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[bookmark: _Toc37149021]ARTICLE I - PURPOSE
The Engineer Professional Advisory Committee (EPAC) Recruitment and Retention Subcommittee Standard Operating Procedures (SOP) provides operational and procedural guidance for the EPAC Recruitment and Retention Subcommittee. This SOP provides guidance on matters not addressed by the EPAC Charter or Bylaws; for the Recruitment and Retention Subcommittee mission and general responsibilities, refer to the EPAC Charter, Part IV, Functions, and the EPAC Bylaws, Article III, Subcommittees, respectively.
This SOP applies to all documents created that are related to all functions within the EPAC Recruitment and Retention Subcommittee to establish policies, processes, records, and acceptance criteria under the auspices of EPAC.

[bookmark: _Toc37149022]ARTICLE II - SUBCOMMITTEE RESPONSIBILITIES & ORGANIZATION
[bookmark: _Toc37149023]Section 1.	Subcommittee Responsibility
Refer to EPAC Bylaws, Article III, Subcommittees. 
The Recruitment and Retention Subcommittee will advise and support EPAC goals to advance the recruitment and retention of Engineers and Architects. Responsibilities of this Subcommittee include the following, which are accomplished through Workgroups listed in Section 2:
A. Identify career paths and opportunities
B. Identify human resource needs for Engineers
C. Work to:
1. Increase information sharing concerning recruiting, retention and development
2. Increase PHS support for continuing education and registration
3. Ensure challenging positions exist for Engineers at all levels
4. Increase the number of Engineer applications
5. Increase the retention of junior Engineers

[bookmark: _Toc37149024]Section 2.	Workgroup Responsibility
A Workgroup is an established and recurring program within the Subcommittee. Projects are often developed within the Workgroups. A project is defined as a short-term task or assignment that may or may not have a definitive termination date, depending upon the task and any applicable deadlines.
The Recruitment and Retention Subcommittee consists of the following standing Workgroups:
A. Communications: Provides communication messages for applicant open windows and relevant subcommittee information to be communicated as identified and needed; develops web-based resources to support subcommittee priority areas, and coordinates with agency recruiters to develop recruitment materials.
B. Connector Program: Assists Commissioned Corps Officer Candidates during appointment process; provides job-seeking support to Candidates; reports quantifiable data to CPO to support trends and recommendations; and provides informal guidance and mentorship to Candidates.
C. Recruitment Training and Tracking: Communicates relevant recruiting event opportunities to Category; Works with agency recruiting contacts to create recruiting materials/activities that are category and agency specific; and develops and annual report of recruiting activities conducted by USPHS Engineers. 
D. Appointment Support Coordination; Liaises with DCCPR to provide approved Engineer Officers to serve on appointment boards; and provides all communications and training for Engineer Officers serving in this capacity.
E. Vacancy Listing: Updates and distributes EPAC Vacancy List (including applicant candidate list) on a bi-weekly basis.

[bookmark: _Toc37149025]Section 3.	Leadership Roles
A. Chair and Vice Chair
1. Responsibilities
a. Organizes and approves meeting agendas in advance for all meetings.
b. Develops action plans for projects for the year and submits to EPAC Chair for review at the beginning of each operational year.
c. Ensures Subcommittee participants understand expectations in order to qualify for a letter of appreciation (LOA) at the end of the operational year.
d. Assigns action items to Subcommittee Workgroup Leads and other leadership positions and ensures milestones are met.
e. Coordinates and communicates to EPAC Chair regarding progress, goals, reviews and initiatives of the Subcommittee in which CPO involvement is required.
f. Reports Subcommittee accomplishments and other noteworthy news to EPAC.
g. Provides orientation to new Subcommittee participants.
h. Sends email soliciting members for the Subcommittee.
i. Selects members for Workgroup Lead roles.
j. Summarizes accomplishments for the operational year to submit to EPAC Chair
k. Provide list of identified Commissioned Corps Candidates to the Connector Program Coordinator or Team Lead for tracking purposes.

B. Workgroup Leads
1. Responsibilities
a. Assign specific tasks and responsibilities to individual Workgroup members as needed.
b. Hold meetings, as necessary, ensuring effective communication among Workgroup members and setting project timelines to meet the overall expectations as set forth by the Subcommittee Chair.
c. Submit regular updates on Workgroup progress to Subcommittee Chair.
d. Transition off of any one Workgroup Lead position after a maximum of two years’ service to allow others an opportunity to lead the Workgroup. Transitioning should also include outgoing Lead debriefing incoming Lead on Workgroup responsibilities and procedures.

C. EPAC Chair
1. Responsibilities
a. Coordinates information between the Subcommittee and the CPO for final approvals, if necessary.
b. Provides guidance to the Subcommittee Chair on the direction and priorities of the EPAC. 
c. Provides support when issues have risen beyond the scope of the Subcommittee Chair’s purview.

