Internal guidelines for active participation

COMMUNICATION EXPECTATIONS (DRAFT)
BETWEEN CVPC AND BEP
Section 1: Intent

This document outlines the communication expectations between the California Vendors Policy Committee (CVPC) and its Subcommittees and the Department of Rehabilitation’s Business Enterprises Program (BEP).  The purpose of this process is to facilitate the exchange of information and discussion with transparency between the CVPC and the BEP to ensure the CVPC and BEP vendors are positioned to provide informed and Active participation, in accordance to the Randolph Sheppard Act, on  the major administrative decisions and policy and program development in compliance with the provisions of the Bagley-Keene Open Meeting Act, and in support of the BEP vision to be “the preferred food service of choice.”

Additionally, this process will support the following principles:

· Establish an environment where the vendor, stakeholder, and the public’s voice can be heard.

· Provide the opportunity for meaningful and informed participation of CVPC in policy development for the BEP program.

· Respect the position and perspective of each individual and organization.

· Ensure individuals and organizations are fully informed by being forthright and providing relevant and timely information. 

· Transparency in information and decision making preserves the public’s trust in the administration and use of public resources.

Section 2: CVPC Meeting Agenda
(A) The CVPC Chair shall collaborate with the Department’s Advisory Committee Liaison in finalizing the agenda to ensure that maximum time is allocated to discuss and prioritize substantive policy or program items or major administrative decisions that have been requested by the Department, CVPC, or vendors in CVPC meetings or other communications to the CVPC Chair.  
(B) The CVPC Chair shall contact the Advisory Committee Liaison at least 20 days prior to a scheduled CVPC meeting to agree upon and finalize the agenda to ensure sufficient time is provided to the Department’s Web Unit to notice the meeting on the website in accordance with the Bagley-Keene Open Meeting Act.  

Section 3: Program Manager’s Report
(A) This report shall be presented by the Program Manager or his or her designee during every regularly scheduled CVPC meeting.  It shall include current activities, including facilities updates, staffing changes, and ideas that the BEP is contemplating for the future.

(B) A copy of the Program Manager’s report will be forwarded to the CVPC a minimum of 5 working days prior to any regular CVPC meeting.  This is to allow the Delegates time to familiarize them with the report.  In addition, the report will be posted on the website.
Section 4: Required Reports

Harry, I request deleting this section.  The required reports are in regulations, in addition to the RSA 15 report.  It would be redundant to include the reports in this section. 
Section 5: Subcommittees 

(A) The Subcommittee Chair shall contact the Advisory Committee Liaison at least 20 days prior to a scheduled CVPC meeting to agree upon and finalize the agenda to ensure sufficient time is provided to the Department’s Web Unit to notice the meeting on the website in accordance with the provisions of the Bagley-Keene Open Meeting Act.  

(B) The BEP will designate a BEP staff to attend the subcommittee meetings as resources permit.  As determined appropriate, the BEP staff may coordinate other departmental representatives to attend the subcommittee meeting to provide information needed to make informed input and recommendations in response to items on the meeting agenda.

(C) The BEP staff will provide information to the subcommittee necessary to make informed input and recommendation.  The timeframe for the provision of this information will be agreed upon between the Subcommittee Chair and BEP staff.  If there is an unforeseen delay, the BEP staff will notify the Subcommittee Chair of the delay and proposed due date. 

(D) Upon completion of each subcommittee project, the Subcommittee Chair shall send a copy of the agreed-upon project document to all CVPC Delegates with enough time for their review and input in a CVPC meeting that is noticed in accordance with the Bagley-Keene Open Meeting Act. 
Section 6: CVPC Discussion of Subcommittee Projects
(A)  Issues and Projects will be reviewed and recommended to the CVPC and the DOR in the following formats:

(1) Completed project 

This means that the subcommittee has completed the project with the full support of the subcommittee members, with no BEP concerns noted.  The Subcommittee Chair shall present the completed issue analysis or project document to the CVPC.  The presence of Departmental representatives or liaisons to the CVPC meeting is recommended in order to confirm their awareness of the document and to clarify any issues or concerns that they or the CVPC Delegates may have.
When the project is approved, the CVPC shall submit it to the Department by a motion through a majority vote of the CVPC.

(2) Compromised project

This means that the subcommittee cannot agree on some of the issues of the project, or the BEP has noted concerns.  The Subcommittee Chair shall present the issue analysis or project document, with any concerns noted, to the CVPC.  The presence of Departmental representatives or liaisons to the CVPC meeting is recommended in order to confirm their awareness of the document and to clarify any issues or concerns that they or the CVPC Delegates may have.  The CVPC and/or the BEP will make recommendations for consideration by the CVPC.

Depending on the outcome of the discussion, the CVPC shall make a motion for the subcommittee with instructions to facilitate the completion of the issue analysis or project document.  

If agreement is achieved within the subcommittee, following the instructions provided by the CVPC, the Subcommittee Chair shall submit a completed issue analysis or project document following the process for “completed project”,
If agreement cannot be reached within the subcommittee, following the instructions provided by the CVPC, the Subcommittee Chair shall present the issue analysis or project document following the process for “incomplete project.”

(3) Incomplete project 

This means that an impasse has been reached by the subcommittee, or the BEP continues to note concerns.  The Subcommittee Chair shall present the issue analysis or project document, with any concerns noted, to the CVPC.  The presence of Departmental representatives or liaisons to the CVPC meeting is recommended in order to confirm their awareness of the document and to clarify any issues or concerns that they or the CVPC Delegates may have.  The CVPC and/or the BEP will make recommendations for consideration by the CVPC.

Depending on the outcome of the discussion, the CVPC shall make a motion to provide the subcommittee with further instructions, or to suspend or table the project.
Section 7: Understanding
Both the CVPC and the BEP understand this is an informal document to outline communication expectations and will be evaluated periodically for any changes or clarification to facilitate collaboration in compliance with the W& I code as well as the Bagley-Keene Open Meeting Act.
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