Terms will commence upon election of the co-chairs at the first regular meeting following establishment of the Technical Committee or, in the case of existing technical committees, upon the first meeting of the Technical Committee for that year. Terms will be staggered to ensure continuity of leadership, with half the co-chairs being elected in even numbered years and half elected in odd numbered years. Therefore, upon establishment of a Technical Committee at least one co-chair will be elected for a term of one year to institute the stagger. 
3.8 Technical Committee Co-Chairs at Board Meetings
Unless serving on the HITSP Board of Directors, an appointed HITSP Technical Committee co-chair may attend HITSP Board meetings and/or conference calls as an observer with the express purpose of presenting the report of any committee activity to the Board. Committees with co-chairs may also select a single representative to attend and render the report, if the committee co-chair is unable to attend the Board meeting. The representative need not attend the Board meeting or conference call if a member of the Board serving on said committee or designated as a Board liaison is able to present the committee activity report or there is no committee activity to report.

3.9 Coordination Committee Co-Chairs
The HITSP Chair shall appoint Coordination Committee chairs subject to ratification by the HITSP Board of Directors.
4.0 HITSP Operational Processes
4.1 Representing HITSP Positions 
There are numerous situations where members of HITSP, participating in various other initiatives and venues, may wish to represent an HITSP position rather than an individual or employer position. In general, any written or oral statement represented as an HITSP position must be reviewed by the HITSP Project Team and by ANSI prior to its release. 
Such statements shall not appear to favor one vendor, product, or standard over another. Any statement should also not denigrate any individual or organization. Guidelines relative to written and oral communications regarding HITSP are listed below:
4.1.1 Written Communications 

For those statements regarding position papers, statements of plans and future directions, or philosophy statements, if the communication represents information specific to the status, process, or products of an HITSP committee, the release of the document should be approved at the co-chair level. If an individual believes that the release of a document is inappropriately restricted, they have the right to appeal the decision to the Process Review Committee, whose decision shall be final. If the communication purports to represent the position of HITSP, the organization, approval must be obtained from the Board of Directors. 

4.1.2 Oral Communications 

In the case of oral communications, the speaker should clearly state whom they are representing when making statements regarding HITSP. Although people are free to represent individual or employer positions at will, when they are speaking on behalf of a HITSP committee, speakers should only represent positions that have been endorsed by the HITSP TC, the HITSP Panel, or the HITSP Board of Directors. If a speaker is unsure, they should refrain from responding, but commit to follow up with an answer or direct the question to the appropriate HITSP Technical Committee co-chair, a member of HITSP Project Management, or the ANSI Secretariat.

4.2 Revision of HITSP Governance
Periodically, on the recommendation of the Board Chair, the Board of Directors may ask the Process Review Committee to consider revisions to HITSP governance. The committee shall focus on those issues deemed of the highest priority at the time of the review, be they member change requests or outside comments by a non-HITSP member. Only under extraordinary circumstances, as defined by the HITSP Board of Directors, shall the committee undertake a complete rewriting of HITSP governance. 
The results of the committee shall be returned to the Board for ratification. Upon ratification the revisions will be presented to the membership for approval.

4.2.1 Charter Amendments

Amendment of the Charter may be done only by a vote of the Panel, and may be accomplished by:

1. Publication of a proposed amendment to the Panel by email and posting to the Panel Web site at least 30 days prior to the date of a Panel meeting;

2. Review by the Board with a recommendation to the Panel endorsing or opposing the Charter amendment; and

3. A vote by the Panel at a Panel meeting at which personal attendance or proxies from a majority of Members are recognized by the Panel Chair 
Approval of an amendment requires an affirmative vote of 66% of ELIGIBLE Members.

