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	13
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	14
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	15
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	9/4/13
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	16
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	10/1/13
	Replacement of SOP Subcommittee with Information Subcommittee SOP
Inactivation of Online Career Resources Subcommittee and Co-STEP Non-Select Subcommittee


	17
	5/16/14
	6/6/14
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Purpose 

The Junior Officer Advisory Group (JOAG) Recruitment and Retention Standard Operating Procedures (SOP) provides operational and procedural guidance for the Recruitment and Retention 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 Recruitment and Retention 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 Recruitment and Retention 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 primary mission of the JOAG Recruitment and Retention (R&R) Committee is to recruit and retain qualified junior officers in the United States Public Health Service Commissioned Corps.

ARTICLE II

COMMITTEE RESPONSIBILITIES & ORGANIZATION

Section 1. Committee Responsibility

The Recruitment and Retention Committee shall work with the JOAG Executive Committee and voting members to perform the following functions in accordance with the mission of JOAG:

A. Oversees and manages the JOAG COSTEP Connection Program, which provides junior officer mentors for COSTEP students,.
		
B. Oversees and manages the JOAG Career Fair Information Program and distributes a monthly list of upcoming career fairs nationally through messages sent to the JOAG listserv and posts on the JOAG website, including a google maps display format.
C. Oversees and manages the Transitional Assistance Program and Agency Training Programs to provide information to officers separating from our sister services and civilians participating in training programs offered by agencies supporting PHS officers.

D. Develops and distributes resources for junior officer recruiters and mentors, including publishing an article in each issue of the JOAG Journal.

E. Participates in regular meetings with the Division of Commissioned Corps Personnel and Readiness (DCCPR) to facilitate collaboration and to provide appropriate recruitment information to junior officers.

F. Promotes additional recruitment and retention programs as developed by members of the Committee. 

G. Updates and maintains Committee website by submitting changes to the Communications and Publications Committee.

H. Supports the overall Public Health Service recruiting mission.


Section 2. Subcommittee Responsibility

A Subcommittee is an established and recurring program within the JOAG Recruitment and Retention Committee.  Oftentimes, 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 Recruitment and Retention Committee consists of following Subcommittees:


A. Agency Training Programs (ATP) Subcommittee

The primary mission of the Agency Training Programs Subcommittee is to compile a list of agency training programs in which junior officers may serve as liaisons and represent the Commissioned Corps by providing resources to potential officers who are training at various federal agencies.

B. Career Fair Information Subcommittee

The Career Fair Information Subcommittee serves to identify inexpensive or free career fairs across the country. Officers may attend these fairs to provide recruiting materials and information to those interested in a career with the Public Health Service. Throughout the university school year, this subcommittee compiles lists of career fairs and disseminates them through the JOAG listserv. In addition, this subcommittee is responsible for the annual update to the "JOAG Career Fairs Resources Guide.”

C. COSTEP Connection Subcommittee

The mission of the COSTEP Connection Program is to foster a mentoring relationship with JRCOSTEPs. The goal of the program is to increase the number of COSTEPs that result in a full commission and to enhance student’s active duty experience by providing valuable information about the Commissioned Corps.  The subcommittee accomplishes this by coordinating officer volunteers to serve as mentors and additional points of contact for junior COSTEPs.

D. Information Subcommittee

The Information Subcommittee’s primary function is exploring new mechanisms to disseminate communication regarding Recruitment and Retention matters as they pertain to junior officers. The subcommittee is responsible for updating and correcting the format of the R&R Standard Operating Procedures and providing guidance to the subcommittee chairs.  The subcommittee is researching fresh ideas on how to distribute information within JOAG and between JOAG and different committees, agencies or civilian groups.  There is an emphasis on increasing the awareness of junior officers on policy, procedures and protocols.

E. Publications Subcommittee

The mission of the Publications Subcommittee is to disseminate and publish various activities of the Recruitment and Retention Committee as well as additional information that may be valuable to junior officers in the JOAG Journal through its reoccurring column “Recruitment and Retention Matters”.

F. Retention Subcommittee

The mission of the Retention Subcommittee is to identify trends for early separation (service of less than 20 years) by Junior Officers in the Commissioned Corps.  In cases where early separation is preventable, the Retention Subcommittee creates resources and interventions to help retain officers in the USPHS.

G. Transitional Assistance Program (TAP) Subcommittee

The primary mission of the Transitional Assistance Program (TAP) Subcommittee is to provide information about career opportunities with the United States Public Health Service (USPHS) to qualified active duty personnel from other uniformed services that are in the process of separation from another service.  The TAP Subcommittee consists of three teams: Presentation Team, Marketing Team, and Web Team. 

H. Website Coordinator

The Website Coordinator oversees all content posted to the Recruitment and Retention (R&R) Committee’s webpage.  The coordinator works closely with the JOAG Communications and Publications Committee (CPC) to ensure desired changes on the R&R Committee's webpage are accurate and up-to-date. The Website Coordinator is responsible for submitting R&R webpage related content, ensuring that the R&R webpage is 508 compliant, notifying the CPC when R&R webpage changes are needed, updating and maintaining the career fair map and calendar resource, and exploring innovative ways to utilize the R&R webpage to aid in recruitment and retention of junior officers.

Section 3. Leadership

The Recruitment and Retention Committee consists of a Committee Chair (or Co-Chairs), EC Liaison, Secretary (or Co-Secretaries), Committee Website Coordinator and seven subcommittee leads (or Co-Leads).

A. Committee Chair: The committee Chair must be a proficient meeting manager. The Chair must understand the committee’s mission and objectives, plan meetings, resolve conflicts, communicate effectively, and ensure committee participants follow-up on assigned tasks or projects. Because committee participants are volunteers with many other responsibilities, the Chair should be respectful of time and keep meetings on schedule. The Chair must also guide the committee to consensus. The Committee Chair is responsible for the following tasks: 

1. Preparing and distributing meeting agendas in advance and including agenda items that realistically fit within the allotted meeting time; 

2. Involving as many participants as possible in discussions by soliciting opinions and experiences; 

3. Ensure committee participants understand expectations for assigned tasks or projects; 

4. Include EC Liaison in the committee’s roster; 

5. Summarizing major points or decisions; 

6. Keeping discussions on subject; 

7. Utilizing facts to resolve conflicts; 

8. Maintaining objectivity; 

9. Praising participants and acknowledging individual and group contributions; 

10. Listening to all participants and all sides of an issue; 

11. Facilitating committee meetings/conference calls to ensure optimal time utilization; 

12. Ensuring individual project milestones are met and if not, identifying the cause and rectifying the problem; 

13. Assigning action items to individual participants; 

14. Communicating project progress and committee activities to the JOAG Executive Committee through the EC Liaison; and 

15. Providing orientation to new committee participants. 

The term duration for Committee Chair (Co-Chairs) shall be a two-year term. 


B.  The Committee Secretary (Co-Secretaries) is responsible for the following tasks (see JOAG general SOP Article V section 3):

1. Disseminate meeting announcements.

2. Disseminate announcements as requested by the Committee Chair(s) to the Committee’s membership.

3. Distribute meeting agendas to Committee membership.

4. Record and distribute meeting minutes.

5. Maintain an accurate roster of all Committee members.  This roster will contain all pertinent member information.

6. Maintain an accurate database via NIH Listserv of all Committee participants and observers; the database will maintain contact information and pertinent demographics. It will be used to contact Committee participants. 

7. Remove newly promoted O-5 officers from the roster and the Committee database. After promotion lists become available, O-5 officers will be notified of their upcoming removal from the Committee database prior to removal. 

