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CORHA Workgroup to Website Publication Process Guidance
Approved by the CORHA (Date) Governance Committee on August 1, 2018

Background
This guidance describes the process by which CORHA-developed products advance from the workgroups to the publicationCORHA website. This process aims to: standardize the workflow process for CORHA member organization support staff; establish Governance Committee (GC) and Council review priorities; prepare workgroup leads and SMEs for product presentations and; and allow for cohesive product branding. Of note, CORHA products are not co-branded with our member organizations. As such, we expect member organizations will assist their representatives in applying an appropriate level of product vetting and approval, as described in Appendix A.

Workgroup to Website Publication Processes
The workgroup to  websitepublication process consists of three phases:

I. PHASE I (Workgroup Packet Preparation)
Upon the completion of the workgroup product, Michael and StevenCORHA member organization workgroup co-chairs  will:
a. Finalize the workgroup content and copy via email. For the roles and expectations of CORHA workgroup members during product review periods, please refer to Appendix A.	Comment by Puja Shah: Copy via email 
b. Compile all accompanying and supplemental materials/resources into one packet, please  (refer to Appendix B for CORHA workgroup packet requirements.).
c. Send the product packet to Martha, copying Kate, Bonnie,CORHA member organization support staff including, ASTHO staff and coordinators, CSTE staff, CORHA communication leads,  and the workgroup Coco-Chairschairs.

II. PHASE II (CDC and Governance Committee Review)
Upon receipt of the workgroup packet, CORHA member organization support staffMartha will: 
a. Send the packet to the Governance Committee for review and discussion via conference call or email
b. 
i. The purpose of this GC review is for leadership awareness.
ii.  In the event that GC members have pertinent commentscomments  that need to be addressed, Martha CORHA member organization support staff will submit those comments to the workgroup co-chairsCo-Chairs and coordinators to address.
c. During this review period, CDC Governance Committee representative (Joe) will pursue informal scientific review from CDC.
	Comment by Monica Schroeder: Should the open 2 review period be defined, to allow for member orgs to plan their internal review accordingly? (E.g., The open review period will be 4 weeks).
III. [bookmark: _Hlk508802189]PHASE III (CORHA Voting Member Review and Vote)
Upon Governance Committee review of the workgroup packet, Martha, CORHA member organization support staff will: 
a. Voting Member Review 
i. Send the packet to CORHA voting members for review; open review period is suggested to be between two to six weeks, based on product demands..	Comment by Puja Shah: Would it be beneficial to split this section up into A. member review B. Voting and then have these as sub bullets underneath. 

It becomes unclear as these alphabetical bullets jump from review, case explanation, voting, case explanation, then back to voting 
ii. 
iii. Following the call, the final packet, including voting instructions, will be sent to CORHA voting members, officially marking the beginning of the open review period. For the roles and expectations of CORHA voting members during open review periods, please refer to Appendix A.
iv.  If an All-CORHA call is scheduled within the next four weeks, the workgroup Co-Chairs will be expected to present the product on that call (refer to Appendix C for a guide on CORHA Council presentations). 	Comment by Puja Shah: So does that indicate review period is 4 weeks?
v.  If there is not an all-CORHA call on the calendar within the next four weeks, CORHA voting members will be expected to send their comments or feedback via email during the open review period, which will be specified in the email. Please refer to Appendix D for more information on open and review periods.

b. VotingFollowing the call, the final packet, including voting instructions, will be sent to CORHA voting members, officially marking the beginning of the open review period. For the roles and expectations of CORHA voting members during open review periods, please refer to Appendix A. 	Comment by Puja Shah: Just for clarification, voting is done within the open review period, not separate from it?
c. If there is not an all-CORHA call on the calendar within the next four weeks, CORHA voting members will be expected to send their comments or feedback via email during the open review period, which will be specified in the email. Please refer to Appendix D for more information on open and review periods.
d. 
i. Upon the closing of the review period, voting results will be generated via a Qualtrics report. A product is considered approved by a simple majority vote. 	Comment by Puja Shah: How long is an review period? Is it standardized or case by case based on product?

how long is 2 voting period? Is it separate from the open period or within the open period?

ii. 
1. If a product is not approved by a simple majority vote, it will be sent back to the workgroup where additional comments may be accepted or rejected, then proceed to the GC.
2. If quorum is not met, a product will be sent for a second vote.
e. Approved products will be branded and posted to the CORHA website. 

Use of Disclaimers: Because CORHA products are not co-branded by its member organizations, product pages will feature a disclaimer indicating that the positions and views expressed in this guidance do not necessarily represent the official positions of CORHA’s member organizations.