HOW DOES SOMEONE REQUEST AN AMENDMENT OR CHANGE TO CHARTER?
4.3 HITSP WEBSITE

Hitsp.org

Sharepoint (doc repository)

Testing website (NIST)

Comment tracking system

4.4 HITSP Copyright Protection

The HITSP Interoperability Specifications are an evolving and expanding body of work prepared by the members of HITSP. They are protected as works of copyrightable authorship under applicable US and international copyright principles. Consistent with these principles, HITSP asserts and holds domestic and international copyrights to its Interoperability Specifications. Recognizing that the Standards are the work product of the membership of HITSP, and that HITSP is the collective representative of all of the member’s interests, these copyrights are asserted and held by ANSI in its capacity as the representative of its total membership. 
As an ANSI-accredited organization, HITSP is responsible for assuring that the Interoperability Specifications remain accurate and their integrity is maintained. Copyright secures to its owner the exclusive right to authorize certain uses of the copyrighted material. HITSP's objective in asserting and enforcing copyrights in the Interoperability Specifications is to assure that the public and end-users of the Standards may rely upon HITSP to be an official source of the most current and accurate versions of the Standards. To achieve the twin objectives of 1) assuring the integrity of the Standards, and 2) guaranteeing that users may secure from a reliable source a verified version of a particular standard, HITSP has and will continue to enforce the copyrights it holds in the Standards. As dissemination and implementation of the Standards continues, it is imperative that HITSP have a method to assert and enforce its role to maintain the official editions of the Standards. Copyright provides this enforcement and protection mechanism. 

4.5 INTEROPERABILITY SPECIFICATIONS

Add description of ISs

Maintenance process

Request for development of IS or change of IS (have work product – HITSP Request Form)

Implementation testing

Public feedback (include timeframes/comment periods/where to submit comments)
4.6 Terms of Use for HITSP Work Products

HITSP is willing to negotiate with any organization wishing to reproduce, embed and/or distribute HITSP copyrighted materials within their proprietary documentation (hardcopy and online) and within their commercial applications. The HITSP copyrighted materials that may be used in this manner include, but are not limited to, the following: 

1. MS Word versions of all HITSP Interoperability Specifications 

2. MS Excel versions of HITSP Standards Selection criteria 

3. UML representations of HITSP models 

4. MS PowerPoint presentations from selected HITSP tutorials and workshops 

In all cases, such use requires a written contract to be provided if and only if: (a) HITSP is clearly identified as publisher of the specifications and holder of the copyright.
4.7 Academic Use of HITSP Work Products

HITSP copyrighted materials shall be made available on a by-request basis to faculty of accredited educational institutions that are members of HITSP for the purpose of teaching for-credit courses in healthcare informatics or related subjects. Non-member faculty making such requests will be advised of the benefits of membership and encouraged to join HITSP. If the faculty member declines membership, limited access to only those materials appropriate to the course in question will be granted for a period not to exceed the duration of such course in the approved curriculum. In all cases faculty will attribute such material to HITSP and notify students that reproduction of HITSP material is expressly prohibited. 

4.8 Public Access to Standards Selection Criteria

The content of HITSP Standards Selection Criteria Tables will be made available free for use electronically. HITSP reserves the copyright on all content, but allows its use and distribution. The ratings may be used without further license in all applications, databases, and derivative works except those that seek to circumvent, compete with or replace the HITSP Standards Selection criteria values.
4.9 Filing Appeals

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:

4.9.1 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).

4.9.2 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.

4.9.3 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.

4.9.4 Rules that apply to Appeals

· 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 HITSP Membership Processes
5.1 Membership Eligibility

Membership shall be available on an ongoing basis to individuals, corporations and other entities active, interested, and/or materially affected by interoperability specifications in the field of health data acquisition, handling (which includes data interchange), and processing. HITSP does not discriminate in membership based on sex, race, creed, or country of national origin.  Membership in HITSP shall not be conditional on membership in any organization or unreasonably restricted on the basis of technical qualifications or other such requirements.

5.2 Individual Members
An "Individual Member" is any person, not a member of a corporation, with an expressed interest in health data interoperability and management, who submits a request to join HITSP without falsification. Individual members will be provided access to the HITSP Interoperability specifications for their personal review. Any request for duplication or expanded usage rights will be directed to ANSI and the HITSP Project Management team. Unless written authorization is provided, HITSP’s individual members are not authorized to reproduce or distribute any HITSP copyrighted material without express written permission.
5.3 Corporate Members
A "Corporate Member" is any corporate or organizational entity with an expressed interest in health data interoperability or management, which submits a completed HITSP membership application without falsification and pays the annual Organizational Membership fee. Organizational members may designate (in writing or by e-mail) the specified number of individuals who, as representatives of that member Organization, will be entitled to all regular membership benefits including attendance at all HITSP events at the member’s rate. HITSP must be notified of any changes to the designated representatives in writing or by e-mail. 