8. Track usage of teleconference line. Subcommittees will contact designated Co-Secretary to reserve time on the line.

9. Track Committee participants’ meeting and Committee participation to aid the Committee Chair(s) in determining those who qualify for an end-of-year Letter of Appreciation. 

10. Continue to monitor and update the R & R Committee roster and contact members with minimal activity.  Members who have not participated at the minimal level or responded to email inquiries regarding participation will be removed from the roster.  

The term duration for Committee Secretary (Co-Secretaries) shall be a one-year term.


C.  Executive Committee Liaison: The EC 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 and members; 

4. Provides guidance on policy and procedures relevant to JOAG; 

5. Advises committee Chair and members on new and existing projects; and 

6. Reviews and finalizes committee specific documents (See Article V, Section 7, 8, and 9). 

The term duration for Executive Committee Liaison shall be a one-year term. 


D. Committee Website Coordinator:  The Website Coordinator(s) maintains the Recruitment and Retention Committee content within the JOAG website. The Website Coordinator(s) are responsible for the following tasks:

1. Coordinate posting Recruitment and Retention Committee materials and papers on the JOAG Website.
2. Communicate and work closely with the Communications and Publications Committee Chair(s) to ensure all website guidelines are followed for the Recruitment and Retention Committee. 
3. Develop and maintain a working list of documents that should be posted and updated annually on the JOAG website.
4. Review and update Committee Website Coordinator SOP annually.
The term duration for Committee Website Coordinator(s) shall be a one-year term with potential renewal for one year.

See Article III, Section 2 for procedures.

E. Subcommittee Lead(s): The Committee Chair(s) will designate subcommittee Leads. The Subcommittee Lead(s) shall perform the following functions:

1.  Assign specific tasks and responsibilities to individual Subcommittee members as needed.

2. Responsible for holding regular meetings, ensuring effective communication amongst Subcommittee participants, and setting project timelines to meet the overall expectations as set forth by the Committee Chair(s).

3. Submit regular updates on Subcommittee progress to the R&R Secretary (Co-Secretaries) for inclusion in the R&R Committee meeting minutes. Any communication external to the Committee must be pre-approved by the Committee Chair(s).

4. Review and revise the Subcommittee SOP as needed but not less than annually.

The term duration for Subcommittee Lead(s) shall be a one-year term with potential renewal for one year. 


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 a junior 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 Recruitment and Retention Committee shall disseminate Letters of Appreciation to committee members for participation and volunteer support.  The Letters of Appreciation should be issued on an annual basis using the template provided by the JOAG Awards Committee.

ARTICLE III

COMMITTEE PROCEDURES

Section 1. The Recruitment and Retention Committee shall hold meetings on the second Wednesday of every month from 12:00 to 13:00 EST; alternating between a general Recruitment & Retention meeting and a Subcommittee Leadership meeting where all subcommittees shall report their various activities.  The meetings are scheduled at the discretion of the Committee Chair (or Co-Chairs).  

Section 2. Recruitment and Retention Subcommittees:

A. Agency Training Programs (ATP) Subcommittee
1. Mission Statement
The primary mission of the ATP Subcommittee is to develop relationships with agency training programs within federal agencies where USPHS Officers serve in order to: (1) introduce trainees to the Commissioned Corps and (2) provide opportunities for junior Officers to serve as a resource to potential Officers training in various federal agencies.

2. Responsibilities 

a. Compiles and maintains a list of training programs at federal agencies at which USPHS Officers may serve. 

b. Assigns contacts to agency training programs and maintains relationships with the representatives of these programs.

c. Presents information to agency training program trainees about joining and developing a career with the Commissioned Corps. 

d. Serve as mentor to trainees who go on to join Commissioned Corps, and assist in their transition to USPHS.

3. Subcommittee Positions

a. The ATP Subcommittee may contain the following roles: Subcommittee Co-Leads, Secretary, Team Leads, Team Members (Members assigned to a Team), and General Subcommittee Members (Members not assigned to a particular Team). The Subcommittee positions relate to the following: 

(1) Subcommittee Co-Leads

(2) Secretary

(3) Agency Contacts Team

(4) Presentations Team

(5) Alumni Network Team 

(6) Materials Team

4. Procedures

a. Subcommittee Co-Leads 
(1) Manage Subcommittee Member participation.

(2) Recruit Subcommittee Members by preparing a call for volunteers to be distributed by the R&R Chair through the R&R listserv (and JOAG listserv, if needed).

(3) Cancel the membership of Subcommittee Members if they do not uphold minimum standards of the Subcommittee outlined in this SOP.

(4) At the end of the year, determine Subcommittee Members who have met the standards for Subcommittee participation and submit this information to the R&R Co-Chairs.

(5) Prepare an introductory email at the beginning of the operational year to define team assignments and outline expectations for the year.

(6) Assign Officers to serve as mentors, liaisons, or presenters to trainees in programs at agencies within the Department of Health and Human Services (HHS) or non-HHS agencies where USPHS Officers serve.

(7) Select Officers to serve as Team Leads.

(8) Set an operational year schedule for Subcommittee tasks that meet the expectations of the R&R Co-Chairs.

(9) Respond to questions/comments from Subcommittee Members.

(10) Complete an Operational Year End Report for the R&R Co-Chairs which may include: number of agency training programs identified, number of inquiries addressed, number of presentations given, and other relevant Subcommittee accomplishments.

(11) Review any updated ATP recruitment and retention materials; forward to the Division of Commissioned Corps Personnel and Readiness (DCCPR) for approval through JOAG R&R Co-Chairs, if needed.

(12) Update the ATP Subcommittee SOP.

b. Secretary

(1) Send out Outlook calendar invite for Subcommittee meetings for the operational year. Cancel/modify the invite, as necessary.

(2) Send out meeting agendas and other materials in advance of the Subcommittee meeting.

(3) Keep records of attendance at Subcommittee meetings, through roll call and emails. 

(4) Keep an ongoing log of participation throughout the operational year.

(5) Share this log with the Subcommittee Co-Leads so they can assess if Members meet the standards for participation and requirements for Member recognition.

(6) Take minutes at Subcommittee meetings.

(7) Provide initial draft of Subcommittee meeting minutes to Subcommittee Co-Leads for approval.

(8) Modify minutes as requested by Co-Leads and/or Subcommittee Members.

(9) Send out minutes from Subcommittee meetings to Subcommittee Members upon approval.

c. Agency Contacts Team

(1) Search for training programs in federal agencies and send documentation on agency training programs to the Subcommittee Co-Leads before set deadlines.

(2) Contact agency liaison office (if one exists) and/or agency training program coordinators to explain the mission of the ATP Subcommittee and determine interest in developing a relationship.

(3) Schedule briefings or presentations with agency training program coordinators to determine the potential needs and questions of the program and their trainees.

(4) Coordinate with presenters to lead presentations with trainees either in person, via teleconference, or via webinar depending on technical capabilities, location of the Officer and the training program, and the structure of the training program.

(5) Report to Subcommittee Co-Leads on status updates, provide summaries of activities during Subcommittee calls, and other tasks as necessary.

d. Presentations Team

(1) Be familiar with the ATP Subcommittee recruitment materials.

(2) Deliver presentations to agency training program trainees either in person, via teleconference or webinar depending on technical capabilities, location of the Officer and the training program, and the structure of the training program.

(3) Report to Subcommittee Co-Leads on status updates, provide summaries of activities during Subcommittee calls, and other tasks as necessary.

e. Alumni Network Team

(1) Develop announcements to be sent out via the JOAG listserv in search of alumni from agency training programs that have a relationship with the ATP Subcommittee.

