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To provide defined objectives and to allow for adequate meeting facilities complete the
following:

A. Clarify the purpose of the meeting;

B. Check with the member/responsible person as to how many people they will have in
attendance so adequate space will be provided and clarify with the family the names
and titles of those attending from the Division; and,

C. Schedule space appropriate for the number of people in attendance.

Tape Recording Meetings

Unless there are either pending grievances or legal actions, there is no prohibition for
members/responsible persons to tape record Individual Support Plan (ISP) meetings.
Canceling a meeting for this reason is not acceptable.

Requests for Member Information

In order to ensure uniformity and conformity, all requests for member information must be
cleared through the Office of Compliance and Review (OCR). Situations include, but are not
limited to:

A. Any circumstance where staff may deem it necessary to initiate contact with an
attorney or his/her staff; or,

B. Any request for member records or communication regarding a member's services
unless prior authorized by the OCR.
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