Corporate Membership comprises membership of the specific Subsidiary, Affiliate, Division, or Operating Company, within an encompassing corporate entity, designating the one or more individuals or alternates as members and does not confer or imply any rights, obligations or any other relationship on behalf of or with the encompassing corporate entity or its other Subsidiaries, Affiliates, Divisions or Operating Companies. The encompassing corporate entity and its other Subsidiaries, Affiliates, Divisions or Operating Companies may apply separately for corporate membership in HITSP. Until such action is undertaken members of said encompassing corporate entity or its other Subsidiaries, Affiliates, Divisions or Operating Companies shall not be granted HITSP member privileges under the aegis of the Subsidiary, Affiliate, Division, or Operating Company holding HITSP membership. 

Corporate Members are authorized to: (a) reproduce and distribute all HITSP copyrighted materials on an internal basis solely for use within their organization, and (b) reproduce and distribute excerpts of the Standards (e.g., a limited number of tables, message, and segment definitions, but not whole chapters) to any customers. This authorization is provided if and only if: (a) HITSP is clearly identified as publisher and holder of the copyright; and (b) any modifications of the excerpted Standards are clearly identified to end-users. This authorization does not include direct commercial resale of the Standards or excerpts. 

Corporate members may apply the member rate to any and all individual member of their organization attending an HITSP meeting, regardless of the number of designated representatives allowed under their membership level. 

5.4 Suspension or Expulsion of Members
Any organizational Panel Member which is absent from two successive Panel meetings at

which votes are taken shall be notified by the Secretariat of the fact, by electronic and

U.S. Postal Service mail sent to both the principal and alternate representative of the

Member. Upon a third successive absence from a Panel meeting at which a vote is taken,

the Member is subject to immediate expulsion from membership in the Panel, upon

motion to that effect made by the Chair and voted on by the Panel.

The Board of Directors also may, by a simple majority vote of the Board members present and voting and following a hearing on such allegations, suspend or expel any member for actions which, in the Board's considered opinion, are contrary to the practices and policies of HITSP. 
5.4.1 Reinstatement of Expelled Members

Any Member expelled from Panel membership may petition for reinstatement, by addressing a letter to the HITSP Chair within 30 days of the Panel vote of expulsion, requesting a hearing before a meeting of the HITSP Board. Upon completion of the hearing, at which the expelled Member shall be heard, the Board shall make a recommendation on reinstatement to the Panel. A vote of the Panel on the recommendation shall be taken at the next subsequent Panel meeting, or by electronic mail ballot of all eligible Panel members, at the discretion of the Chair.

5.5 Establishing a Technical Committee

A Technical Committee (TC) may be established for any domain that is unique in its requirements for interoperability and which aligns to harmonization requests from ONC, AHIC, or other third parties. The process to establish a TC shall include specifically: its Mission Statement, Goals and Objectives (known as the Terms of Reference); relationship, if any, to other TC’s, including potential dependencies and overlaps; and a scope and time frame for the creation of initial deliverables or products and the delivery thereof. 

5.6 Meeting Notice Requirements
Members shall be notified of all meetings and valid assemblies a minimum of 30 days prior to the scheduled date by postings to the general membership list server and via the HITSP Web site. 

5.7 Special Meeting Requirements

Any Technical Committee or other duly recognized body of HITSP may propose to the Board of Directors the convening a special meeting; e.g., a meeting occurring interim to the regularly scheduled Technical Committee Meetings. The purpose of such special meetings may be educational or promotional, to permit extended work on issues to be returned to the larger group for action, to develop a course of action to be presented to the larger group, or to take advantage of circumstances to promote interest in and work on material for HITSP. 
Proposals will include:


· The purpose of the meeting 
· Expenses to be borne by HITSP, if any 
· The name of the individual(s) in charge of the meeting 
· The meeting location, date and time or frequency if the requested meeting is recurring


