	Policy / Procedure:  Member Attendance
	[image: image1.jpg]SC-CHAP





	Procedure Number:  203
	

	Date Approved by SCCHAP:  6/19/2014
	

	Date of Last Revision/Review: 4/19/2014
	


Purpose:  To ensure that member attendance is accurately documented and data collected for use by SC-CHAP in grant rankings and continuum outcomes monitoring.   
Policy:  SC-CHAP uses member attendance as an indicator of participation and overall continuum performance.  Members are responsible for signing the attendance sheet at each meeting that they attend.  Attendance indicates both the individual agency’s participation and the Collaborative’s required representation.
Procedures:

1. Committee chairpersons shall prepare a sign in sheet for each meeting they conduct.
2. Committee chairpersons shall turn in meeting sign in sheets to the CoC Coordinator.
3. The Continuum of Care Coordinator shall publish an attendance report of all meetings annually.  

4. Members are responsible for reviewing the attendance reporting and requesting corrections of any errors.
5. Membership is reviewed annually

Reference:  
Policy 102

Policy 500

Policy 502
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