TERMS OF REFERENCE
Canadian Vaccine Catalogue (CVC) Working Group
 
	Version 2

	MANDATE:
 
The purpose of the WG is to convene and discuss CVC priorities, issues with the content or technology as well as request and new features for the product roadmap, as well as to provide business requirements for public health data and terminology, as needed, for updates and maintenance of the Canadian Vaccine Catalogue in support of Public Health interoperability/digital health record projects. 
 
Scope: 

The CVC is the comprehensive, standards-based resource for vaccine terminology and vaccine product information in Canada.  
 
Activities:
 
· CVC Working Group members submit agenda items for new immunization data and terminology issues that may benefit from inclusion in the CVC. This includes submissions for a Request for Change (RFC).
· Members provide on-going input on updates and changes to the existing pan-Canadian Immunization and Communicable Disease terminology content, to support monthly publication of updates of the CVC.
· Members may recommend a new Working Group or Advisory Group be struck to address a particular system requirement, new terminology content or project priority.
 


 
	STRUCTURE AND MEMBERSHIP:
 
Structure: CANImmunize will be responsible to chair the working group meetings and will also provide secretariat support for the meetings.
· Co-chairs: Cameron Bell, Taylor Rubens-Augustson	Comment by Taylor Rubens-Augustson: Feedback from Infoway: Include a jurisdictional rep?
· The co-chairs are responsible for:
· Facilitating agreement amongst members on direction in order to broaden stakeholder collaboration;
· Working with the Secretariat to plan, organize and carry out meetings;
· Chairing the meeting, including making opening and closing remarks that provide an overview of the agenda and meeting objectives
· Introducing, welcoming and thanking individual speakers, guests and other external presenters.
· Secreteriat: Taylor Rubens-Augustson
· The secretariat is responsible for:
· Circulating agenda and meeting materials prior to the engagement;
· Preparing minutes from each meeting which will be circulated to members
· Monitoring action items.
 
Membership: CVC Working Group membership is open to any interested participants, including jurisdictions across Canada, technology vendors, and immunization system implementers. Membership is voluntary.	Comment by Taylor Rubens-Augustson: Feedback from Infoway: Is there a minimum number of participants or type of participant group required? Is there a quorum needed for anything? Is there a term of membership? Membership is volunteer, not paid?


	DUTIES AND RESPONSIBILITIES OF THE GROUP MEMBERS:
 
1. 	Participate and engage fully in meetings the member attends.
2. 	If a member submits a Request for Change (RFC) for existing Public Health content, submitters may be asked to provide a presentation with the background and rationale for the proposed changes/ requests.
3. 	Complete tasks as assigned by the deadlines as determined at the meetings.
4. 	Provide in-kind contributions of their time.
5. 	Liaise with members of their organization and share CVC Working Group recommendations to ensure there is alignment / adoption of recommendations.



 
	MEETINGS AND COMMUNICATION:

1. 	Monthly teleconference/Zoom meetings will be held.
2. 	Meetings will usually be 60 minutes in length. Depending on the volume of content to review, a second call or follow up e-mail communications may be required for resolution.
3. 	CVC Working Group documents (meeting agenda, minutes, supporting materials, etc.) will be provided to members via e-mail, and on Infoway's InfoCentral Public Health Surveillance Community forum (https://infocentral.infoway-inforoute.ca/en/collaboration/communities-2/public-health-surveillance). Access to the forum is free and publicly available, though members are required to register for a user id to access content.
4.    Agenda items from the working group may be submitted to the CVC team via email to cvc@canimmunize.ca.
5. 	Members are expected to review/prepare for the discussion prior to the meeting in order to reach resolution, when possible, during the meeting.	Comment by Taylor Rubens-Augustson: Feedback from Infoway: If a member cannot attend, can they identify someone to attend in their place?
6. 	When implementers’ timelines require RFC content to be reviewed and/or updated between scheduled meetings, forum postings and email communications will be used to solicit input and feedback from members.
 

	DECISION MAKING:
Decisions of the CVC Working Group will be made by consensus. If no consensus is reached, CANImmunize reserves the right to proceed with one of the proposed solutions, or a denovo solution, at their discretion. Types of decisions may include, but are not limited to:	Comment by Taylor Rubens-Augustson: Other types of decisions?
· Incorporation of new content
· Edits to existing content
· Fixes/updates
· Assessment of criticality of issues
  


 
 

