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CHAPTER 200 – GENERAL MANAGEMENT

[bookmark: _GoBack][bookmark: JAC200_50]50     Journey-Level Advisory Council

[bookmark: JAC200_50_1]50.1   Purpose.  
The Inspector General values the unique, expert insight and perspective of the front-line staff and believes they are invaluable to enhancing TIGTA operations.  To capitalize on this insight and perspective, a Journey-Level Advisory Council (JAC) has been established with the purpose of proposing changes in operations and suggesting ideas for the future direction of TIGTA.  The JAC is not intended to address issues that are handled through the existing grievance or complaint processes.  Rather, it will review suggestions concerning areas of improvement and will prepare proposals on mission-related issues and submit them to senior management for consideration.

[bookmark: JAC200_50_2]50.2   JAC Mission Statement.   
The JAC is a group of non-supervisory representatives who are committed to identifying the barriers to organizational excellence and improving the future direction of TIGTA.

50.3 [bookmark: JAC200_50_3]   Membership.
Members will be limited to non-supervisory personnel and will be on a voluntary basis.  Generally, membership will be for a two-year period, and membership terms will be staggered to ensure continuity.  Volunteers will be solicited from the TIGTA staff with managers nominating at least two employees from each membership category.  Training will be offered to all new JAC members via an on-line training program.  See Exhibit (200)-50.1.

Multiple representatives will be selected from the Offices of Audit and Investigations, two representatives will be selected from the Office of Mission Support (OMS), and one representative each will be selected from the Office of Chief Counsel and the Office of Inspections and Evaluations.  The Audit and Investigations representatives will each include a clerical representative who will represent the entire TIGTA clerical cadre, regardless of function.  

The Deputy Inspectors General and Chief Counsel will ensure that the final selections are a balanced representation of the entire TIGTA organization.  The Deputy Inspectors General will ensure that all major organizational offices within their functions are represented.  

[bookmark: JAC200_50_4]50.4   Operations.  
The JAC will meet twice a year.  The JAC may identify mission-related issues and suggestions that need to be reviewed on its own or through employee suggestions. It may also work mission-related issues and suggestions identified at either TIGTA Leadership Conference or from other entities, such as the Treasury.  Members can charge no more than 10% of their time per year to council matters. Travel expenses will be charged to the functional budget in GovTrip under Project Code - TGTJAC.   Meetings will provide an opportunity for the JAC to offer collective advice on strategic TIGTA issues.

Six to eight-weeks prior to each meeting, the JAC Coordinator will provide JAC members a standard e-mail reminder to send out to their constituents encouraging employees to submit their ideas for improvement.  The e-mail will contain the template that employees will complete, including a detailed description of the idea/suggestion, any relevant background or history, the proposed solution or recommendation, and the potential benefits of implementing the recommendation.  Each member will thoroughly evaluate the ideas they receive to determine if they are clear and contain the necessary information to evaluate the idea (including previous attempts at resolution).  They will also, at that time, make a determination that the idea is of the type that meets the purpose of the JAC.  Members will acknowledge receipt of the idea to the employee, inform the employee whether the idea meets the criteria for consideration by the JAC, and if necessary, attempt to obtain any other information which may be needed for consideration.  

For those mission-related issues and suggestions meeting the JAC criteria, members should consult with other JAC members to determine the true nature and scope of the suggestion.  Members will then update the template with any other relevant information, including the member’s recommendation regarding whether the suggestion is national or local in scope, and forward those ideas to the JAC Coordinator at least two weeks prior to the start of the JAC meeting.  The JAC Coordinator will include the suggestions in the JAC Agenda.  

During the meeting, the full JAC will make an initial determination of whether each suggestion meets the criteria for consideration, whether it is national or local in scope, and determine whether functional breakout groups or the full JAC should address the idea.  This process will be accomplished by a majority vote of the full JAC.  

After the ideas and suggestions have been initially vetted by the JAC, functional breakout groups will convene to discuss the assigned suggestions.  There will be three functional breakout groups.  JAC members representing the Audit and Investigations functions will comprise the first two breakout groups, while JAC members representing the Office of Mission Support, Chief Counsel and the Office of Inspections and Evaluations will comprise the third breakout group.  The functional breakout groups will be responsible for making a recommendation on each national idea and suggestion (i.e., whether each idea/suggestion should be forwarded to senior management, or if additional information is required), editing the template, and presenting the recommendation to the full JAC for consideration.  For local ideas and suggestions, the breakout groups will determine whether the suggestions should be forwarded to their functional head for consideration, editing the template, and providing the template to the JAC Coordinator.  The JAC Coordinator and Advisor will serve as ad hoc member of each group and assist the groups in reaching timely decisions.

The full JAC will reconvene to consider the functional breakout groups’ recommendations regarding national ideas and suggestions.  Each JAC Member will present his or her breakout group’s recommendations for the ideas and suggestions he or she brought forward to the JAC.  The JAC Council will decide, by majority vote, whether to accept the breakout group’s recommendation.  Functional liaisons will present all ideas and suggestions (national and local) being forwarded to senior management for consideration.  

