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Purpose 

The Junior Officer Advisory Group (JOAG) Professional Development Committee Standard Operating Procedures (SOP) provides operational and procedural guidance for the JOAG Professional Development Committee.  This SOP provides guidance on matters not addressed by the JOAG Charter or Bylaws. 

Scope

This SOP applies to all documents created that are related to all functions within the JOAG Professional Development Committee to establish policies, processes, records and acceptance criteria under the auspices of JOAG.  This SOP does not apply to documents created by other organizations outside of the JOAG Professional Development Committee.


Definitions

Document No.:	The unique identifier assigned to each document.

Revision No.:	The numeric designation identifying the version of a controlled document.  New documents are assigned “Rev. 00.”  Subsequent, approved revisions of the same document are assigned sequential numbers, “Rev. 01,” “Rev.02,” etc.

Approval Date:	The date that the Chair accepts the document into the Document Control System by applying the final approval signature.

Effective Date:	The first date that the new or revised document may and must be used; and the previous revision, if there is one, may not and must not be used.


References

JOAG
http://www.usphs.gov/corpslinks/joag/

JOAG Governing Documents
· Charter
· Bylaws
· Standard Operating Procedures
http://www.usphs.gov/corpslinks/JOAG/about_governingdocs.aspx
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ARTICLE I

MISSION STATEMENT

The mission of the JOAG Professional Development Committee (PD-C) is to identify issues, provide advice and guidance, and propose solutions to foster and promote Junior Officers as professional, proud, and principled Commissioned Corps Officers.


ARTICLE II

COMMITTEE RESPONSIBILITIES & ORGANIZATION

Section 1. Committee Responsibility

The Professional Development Committee shall work with the JOAG Executive Committee and voting members to identify issues, provide advice and guidance, and propose solutions to foster and promote junior officers as professional, proud, and principled Commissioned Corps officers in accordance with the mission of JOAG.

Section 2. Subcommittee Responsibility

A Subcommittee is an established and recurring program within the JOAG Professional Development Committee.  Often times, projects within the subcommittees are identified.  A project is defined as a short-term tasking or assignment that may or may not have a definitive termination date, depending upon the tasking and any applicable deadlines.

The Professional Development Committee consists of the following ten Subcommittees:

A. The Commissioned Officer Training Academy (COTA) Subcommittee: The purpose of this Subcommittee is to provide advice to the COTA cadre regarding the training of and resources available for junior officers.  

B. The Mentoring Subcommittee: The purpose of this Subcommittee is to develop mentoring related guidance and mentoring practices for junior officers that can be shared by all professional advisory committees. The Mentoring Subcommittee is also responsible for implementing the JOAG Junior Officer Job Shadowing Program (see Appendices I-III for additional information including guidance document and enrollment forms).

C. The JOAG Journal Subcommittee: The purpose of this Subcommittee is to encourage committee members to author professional development articles of interest and have those articles published in the JOAG Journal.

D. The Cross-cutting Professional Development Initiatives Subcommittee: The purpose of this Subcommittee is to look across the various JOAG Committees and search out opportunities to assist in furthering professional development across JOAG by serving as a resource to other groups that are interested in pursuing activities related to professional development.

E. The Health Occupations Students of America (HOSA) Subcommittee: The purpose of this Subcommittee is to help build the next generation of health care leaders through professional mentorship of the HOSA members and exposure to the day-to-day activities being carried out by USPHS Commissioned Corps junior officers.

F. The Website Subcommittee: The purpose of this Subcommittee is to update the committee’s web content in accordance with guidelines developed by the JOAG Communications and Publications Committee.

G. The Uniform Inspections Subcommittee: The purpose of this Subcommittee is to serve as a resource regarding proper uniform standards to all USPHS Commissioned Officers.

H. The Professional Development Survey Subcommittee: The purpose of this Subcommittee is to design a questionnaire that can be administered on-line via Survey Monkey to gauge perceived professional development needs of junior officers. 

