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COMMITTEE PROTOCOLS, PROCEDURES AND POLICIES



Organizational Structure of Institute Committees and Industry Representatives

Much of the work of the IJIS Institute is carried out by committees chaired by employees of member companies.  Committee members are drawn from IJIS and IWG companies, government agencies and/or from other groups active in the subject area.  The objective is for IJIS committee work to reflect the “best thinking of industry” from a very broad perspective.  

The majority of IJIS committee work is accomplished by volunteers who receive only reimbursement of travel expenses.  The IJIS staff provides administrative support to the committees.  In some cases, selected committee tasks are performed under subcontract to other organizations or individuals, or with the help of consultants.
This report formalizes the protocols, procedures and policies governing the committee structure of the IJIS Institute, the role of committees and the obligations and duties of the chairs and members.  Under the by-laws of the Institute we are authorized to create two categories of Committees:  Standing Committees and Special Committees.  For the most part the Standing Committees deal with the corporate, administrative and organizational matters of the Institute and, thus, are comprised entirely of the Institute members.  The Board of Directors has also authorized the creation of two Administrative Committees that have Institute-building functions that necessitate Institute membership.

There are also two classifications of Special Committees: Project Committees and Advisory Committees.   Project Committees support technical initiatives and provide tangible deliverables and advice to our government partners.  Advisory Committees are established to support the development of Institute policy and also provide advice to our government partners.

The Institute has accepted responsibility for the Special Committees and Industry Representatives from the Industry Working Group (IWG) since we have the staffing and budget to provide assistance for the work product that has or will be generated by these committees.   The policy of the Institute is to fashion a continuing role for IWG members who are not members of the Institute in a manner that supports our objective of making the IJIS Institute the “voice of industry” in responding to OJP and other organizations in the field.

A brief description of the Committees follows:

A.
Standing Committees.  In accordance with Article VI of the by-laws of the Integrated Justice Information Systems Institute, the following are the Standing Committees of the Institute:

1.
The Executive Committee.   The Charter is set forth in Article VI Section 1 of the by-laws. Chaired by the President, the membership of the Executive Committee is established in accordance with the by-laws and includes the Officers of the Corporation - the Vice President, Treasurer and Secretary.  

2.
The Finance Committee.    The Charter of the Committee is set forth in Article VI, Section 2 of the by-laws.  The Committee shall be chaired by the Treasurer, as elected by the Board of Directors and shall consist of five (5) members, including the Treasurer.

3.
The Audit Committee.  The Charter of the Committee and the mode of appointment are set forth in Article VI, Section 3 of the by-law.  The Committee shall consist of three (3) members.

4.
The Governance Committee. The Charter of the Committee is set forth in Article VI, Section 4 of the by-laws.  The Committee shall consist of five (5) members plus the Security of the Board.

The members of the Standing Committees shall be members in good standing of the Institute or their duly appointed representatives.  The Chairs shall be members of the Board of Directors.  In accordance with the by-laws the President shall appoint a Committee Chair for each Committee.  The Chairs, in turn, shall appoint the Committee members (and designate one as Vice Chair) with the concurrence of the President.  Chairs shall serve for a period of time co-terminus with their appointing authority or until a successor is appointed in their stead for up to three years.  Likewise, Members shall serve for a period of time as determined by the Chair.

B.
Special Committees of the Institute.  In accordance with Article VI of the by-laws, the Board of Directors hereby establishes the following Special Committees:

Administrative Committees

1.
The Outreach Committee.  The Committee shall consist of seven (7) members.   The purpose of the Committee is two-fold: (A) to identify external relationships with organizations, entities and governmental agencies to advance the interests of the Institute; and, (B) to facilitate and create opportunities for members to represent the Institute throughout the nation and to facilitate and enable new relationships for the Institute.

2.
The Membership Committee.  The Committee shall consist of three (3) members.  The purpose of the Committee is to ascertain ways and means of expanding the membership of the Institute and to suggest ways and means of increasing the Institute’s value to its members.  

The members of the Administrative Committees shall be Institute members or representatives of corporate or company Institute members.  In accordance with the by-laws the President shall appoint all Committee Chairs.   The Chairs, in turn, shall appoint the Committee members (and designate one as Vice Chair) with the concurrence of the President.   Chairs shall serve for a period of time co-terminus with their appointing authority or until a successor is appointed in their stead for up to three years.  Members shall serve for a period of time determined by the Chair.

Project Committees


The Project Committees shall be established and Chartered by the Board of Directors and shall remain in existence for the period of time and purpose stated in their Charter.  In any event, they shall be automatically terminated after 36 months unless specifically renewed and extended in writing by the Board.  Each Committee shall be lead by a Chair and a Vice-Chair to serve for the period of the Charter or for a maximum of 36 months whichever comes first. 

