SUBJECT MATTER EXPERT COMMITTEES POLICY
Revised September 4, 2015

In accordance with Board policy, the Academy has established and maintains Subject Matter Expert (SME) standing committees for the following professional domains certified by ACVREP:

1. Low Vision Therapy (LVT)
2. Orientation and Mobility (O&M)
3. Vision Rehabilitation Therapy (VRT)
4. Assistive Technology (AT)
Section I: Responsibilities of the Subject Matter Expert Committees 

In accordance with industry standards established for certification organizations, the Subject Matter Expert (SME) committees are responsible for the following:

1. To continuously review and recommend further development of ACVREP’s respective professional standards, and certification eligibility criteria, and recertification eligibility criteria. 

2. To assist ACVREP in maintaining requirements for certification that are fair, represent appropriate rigor and serve to establish the minimum level of individual professional competency required to meet the responsibilities of professional service.

3. To assist ACVREP in developing items for the applicable certification exam based on The Academy’s respective professional standards. 

4. To assist ACVREP in the statistical analysis of the applicable certification exam. This action serves to maintain certification exams that are rigorous and appropriately measure and assess individual professional competency relative to The Academy’s professional standards. 

Section II: Composition of the SME Committees and Member Qualifications

Each SME committee will be comprised of the following:

1. Up to fourteen (14) professionals (eleven to twelve being ideal) currently certified by ACVREP within the respective professional domain (LVT, O&M,  VRT, AT).  The Board of Directors of ACVREP will determine the number of members for each SME committee and will ensure that there is demographic diversity sufficient to represent the profession.
2. Each SME committee will include, but is not limited to, the following members:

A. One (1) member who is a member of the Board and also the SME committee.  This member will participate fully in all discussions, but will be a non-voting member on the SME committee. 

B. A minimum of four (4) members who are currently providing vision rehabilitation and education services within the respective professional domain.

C. A minimum of two (2) members currently serving as a university or college faculty member responsible for training professionals in the respective professional domain. (If possible)
3. All members of each SME committee must be certified with ACVREP for a minimum of three (3) years. 

Section III: Selection of SME Committee Members

Committee members may be recruited in several ways including 
1. Outreach from existing committee members
2. Outreach from Board of Directors 
3. Announcements
Applications from interested parties will be reviewed by the SME Committee and recommended to the ACVREP Board of Directors for confirmation.
Candidates will be selected based on areas of expertise and accomplishments in the field and to provide appropriate representation on the committee of practitioners, researchers and academic professionals according to policy.
All completed applications received by ACVREP will be keep on file for a three (3) year period of time from the date of receipt, during which time the application may be reviewed and considered by the SME Committee for candidate selection upon committee vacancy. 
Section IV: Service Terms of Service for SME Committee Members

SME Committee members will serve a term of three (3) years and may be reappointed for second term.  No member shall serve more than two consecutive terms, but may be reappointed after a period of one year.

The Board reserves the right to dismiss a committee member for the following reasons:
1. Poor attendance record:

A member of the committee is subject to dismissal if the absences of that member become detrimental to committee functioning as determined by the Chair(s) in consultation with the ACVREP President.

2. Violation of ethical principles:

a. SME committee members who fail to adhere to the conflict of interest policies and disclosure forms will be terminated.

b. Conduct that violates the Code of Ethics of their discipline will result in termination from the committee.

Each SME Committee member participates by:
1. Attending all SME Committee teleconference meetings.
2. Remaining current on issues affecting the vision rehabilitation and education services field and the applicable certification area (CLVT, COMS, CVRT, CATIS).

3. Informing the ACVREP Board of Directors to support the implementation of high-quality certification programs.
Additionally, each SME Committee member will maintain the confidential nature of closed SME deliberations and decisions pertaining to ACVREP property (i.e. examination items) and to avoid acting as spokesperson for the Academy unless specifically authorized to do so. 
Section V: SME Committee Chairperson

1. On an annual basis, each SME Committee will nominate the committee Chairperson or Co-Chairpersons. Based on the nomination of each SME Committee, the Board will approve the Chairperson for each SME Committee.

2. The Chairperson(s) shall act in accordance with Board policy (“Roles and Responsibilities of Board Members, Committee Chairs, Committee Members, and Committees”) Appendix A Attached.
APPENDIX A

CONFLICT OF INTEREST POLICY

ACVREP board officers, board directors, committee chairpersons, committee members, staff, and designated representatives shall undertake full disclosure of any actual, apparent or potential conflict of interest.

