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Agenda Development 
The Co-Chairs shall be responsible for development of the agenda for the Full CORHA as well as its Governance Committee calls and meetings.  Agendas will be developed and distributed with the goal of providing 7 calendar days advanced notice of the items to be discussed.  Written notice of council meetings shall be provided by email at least one week in advance of the meeting. Each notice shall include an agenda for the meeting. The Co-Chairs shall be responsible for agenda development, which will be developed in consultation with CORHA staff and the Governance Committee, as well as from the previous meeting's feedback provided at earlier CORHA full council meetings.  Agendas will be developed taking into the consideration the following tasks: 
 
1. Workplans – agenda items will be added to the full Council agenda as various tasks for the Council are due to be discussed based on calendar requirements.

1. Topics identified by the Co-Chairpersons – the Co-Chairpersons shall have the authority to add items to the agenda for upcoming meetings of the CORHA, its Governance Committee or other Committees and workgroups of the Council.

1. Discussion and Action Items from Members – It is the policy of the full CORHA that, once agendas are distributed to the full CORHA, staff will notify members that there is an opportunity to suggest additional discussion or action items, and that these should be forwarded to the Co-Chairs of the full CORHA four days prior to the scheduled full CORHA meeting. The Co-Chairpersons will review any additional suggestions from members for items to be added, and will revise and issue a final agenda two days prior to the time and date of the upcoming full CORHA meeting. 
 
Officers of the Full Council 
CORHA Bylaws indicate that representatives from ASTHO and CSTE shall serve as Co-Chairs of the Council.  Each of these organizations are provided multiple seats on the Council.  As a result, ASTHO and CSTE shall separately designate whom from among their CORHA representatives shall be their designated Co-Chair of CORHA.  
 
Appointment of Members
[bookmark: _GoBack]Every effort will be made to ensure that all relevant organizations are represented in the CORHA membership.  Organizations that are relevant to CORHA's work shall be identified in discussions with the CORHA, but as provided in the bylaws, decisions to extend membership to organizations and individuals shall be made by the Governance Committee.

When a vacancy for a representative of a Member Organization occurs, staff from that Member Organization will suggest an eligible individual(s) for Governance Committee consideration. Governance Committee members will vote on whether to extend an invitation to the nominated individual. Upon an affirmative vote, the Member Organization staff will invite the approved individual to join CORHA, including the CORHA one-pager, CORHA bylaws, and CORHA strategic map with the call invitation e-mail (e-mail language below). If the individual accepts the invitation, he/she will be invited to participate in an “orientation” call with the Member Organization staff and a Governance Committee member, as appropriate.
Sample invitation e-mail language (following Governance Committee pre-approval):

I am writing to inquire about your interest in representing XOrganizationX on the Council for Outbreak Response: Healthcare-Associated Infections and Antibiotic Resistance (CORHA). The Council, which is funded by CDC and co-led by ASTHO and CSTE, was convened to improve practices and policies at the local, state and national levels for detection, investigation, control and prevention of healthcare-associated and antibiotic-resistant outbreaks across the healthcare continuum, including emerging infections and other risks with potential for healthcare transmission. The Council has established a strategic map to guide their activities and has recently launched two workgroups focused on outbreak detection and reporting and investigation and control. Organizational representatives on the Council are expected to attend two in-person meetings per year and two All-Council conference calls. If you decide to join a workgroup, there are additional conference calls for those initiatives. I have attached a one-pager that we are currently updating about the Council for your reference.

If you are interested in learning more about CORHA, you can speak with the XOrganizationX CORHA contact, XstaffX (X@X.org). Please feel free to contact her directly with any questions. 

We think that you would be an excellent addition to CORHA and look forward to hearing from you.


Sample confirmation e-mail language:

We are so pleased to hear that you will be joining us on the Council for Outbreak Response: Healthcare-Associated Infections and Antibiotic Resistance (CORHA). As mentioned in the invitation e-mail, CORHA is comprised of representatives from public health and healthcare and is co-led by CSTE and ASTHO. 

The Council has a number of upcoming events I wanted to make you aware of, including XYZ.  If you think it would be helpful to have a brief phone call to discuss the CORHA’s initiatives and history, I would be happy to schedule a time to talk.

Additionally, I’ve attached background documents that will help to orient you to the Council’s work.

We look forward to working with you.

XYZ Member Organization staff member

Meeting Frequency and Location 
CORHA, its Governance Committee, and workgroups shall meet as determined by the Governance committee.  Typically, the CORHA full council will strive to meet quarterly, in-person or by electronic means.  The Governance Committee shall strive to meet monthly.   Other committees and workgroups shall meet as specified by agreement of the Governance Committee and the workgroup or committee leadership.   
 

