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Voting versus Non-voting Members
The following member categories are eligible to participate as voting members of a committee: Fellow/Member; Fellow/Member-
in-Training; Scientific Fellow; Life Fellow/Member; Retired Fellow; Retired Member; Resident; International Fellow/Member; 
International Fellow/Member-in-Training; International Resident; International Retired; and International Life Fellow/Member. 

Academy and Foundation Committees consists of the following positions: 
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Annual Meeting Program Committee
The Annual Meeting Program Committee advises and assists the Coordinator in the responsibilities for organizing the education 
program at the Annual Meeting. The Committee also aids in evaluating and assessing current programs and recommend changes 
as deemed necessary. 

Board of Governors (BOG) Committees
BOG committee terms and positions are different than Academy and Foundation committees. Details on BOG committees can be 
found in the BOG Bylaws. Appointment to a BOG committee does not count against the maximum of two Academy or Foundation 
committee appointments. 

Section for Women in Otolaryngology (WIO) Committees
WIO committee terms and positions are different than Academy and Foundation committees. Details on WIO committees can 
be found in the WIO Rules and Regulations. Appointment to a WIO committee does not count against the maximum of two 
Academy or Foundation committee appointments. 

Qualifications
To serve on a committee, participants must be members of the AAO-HNS in good standing. Current committee members who 
have not paid their dues by January 15 of each year will have their committee assignments revoked and will not be reinstated 
upon receipt of their late dues payment. The member must wait two (2) years before reapplying for appointment to the same 
committee(s). First-time members applying for committee appointments must pay their current year dues no later than January 15 
to remain qualified for committee membership consideration. 

Committee Application and Appointment Process
Members may submit an online application for Academy, Foundation, Education, BOG and WIO committee membership between 
November 1 and December 31 each year by visiting www.entnet.org/committees. Notification of the application process is placed 
in OTONews, the Bulletin, on the Academy’s homepage at www.entnet.org, and sent via email to all qualified members.

Committee members completing the second year of their first or second terms are automatically considered for reappointment by 

/sites/default/files/updated_bog_bylaws.pdf
/sites/default/files/AAOHNSF WIO Section Rules and Regulations.BOD_.FINAL_.pdf
http://www.entnet.org/committees
http://www.entnet.org
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/sites/default/files/submission_policy.pdf
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New Committees and Committee Dissolution
The first step to applying for committee status is to submit a request to the CEO/EVP to form a study group. This must include a formal 
outline of what the study group will accomplish and its purpose. The request will then be submitted by the CEO/EVP to the Executive 
Committee for approval. If approved, the study group is active for two years before submitting to the EVP/CEO a proposed committee 
charge, minutes from two years of meetings, a list of at least two tasks completed, three proposed tasks for the upcoming year, and a list 
of 20 academy members potentially interested in serving on the committee. The Executive Committee then reviews the study group’s 
achievements, the proposed charge, and committee composition. Once the review process is completed, the Executive Committee 
renders a decision, which must be approved by the full Board of Directors. The approval of a study group does not guarantee approval of 
a new committee. The study group will be evaluated after two years with a final determination made based on need and performance. 
Committees can be dissolved by vote of the appropriate Board of Directors. Recommendations for dissolution can come from the 
following sources: Committee Review Task Force, members of the Boards of Directors, chairs of committees, or the Executive Committee 
of the BOG. The Executive Committee of the Boards of Directors is responsible for analyzing recommendations for committee dissolution 
and presenting its findings. 

Development of Official Policies or Education Materials
Individuals, committees, or groups of members may propose a policy statement for the Academy. The individual, committee, or 
group developing the policy statement is expected to compile a report which details the statement, background, possible impact 
(both negative and positive), and references used in formulating the statement. The Academy or Foundation Board of Directors 
reviews all proposed policy statements and votes on whether to adopt them. 

When a committee wishes to develop or refine an educational tool, that committee’s staff liaison should contact the AAO-
HNS/F Education Business Unit Leader for guidelines on developing an educational product and provide these to the chair, and/
or assist the committee chair in contacting the appropriate Education Steering Committee faculty chair to coordinate efforts. In all 
instances, the Education Business Unit must be fully informed of all educational projects by Academy committees.

Position Statements and Official Spokesperson 
In accordance with AAO-HNS/F policy, coalition letters, position statements, and testimony requested or written by committees 
must be approved by the Executive Vice President/CEO and two or more of the following elected or appointed officers: 
President, President-Elect, Immediate Past President, Secretary-Treasurer, Chair of the BOG, or the Coordinator for Health 
Policy. Furthermore, no committee member may communicate or disseminate on behalf of AAO-HNS or AAO-HNSF an official 
statement, policy, or opinion on national health policy issues, without prior approval of the Executive Vice President/CEO; if 
necessary, the Executive Vice President/CEO will seek the guidance of the President and/or the relevant Executive Committee 
before providing such approval. 

Members should not take their appointment to an AAO-HNS/F committee as an opportunity to include their appointment or 
position title to their respective email or social media signature. It may give the incorrect appearance that the individual speaks on 
behalf of the AAO-HNS/F or its committees. 

Non-Members with Press Credentials
Non-Members with Press credentials are not permitted to attend any committee meeting without a specific invitation approved in 
advance by the Executive Committee. 