(2) Maintain a log of agency training program alumni that are current junior Officers in the USPHS.

(3) Develop a cadre of Officers who are willing to respond to inquiries and be available as a resource for alumni from agency training programs who have newly commissioned into the USPHS.

(4) Match cadre members with newly commissioned alumni from their training programs or alumni who are applying to the Commissioned Corps.

(5) Report to Subcommittee Co-Leads on status updates, provide summaries of activities during Subcommittee calls, and other tasks as necessary.

f. Materials Team 

(1) Develop and/or revise recruitment materials for agency training program trainees.

(2) Develop other materials as requested by training programs or agencies.

(3) Submit any documents to the Subcommittee Co-Leads to initiate the review process.

(4) Report to Subcommittee Co-Leads on status updates, provide summaries of activities during Subcommittee calls, and other tasks as necessary.

5. Additional Standards of Subcommittee Participation

a. Subcommittee Members 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 other viewpoints.

(3) Think in terms of the welfare of the group rather than personal interests.

(4) Accept and follow through on assignments.

(5) After unexcused absences from more than half of the Subcommittee’s scheduled meetings, Subcommittee Members will be removed from the Subcommittee membership list and notified. Before this limit is reached, the ATP Subcommittee Co-Leads will contact the Officer to reiterate the participation standards and provide the Officer the opportunity to explain their absences and improve their attendance record. 

6. Transition
a. The Subcommittee Co-Leads will identify a Subcommittee Member or Members that would be suitable and willing to become a Subcommittee Co-Lead, and make their recommendations to the R&R Committee Co-Leads. Incoming Subcommittee Co-Lead(s) and outgoing Subcommittee Co-Lead(s) should schedule a meeting to discuss the transitioning of the position. 

7. Member Recognition
a. Subcommittee Members who maintain the minimum standards for Subcommittee Participation will be acknowledged through the following methods: 

b. A letter of appreciation shall be granted to every officer who demonstrates at least a 50% meeting attendance record with JOAG R&R Committee in addition to the other Subcommittee standards through the end of the operational year or term of service (if the Officer must leave before the end of the operational year for a legitimate reason). The letter will be signed by the JOAG R&R Co-Chairs and suitable for inclusion in the Officer's eOPF.

c. Ability to list Subcommittee membership role on official Curriculum Vitae.

B. Career Fair Information Subcommittee
1. Mission Statement
The primary mission of the JOAG R&R Committee Career Fair Information Subcommittee is to compile a nation-wide list of career fairs in which junior officers may attend and represent the Commissioned Corps as well as serving as a resource to aid an officer in developing a successful career fair presentation and booth.

2. Subcommittee Responsibilities
The Career Fair Information Subcommittee performs the following functions:

a. Compiles and distributes monthly lists outlining available career fairs nationwide.

b. Address career fair inquires and requests for aid in developing presentations and booths.

c. Manages and annually updates the JOAG Career Fair Resources Guide.

3. Subcommittee Procedures and Minimum Standards

a. Organization 
(1) The Career Fair Information Subcommittee consists of up to 14 members: two Co-Leads, two resource and inquiry representatives, and ten list compilers. Co-Leads may choose to take on the responsibility of the resource and inquiry representatives.

b. Subcommittee Positions (Selected)

(1) Subcommittee Lead/Co-Lead(s):
The Subcommittee Lead/Co-Lead(s) will perform the following essential Subcommittee functions:

a) Recruit Subcommittee members by preparing a “Call for Volunteers” and sending the call to the R&R Committee Chair/Co-Chair(s). This e-mail will be reviewed and forwarded to the R&R Committee Co-Secretary for distribution to the entire R&R Committee membership.

b) Prepare an introductory e-mail to the subcommittee members at the beginning of the operational year to define workgroup assignments and outline expectations.

c) Assign Career Fair List Compilers to a region containing states they will be responsible for searching career fairs from:

· HHS Region 1 - Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, and Vermont
· HHS Region 2 - New Jersey, New York, Puerto Rico, and the Virgin Islands
· HHS Region 3 -  Delaware, District of Columbia, Maryland, Pennsylvania, Virginia, and West Virginia
· HHS Region 4 - Alabama, Florida, Georgia, Kentucky, Mississippi, North Carolina, South Carolina, and Tennessee
· HHS Region 5 - Illinois, Indiana, Michigan, Minnesota, Ohio, and Wisconsin
· HHS Region 6 - Arkansas, Louisiana, New Mexico, Oklahoma, and Texas
· HHS Region 7 – Iowa, Kansas, Missouri, and Nebraska
· HHS Region 8 - Colorado, Montana, North Dakota, South Dakota, Utah, and Wyoming
· HHS Region 9 - Arizona, California, Hawaii, Nevada, American Samoa, Commonwealth of the Northern Mariana Islands, Federated States of Micronesia, Guam, Marshall Islands, and Republic of Palau (concentration on Arizona, California, Hawaii and Nevada)
· HHS Region 10 - Alaska, Idaho, Oregon, and Washington
 
d) Set an operational year schedule for compiled lists and document updates to meet expectations by the R&R Committee Chair/Co-Chair(s).  An example of a recommended schedule is as follows:
· January List- Due December 1
· February List- Due January 1
· March List- Due February 1
· April/May List- Due March 1
· September List- Due August 1
· October List- Due September 1
· November List- Due October 1
· December List- Due November 1


e) Ensure proper formatting and compile all regional career fair lists in to a single master list which is forwarded to the R&R Committee Chair/Co-Chair(s). The R&R Committee Chair/Co-Chair(s) will review and forward the list to the committee’s JOAG Executive Committee Liaison and the Chair/Co-Chair of the JOAG Communications and Publications Committee for distribution through the JOAG listserv and posting on the JOAG website.

f) Attend bi-monthly R&R Committee General Meetings and bi-monthly R&R Committee Leadership Meetings and provide updates on subcommittee progress.

g) Respond to questions/comments from Subcommittee members. 

h) Cancel the membership of subcommittee participants if they do not uphold minimum standards of subcommittee participation. 

i) Complete an Operational End of Year Accomplishments and Action Items Report for the R&R Chair/Co-Chair(s) that typically includes: total number of career fairs identified, total number of inquiries that were addressed, and other relevant subcommittee accomplishments that were achieved.

j) Review the updated Career Fair Resources Guide and submit to the R&R Committee Chair/Co-Chair(s) for forwarding to the Division of Commission Corps Personnel and Readiness (DCCPR) for annual approval.

k) Update the JOAG R&R Committee Career Fair Information Subcommittee SOP annually.

l) Term Duration for Subcommittee Lead/Co-Lead(s): The Subcommittee Lead/Co-Lead(s) will serve a one-year term. 

(2) Subcommittee Resource Representative(s):
a) The Subcommittee Resource and Inquiry Representative(s) will perform the following essential Subcommittee functions:

b) Address and respond to career fair inquiries from officers.

c) Annually update the Career Fair Resources Guide before submitting to Subcommittee Lead/Co-Lead(s) for approval. 

d) Term Duration for Subcommittee Resource Representative(s): The Subcommittee Resource Representative(s) will serve a one-year term. 