[bookmark: _Toc37149026]Section 4.	Subcommittee Involvement
Subcommittee members who wish to be involved as participants will fulfill the following expected roles and responsibilities:
A. Maintain minimum standards for participants:
1. Attend at least half of the eligible meetings since joining the Subcommittee.
2. Actively participate in at least one project annually.
3. Actively participate in meeting discussions and provide input to Subcommittee Chair solicitations.
B. Accept and follow through on assignments.
C. Think in terms of the welfare of the group rather than personal interests.
D. Be willing to listen to and respect others’ viewpoints.
[bookmark: _Toc37149027]Section 5.	Letters of Appreciation (LOA)
The Subcommittee Chair/Vice Chair shall disseminate Letters of Appreciation (LOAs, see Appendix I) to Subcommittee members who meet the minimum standards for participation as described in Section 3.  The LOA should be issued on an annual basis using the template provided by the Rules Subcommittee. Only one LOA per officer per subcommittee will be awarded. Other types of recognition may be warranted in addition or instead of an LOA as deemed appropriate.

[bookmark: _Toc37149028]ARTICLE III - SUBCOMMITTEE PROCEDURES
[bookmark: _Toc37149029]Section 1.	Meetings
The Subcommittee shall hold at least bimonthly meetings where all Subcommittee members and Workgroups shall report their various activities. The meetings are scheduled at the discretion of the Subcommittee Chair.
[bookmark: _Toc37149030]Section 2.	Communications Updates Workgroup Procedures
A. The Workgroup Lead:
1. Serves as the point of contact for the Recruitment and Retention Subcommittee Chair.
2. Works with Recruitment and Retention Subcommittee Chair to assess need for   recruitment materials and web-based resources.
3. Coordinates periodic reviews of the Engineer Best Keep Secrets (BKS) document and update, as necessary. 
B. Workgroup Members:
1. Support development of recruitment materials and web-based resources.
2. Support update of existing documents (e.g. BKS document).

[bookmark: _Toc37149031]Section 3.	Connector Program Workgroup Procedures
A. The Workgroup Lead: 
1. Assembles a team of volunteers to participate as “Connectors” and prepares tracking sheets (Appendix II) and Candidate Surveys (Appendix III).
2. Sends Candidate Survey with recommended due date of 2 weeks to potential Candidates from list provided by Subcommittee chair.
3. Assigns from two to six Candidates per Connector after Survey closes.
4. Provides email addresses of job-seeking Candidates to Vacancy List Subcommittee for inclusion in vacancy announcements. It is important to keep on file that Candidate has given explicit permission to share personal information such as name, phone number, email address, and location (city and state only) with potential Commissioned Corps Hiring Officials.
5. Holds an annual teleconference with Connectors to discuss challenges, share best practices, and hear suggestions on improving processes for the next cycle or cohort.
B. Workgroup Members (aka, “Connectors”):
1. Establish contact with each of their Candidates and record milestones completed on tracking sheets. 
2. Communicate with each Candidate on a monthly basis (at a minimum) until the Candidate is commissioned, disqualified, or a year has passed since Board date.
3. Submit monthly progress reports to Workgroup Lead, who consolidates and submits monthly report to Subcommittee Chair.

[bookmark: _Toc37149032]Section 4.	Recruitment Training and Tracking Workgroup Procedures
A. [bookmark: _Toc37149033]The Workgroup Lead:
1. Investigates, summarizes and communicates to Engineer category recruiting event opportunities. 
2. Works with team to research career fair opportunities. 
3. Identifies and communicates agency recruiting contacts. 
4. Works with other agencies to help tailor recruiting activities to different agencies.
5. Collects information and develops an annual report of recruiting activities by USPHS Engineers with summary metrics (e.g. number of events attended, number of candidates contacted, etc.) 
B. Workgroup Members:
1. Reach out to regional USPHS Engineer professionals (i.e., Active Duty and retired PHS officers) and encourage their attendance at career fairs and other recruitment opportunity events.
2. Assist in updating, maintaining, and distributing recruitment materials and recruitment event information.
Section 5.	Appointment Support Coordination Workgroup Procedures
A. The Workgroup Lead (EPAC Appointment Board Coordinator):
1.  Identifies Engineer Officers (O-5 and above) who are interested and able to serve on applicant Appointment Boards.
2. Maintains a roster of Engineer Officers, including contact information, DCCPR has approved (through the Chief Engineer) to be serve on applicant Appointment Boards.
3. Coordinates with the EPAC Chair and DCCPR contact when Engineer Appointment Boards are needed, including:
1. Issuance of 12-month orders to Engineer Appointment Board roster members on an annual basis (or as needed)
2. Solicitation of volunteers for serving on specific Appointment Boards; Selection of board members are provided to DCCPR within 3 business days of the initial request.
4. Notifies Engineers on Appointment Board Roster and requests volunteers to serve on specific boards (remote or in-person); Officers are given 2 business days to respond.
5. Selects Appointment Board Roster members to serve on specific boards; When possible, board members are selected to represent different OPDIVs with preference given to those who have not served on a recent appointment board.
6. Provides training to new appointment board members on their duties and responsibilities, or refresher training to those who request it.