NONDISCLOSURE POLICY

a. “Confidential” is defined as private or secret. The disclosure of confidential information is restricted to what is necessary, relevant, and verifiable with respect to each person’s privacy and right to self-determination.
b. ACVREP staff, board members, committee chairs, committee members, and any other individuals who do business with ACVREP and have access to confidential information will not disclose this information outside the ACVREP Board of Directors or ACVREP Committees at any time, unless required by law or unless withholding such information would endanger a certificant or the public.  

c. This may include, but is not limited to, confidential information exchanged during conversations, certificant information (e.g., addresses, phone numbers), confidential documents (e.g., exam content, exam questions), and any other information that is deemed confidential by ACVREP (e.g., “disciplinary action” correspondence).  

d. This will include, but not limited to, documents provided to board and committee members that are stamped “Confidential” or “Draft.”
ROLES AND RESPONSIBILITIES OF BOARD MEMBERS, COMMITTEE CHAIRS, COMMITTEE MEMBERS, AND COMMITTEES
a. This section contains the roles and responsibilities of ACVREP board members, committee chairs, committee members, and committees.  
b. Each board member, committee chair, and committee member must sign and date the last page of the document that lists these roles and responsibilities.  

c. By signing the document, individuals acknowledge and understand their roles and responsibilities and pledge to carry them out to the best of their ability, in accordance with ACVREP’s policies and procedures, when conducting business on behalf of ACVREP. 

Members of the ACVREP Board of Directors and its various Committees shall not claim to represent ACVREP when making personal statements about ACVREP business. Such statements should be made with the disclaimer that while the individual is affiliated with ACVREP, the statement only reflects the views, opinions, and understanding of the individual and do not necessarily represent those of ACVREP.

COMMITTEE CHAIRS
a. Schedule and run all committee meetings.  

b. Prepare meeting agendas and take (or delegate the taking of) minutes of each meeting.  

c. Send/email all copies of agendas and minutes to the ACVREP office so there is a record on file.

d. Invite ACVREP’s President to all meetings so she can provide information and assistance.  If the committee’s business is conducted via email, please copy the President on all email messages.

e. Promptly respond (within three “work” days) to requests for information from ACVREP staff, unless additional time is requested. 

f. Discuss and disclose any potential conflict of interest you might have in conducting ACVREP business with your committee members and request that they do the same.

g. Ensure that all appeals brought to your attention will be handled according to current ACVREP policies and procedures.

h. You will not disclose confidential ACVREP information to the public regarding sensitive conversations or documents.

i. Only recommendations passed by a majority of the full committee should be sent to the Board of Directors for a vote.

j. For any recommendation/action to be considered by the ACVREP Board of Directors, committee reports must be submitted at least two weeks prior to any ACVREP Board meeting unless another timeline has been agreed to in advance.

k. If your committee wants ACVREP’s Board of Directors to approve a recommendation or take action on an issue prepare a written document as follows :

i. State what the item, issue or recommendation is.

ii. Include a brief summary of the committee’s discussion, including the reason for the action required.

iii. Provide work plans and a budget as appropriate. 

COMMITTEE MEMBERS

a. Attend all committee meetings.  Contact committee chair and President at least one day in advance if you are unable to attend a meeting.

b. Read all materials pertaining to the committee meetings in advance and be prepared to discuss the agenda items.

c. Promptly respond (within three “work” days) to requests for information from ACVREP staff, unless additional time is requested.

d. Follow through on any commitments you make to the committee or office staff.

e. Discuss/market ACVREP every time you have an opportunity to do so.  Ensure that you have ACVREP materials/documents (e.g., brochures) on hand at all times.

f. Solicit and provide feedback (positive or negative) to ACVREP staff regarding how ACVREP is perceived in the community, ACVREP activities, etc.

g. Keep current on local, state, and national certification issues, trends, etc. that affect your committee and/or our three certification programs.

h. Please advise the Chairperson of your committee of individuals whom you feel would be good committee and/or ACVREP board members.

i. Discuss and disclose any potential conflict of interest you might have in conducting ACVREP business with your fellow committee members.

j. Ensure that all appeals brought to your attention will be handled according to current ACVREP policies and procedures.  By a majority vote of the committee, render a decision regarding any appeals sent to your specific committee.

k. You will not disclose confidential ACVREP information to the public regarding sensitive conversations or documents.

l. Sitting on an ACVREP committee is a responsibility to our profession.  Committees guide the actions of and directions taken by the ACVREP Board of Directors.  Each and every committee member is important to its success and has a significant role to play in its operation.  Committee members must be willing to fully participate in committee meetings (teleconference calls) and to actively meet the expectations and responsibilities set forth by the Committee Chair.  If, for any reason, you are not able to meet the expectations of a committee member, please excuse yourself from serving on that committee.  
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