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CHPAC Artist Selection Panel Policies and Procedures (Non-Percent for Art)
3/14/11 

1.  Committee Appointments: CHPAC Bylaws

Article IV. Officers.  Section 6. Duties. The Chair shall recommend and the Commission shall approve Chairs and Members to serve on the various standing and special committees of the Commission.  

Article V:  Committees: The Chair of the Commission with the approval of the Commission shall create such standing and special committees as may, from time to time, be deemed necessary.  The Chair of the Commission shall appoint from two (2) to seven (7) persons to each committee.  These appointees may include non-voting community members who are not Members as long as there are at least two (2) Members on the committee, one of which shall be the committee chair.
Requires a By-Law revision (see wording below)

Article V:  Committees: The Chair of the Commission with the approval of the Commission shall create such standing, special, and ad hoc committees as may, from time to time, be deemed necessary.  The Chair of the Commission shall appoint from two (2) to twelve (12) persons to each committee.  These appointees may include non-voting community members who are not Members as long as there are at least two (2) Members on the committee, one of which shall be the committee chair.
2.  Voting Non-Member Committee Appointments:  

CHPAC procedure:  Upon recommendation by Public Arts Office staff or the chair of a standing or special committee, the Chair of the Commission will notify a community member of their appointment to a committee and their voting status.  
3.  Artist Selection Panel (ASP) Public Meeting Policies:

· Panel meetings are public.  They are posted on Town of Chapel Hill (Town) website 48 hours in advance of meetings.  The Office of Public Arts (Office) is responsible for scheduling a publically-accessible meeting room and posting the meeting on the Town website.  
· ASP Selection Worksheets are retained by the Office for one year.  They are not public, but the Office will respond to inquiries based on information on selection worksheets.

· A written report of ASP decisions is mandatory and is available to the public.

4.  Request for Proposals (RFP), Request for Qualifications (RFQ), Call to Artists (Call):

· RFP, RFQ, or Call includes a statement of the selection criteria and selection timetable.  
· CHPAC reviews RFP, RFQ, or Call with Office staff before it is disseminated.
· Office prequalifies submissions to eliminate incomplete submissions or request additional information prior to ASP meeting.

5.  Artist Selection Panel Meetings:

· ASP chair reviews meeting agenda with the Office prior to dissemination (see attached sample).

· In advance of the meeting, each ASP member receives:

· Agenda

· RFP, RFQ, or Call
· Selection Criteria or Guidelines

· Selection Worksheet
· Conflict of Interest Form
· ASP chair or Public Arts Office staff chairs meeting
· Office staff will:
· Email materials in advance

· Photocopy materials for the meeting

· Present visuals

· Draft report
· Selection Scoring Process:
· Selection may be based on ranking, scoring, elimination, inclusion, and/or other method(s) determined by the ASP and noted in the meeting report.
· Discussion is encouraged during rounds of selection.
· Panelists final selection worksheets report their final selection(s).
· Ranked alternates will be identified if needed.

· Office staff will collect selection worksheets at the end of the meeting.
· Regardless of the scoring process, a record of the proceedings of the selection process and the selection worksheets will be retained for one year. The selection worksheets are not public, but the Office will respond to inquiries about the selection process based on the information contained therein.

· Follow-up Options: ASP and Office staff may determine one of following options:

· 1st choice application is sufficient to more forward into contracting process.  

· ASP and Office staff may require more information before final selection.  Additional information may be sought through an ASP interview process or through Office solicitation and reporting of additional information to the ASP Chair, who is empowered to:

· Approve on behalf of ASP and recommend to the Office staff initiation of the agreement or contracting process;
· Request Office staff assistance in scheduling another ASP meeting;
· Disseminate additional information via email and request email (written) response to additional information to determine the next step.  Emails become part of the public record.

· Post-Meeting

· Selection process and decisions should remain confidential until the Office confirms intent to enter into agreement or contract.
· Office Staff notifies applicants about the results of the ASP
CHPAC Artist Selection Panel Meeting

Sample Agenda

3/3/11 Draft

1. Welcome and Introductions
2. Review of Conflict of Interest & Confidentiality Policies
3. Review of Project Goals

4. Review of Selection Process and ASP Selection Worksheet

5. Review of Applications

6. Round 1 Selection (to shortlist, if needed)

7. Round 2 Selection (to rank finalists and alternates, if needed).

8. Public Comments

9. Adjourn