(3) Career Fair List Compilers:
a) The Career Fair List Compilers will perform the following essential Subcommittee functions:

b) Search for scheduled career fairs in their assigned region, compile a properly formatted list of the career fairs, and send the list of compiled career fairs to the Subcommittee Lead or their assigned Co-lead before the set deadline.

c) Compile a career fair list annually for the months of January, February, March, April/May, September, October, and November, December.

d) Term Duration for Career Fair List Compilers: The Subcommittee Career Fair List Compilers will serve a one-year term. At the end of the term, the members may reapply through the new subcommittee Lead/Co-Lead(s) at the beginning of the operational year to continue serving on the subcommittee.

4. Subcommittee Involvement

a. Subcommittee Participant: Subcommittee 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 other 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 of the R&R Committee SOP).

5. Transitioning

a. Incoming Subcommittee Lead/Co-Lead(s) Preparation: Incoming Subcommittee Lead/Co-Lead(s) and outgoing Subcommittee Lead/Co-Lead(s) will schedule a meeting to discuss the transitioning of the position. In collaboration with the outgoing Subcommittee Lead/Co-Lead(s), the incoming Subcommittee Lead/Co-Lead(s) will utilize the current R&R Committee SOP and practices regarding absenteeism and member recognition to assist them in their preparation as the Subcommittee Lead/Co-Lead(s).  

6. Member Recognition

a. Subcommittee Participants: Subcommittee members who maintain the minimum standards for Committee Participants will be acknowledged through a written letter of appreciation signed by the R&R Committee Chair/Co-Chair(s). The Career Fair Information Subcommittee Lead/Co-Lead(s) shall submit a list of subcommittee participants deserving of a letter of appreciation to the R&R Committee Chair/Co-Chair(s) upon request.  

b. Criteria for Obtaining a Letter of Appreciation from the Career Fair Information Subcommittee:

(1) Submit a list of career fairs in the region assigned to you by the due date, using the template provided.  

(2) In the event that you are unable to provide a list of career fairs by the due date, contact a co-lead in advance of the due date with the reason why the list cannot be completed.

(3) A minimum of 8 of the 9 requested lists must be completed to obtain a letter of appreciation.  

(4) Officers may still receive Letters of Appreciation if they notify Co-Leads in advance if they are unable to complete their assigned list for a given month (examples of this were when an Officer was on travel, detail, or on maternity leave). 

C. COSTEP Connection Subcommittee
1. Mission Statement  
The primary mission of the JOAG R&R Committee COSTEP Connection Subcommittee is to foster a relationship with active Junior (JR) and Senior (SR) COSTEP participants; to increase the number of COSTEPs that result in a full commission; and to enhance the student’s active duty experience by providing valuable information about the Commissioned Corps. 

2. Responsibilities 
The COSTEP Connection Subcommittee performs the following functions:

a. Recruit USPHS Junior Officers to volunteer as mentors to COSTEP students during their tour.

b. Obtain list of COSTEP participants and contact information from the Division of Commissioned Corps Personnel and Readiness (DCCPR) or JOAG Recruitment and Retention Co-Chairs through the Officer Locator Tool.

c. Prioritize assignment of mentors and COSTEP participants based on professional category.

d. Provide mentors with resource materials to guide them in answering frequently asked questions.

e. Survey both COSTEP participants and mentors regarding the quality of their experience.

3. Committee Positions

a. Subcommittee Lead (Co-Leads):
The Subcommittee will be headed by two Co-Leads who will serve a one year team with the option to complete a 2nd term.  The Co-Leads are to be selected at the beginning of the operational year. 

b. Subcommittee Members (Mentors): 
The Subcommittee does not have a membership minimum or maximum.  Instead, membership is based on the anticipated needs of the subcommittee and the number of selected COSTEPs.  Members will serve a one-year term.  If members wish to continue serving on the subcommittee after the end of their term, the members must reapply after a request for volunteers has been made.  Traditionally, this has occurred during the month of December, but can occur at any point before the COSTEP list is received from DCCPR.

4. Procedures

a. Subcommittee Co-Leads
The Subcommittee Co-Leads will perform the following essential Subcommittee functions:

(1) Recruit Subcommittee members by preparing a “Call for Volunteers” and sending the call to the R&R Committee Chair/Co-Chair(s). This e-mail will be reviewed and forwarded to the R&R Committee Co-Secretary for distribution to the entire R&R Committee membership. If the Subcommittee Co-Leads do not receive an adequate response to the “Call for Volunteers” or after receiving the COSTEP list it is deemed that more mentors are needed, then another call will be drafted by the Co-Leads and submitted to the R&R Committee Chair/Co-Chair. This call will be forwarded to the JOAG Secretary by the R&R Committee Chair/Co-Chair for distribution to the JOAG listserv.

(2) Review the Mentoring Resources Document annually and ensure the website links are functional and information provided in the document is still relevant.  Assistance may be requested from Subcommittee members. Identify volunteers among the internal subcommittee’s volunteer list (do not send out a request on the R&R listserv) to update web links/other information in the Mentor Resource Document.  Any changes must be reviewed and accepted by Subcommittee Co-Leads and then approved by the R&R Co-Chair(s). 

(3) Obtain list of COSTEP participants and contact information from the Division of Commissioned Corps Personnel and Readiness (DCCPR) through the R&R Committee Chair/Co-Chair(s) or JOAG liaison to DCCPR.

(4) Assign mentors with COSTEP participants with mentors based primarily on professional category. If not all categories are represented, then they will be matched by agency. If it is not possible to match by category or agency, they will be assigned by the next best matching system as determined by the Subcommittee Co-Leads. 

(5) Prepare an introductory e-mail to the mentors, including an Appointment Letter, upon COSTEP assignment to define subcommittee expectations and provide resource documents. 

(6) Respond to questions/comments from Subcommittee members. 

(7) Create survey utilizing Survey Monkey to capture COSTEP and mentor interaction. 

(8) Attend bi-monthly R&R Committee General Meetings and bi-monthly R&R Committee Leadership Meetings and provide updates on subcommittee progress.  If neither Co-Lead can attend one of the meetings, a Subcommittee member will be identified to attend and provide an update on the Subcommittee’s progress.  

(9) Complete an Operational End of Year Accomplishments and Action Items Report for the R&R Committee Chair/Co-Chair(s) that typically includes: total number of mentor participants, total number of COSTEP participants, inquiries that were addressed, and other relevant subcommittee accomplishments that were achieved.

(10) Update the JOAG R&R Committee COSTEP Connection Subcommittee SOP annually.

b. Subcommittee Members/Participants (Mentors):
The Subcommittee Members will perform the following essential Subcommittee functions:

(1) Initiate contact with assigned COSTEP.

(2) Follow-up with COSTEP regarding unanswered questions.

(3) Document quality of the interaction using the end of year distributed survey. 

(4) Assist the Subcommittee Co-Leads as needed to help carry out additional functions of the Subcommittee.  This may include reporting Subcommittee updates at bi-monthly R&R Committee General Meetings and/or bi-monthly R&R Committee Leadership Meetings and reviewing and updating the Mentoring Resources Document.

5. Additional Standards of Subcommittee Participation  Subcommittee Members: Subcommittee Members will fulfill the following expected roles and responsibilities:
a. Be willing and able to give the necessary time to perform any assigned duties and interact with COSTEP participants

b. Actively participate in the end of year survey to capture the quality of the COSTEP and mentor interaction

c. Accept and follow through on assignments

6. Transition
a. Incoming Subcommittee Co-Lead(s) Preparation: Incoming Subcommittee Co-Lead(s) and outgoing Subcommittee Co-Lead(s) will schedule a meeting to discuss the transitioning of the position. Supporting documents and information will be provided by the outgoing Subcommittee Co-Lead(s).