Travel and Expense Reimbursement
Generally, committee members are not reimbursed for travel expenses to participate in committee meetings, as most such 
meetings are held in conjunction with other meetings for which their attendance is customary. On a case-by-case basis, the 
Academy and Foundation may reimburse the reasonable travel expenses of members of selected committees and members 
officially representing the Academy/ Foundation at other related meetings. All such reimbursement must receive prior 
authorization of the Executive Vice President/CEO. All requests for reimbursement must be submitted on the official Board/
Committee/Delegate Travel Expense Reimbursement Request form, which contains the policies governing reimbursements, 
available from the respective committee staff liaison. Travel Expense Reimbursement Requests, along with scanned or original 
receipts for all expenses, should be submitted within 30 days of the date the travel began. Expenses will not be reimbursed for 
reports submitted after 90 days from the date the travel began – or the end of the fiscal year (June 30), whichever comes first. 
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8.	 Structure the meeting agenda to ensure that relevant and 
timely topics of interest are addressed. Establishing a 
quorum of voting members of the committee must be the 
first point of order for all committee meetings/conference 
calls. Without a quorum of voting members in attendance, 
the meeting cannot be called to order. Ensuring only voting 
members of the committee vote on actions or motions 
before the committee. Abide by Robert’s Rules of Order for 
parliamentary procedure.

9.	 The AAO-HNS/F Antitrust Compliance Policy, Financial 
and Intellectual Relationship Disclosure Policy, Copyright 
Policy and Submission Policy are required to be included 
with every meeting agenda and reviewed by the Chair at 
the commencement of each committee meeting; remind 
committee members and meeting attendees of the 
requirement to comply accordingly.

10.	Minutes from the previous committee meeting and any 
subcommittee minutes should be an agenda item for 
approval during the next committee meeting.

11.	 Champion accountability and performance evaluation for 
your committee. Facilitate all committee meetings and 
conference calls to ensure all agenda items are addressed. 
Delegate assignments to involve all committee members.

12.	 Review the committee charge with members at the start 
of each meeting. Submit recommended changes to the 
appropriate Board of Directors through the staff liaison.

13.	 Encourage all members of the committee, voting and 
non-voting, to fully participate in the meeting, to ensure no 
one person(s) monopolizes the floor. It is important that 
all members feel comfortable in asking questions and/or 
offering input.

14.	Meet prior to and after the meeting with the staff liaison 
to summarize the tasks completed and discuss any actions 
requiring Board approval or awareness.

15.	 Work with the staff liaison to ensure draft minutes are 
posted to the committee community in ENTConnect for 
committee approval. The chair is responsible for accuracy 
and completeness of the minutes.

16.	 Send a letter to all committee members (via the staff 
liaison) whose terms are set to expire asking if he/she is 
interested in reappointment, or if he/she would prefer to 
rotate off at the end of the term.

17.	 Make recommendations to the President-Elect for new 
committee appointments, reappointments, transitioning a 
member to a different role, if a member should be rotated 
off early, and recommendation for appointment of a 
successor as Chair-elect.

18.	 Award exceptional honor points to only those members 
whose contributions have demonstrated exceptional efforts.

19.	 All committee correspondence and communication should 
be conducted via the committee’s community site on 
ENTConnect; likewise, all committee documents should be 
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Voting Committee Member
1.	 Serve a two-year term (unless otherwise noted).
2.	 Serve a maximum of 6 consecutive years on a committee 

regardless of position and must rotate off for at least 2 years.
3.	 Serve a key role on the committees by acting on behalf of 
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Volunteers/Guests



AAO-HNS/F Committee Member Handbook Updated November 2023   |   Page 12


	COMMITTEE OVERVIEW
	Academy and Foundation Committees
	Education Committees
	Board of Governors (BOG) and the Women in Otolaryngology Section (WIO) Committees
	Standing Committees
	Steering Committees

	COMMITTEE STRUCTURE 
	Composition and Service Term of Academy and Foundation Committees
	Members Qualified to Serve on Committees
	Voting versus Non-voting Members
	Composition and Service Term of Education Committees
	FLEX Work Groups
	Annual Meeting Program Committee
	Board of Governors (BOG) Committees
	Section for Women in Otolaryngology (WIO) Committees
	Qualifications
	Committee Application and Appointment Process
	Requirements
	Appointment and Term Exceptions
	Special Appointments
	Board and Staff Roles

	POLICIES AND PROCEDURES
	Financial and Intellectual Relationship Conflict of Interest Resolution Policy 
	Online Financial and Intellectual Relationship Disclosure Form 
	Antitrust Compliance Statement 
	Copyright Policy 
	Submission Policy 


	COMMITTEE MEETINGS AND MINUTES 
	What to Include in the Minutes
	What Not to Include in the Minutes
	New Committees and Committee Dissolution
	Development of Official Policies or Education Materials
	Position Statements and Official Spokesperson 
	Non-Members with Press Credentials
	Travel and Expense Reimbursement
	Rules of Order

	RESPONSIBILITIES 
	Steering Committee Chair Appointment
	Steering Committee Chair
	Committee Chair
	Chair-Elect
	Voting Committee Member
	Non-Voting Committee Member
	Consultant
	Society Representative
	Responsibilities of a Society Representative
	Volunteers/Guests
	Staff Liaison

	COMMITTEE CHAIR EVALUATION PROCESS
	Communication
	Performance