1.
Pre-RFP Tool Kit Project Committee.  The committee shall consist of seven (7) members, who shall serve for the duration of the project.  The purpose of the Committee is to design and develop materials to create the second release of the Pre-RFP toolkit and to assist in the development of a curriculum for any related seminars.
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XML Evaluation Project Committee.  The committee shall consist of no more than six (6) IJIS Institute member companies and no more than three (3) from other recognized organizations, who shall serve for the duration of the project.  The purpose of the Committee is to carry out the objectives of the XML performance evaluation grant.

3.
 XML Juvenile Justice Project Committee.  The committee shall consist of three (5) members, who shall serve for the duration of the project.  The purpose of the Committee is to carry out the objectives of the XML Juvenile Justice Project Grant.
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Prescription Drug Monitoring Interstate Exchange Project Committee. The committee shall consist of not more than 15 members recruited from industry, the public sector, and sponsoring Federal or other contributing or involved public organizations.         


5. DOT Public Safety Information Exchange Project Committee.  The committee will provide oversight and direction to the IJIS Institute project involving reconciliation of DOT and DOJ information exchange standards.  A maximum of 15 persons will be appointed, representing industry, state and local transportation and public safety officials, and the sponsoring agencies.


6. Prosecutor information exchange Project Committee.  This committee will provide oversight for the IJIS Institute effort to create reference documents that define information exchanges emanating from the prosecutor.  The committee will consist of no more than 12 members drawn from industry and prosecutor offices at the state and local level.  

Advisory Committees (In conjunction with IWG)


Advisory committees are formed as issues or relevant emerging technologies are identified by IJIS – either by the Executive Director, Board or by interested member companies.  From these suggestions, the Board of Directors decides on the committees to establish as advisory committees. Once the need or desire for a committee has been identified, the Executive Director defines the basic mission and charter of the committee.  This definition includes the mandate of the committee, required subject area expertise, constraints, and estimated number of committee members and budget.  The ED packages the charter and submits it for Board review, input and approval.
The Advisory Committees are established and Chartered by the Board of Directors and remain in existence for the period of time and purpose stated in their Charter.  In any event, they shall be automatically terminated after 36 months unless specifically renewed and extended in writing by the Board.  

1.
NIBRS Advisory Committee.  The committee shall consist of nine (9) members.  The purpose of the Committee is to define a role for industry and, in particular, IJIS Institute member companies in collaborating with the Federal Bureau of Investigation and state-level agencies to improve, expand and make viable the national incident-based reporting systems or the replacement thereto.


2.
XML Advisory Committee.  The committee shall consist of twelve (12) members.  The purpose of the Committee is to develop policies, programs and training or educational materials in support of the OJP information sharing initiative that can be adopted or disseminated by the industry as a whole.

3.
Emerging Technologies Advisory Committee.  The committee shall consist of nine (9) members.  The purpose of the Committee is to develop advisory materials and briefings for industry and government on important emerging technologies that support justice information sharing through technology.

4.
Security Advisory Committee.  The committee shall consist of nine (9) members.  The purpose of the Committee is to provide advice and counsel to OJP and other national organizations on issues of information system security as applied to integrated justice information systems, and to develop materials and seminars to educate industry and government staffs on security measures and designs.


Appointment Authority Pertaining to Project and Advisory Committees.  With respect to the Project and Advisory Committees of the Institute the President shall appoint all Committee Chairs, following consultation with the Executive Director of the Institute. The Chair shall appoint the Vice Chair from among the members of the Committee.  The terms for these Special Committees are as follows:

· Project Committees.   Chairs and members shall serve for the duration of the project, at the discretion of the Chair, with the concurrence of the President of the Institute.

· Advisory Committees.  Chairs shall serve for a period of time co-terminus with their appointing authority or until a successor is appointed in their stead for up to three years.  Members shall serve for a period of time co-terminus to the Chair.


With respect to the Project and Advisory Committees of the Institute, the Chairs shall be members of the Institute or the IWG.  Preference will be given to Institute members. The Chairs, in turn, shall appoint the members.   The Vice Chairs and the members of those Committees may be chosen from among the members of the Institute, the IWG or other recognized organizations, such as JISP, NCJA, SEARCH, and NCSC.  These recognized organizations may participate at the discretion of the Chair, with the concurrence of the President. It is the responsibility of the committee chair to select the members of the committee after consultation with the ED.   Staff assists in identifying candidates and normally issues a call for volunteers from member companies.  The Board and/or the ED may also solicit members who they feel can best contribute to the effort and make such recommendations to the committee chair.  In the event that an insufficient number of volunteers are available from IJIS Institute member companies, the IJIS staff issues a call for volunteers from IWG.  IJIS may go outside of IJIS and IWG to solicit volunteers.  Staff assists the committee chair in identifying and recruiting public sector representation where appropriate in project committees.