I. The Journeyman Series Subcommittee: The purpose of this Subcommittee is to review, organize, and disseminate information on issues related to the professional development of junior officers. Speakers are recruited for the bi-monthly Journeyman Speaker Series presentations. 

J. JOAG Reading List Subcommittee:  The purpose of this subcommittee is to update the JOAG Reading List to provide valuable professional development references and articles to junior officers.   

Section 3. Leadership

The Professional Development Committee consists of two Committee Chairs, one Secretary, and Assistant Secretary, eighteen Subcommittee Leads, a Website Coordinator and an Executive Committee Liaison. 

A. The Professional Development Committee Chair(s) oversees the operations of the PD-C Subcommittees and provides guidance to the Subcommittee Lead(s).  Roles and responsibilities include:

1. Selection of the Subcommittee Lead(s) and Committee Secretary.
2. Lead monthly meetings for PD-C. 
3. Recruit and provide JOAG Executive Committee recommendation(s) for succeeding Committee Chair(s).
4. Serve as a resource, advisor, and support to the JOAG Executive Committee, other JOAG Committees and JOAG Liaisons on any issues related to professional development as they pertain to junior officers.
5. Review committee structure and SOP annually to ensure they are up to date and adequate for the committee’s functions.
6. Maintain recognition process (i.e., Letter of Appreciation) for Professional Development Committee participants for inclusion in their eOPF.
7. Maintain the Professional Development Committee section of the JOAG website.

The term duration for Professional Development Committee Chair(s) shall be 1-2 years.

B. The Professional Development Committee Secretary works closely with the Assistant Secretary and the JOAG PD-C Chairs in communicating the coordination of activities for the Committee. The Committee Secretary and Assistant Secretary are responsible for the following activities: 
1. Communicating upcoming general meeting information, including agenda, meeting time, call-in information, and distribution of materials to committee participants.
2. Record, store, and distribute meeting minutes to committee participants.
3. Maintain contact information for all committee participants.
4. Provide monthly general meeting attendance and record keeping.
5. Advise the Chair when committee participants do not meet minimum standards for meeting attendance and inform such committee participants that they will be listed as inactive participants as outlined in Article VII, Absenteeism Policy.

The term duration for Professional Development Committee Secretary and Assistant Secretary shall be 1-2 years.

C. The Subcommittee Leads and the Website Coordinator shall have the authority and responsibility to assign specific tasks and responsibilities to individual subcommittee/workgroup participants as needed. Additionally, Leads will:

1. Maintain awareness of the project timeline and ensure that goals are met and if not, identify options to resolve the problem and meet projected goals.
2. Communicate project progress and subcommittee or workgroup activities to the committee Chair(s) and to the entire committee during regular committee meetings or as needed.

The term duration for Subcommittee Leads as well as the Website Coordinator shall be 1-2 years.

D. The Executive Committee Liaison serves as the JOAG Chair’s designee to the JOAG Committee. The roles of the EC Liaison are as follows:

1. Attends Committee meetings as the EC representative (The EC Liaison should be included in the Committee’s roster).
2. Updates the JOAG Chair and EC on the progress of the Committee
3. Communicates the EC’s recommendations to the committee Chair(s) and members.
4. Provides guidance on policy and procedures relevant to JOAG;
5. Advises committee Chair(s) and members on new and existing projects. 
6. Reviews and finalizes committee specific documents (See Article V, Section 7, 8, and 9).

The term duration for the Executive Committee Liaison shall be 1-2 years.

Section 4. Committee Involvement

Committee Participant: Committee Participants will fulfill the following expected roles and responsibilities:

1. Be willing and able to give the necessary time to attend meetings and perform any assigned duties.
2. Actively participate in discussion and be willing to listen to and respect others viewpoints.
3. Think in terms of the welfare of the group rather than personal interests.
4. Accept and follow through on assignments.
5. Maintain minimum standards for Committee Participants (Article IV).

