Guidelines for CCIH Working Groups

1) Purpose of/rationale for establishing Working Groups 

· Working Groups provide a proactive forum for those with mutual interests to focus their energies and attention on a topic or issue in a non-political, non-partisan way and to use the synergy, energy and combined talents and experience of group members to produce effective results. 
· Working groups should advance the mission of CCIH in a practical way that serves the organization, its constituents, and the greater international health community. 
· Working group activity should produce practical outputs (tools, resources, reports, reviews, publications) and contribute to the lateral learning conducted at the annual conference.
2)  The process for forming a working group 

· CCIH will promote working groups as a way for CCIH members and friends to actively participate in advancing the mission of CCIH through activities that focus on addressing global health problems,  issues, project planning, evaluation, and problem solving.

· Those interested in being in a working group will be directed to information on the CCIH website.

· The CCIH website will provide guidelines and working group formation proposal forms.  
· Interested members will register their interest by completing and submitting the Working Group Formation Proposal Form.  The Working Group Proposal Form will list the preliminary goals of the proposed WG, contact information on the submitting individual, and recommendations for a leader and members.
· The CCIH staff, a Board representative and designated facilitator(s) will shepherd the formation of each working group as needed and submit the proposed fully-formed group to the CCIH Board for approval.
3) Group composition

· Working group members should be committed to working toward the goals, objectives and outputs that the group has identified. 
· Working groups should include members who are engaged at grass roots levels to ensure a field perspective 
· Membership during the life of a working group should be reviewed periodically; inactive members should be contacted after 6 months of inactivity to determine their commitment if they wish to continue. 
4) Group project definition
· Soon after a working group is established, members should agree to a common goal and establish a set of specific, measurable, attainable, realistic and timely objectives. 
· Working groups should consider what tools, products or outputs could most effectively move CCIH’s mission forward and would be useful to  CCIH’s members and constituency. 
· An annual work plan should be submitted  by the group leader(s) to CCIH staff or a designated Board representative. There must be a measurable output for every working group activity. 
· Quarterly reports that include outputs and activities should be submitted to the CCIH Executive Director or the Board representative.  
5) Group interactions - face-to-face, web, e-mail and how to maximize that media.
· Regular communication is key to the success of any working group. Formal and informal communication should be easy and accessible.  
· Face-to-face meetings should be encouraged to promote group cohesion, trust and effectiveness; email dialogue is excellent for reviewing documents, taking projects to the next step, conference calls help keep the group on the same page, in the absence of face-to-face meetings, there should be consistent and regular (quarterly at minimum) communication. 
· An web-based site that is easily accessible to members should be established to promote communication and access to project documents between conference calls and face-to-face meetings 
· Working group members’ professional responsibilities should be considered when making assignments, setting up conference calls and planning face-to-face meetings.
6) Mobilizing, motivating and recognizing volunteers

· Members of working groups are volunteers and need to be engaged with respect to their interests and their professional goals and recognized for contributing to the greater good through the working groups’ activities and outputs. 
·  Ideally, member assignments should be relevant to what they are currently involved with in their professions.

·  When tools and outputs created collectively are relevant and useful to a member’s interests and professional goals, often this is reward enough for their effort. However, group and individual authorship should be appropriately credited in articles, reports, tools, guides or manuals. 
· Special recognition should be afforded to individuals who have consistently contributed beyond normal expectations.  The annual CCIH Conference provides an excellent opportunity for such appreciations. 
7) Roles, responsibilities and qualities of the CCIH Working Group Facilitator
· The role of the working group facilitator is to keep members engaged in the activities of the group, to match interest with outputs, and to keep the group and projects moving forward.  

· The best facilitators guide member interests and do their best to be a translator of their interests into action rather than carrying the workload themselves. 
· A facilitator should be clear, direct and proactive in assigning responsibility, establishing deadlines and receiving assignments from working group members, at the same time respecting that members are volunteers with busy schedules. 

8) Clarifying parameters: what authority the group has, vis-a-vis the Board, CCIH staff, etc. 

· To support a working group appropriately, CCIH staff and leadership should understand working group mandates and boundaries. 
· A Board member will be assigned to each working group to provide representation, support, accountability and to ensure the flow of information to the Board. 
9)  Managing issues and problems –helps for facilitators/leaders
· Avoid control/dominance by one member 

· Follow verbal commitments with action. 
· Avoid competing interests within the group. 