7. Member Recognition
a. Subcommittee Participants: Subcommittee members who maintain the minimum standards for Subcommittee Participants will be acknowledged through a written letter of appreciation (LOA) signed by the R&R Committee Chair/Co-Chair(s). The COSTEP Connection Subcommittee Co-Leads shall submit a list of subcommittee participants deserving of a letter of appreciation to the R&R Committee Chair/Co-Chair(s) upon request.  Participants must meet both the minimum standards for the R&R Committee and the COSTEP Connection Subcommittee in order to receive a LOA.

D. Information Subcommittee
1. Mission Statement - The mission of the Information Subcommittee is to identify new ideas on how to disseminate information within JOAG R&R Committee and between JOAG R&R Committee and different committees, agencies or civilian groups.  There is an emphasis on increasing the awareness of junior officers on policy, procedures and protocols. The mission also includes annually updating the R&R Standard Operating Procedures and providing guidance to the subcommittee chairs as needed to generate and update their SOPs.
2. Responsibilities 
a. Develop white paper(s) on topics to increase awareness of junior officers on policy, procedures, and protocols as needed
b. Increase communication between the JOAG R&R committee and other PACs R&R committees to collaborate on common R&R issues identified
c. Pursue the option of using social media to disseminate R&R subcommittee information such as upcoming meetings, updates, and possibly as a recruiting tool.
d. Pursue the option of identifying ways to increase junior officer involvement in PACs and/or PAGs.
e. Annually update the R&R Committee SOP ensuring continuity between the JOAG General SOP and the R&R Committee SOP
f. Assist other subcommittees in generating and updating their SOPs
g. Submit list of participating subcommittee members to R&R Committee Leadership to create and distribute Letters of Appreciation.
h. Complete Operational End of Year Accomplishments and Action Items Report Timeline: To be completed by mid-September 2014
3. Committee Positions
a. Two Co-Leads
b. Volunteer Participants from JOAG R&R Committee
4. Procedures
a. Identify volunteer participants by preparing and emailing a “Call for Volunteers” to the R&R Committee Chair/Co-Chair(s). This e-mail will be reviewed and forwarded to the R&R Committee co-secretary for distribution to the R&R Committee members.
b. Prepare an introductory e-mail to volunteers after identified that defines subcommittee goals
c. Schedule meetings and/or events to achieve the subcommittee’s mission
d. Attend monthly R&R Committee General or Leadership Meetings and provide updates on subcommittee progress.
e. Respond to questions/comments from Subcommittee members
f. Make Subcommittee participants aware of the standards of subcommittee participation
g. Complete an Operational End of Year Accomplishments and Action Items Report for the R&R Chair/Co-Chair(s) 
h. Update the JOAG R&R Committee Information Subcommittee SOP annually
i. Update and ensure proper formatting of JOAG R&R Committee SOP annually
5. Transition
a. Incoming Subcommittee Lead/Co-Lead(s) Preparation: Incoming Subcommittee Lead/Co-Lead(s) and outgoing Subcommittee Lead/Co-Lead(s) should schedule a meeting to discuss the transitioning of the position
6. Member Recognition
a. Subcommittee Participants: Subcommittee members who maintain the minimum standards for Subcommittee Participants will be acknowledged through a written letter of appreciation (LOA) signed by the R&R Committee Chair/Co-Chair(s). Participants must meet both the minimum standards for the R&R Committee and be actively involved in the Information Subcommittee through workgroups developed throughout the operational year.

E. Publications Subcommittee
1. The primary mission of the JOAG R&R Committee Publications Subcommittee is to disseminate and publish various activities of the Recruitment and Retention Committee as well as additional information that may be valuable to junior officers reading the JOAG Journal through its reoccurring column “Recruitment and Retention Matters”.

2. Responsibilities (of Subcommittee)

a. Selects recruitment and retention topics relevant for the Junior Officers of the United States Public Health Service to be published quarterly as articles in the JOAG Journal, Recruitment and Retention Matter Section.

b. Ensures approval of selected recruitment and retention topics from JOAG R&R Committee Chair/Co-Chair(s). 

c. Establishes authors and editors for selected recruitment and retention topics.

d. Manages deadlines for article submission to the JOAG Journal, “Recruitment and Retention Matters”.

e. Ensures approval of final recruitment and retention articles from JOAG R&R Committee Chair/Co-Chair(s) before submission to the JOAG Journal editor. 

f. Submits approved recruitment and retention articles to the JOAG Journal editor.

3. Committee Positions

a. Subcommittee Lead/Co-Lead(s):  The Subcommittee Lead/Co-Lead(s) will perform the following essential Subcommittee functions:  

(1) Recruit Subcommittee members by preparing a “Call for Volunteers” and sending the call to the R&R Committee Chair/Co-Chair(s). This e-mail will be reviewed and forwarded to the R&R Committee co-secretary for distribution to the entire R&R Committee membership.

(2) Prepare an introductory e-mail to the subcommittee members at the beginning of the operational year to define workgroup assignments and outline expectations.

(3) Set an operational year schedule for recruitment and retention article submissions to meet expectations by the R&R Committee Chair/Co-Chair(s).  The JOAG Journal is published quarterly; therefore, the subcommittee will operate within the established deadlines as required by the editor of the JOAG Journal.

(4) Seek approval of selected recruitment and retention article topics and final articles by R&R Committee Chair/Co-Chair(s). The R&R Committee Chair/Co-Chair(s) will review the article and provide comments to the Lead/Co-Lead(s) of the Publications Committee before submission to the JOAG Journal editor.

(5) Attend bi-monthly R&R Committee General Meetings and bi-monthly R&R Committee Leadership Meetings and provide updates on subcommittee progress.

(6) Respond to questions and comments from Subcommittee members within 10 business days of when the member sent the email.  If there is scheduled leave (or other reasons for not accessing email) which exceeds 10 business days, notification to the Co-Lead or subcommittee members is required by either setting an automated ‘away email’ or through emailing Co-Leads prior to absence. 

(7) If Subcommittee members do not participate and adhere to membership guidelines, their membership may be cancelled mid-year.  Prior to cancelling membership, an email notification will be sent to the member(s).   

(8) Complete an Operational End of Year Accomplishments and Action Items Report for the R&R Chair/Co-Chair(s) 

(9) Update the JOAG R&R Committee Publications Subcommittee SOP annually.  

(10) Term Duration for Subcommittee Lead/Co-Lead(s): The Subcommittee Lead/Co-Lead(s) will serve a one-year term. 

b. Subcommittee Participant: Subcommittee Participants will fulfill the following expected roles and responsibilities:

(1) Be an active participant in Subcommittee projects	

(2) Propose at least 1 article topic and take lead in drafting the article.  Other subcommittee members if present will assist with the draft and edits.  Final versions should adhere to JOAG Journal requirements.  Final proposed versions are emailed to Leads for review.

(3) Be involved in at least one additional article topic selection and at least one additional draft review/edit.

(4) Follow through on assigned projects and adhere to deadlines set forth by Leads. 

(5) Communicate with Leads within 10 business days of when a Lead(s) sent an email, respond to it.  If there is scheduled leave (or other reasons for not accessing email) which exceeds 10 business days, notification to the Leads is required by either setting an automated ‘away email’ or through emailing Leads prior to absence. 

(6) Communicate with other subcommittees, if requested, in a timely manner, following the same requirement as abovementioned. 

(7) Maintain minimum standards for Subcommittee Participants (Article III).