Committee Observer:  A committee Observer is an Officer who merely wishes to maintain awareness of Committee issues but is under no obligation or requirement to participate, maintain a minimum level of attendance, or other responsibility.   

Section 5. Ad-hoc Committees 

Ad-hoc/Special Projects Subcommittees are formed in response to the JOAG’s needs and as directed by the committee Chair.

Section 6. Letters of Appreciation

The Professional Development Committee shall disseminate Letters of Appreciation to committee members for participation and volunteer support.  The Letters of Appreciation should be issued using the template provided by the JOAG Awards Committee.


ARTICLE III

COMMITTEE PROCEDURES

Section 1. Meeting Time & Frequency

The Professional Development Committee shall hold monthly meetings where all subcommittees shall report their various activities. The meetings are scheduled at the discretion of the Committee Chair (or Co-Chairs).  

Section 2. Subcommittee Procedures:

A. Commissioned Officer Training Academy (COTA) Subcommittee Procedures

1. Ensure that JOAG is providing consistent and useful messages that are aligned with the information being received from COTA. 
2. Design a survey that is disseminated to recent OBC graduates. The survey will evaluate the training junior officers’ received at OBC and assess where training gaps exist. 
a.  Update the survey on a yearly basis, or as updates to the
   COTA training are made. 
b.  Disseminate the survey on to junior officers 9-12 months after the completion of OBC.
3. Develop informational resources and recommend training for junior officers based on survey results obtained from recent OBC graduates.
4. Provide analysis of OBC training survey data to the COTA Cadre to advise them on trainings that were most useful to junior officers and where additional training is needed. 
5. Inform junior officers of volunteer opportunities within COTA by distributing calls for volunteers for OBC projects and events. These calls for volunteers will be drafted by COTA and contain a COTA point of contact.   

B. Mentoring Subcommittee Procedures

1. Review Corps-wide mentor programs and highlight model examples.
2. Provide training opportunities for prospective mentor and mentees.
3. Develop a series of guidance documents and resources on the topic of mentorship and share with junior officers.
4. Lead the JOAG Junior Officer Job Shadowing program.

C. JOAG Journal Subcommittee Procedures
1. Encourage committee members to author or co-author professional development articles of interest to junior officers.
2. Present timely & relevant professional development ideas to the PD-C to inspire members to write articles.
3. Serve as a resource to authors on article guidelines as well as assist in reviewing articles before they are submitted..
4. Ensure that our authors meet the established JOAG Journal deadlines including topic and article submission deadlines.

D. Cross-cutting Professional Development Initiatives Subcommittee Procedures

1. Stay on the forefront of the various planned JOAG Committee activities related to professional development as these could serve as possible collaboration opportunities.
2. Serve as a resource to others within JOAG that are pursuing professional development activities to assist in reviewing initiatives in development and providing additional perspective and guidance.

E. Health Occupations Students of America (HOSA) Subcommittee Procedures

1. Provide guidance to JOAG and other Commissioned Corps groups on issues relating to the mentoring of HOSA members.
2. Serve as a cross-section of knowledgeable junior officers who are committed to developing and sustaining a mentoring program between junior officers and HOSA members.

F. Website Coordinator Procedures

1. Include information on the Professional Development Website page related to the Career Development, Reading List, Mentoring resources, and Journeyman Series presentations. 
2. Provide the Communications and Publications Committee with current information in regards to the Professional Development Committee on an as needed basis.

G. Uniform Inspection Subcommittee Procedures

1. Provide a uniform inspection booth at the annual USPHS Scientific and Training Symposium.
a. Work with COF Planning Committee to obtain the booth and determine logistics
b. Recruit volunteers to staff the booth
c. Identify and procure items for display at the booth
2. Pursue other venues where the subcommittee’s inspection booth could be organized and be an asset to the participants (e.g., FDA White Oak USPHS Commissioned Corps Awareness Day)
3. Develop uniform related content and resources for junior officers including the JOAG uniform presentation posted on the JOAG website.