The Board of Directors shall take action to approve or disapprove the special meeting proposal at its next meeting or conference call whichever comes first. If the special meeting is approved and HITSP funding has been requested, the Board shall stipulate the amount of funding to be provided. No special meeting shall represent itself as an official HITSP meeting without the explicit written approval of the Board of Directors. 
Approved special meetings must be generally announced to the membership, via list server and/or other means, at least 30 days prior to the meeting. Special meetings being held in conjunction with meetings of another organization may publish the meeting notice as part of the other group’s program announcement. A co-chair of the group or their duly appointed representative must attend any special meeting. A recording secretary shall be appointed for the meeting and minutes returned to the Board of Directors and distributed to the membership of the broader group no later than 30 days following the special meeting.
Approval for recurring special meetings shall be in effect:
· The requesting group submits a statement to the Board indicating that such special meetings are no longer necessary, or

· The group fails to have two consecutive special meetings according to its schedule. 
Any deviations from the original request shall require a separate approval from the Board. The requesting group shall supply an agenda, meeting dates, times and locations for all such regularly-scheduled special meetings to HITSP at least 30 days in advance of the meeting for posting on the HITSP website and via HITSP list servers. Groups should attempt to schedule special meetings more than 90 days in advance to facilitate member planning. 
5.8 Non-Member Participation in Voting
MOVE TO SECTION 6???
Nonmembers, defined as a person not currently holding membership in HITSP either individually or as an employee of an organizational member, who are directly and materially affected by a HITSP issue up to Panel vote may request to join the vote for that issue. Such individuals shall contact HITSP Project Team Management by mail, telephone, or email providing information supporting their status as non members; as being directly and materially affected and full contact information including name, address, telephone, and email address if appropriate. Non-member participation is by definition at the individual level; there shall be no instances of organizational nonmember participation. 

Upon validation of their status the requester shall be contacted electronically or by mail. It shall be made known to the nonmember that participation in the ballot implies adherence to the tenets of the HITSP Charter. Nonmembers must adhere to all instructions. At the discretion of the Board of Directors, non-member comments may be declared invalid and removed from consideration. 
Those non-members whose comments are so declared will be notified of such decision by the most appropriate means. 

5.9 Technical Committee Terms of Reference

· Perform high level design of HITSP Interoperability Specifications, transaction packages, transactions, components, and constructs including requirements analysis, standards selection and minimum data set identification.

· Identify, and analyze gaps and duplications within the standards industry as they are related to each specific Use Case.

· Provide a description of the gaps, including missing or incomplete standards.

· Provide a description of the duplications, overlaps, or competition among standards for the relevant Use Case. 

· Review and scope statements of work for each new Use Case.

· Provide a listing of all standards that satisfy the requirements imposed by the relevant Use Cases as well as readiness criteria that shall be used to evaluate the standard.

· Select and evaluate recommended standards to meet the Use Case requirements.

· Develop, review and evaluate Interoperability Specifications for the selected standards.

· Submit recommendations to the Panel for review, approval and resolution.

· Ensure timely response and disposition of public comments.

· Ensure on-going process for addressing corrections/change requests and resolutions.
5.10 Coordination Committee Terms of Reference

5.10.1 Foundations Committee Terms of Reference

The goal of the Foundations Committee is to recommend a long-term direction for achieving standards harmonization, collaboration and coordination.  The basis for this long-term direction is the Foundation document (HITSP 06 N 77) that was approved by the HITSP Board.  The Foundations Committee will develop recommendations for the harmonization of standards, as well as recommendations for implementing the standards harmonization objectives identified in the Foundations document, thereby achieving the primary goal identified in the document.  The five objectives are:

Context/Information Model - establishing a common reference information model (and subordinate models) to support clinical, public health, financial, and administrative healthcare functions. 

Terminology/Content Definition - establishing common reference terminology models and data content specifications that are integrated with the information model(s). 

Privacy and Security - establishing a common security framework. 

Methodology- establishing a common methodology/process that all standards organizations and code set maintainers will follow to achieve standards harmonization. 

Information Interchange - establishing a common information interchange format and standards-based application roles and interactions in a comprehensive dynamic model. 