4. Transition
a. Incoming Subcommittee Lead/Co-Lead(s) Preparation: Incoming Subcommittee Lead/Co-Lead(s) and outgoing Subcommittee Lead/Co-Lead(s) will schedule a meeting to discuss the transitioning of the position. In collaboration with the outgoing Subcommittee Lead/Co-Lead(s), the incoming Subcommittee Lead/Co-Lead(s) will utilize the Operational End of Year Accomplishments and Action Items Report for the R&R Chair/Co-Chair(s) and practices regarding absenteeism and member recognition to assist them in their preparation as the Subcommittee Lead/Co-Lead(s).  

5. Member Recognition

a. Subcommittee Participants: Subcommittee members who maintain the minimum standards for Subcommittee Participants will be acknowledged through a written letter of appreciation signed by the R&R Committee Chair/Co-Chair(s). The Publications Subcommittee Lead/Co-Lead(s) shall submit a list of subcommittee participants deserving of a letter of appreciation to the R&R Committee Chair/Co-Chair(s) upon request.

F. Retention Subcommittee
1. The mission of the JOAG R&R Committee Retention Subcommittee is to identify reasons for early separation (service of less than 20 years) by Junior Officers in the Commissioned Corps.  In cases where early separation is preventable, the Retention Subcommittee creates resources and interventions to help retain Officers in the USPHS. 

2. Subcommittee Responsibilities

a. The Retention Subcommittee performs the following functions:

(1) Creates and conducts comprehensive surveys –for JOAG and/or Corps-wide to prioritize retention issues.

(2) Establishes workgroups within the Retention Subcommittee to address retention issues relevant to the Junior Officers of the USPHS.

3. Subcommittee Procedures and Minimum Standards
a. Organization: The Retention Subcommittee consists of one or two selected Lead/Co-Leads and volunteer participants from JOAG R&R Committee.

b. Procedures

(1) Subcommittee Lead/Co-Lead(s):
The Subcommittee Lead/Co-Lead(s) will perform the following essential Subcommittee functions:

a) Recruit Subcommittee members by preparing and emailing a “Call for Volunteers” to the R&R Committee Chair/Co-Chair(s). This e-mail will be reviewed and forwarded to the R&R Committee co-secretary for distribution to the R&R Committee members.

b) Prepare an introductory e-mail to subcommittee members at the beginning of the operational year that defines workgroup assignments and outlines expectations.

c) Set an operational year schedule for meetings and/or events to advance the subcommittee’s mission.  

d) Attend bi-monthly R&R Committee General Meetings and bi-monthly R&R Committee Leadership Meetings and provide updates on subcommittee progress.

e) Respond to questions/comments from Subcommittee members. 

f) Cancel the membership of Subcommittee participants if they do not uphold minimum standards of subcommittee participation. 

g) Complete an Operational End of Year Accomplishments and Action Items Report for the R&R Chair/Co-Chair(s) 

h) Update the JOAG R&R Committee Retention Subcommittee SOP annually.

i) Term Duration for Subcommittee Lead/Co-Lead(s): The Subcommittee Lead/Co-Lead(s) will serve a one-year term. 

(2) Subcommittee Involvement
Subcommittee Participant: Subcommittee Participants will fulfill the following expected roles and responsibilities:

a) Be willing and able to give the necessary time to attend meetings and perform any assigned duties.

b) Actively participate in discussion and be willing to listen to and respect other viewpoints.

c) Think in terms of the welfare of the group rather than personal interests.

d) Accept and follow through on assignments.

e) Maintain minimum standards for Subcommittee Participants (Article III). 

4. Transitioning

a. Incoming Subcommittee Lead/Co-Lead(s) Preparation: Incoming Subcommittee Lead/Co-Lead(s) and outgoing Subcommittee Lead/Co-Lead(s) will schedule a meeting to discuss the transitioning of the position. In collaboration with the outgoing Subcommittee Lead/Co-Lead(s), the incoming Subcommittee Lead/Co-Lead(s) will utilize the Operational End of Year Accomplishments and Action Items Report for the R&R Chair/Co-Chair(s) and practices regarding absenteeism and member recognition to assist them in their preparation as the Subcommittee Lead/Co-Lead(s).  

5. Member Recognition

a. Subcommittee Participants: Subcommittee members who maintain the minimum standards (at least a 50% attendance record for Subcommittees meeting) will be acknowledged through a written letter of appreciation signed by the R&R Committee Chair/Co-Chair(s). The Retention Subcommittee Lead/Co-Lead(s) shall submit a list of subcommittee participants deserving of a letter of appreciation to the R&R Committee Chair/Co-Chair(s) upon request.

G. Transitional Assistance Program (TAP) Subcommittee
1. The primary mission of the JOAG R&R Committee TAP Subcommittee is to provide information about career opportunities within the United States Public Health Service (USPHS) to qualified active duty personnel from other uniformed services that are in the process of separating from their current service.

