Opening the Meeting

· A quorum of 2/3 of the voting  members are required.
· All IDC members [including Commanders and Family Advocacy Officers (FAOs)] must be certified (have proof of training in IDC and the new maltreatment definitions) prior to participation.
· The chairperson opens each meeting with a confidentiality reminder.

The IDC Process

· The Commander or FAO, along with Sergeant Major, enter the room and sit toward the opposite end of the table from the Chairperson.  The chairperson will ensure that the Commander or FAO have been introduced to members of the IDC, prior to the beginning of the case discussion.

· The Family Advocacy Program Manager (FAPM) reads the type of maltreatment and identifies the alleged victim and alleged offender, while the Family Advocacy Program Assistant starts the automated decision tree.

· The Chairperson asks the Commander or FAO to provide information on what he/she knows about the incident and the impact of the incident
· The Commander/FAO is followed by law enforcement reports, NCIS, and SJA regarding the details of the incident/allegation.  The FAPM then adds any additional, or different, information regarding the incident collected during the FAP assessment.

· The Chairperson directs the IDC members’ attention to the automated decision tree and asks for deliberation of the first criterion to begin.

Read and discuss the criteria as written. 

· The definitions were field-tested for several years, with the wording fine-tuned to minimize decision errors and maximize clarity. 

· Even small substitutions of words can have a detrimental impact on decision making (e.g., “non-accidental” vs. “intentional” or “protection of self” vs. “self defense”)

· Typically, it maximizes clarity and efficiency to have information presented only when it is about to be considered. That is, commission of acts is the first criterion considered, therefore, the discussion should focus strictly on what happened in the incident; information about the impact of those acts should be discussed when the impact criteria are subsequently considered.
Chair’s Role

Special Role and Responsibilities

Attendance and Voting

· Chairperson should set expectation that members will attend each CRB or send the trained alternate. 

· Chairperson ensures that each CRB member (except OSI) offers a vote. In rare cases of conflict of interest, the chair may excuse a member from voting on a particular case.


Deliberations
· Chairperson should maintain a “poker face” and refrain from voting until other votes are cast, so as to avoid appearance or possibility of command influence over CRB members’ votes. 

· The chairperson will make every effort to control any member’s attempt to pressure members toward a particular outcome/determination.

· Chairperson ensures that CRB members participate in factual discussions regarding information from credible sources. Salacious or prejudicial information should be ruled out of order.

· The focus of board deliberations should be on the alleged incident. Past behavior is admissible only in the following situations:

· Witnesses’ reports diverge, thus requiring that the credibility of each reporter be weighed; or

· Making determinations about an incident’s “potential for emotional harm.” If an incident is part of a pattern, it may carry more potential for harm.

· Chairperson must make sure that decisions are based on evidence and not on concern about the future career of an Air Force member.  The determination of cases rarely has any impact on the professional life of AD members.
· The committee must vote on criterion A (regardless of if there is or is not an impact), and if the committee votes YES on criterion A (an act occurred), the committee must vote on criterion B.    
· Chairperson should remain conscious of the amount of time spent in discussions, directing and moving members to focus on the specific question/criterion at hand. Normally 10 minutes per family is allotted.

· Deliberations should be characterized by a mutually respectful exchange of information and ideas. It is the chairperson’s responsibility to establish an environment in which members feel comfortable expressing opposing views/opinions in an effort to arrive at a determination.

· Chairperson should note if there is not enough information on a case to make a credible determination. Such cases should be deferred until the next meeting to allow further information gathering.  The CRB should be able to answer the Who, What, When, Where and How of the case to make a decision based on a preponderance of the evidence.

Note:  This page can be used in the Chair’s Cheat-Sheet. Also in IDC committee member trainings.
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