All work products of the Foundations Committee will be submitted to the HITSP Board and Panel for review and approval.  The committee will, at a minimum, produce the following work products:

An organizational plan for the committee including a plan for incorporating participation of standards development organizations, including those with international scope, the HITSP technical committees and other AHIC and ONC contracted initiatives, if appropriate, and a plan for addressing the two work products listed below. 

A high-level roadmap that describes the types and categories of standards that are needed to achieve healthcare interoperability and recommends priorities for addressing the standards. On a yearly basis, the roadmap will be reviewed by the Board and modified as needed, to verify goals are attainable and on target.

A roadmap for achieving the goal and five objectives described in the Foundations document. This roadmap will prioritize the objectives, describe the estimated resources required to achieve each objective and provide an overall schedule for accomplishing the work.  The result of addressing the five objectives will be a common framework for developing healthcare interoperability standards, at the individual SDO level, that supports participation by all SDOs and that supports concurrent standards harmonization, collaboration and coordination so that interoperability is designed into the standards as they are developed.  Implementation of this common framework will achieve the primary goal described in the Foundations document. On a yearly basis, the roadmap will be reviewed by the Board and modified as needed, to verify goals are attainable and on target.
The Foundations Committee work does not pre-empt but informs the ongoing work of the Technical Committees.  The Committee's work will be collaborative with SDOs and other stakeholders, including those with both international, as well as national concentrations. It will establish requirements but not produce implementable Interoperability Specifications which is the work of the Technical Committees.  

Priority will be given to the area of security and privacy given the current work of the Technical Committees.

Initially, the scope will include work products to meet the ONC contract for interoperability. In the future, the Foundations Committee's scope will include all aspects of health information and technology and will not be limited to information interchange and related standards, such as business rules, process interoperability, and audit standards.

5.10.2 Process Review Committee Terms of Reference

The goal of the Process Review Committee is to ensure that the HITSP standards harmonization processes provide a consistent, repeatable, efficient, and open approach for identifying, selecting, and harmonizing standards.  
Primary Functions:

· Review and disposition "process change requests".  Process change requests stem from lessons learned and comments submitted by HITSP stakeholders that may result in improvements to the HITSP processes.  

· Monitor new and existing processes to validate their effectiveness and identify further opportunities for improvement 

· Make recommendations to the Board, Panel and Committees on these process improvements
Responsibilities: 
Review, disposition, and document all process change requests in an open forum, with the goal of ensuring an efficient and repeatable process.  The Committee will document recommendations for process changes and present them to the HITSP Panel for approval as appropriate.  Subsequently, the Committee will track and evaluate the implementation of process improvements to ensure that they are meeting their stated objectives.
Committee Membership: 
Open to all HITSP members.  In addition, the Process Review Committee will include a liaison from the Project Team. 
Work Products: 

· Will be publicly available 

· Significant process recommendations will be submitted to the HITSP Panel for review and approval.  The Committee will, at a minimum, produce the following work products:

· Process change request disposition summary

· Process change recommendations for presentation to the HITSP Panel.

The Process Review Committee work does not pre-empt but informs the ongoing work of the Technical and Other Coordinating Committees.  In addition, their work will primarily focus on the overall standards harmonization processes used to produce interoperability specifications. The Committee's work will be collaborative with HITSP private and public stakeholders.

6.0 HITSP Voting Processes
6.1 Participants

Participants refers to the individual members, designated representatives and alternates of corporate members, other individuals attending under the sponsorship of a corporate or member, and non-members participating in technical committee meetings, special meetings, teleconferences, ballots, or other forums specific to the development and maintenance of the HITSP Interoperability Specification. 

6.2 Majority Rule
Decisions made within HITSP technical committees shall be made by simple majority unless otherwise specified in documented committee decision-making practices. Committees may, at their discretion, adopt practices requiring thresholds higher than simple majority as along as those practices are documented and adopted. All formal actions of a committee require a minimum of a simple majority vote of the quorum of that committee.

6.3 Technical Committee Voting Process
The HITSP process is open and transparent and a consensus process is used to ensure success when determining Technical Committee decisions.  When consensus cannot be reached, a vote is required, and the following rules apply:

1. If consensus is not achieved and voting is required, it is available via in-person, conference call and electronic means and announced in advance.