Committee rosters will be filled, first, by members of the Institute and the IWG, then by other recognized organizations as defined in the committee charter.


The general meetings of all Project and Advisory Special Committees shall be conducted during the joint Institute and IWG semi-annual meetings and shall be open to all members of the Institute and the IWG.  All actions of the Committees shall be taken based on a vote of the Committee members.


The expansion of committee membership is made pursuant to Article VI, Section 5 of the by-laws the Board of Directors in recognition of the continuing evolution of the relationship between the Institute and the IWG.


Once the committee has been formed, the first order of business of the new committee is to define its mission, plan of action, deliverables, resource and support requirements and estimated budget. 
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Henceforth, the role of the Chairperson is to execute on the plan of action.  IJIS will provide periodic cost vs. budget reports. The chair will submit period status reports to IJIS.  The chairperson is charged with keeping the committee work within scope and to consult with the ED in the event that the mission or scope of the committee’s work is changing.
Committee Operations
Budgeting
The ED and Chair agree on budget and funds are earmarked for the committee work.  Accounting-wise, an account is established for the committee work and expenses are tracked at that level.

A committee may take on more than one major effort or phase of an effort/project.  When this happens, multiple budgets and accounts are established.

Status reporting
It is essential that committee work gets done – on time and on budget.  The most effective tool for making things happen is a status reporting.   The Chair is required to submit a monthly status report to the ED.  The ED and Chair will agree on the form and substance of that report.

Industry briefing – committee reports
The Chair or a delegated committee member will submit a status report and/or briefing report at each IJIS/IWG Meeting.

Collaboration
Collaboration by the committee with practitioners and other industry groups is encouraged.  Due to the wide range of activities underway by the IJIS, the ED should be always informed and/or otherwise should in the loop regarding any outside agency/group collaboration.  

Contracting
Selected committee work may be subcontracted.  If this becomes necessary, the committee will prepare a statement of work and submit it to the ED for approval and processing.  The ED is responsible for managing all aspects of the contract process including advertising the contract opportunity to the IJIS membership and others where appropriate.  All contracts are negotiated and executed by the ED.

Special meetings
Experience has shown that much of the committee work is accomplished via email and conference telephone calls.  If a special meeting requiring committee member travel is required, the chair must seek approval from the ED.    Depending upon the scope and budget for committee work, the need for, schedule and budget for meetings may be established in the action plan and budget.  If not, the request must be approved by the ED before expenses are incurred.  

To get maximum advantage of travel expenses for committee work, committees are encouraged to meet in conjunction with other functions such as the IJIS/IWG meetings.

Travel expenses
Committee members will be reimbursed for travel and incidental expenses provided there are funds available in the committee budget.  

Compensation
Other than reimbursement of travel and living expenses, committee work is done on a non-paid, volunteer basis.

Deliverables
Committee work should result in deliverables – even if the deliverable is limited to an industry briefing on the issue assigned to the committee.  Deliverables should be identified in the committee action plan.

Staff support
The IJIS staff is available to provide administrative support to committees.  Such support includes support such as assistance on coordinating travel and conference calls, copying, mail-outs, etc.  

In the event that the IJIS has specialists/experts on board, they are available to assist committees.  The ED is always available to provide guidance and direction.

Facilities
The IJIS makes the following facilities available for committee use:

· Collaboration software

· Conference calls

· Meeting rooms

· Meeting logistics, including travel arrangements

· Duplicating and distribution of materials

Financial tracking and reporting
The IJIS staff will provide quarterly committee financial reports showing expenditures for the reporting period and to-date.

Dissolution 
Committees will be dissolved once their mission has been accomplished.  There are some important steps to take at this point:

· Produce a final report summarizing the committee, its contribution and its cost.

· Acknowledge, formally, the contribution of member companies who participated on the committee – especially the chairperson(s).
C. Industry Representatives.  Industry representatives are provided by the Institute to a variety of government, non-profit and other recognized organizations.  The role of the Industry Representatives is to be the eyes, ears and voice of the Institute with regard to their representational role.  They are appointed to serve on national scope committees as a liaison between industry and the public sector, to report major trends and issues raised by the public sector, to faithfully and in a timely manner report the activities back to the membership and provide advice on behalf of industry.  The President of the Institute shall appoint all Industry Representatives, following consultation with the Executive Director of the Institute.  Industry Representatives shall serve for a period of time co-terminus with their appointing authority or until a successor is appointed in their stead for up to three years.
II

Committee and Leadership Accountability


A.
Committee Responsibilities, Authority and Accountability.  In the case of the Standing Committees and the Administrative Committees the standard is clear.  There is direct accountability and responsibility to the Board of Directors and, ultimately the membership of the Institute.  As a matter of practice Committees do not establish policy but rather make recommendations to the Board of Directors.