Attendance 
Notice shall be given to the sponsoring organization when the representative of that group or entity has been absent from three consecutive meetings. Every effort will be made to ensure that perspectives from all member organizations are represented in quarterly CORHA meetings.  To this end, the following groups will be invited to attend full council meetings, in addition to CORHA representatives:

1. Non-voting alternates – member organizations with a single CORHA representative (e.g., APIC, SHEA) will identify a non-voting alternate to participate in CORHA quarterly meetings.  Alternates should have a strong scientific background, knowledge of HAI outbreak and response, extensive knowledge of their member organization, understanding of policy and legal issues, and be dedicated to the mission and vision of CORHA.

2. Staff from member organizations – staff participation in quarterly meetings will help ensure coordination and alignment between CORHA and member organizations.  Invited staff should have an understanding of HAI outbreak and response, and familiarity with the mission and vision of CORHA.
 
Workgroup Membership
CORHA will strive to maintain the following composition for workgroups: 

1. Workgroup Lead – CORHA workgroups will be managed by a Lead.  CORHA Bylaws indicate that the Workgroups Lead should be a CORHA member organization representative.  The Governance Committee will vote to approve nominations for workgroup Lead, and as necessary, will support the Lead in recruiting representatives for other key workgroup positions.  The workgroup Lead’s position will be limited to a 12-month term.  The Workgroup Lead’s responsibilities include: 
· With support from ASTHO/CSTE staff, develop agendas for workgroup meetings.
· Facilitate discussion during workgroup calls and in-person meetings.
· Lead development of a workplan and timeline for the workgroup, as appropriate.
· Oversee workgroup progress towards key objectives.
· Determine frequency of workgroup meetings.
· Oversee addition of long-term and ad hoc members to the workgroup, as appropriate. 
· Represent workgroup in the full Council.

2. Workgroup Vice-Lead – CORHA Workgroup Leads may be supported by a Vice-lead, if the workgroup so chooses.  Workgroup Vice-Leads should be a CORHA member organization representative.  The Governance Committee will vote to approve nominations for workgroup Vice-Lead.  The Vice-Lead position should commit to a 12 month term.  After completion of that term, their position will be re-evaluated.   At the end of the workgroup lead term, the Vice-Lead may rotate into the Lead position.    The Workgroup Vice-Lead’s responsibilities include: 
· Support the Lead in guiding the workgroup towards completion of key objectives.
· Facilitate workgroup discussion if the Lead is unable to attend a meeting.
· Represent workgroup in the full Council if the Lead is unable to do so.
· Transition into the Lead positon upon completion of a 12 month term (or earlier, if the Lead is unable to complete his/her 12 month term).

3. Long-term workgroup members – long-term members will support implementation of the workgroup workplan.  The Workgroup Lead will manage recruitment of long-term workgroup members, and communicate with the Governance Committee through the process.  The Governance Committee will approve long-term workgroup members.  At a minimum, long-term workgroup members should be include representation from each CORHA member organization.  Long-term members should endeavor to commit their participation for approximately two years (or less, if the workgroup is addressing a short-term need).  workgroup members should plan to commit to participation for 24 months . re-evaluate periodically. 

4. Ad hoc workgroup members – subject matter experts may be invited to join workgroups on an ad hoc basis.  The Workgroup Lead will determine the need for time-limited subject matter expertise, and will manage recruitment and approval of ad hoc members. 

5. Staff support – ASTHO and CSTE staff will provide administrative support to the Lead and Vice-Lead, including: 
· Scheduling meetings.
· Developing meeting agendas, in consultation with the Lead.
· Note-taking.
· Coordinating invitations for new workgroup members.
Workgroups should strive to limit long-term membership (including Lead and Vice-lead) to 10 members.  

Rules of Meeting 
Robert’s Rules of Order shall govern business of the CORHA, its Governance Committee, other committees and workgroups. 
 
Minutes 
Minutes of the meetings of the full CORHA, Governance Committee, other committees and workgroups will be kept, showing the date, time and place, the members present, and the action taken at each meeting. The minutes shall show the results of each vote taken and information sufficient to indicate the vote of each member present. Staff of CORHA will be tasked with taking minutes. The Co-Chairs will review minutes before distribution with each meeting's final agenda. 

Press Inquiries
Press inquiries may be directed to CORHA@astho.org.  ASTHO and CSTE staff will alert the Co-Chairs and provide support in addressing the inquiry.  Once a permanent CORHA web address is identified, a new press inquiry mailbox will be established.  
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