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Purpose  
The purpose of this policy is to provide guidance to the Tennessee Opioid Abatement Council Office on administering the Opioid Abatement Council. 
Policy
It is the policy of the OAC Office to complete the administrative tasks and responsibilities required as administrators.
Definitions
3.1	Opioid Abatement Law (the Law)- Refers to Tennessee Code Annotated, Title 33, Chapter 11, Part 1.
3.2	Council (the Council)- Refers to the council (OAC). established by the Tennessee General Assembly pursuant to Public Chapter 491 responsible for disbursing to decide how to best spend settlement dollars received from lawsuits related to the opioid crisis.
3.3	OAC Office- Refers to the staff of the Opioid Abatement Council that administers the Council.
3.4	OAC Executor Director- Refers the Executive Director of the Opioid Abatement Council confirmed by the Council.
3.5	OAC Deputy Director- Refers to the Deputy Director of the Opioid Abatement Council. 
3.6	County Funding- Refers to the sixty-five percent ( 65%) from the opioid abatement fund required by law to be disbursed for statewide, regional, or local opioid abatement and remediation purposes pursuant to T.C.A. §33-11-105.
3.7	Community Funding- Refers to the thirty-five percent (35%) from the opioid abatement fund required by law to be disbursed to counties that join the settlement pursuant to T.C.A. § 33-11-103.

Procedures
4.1	Records Keeping 
4.1.1	The records of the OAC Council are deemed to be public records subject to confidentiality provisions in the law. The OAC Office is the keeper of these records.
4.1.2	The annual report, financial statements, all books, accounts, and financial records of the OAC Council are subject to annual audit by the Comptroller of the Treasury.
4.1.3	The Office has record of any monies distributed to local governments from the fund. These records are subject to audit by the Comptroller of the Treasury.
4.1.4	The OAC Executive Director or designee will prepare written minutes covering all meetings and actions of the Council.
4.1.5 The meeting minutes are maintained by the OAC Office and are posted according to the OAC Transparency Policy.

4.2 Minutes
4.2.1 Written minutes covering all meetings and actions of the Council shall be prepared by the Executive Director or designee and shall be maintained by the OAC Office and open to public inspection.
4.2.2 Minutes should be kept accurately and be detailed.
4.2.3 Minutes should include, but are not limited to, date, time, and place of the meeting; members and ad hoc members present and absent; topics discussed; actions taken, and votes cast; and a record of individual votes in the event of a roll call vote.

4.3 Scheduling OAC Meetings
4.3.1 The Office will coordinate with the Council Chair to schedule the quarterly in-person Opioid Abatement Council meetings in accordance with the Open Meetings Act.
4.3.2 The Office will coordinate with the Council Chair to schedule any emergency Opioid Abatement Council meetings.  For the purposes of this policy, “emergency Opioid Abatement Council meetings,” means those meetings which are not quarterly in-person meetings but are held in accordance with state law. 
4.3.3 The Office will coordinate with the Council Chair to schedule any Executive Sessions.  For purposes of this policy, “Executive Sessions” refers to when the council meets in a closed session for the purpose of obtaining advice from counsel or to handle personnel related issues as allowed by title 8, chapter 44.  

4.4 Communication
4.4.1 The Office will communicate with OAC members and the public through at least monthly newsletters.
4.4.2 The Office will update the OAC website according to the website management procedures in the OAC Transparency Policy. 

4.5 Staffing 
4.5.1 The Office will ensure there is adequate staffing to accomplish the activities and tasks requested by the Opioid Abatement Council.

4.6 Policies and Procedures
4.6.1 The Office will develop policies and procedures following the OAC Policy Management Policy.

4.7 Reporting
4.7.1 On or before September 30 of each year the Council will create and the OAC Executive Director will deliver an annual report for the prior fiscal year.
4.7.2 The OAC Executive Director will report the details of the total funds deposited into the opioid abatement fund, the abatement strategies funded, and any disbursement or expenses paid from the opioid abatement fund.

4.8 Grant Management
4.8.1 The Office will manage and oversee all activities related to OAC Community Grants including but not limited to reviewing and evaluating community grant applications, contracting and invoicing, fiscal and program monitoring, report analysis, and grantee technical assistance, education and training.
4.8.2 The OAC Deputy Director will be responsible for supervising the development and implementation of Standard Operating Procedures (SOPs) to ensure consistency and effectiveness in executing routine staff work assignments.

4.9 County Funding
4.9.1 The OAC Office will follow the County Funding Policy.

Authority
Tenn Code Ann § 33-11-101 et seq
Tennessee Open Meetings Act, codified under Tennessee Code Annotated, Title 8 Chapter 44, Part 1
[bookmark: _Hlk181872936]Tennessee Open Records Law § 10-7-501 et seq
 County Funding Policy
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