2. A voting situation can also be called at the discretion of the Technical Committee Co-chairs.
3. Technical Committee members must attend or participate in two of the last four regularly scheduled meetings (face to face or teleconference) to be eligible to vote. 

4. One vote is allowed per HITSP organizational member “representative on record” or regular participant.

5. Participants are urged to be prepared to vote.






6. Votes will remain open for a short time after a face to face meeting or conference call to accommodate electronic voting for 24 hours.

7. No proxy voting is allowed due to this availability.

8. 66% of those casting a vote must agree for a vote to pass.

9. Voting outcomes must be recorded with members in attendance.
6.4 Board Voting

6.4.1 Board Quorum

In person meetings and electronic votes shall require a quorum of 50% of the voting Board members.

6.5 Panel Voting

6.5.1 Voting on Final Work Products

Acceptance of recommendations by unanimous consent of the Panel will be the default operating procedure, with recorded votes of the Panel resorted to only where significant division within the Panel and in the working group process is apparent to the Chair.

7.0 References
HITSP Technical Committee Guidelines

HITSP Harmonization Handbook

HITSP Policies and Procedures Manual

HITSP Charter

8.0 Appendix A - ROBERT’S RULES OF ORDER AND PARLIAMENTARY PROCEDURE 
8.1 Introduction

Henry Martyn Robert was an engineering officer in the regular Army. Without warning he was asked to preside over a church meeting and realized that he did not know how. He tried anyway and his embarrassment was supreme. This event, which may seem familiar to many readers, left him determined never to attend another meeting until he knew something of parliamentary law. 

Ultimately, he discovered and studied the few books then available on the subject. From time to time, due to his military duties, he was transferred to various parts of the United States where he found virtual parliamentary anarchy since each member from a different part of the country had differing ideas of correct procedure. To bring order out of chaos he decided to write Robert's Rules of Order as it came to be called.

Robert's Rules of Order exists to facilitate the decision-making process at meetings. They ensure that discussion is clear, and that the rights of both the majority and the minority are protected. Below are some of the basic rules within Bob's Rules that help a meeting run more smoothly and keep discussion on track. The rules, however, are not meant to disrupt or hold-up a meeting, and may be suspended if a member is using them for those purposes. 

There is provision within Robert's Rules to suspend the rules, and often at the committee level a consensus decision-making process is employed. 

8.2 Chairperson/Speaker

Each meeting is facilitated or guided by a speaker or chairperson. S/he is responsible for ensuring that the meeting runs smoothly and fairly. The chairperson remains impartial during the debate and should command the respect of all those in the room. The chairperson is not the final arbitrator of all decisions: the assembly ultimately has the authority and the responsibility to decide how the meeting should run.   

8.3 Main Motion

The basis for discussion is a formal motion. The motion is put forward of being 'moved' by a voting member of the assembly to focus discussion. Each motion must have a mover and a seconder to show that it has at least a minimum of support from the delegates. Once a motion has been put 'on the floor' for discussion, debate must focus on the substance of the motion. All other discussion is out of order and not allowed. A main motion may not be introduced if there is any other motion on the floor. The mover must state the motion before speaking and motions should be written out and handed to the chair so that everyone is clear on what is being discussed. 

8.4 Order

Once a motion is introduced, the chairperson will maintain a speaker's list to allow for discussion in an orderly manner. The seconder of the motion is given the right to speak immediately after the mover. To ensure that all members of the assembly have an equal opportunity to speak, the chairperson will allow speakers on the list who have not yet spoken before those who already have spoken. 

8.5 Amendments

At any time, a person who has the floor can introduce an amendment to the main motion being debated. An amendment is a motion that alters, adds to, subtracts from, or completely changes the main motion. Once an amendment has been moved and seconded, debate must be on the substance of the amendment. An amendment can only be amended once. For an amendment to pass, it needs a simple majority. Once an amendment has either been passed, defeated, or withdrawn, discussion reverts back to the main motion, taking into account whether or not the amendment passed. Complex or lengthy amendments should be written out for the chairperson to be able to read back to the assembly. 

