BY-LAWS
DEPARTMENT OF HEALTH AND HUMAN SERVICES

EMPLOYEE INSURANCE COMMITTEE

ARTICLE I
NAME AND PURPOSE

Name


The Department of Health and Human Services (DHHS) Employee Insurance 



Committee (hereinafter called Committee) is established under the authority of 



General Statute 58-31-60.

Purpose

Competitive selection of payroll deduction insurance products paid for by State 



employees.  The purpose of the DHHS Employee Insurance Committee is:

(1) To review insurance products currently offered through payroll deduction 
to the department’s employees.
(2) To determine if those products meet the needs and desires of employees 
in the department.

(3) To select the types of insurance products that reflect the needs and 

desires of employees in the department.

(4) To competitively select the best insurance products of the types 

determined by the DHHS Employee Insurance Committee to reflect the 
needs and desires of the employees.

ARTICLE II

APPOINTMENTS

Appointments
The members of the DHHS Employee Insurance Committee shall be appointed by the Secretary of the Department of Health and Human Services.  The Committee shall consist of seven (7) employee members, a majority of whom have been employed by the department for a minimum of one year.  The Committee members shall, except where necessary initially to establish the rotation herein prescribed, serve three-year terms with approximately one-third of the members expiring annually.  Employees may be reappointed to serve succeeding three-year terms.  Committee membership make-up shall represent the department’s work force and shall be selected without regard to any political or other affiliations.  The Secretary shall assure that the Committee is completely autonomous in its selection of insurance products and companies and that no member of the Committee has any conflict of interest serving on the Committee.  
Appointments

and Expirations
Appointments and expirations shall be effective January 1 of each year.

Vacancies

Vacancies on the Committee shall be filled by the Secretary of the department. 
Appointments for the Committee shall be filled for the remainder of the unexpired 
term.

Roles and
Responsibilities
· DHHS Benefits Manager-

Provides oversight to Committee, not a ‘member’ of the Committee, does not have voting power to avoid any potential conflicts of interest, would call meetings, sets agenda, maintains Committee records, monitors contract expirations, provides technical support in drafting Requests For Information (RFI’s)/Requests for Proposals (RPF’s), responsible for implementing by-laws revisions, ensures compliance with by-laws and applicable general statutes, makes Committee member recommendations to Secretary through the DHHS Human Resources Director, ensures rotation of Committee members per the by-laws, develops and implements roles/responsibilities for Committee members, completes Committee-approved benefits contract negotiations, facilitates contract extensions being drafted and signed, implements agency specific benefits selected by the Committee, and does not supervise any voting member of the Committee.

· Insurance Committee Members-

Attend scheduled and called Committee Meetings, survey employees to determine the types of insurance products needed and desired, determine if insurance products currently offered are meeting the needs and desires of employees, assist with developing and implementing Requests For Information (RFI’s)/Requests for Proposals (RPF’s) for new insurance product selections, review RFI’s and RFP’s for insurance product selection, attend insurance product presentations made by vendors during the RFI/RFP process, cast votes on insurance product selections/vendors, assist with developing and implementing insurance product extensions, and complete other assignments as needed.
· Insurance Committee Advisors (do not supervise any voting members of the Committee)-
· Division of Human Resources (DHR) Management-  DHHS Human Resources Director and DHHS Human Resources Assistant Director shall provide advice/counsel as needed in regards to policies, processes, and procedures.
· Legal Counsel-  DHHS Employee Relations Manager is the liaison with the Attorney General’s (AG’s) Office on legal issues as needed, attends meetings upon request.
· Contracts/Procurement-  DHHS Contracts/Procurement Officer shall advise on contractual issues as needed, attends meetings upon request.
ARTICLE III
MEETINGS

Meetings

Meetings of the Committee shall be held at such place or places as determined 



by the DHHS Benefits Manager or a majority of the members.  Meetings will be 



held in State Government facilities.  Committee Meetings called as needed.               
Quorum
Five members (5) present shall constitute a quorum for any meeting of the Committee.  Proxies shall not be used as a substitute for attendance or counted as a vote during deliberations of the Committee.  An abstained vote shall not count for or against a motion.
Minutes
Minutes of all Committee meetings shall be kept and issued to Committee members at the beginning of the next Committee meeting for approval.  DHHS 



Human Resources to provide administrative support to the Committee.
Confidentiality
Information discussed at the Committee meetings shall remain confidential unless otherwise noted during the meeting as “public information”.  Committee members are strictly prohibited from engaging in private discussions with product vendors regarding proposals under consideration by the Committee.