H. Professional Development Survey Subcommittee Procedures

1. Provide survey concerning professional development needs once every two years.
a. Provide a test survey to the Professional Development Committee’s members prior to launching to other officers.
b. Provide a summary of the survey results to the JOAG Executive Committee
c. Disseminate survey results to JOAG via the list-serve and/or the JOAG Journal

I. Journeyman Series Subcommittee Procedures

1. Provide a presentation on the second Friday of every other month.
2. Recruit speakers for the bi-monthly Journeyman series.
3. Collaborate with the JOAG Communications and Publication Committee to have these presentations transcribed.
4. Develop and maintain a presentation tracking tool that provides access to past presentation topics and transcripts.
5. Offer occasional off-cycle presentations or questions and answer sessions for time-sensitive topics, with the approval of the JOAG Executive Committee.
6. During each presentation, a subcommittee participant will moderate the call and introduce the speaker.
7. Provide letters of appreciation to all presenters.


J. Reading List Subcommittee:  

1. Update the JOAG Reading List to provide valuable professional development references and articles to junior officers.   
2. Lead the initiative to make the JOAG Reading list an interactive professional development tool by using www.goodreads.com) to have the ability for officers to rate books and provide feedback on ones they’ve found most valuable and would recommend to others. 
3. Encourage junior officers to recommend reading materials that junior officers have found beneficial for their careers (either from leadership training, mentoring programs or other venues)

ARTICLE IV

MINIMUM STANDARDS FOR COMMITTEE PARTICIPANTS

Section 1.	Committee Participant: Committee Participant minimum standards include:  

A. Attending at least half of the eligible meetings since joining the Committee.
B. Active participation in at least one Project or Subcommittee annually.
C. Active participation in meeting discussions and providing input to the Committee Chair solicitations.

Also see JOAG General SOP, Article V, Section 1.


ARTICLE V

TRANSITIONING

Section 1.	Transition Procedure: 	Incoming Committee Chair Preparation: Incoming Committee Chair and outgoing Committee Chair should schedule a meeting to discuss the transitioning of the position. In collaboration with the outgoing Committee Chair, the incoming Committee Chair will utilize the orientation guidelines and practices regarding absenteeism and member recognition to assist them in their preparation as the Committee Chair.  Transitioning will also include orientation to Committee documents, the JOAG Committee Chair Frequently Asked Questions Guidance Document and the JOAG Strategic Plan. Also see the JOAG General SOP, Article VIII, Section 1.


ARTICLE VI

ABSENTEEISM POLICY

Section 1.	Absenteeism Policy: Committee Participants should inform the Committee Secretary if they will be unavailable to make a Committee meeting. To maintain their status, Committee Participants need to attend at least half of the eligible meetings since joining the Committee. Also see JOAG General SOP, Article VII, Section 1.

Section 2.	Member Participation: Committee Participants who miss more than half the  meetings in a six month period (June through December) or half the meetings in a twelve month period (January through December) shall be considered “inactive” and not be eligible for the Committee’s end-of-year Letter of Appreciation. The Committee Secretary/Assistant Secretary shall keep attendance of all meetings and notify the Committee Chair if a member has fallen below the 50% attendance mark. These guidelines are intended to encourage at least 50% attendance at meetings. However, it is recognized that there may be individual cases which warrant special consideration (e.g., weekly scheduling conflict), where an Officer is not able to make that percentage but substantially contributes to the Committee. Therefore, the Committee Chair reserves the right to utilize appropriate discretion in determining whether or not an individual Officer should be recognized as a Committee Participant. Also see JOAG General SOP, Article VI, Section 1. 