8.6 Point of Order

If a member feels that the rules of order are being broken, s/he can immediately raise a 'point of order', and state what rule has been broken or not enforced by the chair. A point of order can interrupt a speaker. It cannot be used as an opportunity to get around the speakers' list - it can only be used to ask the chair to enforce the rules. The chair decides if the point is valid or not, and proceeds accordingly.   

8.7 Point of Privilege

A point of privilege can interrupt the speaker. A member who feels her/his right or privileges have been infringed on may bring up this point by stating their problem. Privilege refers to anything regarding the comfort of accessibility of the member (i.e. too much smoke, too much noise, fuzzy photocopies, etc.), or to the right of the member not to be insulted, misquoted, or deliberately misinterpreted. Again, the chair decides if the point is valid or not and proceeds accordingly.   

8.8 Challenge the Chair

If a member feels her/his point of order or privilege has been ruled on unfairly by the chair, s/he can challenge the chair. The chair then asks for a motion to uphold the chair, and the vote is taken. The vote decides whether the action decided upon by the chair is valid, or whether the member is correct. 

8.9 Point of Information

A point of information is a QUESTION. A member may interrupt the speaker to ask her/his question, but the speaker who has the floor has the privilege to refuse the question. The chair will ask the speaker if s/he wishes to entertain a question at that time. A point of information is not an opportunity to bring forward information, jump the speakers' list, harass another speaker, or generally disrupt the proceedings - IT CAN ONLY BE A QUESTION.  

8.10 Table

Debate may end in several ways. If a member feels that a decision on a motion needs to be postponed for some reason, then s/he can move to 'table' the motion. A member may not move to table a motion at the end of a speech, only at the time they are recognized by the chair. A specified time may be put on the tabling or the motion may be left indefinite. The only debate allowed is as to the length of tabling, or the time-line involved. A motion to table requires only a simple majority.   

8.11 Calling the Question

If a member feels that further debate is unproductive, s/he may 'call the question', requesting the debate be ended. If there is no objection, the meeting proceeds to the main motion. If there is objection, then the meeting must vote on whether to end debate. This vote requires a two-thirds (2/3) majority to pass, and is non-debatable. If the 'call' passes, a vote on the main motion is immediately taken, without any further debate. 

8.12 Rescind

A motion to rescind another motion is in order if it refers to a motion passed at another meeting on another day. This cannot be applied to actions that cannot be reversed (i.e. things that have already been carried out). This requires a two-thirds (2/3) majority to pass. 

8.13 Reconsider

A motion to reconsider is applicable to a motion that was passed at the same meeting. Such a motion must be moved by someone who voted with the prevailing majority on the previous vote. It requires a two-thirds (2/3) majority to pass.   

8.14 Suspension of the Rules

A motion to suspend the rules of order (so that the assembly may do something not allowed in the rules) must receive a two-thirds (2/3) majority vote, is not debatable, cannot be amended and cannot be reconsidered at the same meeting. 

8.15 Adjourn

This motion takes precedence over all others, except to 'fix the time to adjourn', to which it yields. It is not debatable, it cannot be amended, nor can a vote on it be reconsidered. A motion to adjourn cannot be made when another has the floor, nor after a question has been put and the assembly is engaged in voting.   

8.16 Refer or Commit

This motion is generally used to send a pending question to a committee so that the questions may be carefully investigated. This motion must be seconded and is debatable, but the debate can only extend to the desirability of committing the main motion, not to the substance of the main motion itself.     

8.17 Committee of the Whole

At some point the assembly may wish to informally consider a motion or a group of motions before having to deal with them in a 'one at a time', debate fashion. Votes may be taken in committee but are not binding on the assembly unless ratified when the group re-enters the regular session. Motions are required to move in and out of committee of the whole.   

8.18 Minutes

The numbering of motions always is by date, and then by when the motion arose in the meeting (YEAR/MONTH/DAY:NUMBER IN ORDER). So the fourteenth motion during the June 23, 1996 meeting would be numbered like: 96/06/23:14. 

The three numbers after either a 'CARRIED,' 'DEFEATED,' or 'TIED' are arranged in a specific order. The first number indicated the number which voted in favor; the second is the number voting against; the third is the number who abstained. Thus, a decision which saw seven members in favor, four against, and two abstaining, would look like: 7 - 4 - 2 . 







