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Background

The Employee Advisory Board (EAB) was established to improve communication and relations between management and staff of the Office of Science and Technology.  The management team selected the first members of the EAB from a pool of program and administrative staff volunteers.  Among other duties, the EAB was charged with developing protocols for how the EAB would operate and persist into the future, including how members would be replaced.  

Duties and Responsibilities

1. Provide a forum for staff to raise concerns or provide comment (positive as well as negative) on office operations and administration.  Staff should indicate if they wish to be anonymous to management, the EAB, or both.  Concerns may be submitted in one of the following ways:
· By emailing any Board member
· In person either at an EAB Brown Bag, or to any Board member
· In the Survey Monkey Suggestion Box, as long as the comment is clear enough to indicate the commenter’s position and desired result - – this is anonymous unless otherwise indicated by you.
2. Regularly solicit and investigate employee and management concerns suggestions and ideas, and/ or comments (via e.g. regularly scheduled EAB meetings, ad hoc EAB/staff meetings, email, or personal communication with EAB members) 
.

3. Filter and/or aggregate issues for elevation to ST management.

4. Work cooperatively with staff, division chiefs, and ST management to develop effective and creative solutions to office issues and concerns, including sharing positive feedback.

Organization
1. The EAB shall elect a chair and co-chair to serve for 6-month terms.  There is no term limit restriction if the EAB wishes to have a chair and/or co-chair serve for more than one term.  

2. The chair shall:

a. Initiate any meetings between the EAB and management.  The chair will usually represent the EAB at such meetings.  The chair may also select additional EAB members to accompany or stand in for him/her as appropriate.

b. Coordinate and lead EAB meetings, including developing meeting agendas and handle meeting logistics

3. The co-chair shall maintain all paper files (see Record Keeping) and assist the chair in his/her duties
4.  Members shall mediate issues between employees and division chiefs when those issues are division-specific, and will inform the entire EAB of the issue and response.

Board Membership

To be effective, the EAB should consist of members representing a cross section of staff from the Office of Science and Technology, while remaining small enough to foster productivity.  Therefore, the EAB shall be comprised of six members - a program staff representative from each division and the directorate.

Tenure

1. For the initial board, the tenure for three members is one year and 18 months for the other three.  This will enable future staggering of board membership. Thereafter, the tenure is one year but with 6 month staggered terms (three members will be outgoing and three remain until next 6 month election - see Selection Process below). New membership is strongly encouraged each year but does not foreclose the option for an EAB member to continue his/her term for another year at the discretion of his/her division’s staff members.  

EAB Selection Process

The staff members of each division are responsible for selecting the EAB members.

1. New EAB members will be selected each January (ST1, ST4, ST7) and July (directorate, ST5, ST6).
2. The outgoing EAB member will put out a call for nominations within his/her division.
3. Any full-time staff (FTE or contractor) can be nominated or self-nominate.

4. The division staff will select members from the nominees.
5. The division staff has the discretion to replace members who vacate their seats during the year.

Record Keeping

All electronic files are maintained on one of two spaces on the EDM wiki.  The first is accessible to all OST staff and is used to share documents with staff and management.  The second is accessible only to EAB members. 

The co-chair will maintain all paper files in a manner he/she feels is appropriate.
Transition

Upon selecting new EAB members, the outgoing board will ensure that the wiki page permissions and Survey Monkey site are updated to reflect the new board membership.  

� EEO, harassment, and employment issues can be very delicate and potentially litigious, and there are strict time limits for reporting complaints to the Office of EEO and Diversity.  The EAB should exercise caution if staff request EAB support in such matters.  As a general rule, staff raising such concerns should be directed to the Office of EEO and Diversity.