Section 3.	Notifying Inactive Members:  Those Committee Participants who fall below the 50% attendance mark will be sent an e-mail by the Secretary/Assistant Secretary informing them of such and that they will be removed from the roster and may not be eligible for the end-of-year Letter of Appreciation. Those Officers who choose to disassociate from a Committee, not respond, or continue to fail to attend meetings will not achieve the minimum recognition of Committee Participant as outlined above and in Article X, Section II of the JOAG General SOP.  Also see JOAG General SOP, Article VII, Section 3.


ARTICLE VII

MEMBER RECOGNITION

Section 1.	Committee Participants: Committee members who maintain the minimum standards for Committee Participants (Article VI) will be acknowledged through the following methods: 

A. A written letter signed by the Committee Chair (Co-Chairs) and JOAG Chair suitable for inclusion in the Officer's OPF.

Specific detail on the individual officer’s contributions should be maintained along with the impact of their contributions on the overall outcome when applicable. A letter shall be granted to every officer who demonstrates at least a 50% attendance record (in addition to the other criteria) since joining the Committee.

B. Approval to list membership role with JOAG Committee on official 
Curriculum Vitae as “Committee Participant.”

C. Committee Participants shall be differentiated from Committee Observers in attendance rosters and in correspondence with the JOAG Chair and Executive Committee for the purposes of acknowledging their contributions to JOAG. 

Also see JOAG General SOP, Article X, Section 1.


ARTICLE VIII

CHANGES TO THE STANDARD OPERATING PROCEDURES (SOP)

Section 1.	Updates to the Professional Development SOP: The Committee Chair (or Co-Chairs) shall be responsible for maintaining and updating the Professional Development Committee SOP. Updates to the SOP may be initiated as needed by the Committee Chair (or Co-Chairs), Subcommittee Leads, or JOAG Executive Committee. Any Subcommittee Lead or JOAG Executive Committee member may request a review of the SOP or suggest a change to the SOPs through correspondence with the Committee Chair (or Co-Chairs). If deemed worthy of further review, such a review shall occur with drafting of new proposed verbiage. 
Section 2. 	Professional Development SOP Review: The Committee Chair (or designee) will initiate the yearly review process. The Professional Development Committee SOP shall be the reviewed annually by the Committee Chair and the Subcommittee Leads to ensure the SOP is up-to-date and adequate to meet the needs of the Committee. 
Section 3. 	Approval: The Professional Development Committee SOP requires review and approval by the Policy and Procedures (P&P) Committee and the JOAG Executive Committee. The draft revised SOPs shall be submitted first to the P&P Committee for review of format and general content.  The Professional Development Committee shall make revisions, if necessary, following P&P Committee review, then submit the draft revised SOP to the JOAG Executive Committee liaison to begin Executive Committee review. After receipt and incorporation of edits or comments from the Executive Committee, the SOP shall be considered final.  
Section 4. 	Minor changes: Minor changes to the SOP (i.e., to correct spelling or grammar or to clarify unclear wording) may be made without P&P Committee or JOAG Executive Committee review and approval.


APPENDIX I

JUNIOR OFFICER SHADOWING PROGRAM (JOSP) GUIDANCE 
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UNITED STATES PUBLIC HEALTH SERVICE

Junior Officer Shadowing Program Guidance Document

Introduction: Job shadowing is a professional, career development and exploration activity that offers the opportunity to spend time with a more senior professional currently working in a person’s field of interest. Junior officers who shadow get to observe the day-to-day activities of someone in the current workforce and also get a chance to actively engage with more senior officers. Senior officers are able to offer their unique experience and insight with junior officers in an enriching manner. Job shadowing is a brief commitment that can have a significant impact on participants. Beyond allowing participants to increase their understanding of the responsibilities of a senior officer, it also links senior officers with junior officers with the potential for future mentorship at their own discretion. 