APPENDIX A
[bookmark: _Hlk518654316]Roles and expectations of CORHA workgroup and voting members during workgroup review periods:
CORHA workgroup members are encouraged to review and provide feedback on workgroup products during the development process. Comments are expected to build on the contributions of the workgroup, advance the work developed and aim to achieve consensus. Ultimately, the aim of product reviews is to ensure that recommendations align with CORHA’s mission and are consistent with current science. A workgroup consensus is achieved when a majority of workgroup members agree on the final product, or when the workgroup Co-Chairs and CDC SMEs determine the product draft is final and ready for advancement.

Per the CORHA bylaws, voting members representing CORHA membership organizations listed below are expected to review CORHA products during the open review period and submit their votes. Voting members are considered representatives of their respective organizations and are responsible for reviewing products to help the Council avoid discordance with their organizations’ official guidance and policies. During the open review period, voting members may consult with their organizations or subject-matter experts within their networks to help guide their feedback and vote as a CORHA member. Partner organizational representatives or organizational staff involved in CORHA will be expected to support their organizations’ voting members in updating their organizations on CORHA products, obtaining the appropriate internal approvals, tracking the status of their voting members’ reviews, and communicating updates to CORHA member organization support staff.

[bookmark: _GoBack]Voting Members (as of date): 1 vote assigned per voting member. *
	ASTHO:
	3 Voting Members                                                Gerd Clabaugh, Kris Ehresmann, Joe Miner

	CSTE:
	3 Voting Members: 
Wendy Bamberg, Erin Epson, Marion Kainer

	CDC:
	2 Voting Members: 
Joe Perz, Elizabeth Mothershed

	NACCHO:
	2 Voting Members: 
Dawn Terashita, Hilary Hanson

	APIC:
	1 Voting Member: 
Linda Greene

	APHL:
	1 Voting Member: 
Jafar Razeq

	SHEA:
	1 Voting Member: 
Waleed Javaid


*CORHA member organization support staff may serve as a designee on behalf of Council voting members to submit official Council votes, in the event the Council member(s) are unable to.

APPENDIX B
All CORHA product packets should include the following:
1. An editable  Microsoft Word copy of the final watermarked draft, exclusive of markups or comments, and formatted in 14-point headings in Calibri font, and 11-point body text in Calibri font.
2. The official title of the document.
3. Background information
4. All current/active links to supplemental resources and materials. 
5. A current roster of all active workgroup members and subject-matter experts that participated in the product development process (acknowledgements)..
6. References 

APPENDIX C
CORHA product presentations by CORHA workgroup Co-Chairs or SMEs should include the following:
1. A brief overview of the product (purpose, content, etcetc.).
2. The rationale behind the product development process (justifications, frameworks used, important research referenced, conclusions reached, etcetc.). 
3. References cited in the product and supplemental resources that will be linked to the product at the bottom of the CORHA product webpage.
4. Acknowledgement of workgroup Co-Chairs, members, and SMEs.
5. Time for questions and discussion. 

Appendix D
Open and Closed Product Review Periods
Open review periods are designated timeframes during which CORHA voting members can review and submit comments on CORHA products before casting their votes. Open review time periods will be specified by CORHA  member organization support staff during communication with CORHA voting members. 

Submitted comments with minor edits will be reviewed and/or by work group co-chairs. Substantial revisions will require a second review and voting period on the revised document

Review periods are considered closed when the product voting link is deactivated, and the product progresses to the next step in the approval process. Comments or feedback submitted after the review period is closed will be accepted for future consideration. 	Comment by Monica Schroeder: Should we address what happens when edits are requested during open review period?  ‘comments considered ‘friendly edits’ by (GC?) will be reviewed by WG chairs and approved for inclusion; substantial edits or requested revisions will require a re-vote”  needs more wordsmithing.. but for consideration/discussion

Appendix E
Posted Products: Feedback and Refinement
All posted CORHA-developed products will feature a feedback mechanism whereby users will have the option of submitting feedback and suggestions through the website (e.g., an email link appearing on the page that hosts the product). 

CORHA will strive to review comments on a regular basis (e.g., quarterly). In general, products will be reviewed at least bi-annually. If it is deemed necessary to revise the product in response to comments, feedback, or new information, workgroup co-chairs will consult with the CORHA Governance Committee to determine the approval process, which may be expedited (i.e., not requiring full council vote) for minor updates.

In the event that a CORHA product addresses an issue or topic that is particularly novel or for which evidence and expert opinion are evolving, the product may be designated as “Interim Guidance” or an equivalent term. The decision to introduce this qualifier will typically be made by workgroup chairs in consultation with the CORHA Governance Committee. 
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