[bookmark: _Toc37149034]Section 6.	Vacancy Listing Workgroup Procedures
A. The Workgroup Lead:
1. Coordinates with various agencies’ liaisons and hiring managers for any upcoming vacancies.
2. Coordinates with the Connector Workgroup for any specific job posting related questions.
3. Distributes the EPAC Vacancy list to the CPO email distribution listserv as well as new applicants on monthly basis.
4. Updates the EPAC Vacancy list within the EPAC website on a monthly basis.
5. Assembles a team of volunteers to create/update the Vacancy List.
B. Workgroup Members:
1. Assist in creating/updating the Vacancy List.
2. Draft the annual report to track number of jobs per agency for the Engineer Category.
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U.S. Public Health Service
Engineer Professional Advisory Committee
Recruitment & Retention Subcommittee
[Month] [Day], [Year]
Re: [Year] Letter of Appreciation
 Dear [Rank] [First Name] [Last Name]:
Thank you for your active participation on the Recruitment & Retention Subcommittee within the Engineer Professional Advisory Committee (EPAC). The time and effort you have provided have greatly helped the Recruitment & Retention Subcommittee achieve its goals in [Year].
[Personalize this paragraph to include the participant’s accomplishments related to your subcommittee. Adjust the length of this paragraph to limit the LOA to one page. For example, This year, you took the initiative to develop X…As a result, the subcommittee accomplished Y..].
Again, I thank you for your dedicated service to the EPAC and look forward to working with you as a valued volunteer of the Recruitment & Retention Subcommittee in the future.

Respectfully,

[Name]
[Rank], U.S. Public Health Service
Chair, EPAC Events Subcommittee 
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(MS EXCEL FILE CAN BE FOUND IN MAX.GOV UNDER THE APRIL 2018 COHORT)

SAMPLE TRACKING COLUMNS 1-9
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SAMPLE TRACKING COLUMNS 10-17
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SAMPLE TRACKING COLUMNS 18-26
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SAMPLE TRACKING COLUMNS 27-33
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USPHS Engineer Candidate Survey
for the
Engineering Professional Advisory Committee (EPAC)
2018 Connector Program

Please take a few moments to answer some questions......

m press ENTER
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1+ Please enter the following information so that we have the best
contact information for you.
1) Your name (last, first)
2) Your preferred email address
3) Your preferred phone number to reach you during normal
business hours
4) Your current location (city/state)
(Answer field is single line test only, so use commas to separate
data)*

00f 10 answered
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2~ Which statement best describes your status in securing a USPHS
position?

>]

I'am currently seeking a USPHS Commissioned Corps Engineer Officer
position.

=]

I'am currently employed as a Civil Service engineer in a USPHS eligible
Agency, and | intend to convert to the USPHS Commissioned Corps in my
current position.

of

I'am selected by a USPHS eligible Agency as a USPHS Commisioned Corps
Engineer Officer, and | am awaiting a Call-to-Active-Duty start date.

o]

I'am selected by a USPHS eligible Agency as a Civil Service engineer, and |
am awaiting a start date

[7]

I'am no longer interested in a position as a USPHS Commissioned Corps
Engineer Officer.
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3+ If you are a current Civil Service employee, please identify your
Agency, location, and start date. If not, you may leave this box
blank.
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4= What is your engineering discipline?

(&) Bioengineering ‘ Biomedical

@ Chemical |® civi

(€] Computer ‘ () Construction Management
@ Electrical ‘ (8 Environmental

[ Industrial/Systems ‘ [ Materials

(K] Mechanical ‘ Mining

®

Other
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5+ What is your highest degree held?

‘ (&) Bachelor of Science

‘ Master of Science/Engineering or Master of Public Health

‘ Doctorate of Engineering

\ [©) Other
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6+ Do you have any COSTEP experience?
If yes, please list Agency/Location/Year(s).
For example: IHS Phoenix, AZ/2012-2013
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7+ Please select any current licensures you hold below.

® PE |[@ET | [@None ||@ other
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8+ Which statement best describes your work experience in
engineering?

‘ (& | am a recent graduate.

I have 1 to 3 years professional engineering experience (post
degree experience only).

I have 3 to 5 years professional engineering experience (post
degree experience only).

[®) | have more than 5 years professional engineering experience
(post degree experience only).
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9+ Would you like to participate in the EPAC Connector Program? If
you choose to participate, a current Commissioned Corps Officer will
be assigned to you to help informally mentor you through the Call-to-
Active-Duty process.

O

™ No
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10+ In order to assist you in securing your first position, the EPAC
Connector Program would like to share the information you provided
in this questionnaire along with your resume or CV with Agency
Hiring Officials. Do you give the EPAC Connector Program consent
to share this information with Hiring Officials?

e

™ No