2. Responsibilities of TAP Subcommittee
a. Connect with Department of Defense (DOD) installations that host TAP activities targeted towards an audience that may be interested in/qualified for a career in the USPHS;
b. Schedule USPHS participation in appropriate DOD TAP activities (Presentation Team); 
c. Develop and distribute USPHS recruitment materials targeted for the TAP audience (Marketing Team); and
d. Utilize online resources to distribute USPHS/TAP-related information (Web Team).
3. Committee Positions
a. Subcommittee Lead (Co-Leads)
b. Presentation Team
c. Marketing Team
d. Web Team
4. Procedures
a. Subcommittee Lead (Co-Leads):
(1) Recruit subcommittee members by preparing a call for volunteers to be distributed by the R&R Co-Chair(s) through the R&R Committee listserv;
(2) Prepare an introductory email at the beginning of the operational year to define team assignments and outline expectations;
(3) Set an operational year schedule for compiled lists and document updates to meet expectations by the R&R Chair(s);
(4) Guide the completion of general/administrative tasks for the TAP Subcommittee and guide and oversee all Subcommittee team activities;
(5) Lead regular TAP subcommittee meetings; prepare and distribute meeting agendas and minutes;
(6) Submit contact information for potential USPHS recruits to the Division of Commissioned Corps Personnel and Readiness (DCCPR) for follow up and application submission;
(7) Attend bi-monthly R&R Committee General Meetings and bi-monthly R&R Committee Leadership Meetings and provide updates on subcommittee progress;
(8) Respond to questions/comments from subcommittee members; 
(9) May cancel the membership of subcommittee participants if they do not demonstrate any type of participation within a 6 month period;
(10) Complete an Operational Year End Report for the R&R Chair(s) that includes: a summary of USPHS involvement in DOD TAP activities for the year, a list of DOD TAPs that have expressed interest in USPHS participation and corresponding schedule of activities, a list of USPHS officers available to serve as TAP points of contact at interested DOD installations, and other relevant subcommittee accomplishments that were achieved;
(11) Annually update the JOAG R&R Committee TAP Subcommittee SOP;
(12) Term Duration for subcommittee Leads (Co-Leads): The subcommittee leads (Co-Leads) will serve a one-year term. Term may be extended to two years should Co-Lead Officer request and be granted approval from R&R Co-Chairs.
b. Presentation Team:
(1) Participate in regular subcommittee and team meetings, provide updates of team activities to Subcommittee Lead(s), and assist in completing general subcommittee tasks as needed;
(2) Develop the standard procedures on how to approach and contact the military installations and schedule USPHS involvement in their TAP activities, and update the document as needed;
(3) Identify military installations that agree to USPHS involvement in their TAP activities. 
(4) Maintain and update a list of DoD TAPs that have expressed interest in USPHS participation and report to Subcommittee Lead (Co-Leads) during bi-monthly meetings as needed. These Points of Contact frequently change, thus committee and team members will need to make regular contact with the DoD TAPs programs and maintain an updated list of Points of Contact;
(5) Recruit additional USPHS officers to serve as presenters and Points of Contact (POCs) and maintain a list of presenters and POCs;
(6) Work collaboratively with the Marketing Team to develop appropriate USPHS recruitment materials tailored for the TAP audience;
(7) If recruitment materials (brochures, wallet cards, category specific fact sheets, pads, and pens) are required, submit the request to the Division of Commissioned Corps Personnel and Readiness (DCCPR) at least 30 days prior to the scheduled presentations, workshops, or job fairs;
(8) Schedule presentations with the Transition Assistance Officers or Army Career and Alumni Program (ACAP) Transition Services Managers. Details including allowed length of presentation, number of USPHS officer presenters, and expected size of audience should be discussed when presentations are scheduled;
(9) Present the information to Service Members (SMs) at TAPs and answer any questions or concerns the SMs might have; and
(10) Document lessons learned from initial TAP encounters and provide recommendations for improvement.
(11) Term Duration for Presentation Team Members: Presentation Team members will serve a one-year term. 
c. Marketing Team:
(1) Participate in regular subcommittee and team meetings, provide updates of team activities to subcommittee lead(s), and assist in completing general subcommittee tasks as needed;
(2) Update brochures, presentation, and recruitment materials as needed to be appropriate for the TAP audience. Please see section 8 for examples of form letters or messages intended for various target audiences;
(3) Develop new materials as requested by the Presentation team to enhance TAP presentations or for other marketing needs such as career fairs;
(4) Coordinate with Web Team to distribute materials as needed; and
(5) Request review and approval from JOAG Recruitment and Retention Committee (and additional groups as needed) for all new and significantly revised recruitment materials.
(6) Term Duration for Marketing Team Members: Marketing Team members will serve a one-year term. 
d. Web Team:
(1) Participate in regular subcommittee and team meetings, provide updates of team activities to subcommittee lead(s), and assist in completing general subcommittee tasks as needed;
(2) Update compiled list of currently informative and viable websites on a quarterly basis that can serve as additional resource for USPHS TAP subcommittee members and their targeting audiences, which could be included in the recruitment materials kit.
(3) Manage, coordinate, and submit updates of TAP subcommittee to JOAG webpage point of contact to be posted on JOAG webpage
(4) Coordinate and solicit USPHS TAP hyperlink and or web-based information to be posted on appropriate uniformed services transition program webpages.
(5) Term Duration for Web Team Members: Web Team members will serve a one-year term. 
5. Additional Standards of Subcommittee Participation: In order to receive letter of appreciation, subcommittee members are to attend at least 50% of the meetings each year and actively participate in the subcommittee’s work.  For the R&R TAPs Subcommittee meetings, there are three attendance categories—“Present”, “Excused Absence,” and “Absent.”  As long as individuals inform the Subcommittee Co-Leads of their inability to attend a meeting, they are considered as an “Excused Absence” and the absence does not count against the individual.  As long as an individual contributes to at least one subcommittee activity each year (in addition to attending the meetings), they are considered an active member.  
For Officers that joined the Subcommittee later in the fiscal year in response to the Call for Volunteers in March, an exception to the above attendance criteria was requested and granted by the R&R Co-Leads.  For these new Officers joining in March 2014 and later, the R&R Committee encouraged these new Officers to also attend the leadership calls in addition to the general member calls to meet the attendance criteria. In order to get the Letter of Appreciation, these new TAPs members need to attend a minimum of 2 of the remaining 5 R&R Committee meetings. 
6. Transition 
Incoming Subcommittee Lead(s) and outgoing Subcommittee Lead(s) should schedule a meeting to discuss the transitioning of the position. In collaboration with the outgoing Subcommittee Lead(s), the incoming Subcommittee Lead(s) will utilize the orientation guidelines and practices regarding absenteeism and member recognition to assist them in their preparation as the Subcommittee Lead(s).  
7. Member Recognition
Subcommittee members who maintain the minimum standards for Subcommittee Participants will be acknowledged through the following methods: 

A written letter signed by the Subcommittee Lead (Co-Leads) or JOAG R&R Committee Chair(s) 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% meeting attendance record (in addition to the other criteria) during the operational year.

Approval to list membership role with JOAG Subcommittee on official Curriculum Vitae, such as: “Subcommittee Lead,” “Subcommittee Team Member,” and/or “Public Health and Community Service Committee Liaison.

8. Form Letters and Messages
Listed below are three potential form letters for various target audiences. These letters will need to be reviewed and modified by TAPs subcommittee members to reflect any changes in the USPHS TAPs, JOAG, and DCCPR changes.  Minor changes can be completes as needed; however major changes to these messages should be sent forward to R&R committee leadership for further approval.  These letters should be edited in order to target the specific audience(s).
1. Message to be sent to TAP mentors through TAP HQ:
Hello [Rank and Name],
My name is [RANK and Name]. I am an officer in the U.S. Public Health Service Commissioned Corps (USPHS), assigned to the [Agency Name]. I also work with the Transition Assistance Program (TAP) Subcommittee of the Junior Officer Advisory Group’s (JOAG) Recruitment and Retention Committee. We aim to provide information about career opportunities with the USPHS to qualified active duty personnel that are in the process of separation from another uniformed service. As a uniformed service, the USPHS offers nearly the same benefits as the military, and often time in service is transferrable towards pay and retirement. You can learn more about the USPHS at http://www.usphs.gov/.
We are interested in informing TAP administrators, mentors, and trainers about opportunities with the USPHS, so that they may inform service members who are interested in or qualified for service with the USPHS about such career and educational opportunities. Please find the attached PowerPoint presentation and brochure that may be used and distributed as needed. Let me know if I can provide you with any additional information about opportunities with the USPHS. Please let me know if there is anyone else I should contact, and feel free to refer anyone to me for additional information.

Thank you for your attention.

Respectfully,
[Rank and Name]


2. Message to be sent to qualified/interested Service members in the process of separating; sent through TAP HQ: 

Hello [Rank and Name],

This message is to inform you about opportunities to continue your uniformed service career with the U.S. Public Health Service Commissioned Corps (USPHS). The mission of the USPHS is to “protect and promote the health and safety of our nation.” USPHS commissioned officers serve with Federal agencies, most commonly within the Department of Health and Human Services, in one of twelve health-related professional categories (e.g., physicians, engineers, scientists, etc.). As a uniformed service, the USPHS offers nearly the same benefits as the military, and time in service is often transferrable towards pay and retirement. 

Attached is a brochure with some more information about career and educational opportunities with the USPHS for active duty personnel that are in the process of separation from another service. You can also learn more at http://www.usphs.gov/. If you have additional questions, or would like to be connected with a USPHS officer serving in your health field of interest, please do not hesitate to contact me.   

Thank you for your attention.

Respectfully,
[Rank and Name]

3. Message to White Paper contacts at installations that previously expressed interest in additional information:

Hello ______,

My name is [Rank and Name]. I am an officer in the U.S. Public Health Service Commissioned Corps (USPHS), assigned to the [Agency Name]. I also work with the Transition Assistance Program (TAP) Subcommittee of the Junior Officer Advisory Group’s (JOAG) Recruitment and Retention Committee. We aim to provide information about career opportunities with the USPHS to qualified active duty personnel from other uniformed services that are in the process of separation from another service. As a uniformed service, the USPHS offers nearly the same benefits as the military, and time in service is transferrable towards pay and retirement. You can learn more about the USPHS at http://www.usphs.gov/.