Removal

Committee Members serve on the Committee at the pleasure of the DHHS 



Secretary.  
ARTICLE IV

CONTRACTS, AGREEMENTS

Payroll

Deduction
The Committee may select up to six payroll deduction slots to be used for payment of insurance premiums for products selected by the Committee and offered to the department’s employees.  The Committee shall select only one company per deduction slot.  The company selected by the Committee shall be permitted to sell only the products specifically approved by the Committee.  

Contracts
The Committee shall follow all required laws, rules, and state/departmental policies regarding any procurement.  The agreement with the approved company shall be specified in a contract for not less than two years unless the company shall be in violation of the terms of the written agreement specified in the selection.  The company awarded a contract shall pursuant to the written agreement setting out the rights and duties of the company, be afforded adequate opportunity to solicit employees of the department at specified times and at locations convenient to the employees.

Contract Rotation
Schedule                Request for Information (RFI)/Request for Proposal (RFP) Rotation Schedule 
shall be developed and implemented which takes into consideration the resources available to support the process, and ensures timely review of contracts for possible extensions and a reasonable schedule for bidding contracts.

ARTICLE V

SELECTION PROCEDURE

Employee

Surveys
The Committee is encouraged to leverage the use of surveys to assess employees’ insurance product needs and interests.

Product

Proposals

The Committee will request product proposals in writing to all interested parties 

and will post the request through the Department of Administration, Division of 
Purchase and Contract, public internet website.  The request for proposals shall 
detail the product components required by the Committee.  All product proposals 
shall be submitted as sealed proposals.  The Committee shall open all proposals 
in a public meeting and record them in the minutes of the Committee, at which time proposals become public records open to public inspection.
Modification

A company may seek to modify or withdraw proposals after the public opening 



and only on the basis that the proposal contains an unintentional clerical error as 
opposed to an error in judgment.  A company seeking to modify or withdraw proposals shall submit a written request to the Committee with facts and evidence in support of its position, prior to the award of the payroll deduction slot, 
but no later than two days after the public opening.  The Committee shall promptly review the request, examine the nature of the error, and determine whether to permit or deny the request.  

Selection
Request for Information (RFI’s) may be requested at the Committee’s discretion to educate the Committee about insurance product features.  The Committee shall review all proposals for adherence to the Request for Proposals (RFP’s) requirements for the following criteria:

· The cost and quality of the products

· The reputation and capabilities of the insurance companies

· Other appropriate criteria as determined by the Committee

· A product that would meet the needs and desires of the departmental employees

At the Committee’s discretion, the vendors may be requested to make product presentations to give the Committee an opportunity to ask specific questions regarding their proposal.  The Committee may reject any or all proposals based on the above criteria. 

ARTICLE VI

RECORDS & RETENTION

Records &

Retention
Committee documents shall be disposed of in accordance with the General Schedule for State Agency Records for Personnel Records and Budget Records, as applicable to the documentation under review for purging. 
ARTICLE VII

CRIMINAL PENALTY

Criminal

Penalty

It shall be a Class 3 misdemeanor for any State employee who has supervisory 
authority over any member of the DHHS Employee Insurance Committee to attempt to influence the autonomy of the Committee either in the appointment of members to the Committee or in the operation of the Committee, or for anyone to open a sealed insurance product proposal or disclose or exhibit the contents of sealed insurance product proposals prior to the public meeting.
APPROVED

Aldona Z. Wos, M.D., Secretary

Department of Health and Human Services
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