SAN DIEGO PREVENTION RESEARCH CENTER 

COMMUNITY ENGAGEMENT COMMITTEE GUIDELINES
MISSION STATEMENT 

The mission of the Community Engagement Committee (CEC) of the San Diego Prevention Research Center (SDPRC) is to work to promote healthy lifestyles and healthy communities in San Diego’s South Bay, particularly among Latinos.  
	Guiding Principles of the San Diego Prevention Research Center

	
	

	
	

	Collaboration and Participation
	Collaborate with organizations, groups and individuals committed to serving the Latino community using participatory methods.

	Capacity building and Empowerment
	Work to develop the skills and knowledge base of individuals and community organizations serving San Diego South Bay and be a catalyst for the promotion of individual and community health.

	Community driven


	Seek out and be responsive to community identified needs in all phases of research, including evaluation and intervention.

	Rigorous, Useful, and Interdisciplinary
	Conduct rigorous and useful research that involves individuals with different areas of expertise.

	Sustainable & Disseminable
	Develop programs that are sustainable and that can be disseminated. 

	Reduce Health Disparities
	Implement health promotion research efforts that address population differences in the presence of disease and health outcomes.



	Resource Sharing
	Make resources go further through strategic partnerships.


Community-Based Public Health Research Principles
In consultation with the National Community Committee, the CEC adopts the following PRC Program Office definition of Community Based Participatory Research (CBPR): A joint effort involving researchers and community representatives in all phases of the research process. The joint effort engages community members, employs local knowledge in the understanding of health problems and the design of interventions, and invests community members in the processes and products of research.  In addition, the collaborative is invested in the dissemination and use of research findings to improve community health and reduce health disparities. [PRC Program, 2007]  

In its focus on the Latino community, the SDPRC CEC’s CBPR approach involves the pursuit of: active participation from a strong network of people and organizations that share a common vision of improving the lives of Latinos by enhancing the capacity of professionals, students, and community members to promote physical activity, health, and well-being in the Latino population.

The CEC follows the following CBPR principles:

1.  Community-based research projects need to be consistent with the overall objectives of the San Diego Prevention Research Center.  These objectives include an emphasis on the local relevance of public health problems and an examination of the social, economic, and cultural conditions that influence health status and the ways in which these affect life-style, behavior, and community decision-making.


2.  The purpose of community-based research projects is to enhance knowledge and promote change in ways that benefit the community.


3.  Community-based research projects are designed in ways that enhance the capacity and skills of the community-based organizations and study participants involved.  


4.  Representatives of community-based organizations, public health agencies, and educational institutions are involved as appropriate in all major phases of the research process, e.g., defining the problem, gathering data, using the results, sharing and disseminating the results.



5.  Community-based research is conducted in a way that strengthens collaborations among community-based organizations, public health agencies, and educational institutions.



6.  Community-based research projects produce and disseminate the findings to community members in clear language respectful to the community and in ways which will be useful for community action.



7.  Community-based research projects are conducted according to the norms of partnership: mutual respect; recognition of the knowledge, expertise, and resource capacities of the partici​pants in the process; and open communication.


8.  Community-based research projects follow the policies set forth by the sponsoring organization regarding ownership of the data and output of the research.

9.  Community-based research projects adhere to the human subjects review process standards and procedures as set forth by the sponsoring organization; for example, for San Diego State University; the University of California, San Diego; and San Ysidro Health Center are found in the Report of the national commission for the Protection of Human Subjects of Biomedical and Behavioral Research, entitled "Ethical Principles and Guidelines for the Protection of Human Subjects of Research" (the "Belmont Report").

Adapted from Schulz, A. J., Israel, B. A., Selig, S. M., Bayer, I. S., & Griffin, C. B. (1998). Development and implementation of principles for community-based research in public health. In R. H. MacNair (Ed.), Research Strategies for Community Practice (pp. 83-110). New York: Haworth Press.  