We are seeking to identify TAPs serving personnel interested in or qualified for service with the USPHS and to establish a means of informing the TAP audience about the USPHS through presentations, career fair tables, emails, brochure distribution, etc. We are also interested in informing TAP administrators/mentors/trainers about such opportunities, so that they may inform interested personnel about USPHS opportunities.

Our Subcommittee previously reached out to your program, which expressed interest in receiving additional information. Please find the attached PowerPoint presentation and brochure that may be used and distributed as needed. If interested, we can discuss arrangements for a USPHS officer to make a presentation for your program (virtually or in person). Let me know if I can provide you with any additional information about opportunities with the USPHS. Please let me know if there is anyone else I should contact, and feel free to refer anyone to me for additional information.

Thank you for your attention.


Respectfully,
[Rank and Name]

H. Committee Website Coordinator
1. Mission Statement - The mission of the Website Coordinator(s) is to maintain the Recruitment and Retention Committee content within the JOAG website.
2. Responsibilities 
a. Coordinate posting Recruitment and Retention Committee materials and papers on the JOAG Website.
b. Communicate and work closely with the Communications and Publications Committee Chair(s) to ensure all website guidelines are followed for the Recruitment and Retention Committee. 
c. Develop and maintain a working list of documents that should be posted and updated annually on the JOAG website.
d. Review and update Committee Website Coordinator SOP annually.
3. Committee Positions
a. Website Coordinator – General website maintenance
b. Website Coordinator – Career fair list maintenance
4. Procedures
a. Website Coordinator – General website maintenance
(1) Initial JOAG R&R Website Update.
a) Website Coordinator shall receive a roster of new R&R Subcommittee Co-Chairs from the new Co-Secretaries at the start of the operational year.  This list shall include the name, rank, category, OPDIV, and email address of each Subcommittee Co-Chair as well as Co-Secretaries, Co-Website Coordinators, EC Liaison, and R&R Co-Chairs.
b) Website Coordinator shall update the Draft Website provided by the prior Website Coordinators in Microsoft Word format.  Updates include new contact information (see above), new R&R committee meeting dates, new R&R objectives, and any suggestions by the R&R Co-chairs. 
c) Send Microsoft Word Format Draft Website for Co-Chair approval.
d) Send approved Microsoft Word Format Draft Website to the POC for review, approval and uploading onto the R&R website. Include URL of page(s) that require changes. (Please allow at least 30 days for posting).
(2) Periodic JOAG R&R Website Update
a) Include Co-Chairs in any communication suggesting changes or updates to the R&R website.
b) After Co-Chair approval, send suggested change(s) to the POC. Include URL of page(s) that require changes. (Please allow at least 30 days for posting).
b. Website Coordinator – Career fair list maintenance
(1) The coordinator will receive the completed monthly career fair list from the Career Fair Information Subcommittee Lead(s). This list should already be appropriately formatted for uploading (ie. no spelling errors, no date ranges, DD/MM/YYYY, no addresses, no hyperlinks, etc.) – see example list provided by prior Website Coordinator.
(2) Upload list into Google Fusion Tables
a) Open a Google Chrome Browser (may need to download)
b) Sign in to the R&R Website Coordinator account
i. joagrrwebsite
ii. qqqq1111!!
c) Locate the Google Drive and open the Upcoming Career Fairs Google Fusion Table file
d) Delete all outdated rows (you have to do this individually at this time; multiple row deletion capability does not exist yet). If you are unable to edit the file, make sure you are signed in.
i. For a quicker way of getting rid of all outdated events, simply delete all rows. Then make sure the new Excel list you have for an upcoming month also has all event dates on it for prior dates through the current month. 
ii. Example – It is February 12 and you just received the MARCH list. Currently, January and February events are listed in the on the map. To prevent deleting all January events individually, you can simply delete all rows. Then open the old FEBRAUARY list and copy/paste those events into the MARCH list. Save the MARCH list (with the FEBRUARY dates now in it) and upload that list. After the upload, delete the FEBRUARY dates from the Excel sheet.
e) Upload Microsoft Excel Spreadsheet of upcoming career fairs by importing more rows.
f) The new rows should have their location cells (City, ST), highlighted in yellow. This is because they have not been MAPPED yet.
g) Click the Map of State tab. You should now be able to see the new career fairs mapped. If you cannot, the mapping feature Select Location needs to be changed under Tools to Location (you can map the data based on the column headings, ie. State, University, or Location)
h) You are done with mapping. The map is embedded on the website and will be updated automatically.
(3) Upload list into Google Calendar
a)  The Table to be uploaded into Google Calendar must be formatted different than the one used to upload into Google Fusion Tables.
b) To format the list appropriately, 
i. Open the list in Microsoft Excel. 
ii. Delete the State column.
iii. Change the Career Fair Title header to “Subject”.
iv. Delete the University… column.
v. Change the Website header to “Description”.
vi. Save the sheet as a different name so you do not overwrite the current career fair list.
vii. Save it as a CSV file type, not an Excel Workbook.
viii. See example sheet for calendar upload provided by prior Website Coordinator.
c) Open Google Calendars 
i. Click the down triangle next to Other Calendars and select Import Calendar. 
ii. Locate where you saved the CSV file.
iii. Import the calendar.
iv. You will know when the calendar was successfully imported after it gives you a message that, “# events were imported.” If the # = 0, then the list you are trying to import is not formatted appropriately.
v. You are done with adding the events to the calendar. The calendar is embedded on the website and will be updated automatically.
d) Check the JOAG website (http://www.usphs.gov/corpslinks/JOAG/resources_careerfairs.aspx) to confirm events are now visible.
c. Both coordinators are expected to have knowledge of the other coordinator’s responsibilities and will function as an alternate if a coordinator is unable to perform their normal responsibilities.
5. Transition
a. Incoming Website Coordinator(s) and Website Coordinator(s) should schedule a meeting to discuss the transitioning of the position. In collaboration with the outgoing Website Coordinator(s), the incoming Website Coordinator(s) will utilize the orientation guidelines and practices regarding absenteeism and member recognition to assist them in their preparation as the Website Coordinator(s).


ARTICLE IV

MINIMUM STANDARDS FOR COMMITTEE PARTICIPANTS

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

A. Attending at least three of the general member meetings
B. Active participation in at least one Project or Subcommittee annually

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


ARTICLE V

TRANSITIONING

Section 1. 	Transitioning Procedure: 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 JOAG General SOP, Article VIII, Section 1.


ARTICLE VI

ABSENTEEISM POLICY

Section 1.	Absenteeism Policy: Committee Participants should inform the Committee Secretary (Co-Secretaries) if they will be unavailable to make a Committee meeting. To maintain their status, Committee Participants need to attend at least three of the general member meetings. 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 inclusion on the website’s roster and for the Committee’s end-of-year Letter of Appreciation. The Committee Secretary (Co-Secretaries) 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 (Co-Secretaries) informing them of such and that they will be removed from the website 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 JOAG General SOP, Article X, Section 2.  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 (or Co-Chairs) and JOAG Chair suitable for inclusion in the Officer's eOPF.

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 active participation in at least one subcommittee and attends at least three general member meetings.

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 Recruitment and Retention SOP: The Committee Chair (or Co-Chairs) shall be responsible for maintaining and updating the Recruitment and Retention 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. 	Recruitment and Retention SOP Review: The Committee Chair (or designee) will initiate the yearly review process. The Recruitment and Retention 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: Recruitment and Retention 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 Recruitment and Retention 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.