Concept and Mission: 
A shadowing program encourages senior and junior officer interactions. It also provides junior officers an opportunity to experience a particular career opportunity which can assist in their professional development. 

Purpose of Guidance Document: To identify the responsibilities and expectations of each officer who volunteers for the Junior Officer Shadowing Program. 

Definitions: 

Job Shadowing Facilitator: Senior officer who engages a fellow officer in exploring a career opportunity during the Junior Officer Shadowing Program. 

Job Shadowing Participant: Junior officer who is seeking guidance on a particular career opportunity through the Junior Officer Shadowing Program.

I. Scope of Junior Officer Shadowing Program 
· Time Commitment – One work day for actual shadowing. Extended interaction is at the 
discretion of the facilitator and participant. 
· Location – Currently in Washington, DC Area,  Atlanta Area, and IHS (Navajo Area)
· Matching – A Job Shadowing Participant will be matched with a Job Shadowing 
Facilitator based upon the responses in the enrollment forms. The match is made taking 
into account availability, geographic location, similar career interests, and USPHS 
activities. 

II. Responsibilities (Job Shadowing Facilitator) 
· Provide a tour of the workplace. 
· Discuss the roles and responsibilities of the position. 
· Discuss the training involved to acquire the position. 
· Provide debrief at the end of the day to answer questions. 
· Complete an online survey about shadowing day experience. 

III. Responsibilities (Job Shadowing Participant) 
· Research basic information about the career opportunity before shadowing day event. 
· Make contact with the Job Shadowing Facilitator at least 1 week prior to the shadowing day event to confirm availability, meeting time, and location. 
· Arrive on time. 
· Ask questions. 
· Complete an online survey about shadowing day experience.


APPENDIX II

JOSP FACILITATOR ENROLLMENT FORM 
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JOAG Shadowing Program Enrollment Form
Job Shadowing Facilitator (Senior USPHS Officer)
Contact Information


Name: Rank: Category: Billet:
Position Title: Duties:












Agency/Division: City and State of
Duty Station:
E-mail Address: Work Phone:


Availability
Select 2 days (Mark “1” for 1st choice and “2” for 2nd choice) for your preferences. If known,
please specify dates next to days of availability.

	
	Monday
	Thursday

	
	
Tuesday
	
Friday

	
I
	
Wednesday
	
I am available and willing to be matched with more than one junior officer.



Program Participation Goals

What would you like to accomplish by participating in the program?




























Interests

List your current USPHS activities and prior USPHS activities as a junior officer.


















Supervisor Approval
Approval of your supervisor is necessary to participate in the Junior Officer Shadowing Program.

I affirm that I have the authority or I have received my supervisor’s approval to participate in the program.

Officer’s Name: Signature: Date:
Supervisor’s Name: (if necessary)

Date of Supervisory Approval:
APPENDIX III

JOSP PARTICIPANT ENROLLMENT FORM 
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JOAG Shadowing Program Enrollment Form
Job Shadowing Participant (Junior USPHS Officer)

Contact Information


Name: Rank: Category: Billet:
Position Title: Agency/Division:
City and State of
Duty Station:
E-mail Address: Work Phone:



Availability
Select 2 days (Mark “1” for 1st choice and “2” for 2nd choice) for your preferences. If known, please
specify dates next to days of availability.

Monday	Thursday Tuesday	Friday Wednesday

Program Participation Goals
Discuss how participating in a Junior Officer Shadowing Program will benefit your professional development. Include any career areas you would like to explore or any specific requests that you would like to make (specific requests may require additional time for matching).

























Interests
List your current USPHS activities.

















Supervisor Approval
Approval of your supervisor is necessary to participate in the Junior Officer Shadowing Program.

I affirm that I have received my supervisor’s approval to participate in the program.

Officer’s Name: Signature: Date:
Supervisor’s Name(s):

Date of Supervisory
Approval:

Document No.: 0001
Revision No.: 
Approval Date: 
Effective Date:  
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