COMMUNITY ENGAGEMENT COMMITTEE RESPONSIBILITIES
1. Identifying community needs and concerns;
2. Setting research priorities for the SDPRC’s work in the community and providing input as needed on design, implementation, evaluation, and dissemination of SDPRC research projects, programs, and activities, including the annual conference, website, and academic manuscripts (SDPRC Data Access Protocol attached);
3. Identifying important local, state, and national networking opportunities which foster collaboration among partners in meeting SDPRC goals;
4. Assisting with community and public relations to promote support and involvement in community-based research, including the specific research, programs, and activities carried out by the SDPRC;

5. Endorsing, supporting, and helping to identify resources to implement and sustain SDPRC research projects as well as programs and activities of CEC member organizations;

6. Assisting in planning and implementing activities to educate community leaders and health professionals about the methods, strengths and potential of community-based research; 
7. Attending monthly CEC meetings and serving on subcommittees as needed; 
8. Assisting in recruiting and mentoring new CEC members; and
9.   
Reviewing SDRPC Data Access Request Forms submitted by faculty, students, community organizations, and others to gain access to data generated by SDPRC research projects for analysis and dissemination purposes.

MEMBERSHIP EXPECTATIONS

CEC members are expected to:

· RSVP to CEC meeting announcements;
· Attend monthly CEC meetings or appoint and send a consistent alternate representative, if possible, when unable to attend;
· Participate in other meetings as needed (for example, meeting with CDC representatives);
· Serve a two-year term that is renewable from the time they start; and
· Fulfill CEC responsibilities #1-9 (above).

COMMUNITY ENGAGEMENT COMMITTEE STRUCTURE

The CEC will seek to have representation from San Diego’s South Bay region at the local, county, and state level.
CEC composition may include but is not limited to membership from the following categories:

· Churches

· Community based organizations
· Economic development 
· Elected officials

· Health Care 
· Parks and Recreation

· Public health departments (county and state)

· Schools and School Districts
· University and Community College
Presently, the SDPRC CEC chooses to maintain a nonhierarchical structure, which fits best with the local and cultural context of San Diego’s South Bay.  The CEC will revisit annually if appointing a chair and chair-elect is necessary.  The CEC currently has two permanent subcommittee: Academia Fit’s Fitness Council and the SDPRC Research Core Site Coordinator’s Subcommittee.  Temporary and permanent subcommittees will be formed on an as-needed basis.  The addition of permanent subcommittees will be considered annually.
COMMUNITY ENGAGEMENT COMMITTEE OPERATING PROCEDURES

1. The CEC members will approve a meeting schedule that meets the needs of its members and review as needed.

2. CEC members will review mission, roles, membership, and guidelines of the CEC on an annual basis.

3. The SDPRC Administrative Assistant will take notes, which will be edited by the SDPRC Co-Community Liaison.  All efforts will be made to distribute the minutes by the SYHC Co-Community Liaison one week after the CEC meeting for review by members, or, at least prior to the following CEC meeting.  The minutes will be amended and approved at the outset of each CEC meeting.

4. The Co-Community Liaisons will draft the CEC meeting agenda and will forward it to CEC members one week in advance of CEC meetings for review and to request additions.
5. All CEC members requiring review of materials by the CEC will make an effort to forward documents via email and/or mail one week prior to the CEC meetings for review.

6. Members who have not attended at least half of the meetings will be contacted by the Co-Community Liaisons, the SDPRC Managing Director, or an appointed CEC member to determine what about the CEC is not working for them, including their availability, level of interest and commitment.  Feedback will be shared with the CEC and serve as input to refining guidelines.
7. CEC members will select two National Community Committee (NCC) representatives (one will serve as an Alternate) to share responsibilities – in conjunction with the Co-Community Liaisons -- involved in participating in NCC activities (annual meetings and monthly conference calls).  
8. CEC Co-Community Liaisons will recruit new CEC members after potential members are approved by the CEC.  CEC members will make the first contact with potential CEC members as appropriate.  The SDRPC Co-Community Liaison will give new CEC members an orientation, with the assistance of the CEC Community Liaison assistant.
COMMUNITY ENGAGEMENT COMMITTEE PROJECT APPROVAL
 The following describes the process and criteria for making decisions about projects in San Diego’s South Bay region seeking involvement, affiliation, and/or letters of support from the SDPRC and the CEC.  The criteria were adapted from those established by the MI PRC (with much appreciate for sharing its guidelines), primarily in anticipation of the SDPRC’s future growth.   
CORE PROJECT

Core projects are developed with input and consent from the CEC.  Any organization involved in the CEC may take the lead in their development and implementation.  The SDPRC currently has one core project, Familias Sanas y Activas.  
Core Projects:

· Involve multiple SDPRC partners.
· Reflect the SDPRC’s priorities.
· Employ Community-Based Research Principles.
· Seek to be sustainable, translatable, and disseminable.
· Have measurable outcome goals (behavior change, organizational change, attitudinal change).
· Demonstrate a connection with related health efforts in San Diego’s South Bay.
· Are consistent with the capacity of the SDPRC partners to achieve a successful result.
AFFILIATED PROJECTS

Affiliated projects involve one or more organization on the CEC.  The CEC approves affiliated projects and may request periodic reports on their progress, but the CEC, as an entity, is not directly involved in their implementation.  Such projects also include those in which technical assistance in evaluation is requested from SDRPC staff.  An example of an affiliated project is San Ysidro Health Center’s physical activity promotion project for overweight and obese children funded by the CDC PRC’s SIP13.
Affiliated projects:

· May be initiated externally or by any SDPRC partner.
· Involve at least one SDPRC partner.
· Demonstrate a connection with related health efforts in San Diego’s South Bay.
· Advance the mission of the SDPRC.
PROJECTS REQUESTING LETTERS OF SUPPORT

Letters of support for projects may be requested by CEC member organizations or organizations external to the SDPRC.  The CEC will review all requests for letters of support.  

Projects requesting letters of support:

· Do not require direct SDPRC involvement. 

· Demonstrate a connection with related health efforts in San Diego’s South Bay region.
· Advance the SDPRC’s mission.
· Must submit the request at least one week prior to CEC meeting.
COMMUNITY ENGAGEMENT COMMITTEE PROJECT OVERSIGHT

The following describes the process followed by the CEC to oversee core and affiliated projects.  These projects include:  

1) those funded directly through the PRC, and 

2) those funded externally to the PRC.
PROJECTS FUNDED THROUGH THE PRC

1. Project Investigators or staff will provide a progress report every six months.  Time will be provided on the agenda for questions and discussion.  

2. Project Investigators will make annual presentations to the CEC.  The CEC may request interim presentations if indicated.

3. In the event the CEC determines a project is not fulfilling approval criteria, or is encountering problems that seriously threaten its success, the CEC may request to meet with Project Investigators to discuss the problem and develop a plan to resolve it.

4. SDPRC staff will assist the CEC as needed in collecting information about projects and following-up on recommendations.

5. If a project continues to be unable to fulfill approval criteria, following intervention by the CEC, the CEC may request the involvement of SDPRC Directors.
EXTERNALLY-FUNDED PROJECTS 

1. Project Investigators or staff will provide a progress report every six months.  Time will be provided on the agenda for questions and discussion.  

2. Project Investigators will make annual presentations to the CEC.  The CEC may request interim presentations if indicated.

3. The CEC will act in an advisory capacity to projects as requested by Investigators.

4. SDPRC staff will assist the CEC as needed in collecting information about projects and following-up on recommendations.

5. In the event that the CEC determines that a project is not fulfilling approval criteria, the CEC may request to meet with project investigators to discuss the problem and develop a plan to resolve it.

6. If the project continues to fail to meet approval criteria, the CEC may decide to formally withdraw its approval and disassociate the project from the SDPRC.
SDPRC DATA ACCESS GUIDELINES
Members of the SDPRC have an opportunity and responsibility to share our intervention experiences and results with others.  This sharing process can take many forms – presentations in informal and professional settings, communicating with the media, and preparation of reports and manuscripts.  For the purpose of this document, we use the term “publication” to refer to any and all forms of dissemination.

ROLE OF LEAD AUTHOR
· Identification of a lead author is based on the person’s interest, willingness to do the work, and time available to complete the activity 

· Presents brief updates to the CEC & Executive Committee on approved data request proposals

· Forwards the final draft of the publication to the Research Core for review

CRITERIA FOR AUTHORSHIP
These guidelines are a product of the Research Core efforts to identify a broader set of “contributors” in dissemination activities.

Invitations to participate as an author for a publication should include individuals whose original ideas were critical to the implementation of the related project component or who are well-suited to offer suggestions for documenting the related project experience.

Involvement in the SDPRC does not constitute in automatic authorship.  All authors must make substantial contributions such as:

1. Conception and design, or analysis and interpretation of the data

2. Drafting the presentation or article, or reviewing it critically for important content

Individuals who may have less experience writing for publication or presenting at formal conferences will qualify as authors if, either individually with the lead author or with the entire writing group, they:

1. are involved with concept discussions about the work or interpretation of findings; 

2. review and make comments on at least one draft of the presentation or paper; and

3. review the final version and give approval. 