The same principles hold true with respect to the Project and Advisory Committees, although the applications may differ.


1.
Advisory Committees.   The final work product of these committees will consist principally of policy and technological initiatives where the opinion of industry or specialized technical advice is being solicited by our governmental and associational partners.  Accordingly, the work of the Committee should be, first reported to the Board of Directors and, in most cases, to the membership in plenary session in order to reach the level of Institute Policy.  We say, in most cases, because there may be requests that need to be responded to prior to the semi-annual meeting of the Institute and, thus, Interim Policies Reports of the Committee, with the approval of the Board of Directors may be presented between membership meetings.


2.
Project Committees.  The final work product of a project committee presents different challenges.   In effect the Project Committees are creating product that has been initiated by a policy decision by the membership and the Board of Directors.  In this respect the work of the committee is more akin to a staff function.   A high level of quality, professionalism and regard for legal and other grant responsibilities shall be expected of these committees.  In this respect the work product that may range from the development of a training manual or handbook to the release of a CD newsletter or curriculum, shall be under the administration of the Executive Director.


On issues that have been either self initiated or referred by the Board to the committee where the action involves developing an industry position on a matter, the Board expects that the committee will submit a draft position statement to the Board for approval.  The Board, through staff, will conduct such vetting as is deemed necessary in order to establish that the policy or position represents industry as a whole whereupon the Board will act on the proposed policy or position and disseminate the results as an IJIS Institute position made on behalf of the full membership.  Where the issue requires maximum industry involvement, the proposed position will be vetted through the IWG and released as a joint IJIS Institute/IWG position paper.


B.
Role Responsibilities, Authority and Accountability of Committee Chairs and Industry Representative
At the time of appointment Committee Chairs and Industry Representatives must recognize that they are assuming corporate and representative responsibilities on behalf of the Institute and, in some cases, industry as a whole.  Accordingly, their first task is to clearly represent the position of the Institute as set forth in the policies adopted by the Board of Directors and the membership.


The Institute does not ask its members and representatives to give up their rights to free speech, nor does it seek to diminish the continued and healthy free debate of ideas.  This is essential to the continuing development of innovative concepts and ideas, the on-going refinement of those elements and the exercise of thought leadership by the private sector and the IJIS industry.  However, one of the responsibilities of the Chair or Vice-chair or Industry Representative is to clearly, fairly and objectively communicate to the internal and external community the “official” positions and recommendations of the Institute (and therefore its membership] as officially recommended and published by a given Committee, and as thereafter as officially adopted in writing by the Board of Directors as outlined in other parts of this document.  

In all events the Chair and Vice-chair should lead their respective committee’s in the achievement of consensus in their recommendations.  If at any time the Chair, the Vice-chair or any of its members feel the need to express a strong disagreement with a recommendation of a Committee they are encouraged to document their disagreements in writing and submit them to the Executive Director through their Chair.  The disagreements to become an official part of the records/work of the Committee and thereafter subject to public discussion and debate.  Such minority positions or recommendations will not be published as the official position of the Institute and shall be so footnoted in all presentations [verbal and written] made internally and/or publicly. 


Vigorous debate within a committee, on the Board of Directors and in plenary sessions will be encouraged and fostered.  However, there comes a point where the Institute must attempt to reach a consensus.  If the consensus is reached then the public posture of leadership should reflect the policy of the Institute.  On the other hand, strongly held views in the form of a minority report should also be made available to our governmental and associational partners in order to reflect such views that might actually foster the public debate.


If a committee member or Industry Representative is asked to represent the Institute or industry and agrees to do so the preeminent responsibility is to reflect the position of the Institute.   It is not the objective of this paper to establish an intricate code of conduct for the professionals who serve the Institute.  Common sense and attention to decorum should be the rule.   When in doubt a conversation with the Executive Director should enable a representative to accurately reflect the policy of the Institute.


C.
Copyright and Ownership.   With respect to writing and other materials generated by a committee or its members in furtherance of committee objectives such as minutes, notes, white papers, test results, findings, conclusions, reports, and presentations developed by the committee or its members in the course of its deliberations or conduct of work undertaken by the committee, committee members agree to provide appropriate license in writing to the IJIS Institute for the unlimited further distribution or publication as determined by the Institute.  The IJIS Institute shall give full recognition to individual member contributors and their companies in the publication of such materials in any form.  Distribution of committee generated writings and materials will be made in accordance with applicable grant, contract and IJIS Institute policy, but in general the purposes of the IJIS Institute are to disseminate its work products to the broadest possible set of industry and government organizations that may be affected by or have interest in the documentation so generated.  In the event that a member or company contributes such material that may have been previously copyrighted by the individual or company, a written license for unlimited re-distribution of the material by the IJIS Institute will be provided by the member. 
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