The JAC Coordinator will prepare memoranda forwarding national ideas and suggestions to the Inspector General and local ideas and suggestions to senior management for consideration.  Responses to the recommendations should be provided to the JAC Coordinator within 30 days.  

As appropriate, each JAC member will be responsible for informing employees of the actions taken by the JAC regarding ideals and suggestions submitted by them.

The JAC members may also serve on Focus Groups and/or Task Groups when it is determined by senior management that a new initiative requires further study and analysis, or they may be called upon to brief a Focus Group and/or task Group on a specific issue. 

Employees will receive reimbursement for any travel or other expenses related to their JAC duties.  Travel and other expenses will be paid out of the functional offices’ budgets.

[bookmark: JAC200_50_4_1]50.4.1   JAC Coordinator.  Members of the OMS-Leadership and Human Capital team will be selected to head the JAC Council. The JAC Coordinator and JAC Advisor will each serve as a central repository for ideas and suggestions submitted by the JAC members.  The Coordinator will be limited to a non-supervisory personnel and an Assistant Director within OMS will serve as the Advisor.  As needed, the JAC Coordinator will determine whether an ad hoc JAC meeting is necessary based on the number and time-sensitive nature of the mission-related issues and suggestions raised.  If deemed necessary, the JAC Coordinator will prepare the suggestions for discussion with the Inspector General or with the Senior Staff.  If an ad hoc JAC meeting is not necessary, the suggestions will be discussed at the regularly scheduled JAC meeting.     

Within two weeks of the conclusion of each JAC meeting, the minutes of the meeting will be posted to the JAC SharePoint site and/or the TIGTA intranet.  A corresponding article will be published in the TIGTA News alerting employees to the availability of the results.  Items recommended to go forward to senior management will be highlighted.   

The JAC Coordinator will monitor the status of all JAC sponsored initiatives, including any focus group activities and report to the Inspector General, as necessary.   

The JAC Coordinator will ensure that all new JAC members have access to and certification for completion of the JAC on-line training.  The JAC Coordinator will also ensure that new JAC members sign-off on the JAC Charter.
See Exhibit (200)-50.2.   

[bookmark: JAC200_50_4_2]50.4.2   TIGTA Employees.  While employees will be canvassed for ideas and suggestions before each JAC meeting, employees may submit ideas for areas of improvement at any time to any JAC member.  Employee anonymity will be protected at all times.  

Consistent with federal privacy laws and to maintain its focus appropriately on systemic issues, the JAC will not consider individual employee grievances, complaints, or disputes with managers.  Consequently, the JAC will not consider disputes involving a particular employee's conduct, hours of work, productivity, or performance.  Using specific employees' problems to illustrate more widespread, systemic issues may be appropriate on occasion.  For example, particular employees' problems may be merged into statistical or factual composites provided the composites preserve the anonymity of all personnel involved (both employees and managers) and do not in any way interfere with any grievance or complaint.  

Employees should submit issues/suggestions using the JAC Template.  See Exhibit (200)-50.3.  The template will facilitate consideration of the idea/suggestion and will include:  

· A description of the idea/suggestion;
· Any background or history (i.e., previous attempts to address the mission-related issue);
· Possible solutions or recommendations; and 
· Potential benefits of implementing the recommendations.

[bookmark: JAC200_50_4_3]50.4.3   TIGTA Managers/Support Staff.  As necessary, the JAC may need to call on managers or subject matter experts to assist in identifying problems/concerns related to an issue or suggestion.  When inquiries are made, managers will provide timely feedback and assistance.

[bookmark: JAC200_50_4_4]50.4.4   Senior Management.  Senior management supports the JAC in its mission and conveys to all employees the need for their cooperation with JAC requests.  Senior management may solicit input on issues/suggestions from the JAC.  In addition, senior management will make a decision on each submitted item in the JAC’s proposal.  Some decisions will be implemented by assigning the task through the existing organizational structure.  However, if a proposal entails a new initiative requiring further study and analysis prior to implementation, senior management may form a Focus Group and/or Task Group.  The Focus Group and/or Task Group will be comprised of the appropriate subject matter experts, as well as members from the JAC, as appropriate.  

If a Focus Group and/or Task Group does not include a member of the JAC, consideration should be given to having a JAC member brief the Focus Group and/or Task Group on the issue(s) as discussed by the full JAC. 

Senior management may ask the JAC Coordinator to select JAC representative(s) to attend senior executive planning meetings and other policy-centered gatherings where senior management believes it would need feedback or representation from the JAC.    

[bookmark: JAC200_50_4_5]50.4.5   Resolving Issues/Suggestions.   The JAC Coordinator will contact the Deputy Inspectors General (DIG) and Chief Counsel (CC) or senior management designee of the status of the issue within 30 days.  The issue does not need to be resolved within this time period. If the issue cannot be resolved within 30 days, the DIG, CC or designee will provide the JAC Coordinator with updates every 60 days until the issue is resolved.  Generally, issues/suggestions should not take more than six months to resolve.  If the issue cannot be resolved within six months, the DIG, CC or designee will notify the JAC Coordinator of an estimated time of resolution.
Operations Manual	1	Chapter 200