Authorship will be modified if necessary pre-publication to reflect actual work contributed.

AUTHORSHIP ORDER
In most cases, the lead author will become the first author.  However, the SDPRC Executive Committee can modify authorship order if the responsibility and workload changes from the inception of the report. The first author is ultimately accountable for any information presented in a publication, and will propose the author list and order to the Executive Committee for discussion and approval based on contributions to the final product.

ACKNOWLEDGMENTS
For some publications, it is appropriate to acknowledge those individuals, coalitions or agencies that were key to the development of the project versus the publication specifically.  All publications should acknowledge the Centers for Disease Control and Prevention. Specific wording will be provided by the Deputy Director.

DATA ACCESS APPROVAL PROCESS
1. Topic is proposed by any member of the SDPRC.

2. Data Access Request Form submitted to Research Core

3. Data Access Request Form is reviewed by committee

4. Action made on the request

a. Types of Actions

i. Approved

1. Research Core will contact investigator

2. Lead author is responsible for contacting all persons expressing an interest and establishing a formal working group

3. Meetings are set up according to timeline

4. List and order of authors is established

ii. Approved with modifications requested

1. Identify additional co-authors

2. Suggest changes to the topic

3. Revise timeline

iii. Not Approved: Summary of decision and recommendations for improving proposal (limit 1 page)

5. Documentation of IRB approval from the lead author’s institution is required before dataset released.

6. Final drafts of publications must be submitted to the Research Core for review within six months of receiving the data.

7. If the author does not complete the activities within the time proposed, the Executive Committee will determine appropriate next steps, including designating a different lead author.

PUBLICATION PROPOSAL APPROVAL TIMELINE
	
	Research Core
	Advisory Council
	Total

	Abstracts
	1 week
	1 week
	2 weeks

	Posters
	1 week
	1 week
	2 weeks

	Presentations
	2 weeks
	2 weeks
	4 weeks

	Articles
	3 weeks
	2 weeks
	5 weeks

	Books
	4 weeks
	3 weeks
	7 weeks

	Other

	2 weeks
	2 weeks
	4 weeks


FAST TRACK APPROVAL PROCESS
1. Lead author will send completed form to designated Research Core staff and follow-up via telephone

2. Members of the Executive Committee will review the request and take action

3. Research Core will inform lead author of the decision

4. IRB is still required for fast track approval

SPECIAL PROTOCOL FOR STUDENTS USING SDPRC DATA
The current protocol provides some general guidelines for the use of San Diego Prevention Research Center (SDPRC) data.  Establishing guidelines will help prevent students from duplicating research pursuits using the SDPRC data.

1. Feasibility of thesis proposal.  Students under the mentorship of any SDPRC investigator interested in using SDPRC data sets for their thesis are encouraged to discuss their thesis idea(s) with their advisor. Students who are not working with any SDPRC investigators and are interested in using SDPRC data sets should first approach Dr. Elder or Dr. Ayala to assess the feasibility of conducting their thesis involving SDPRC data.

2. Originality of thesis proposal.  Students should discuss with Lisa whether the question(s) of interest and related variables within the SDPRC data set are being or have been examined by other students or faculty.  Lisa will check with the SDPRC paper list and requests from other investigators to verify that the student’s ideas do not overlap with others’ research pursuits.

3. Brief thesis proposal.  Once the student’s ideas are considered feasible, Lisa will ask the student to complete a Data Access Request form. Students are encouraged to review the Graduate School of Public Health’s Thesis Guide for more general guidelines on how to complete the thesis.

4. Approval of thesis proposal. Before submitting the completed form to the SDPRC Research Core, students must obtain approval signatures from thesis advisor and an SDPRC investigator on the Data Access Request form.  Students will provide Lisa the signed data request form.

5. Presentation of thesis proposal to the SDPRC investigators and staff.  Students will be asked to present their thesis idea during a SDPRC investigator/staff meeting, as well as provide periodic updates of their thesis progress during the staff meetings.

6. Documentation of IRB approval for the proposed thesis is required before a dataset is released to the student.

2009 (to be reviewed and updated annually)
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