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Overview:  The Dermal Toxicology Specialty Section (DTSS) is one of many component groups within the Society of Toxicology.  This document describes the roles and responsibilities of the officers of this group.  The officers change over time, so there may be a loss of institutional knowledge.  It is hoped this document will provide some guidance for incoming officers.  Roles and responsibilities can change over time as well, so it is suggested that this document be reviewed and revised at regular intervals.  SOT offers webinars in May/June on the workings of SOT and components groups.  Newly elected officers are encouraged to attend these webinars.   
Communication
· Communication to DTSS members must be approved by SOT.  Messages need to be sent to the SOT liaison.  Once approved, SOT will distribute the communication.  Communication may be distribution of the newsletter, request for nominations for elected positions, upcoming meetings of interest, etc.
· Communications between DTSS officers does not need to be approved by SOT.  But the SOT liaison should be cc:’d on all communications.
All Officers 
· Encourage colleagues to join the DTSS.  This includes students and post-doctoral fellows
· Be responsive to requests for information, voting requests, information for the newsletter, etc., from fellow officers and the SOT liaison
· Encourage DTSS colleagues to submit session proposals for the upcoming SOT annual meeting 
· Review and comment on Annual Meeting session (i.e., symposia, workshop, etc.) proposals in a timely manner.  These will be distributed by the Vice President after receipt of draft proposals from the chair or co-chair of the session.  Some things to consider: 1) does the proposal fall in the aims of DTSS; 2) Do the presentation descriptions clearly state the issue, what will be presented, the impact of the presentation, etc.; 3)  Are different organizations represented as speakers (academia, industry, government, NGO)?; 4) if a controversial topic, are all sides of the issue provided a chance to present?; 5)  Do you think SOT’s Scientific Program Committee (SPC) will view favorably on the proposal?
· After the proposal deadline has passed, SOT will send the Vice President the submitted proposals.  For those requesting DTSS endorsement, the Vice President should just send those proposals to the officers, post-doctoral fellows and graduate student representatives.  These will need to be ranked, endorsement confirmed or rejected, and comments are appreciated by the SPC.
· Nominate colleagues or encourage colleagues to self-nominate for elected positions in DTSS
President 
· Works with Past President to attend to any past initiative that are pending at the start of the term
· Reviews SS By-laws and initiate changes when needed.  This will most likely require a vote by the membership
· Schedules at least one conference call of the officers.  The first meeting should be held early in the term to go over roles and responsibilities and discuss SS plans for the upcoming year
· Works with Vice Present and Vice President-elect so that they understand duties while in the Presidential chain
· Prepares Annual Report (due usually in July/August to SOT) using template provided by SOT.  This report should be distributed to all officers for comment.  Request assistance where needed from the other officers, particularly the Secretary/Treasurer on the budget.
· Works with Secretary/Treasurer in organizing food and drinks for the Reception held at the Annual Meeting.  SOT usually sends a document with a list of items (types of finger food, non-alcoholic beverages, etc.) and their cost.  Items are selected and the amount requested are sent back to the SOT liaison. 
· Organizes officers meeting at SOT Annual Meeting.  Generally, SOT provides, at a cost, meeting space and food and beverage.  The meeting has been held on the Monday of the annual meeting at 6:30 am.  To save on costs, the meeting can be held off-site.  This meeting is held to introduce the newly elected officers, review the agenda of the DTSS Business Meeting/Reception, and report on and discuss other section activities.
· Organizes the annual Business Meeting/Reception at SOT’s Annual Meeting.  
· Example agenda topics at the Business Meeting
· Welcome
· List of officers
· List of incoming officers (newly elected)
· Thanks to out-going officers
· Section activities
· Meeting Activities (what sessions DTSS endorsed)
· Planning for next year’s SOT meeting (try to get members to submit proposals)
· Budget
· Post-doctoral Fellow update
· Graduate student update
· Awards
· DTSS usually has a 5-10 min presentation for several, but not all awards
· Presentations are for the Battelle Student Research Award, Stratacor Post-doctoral Award and DTSS Paper of the Year Award
· Introduce incoming President
· End meeting
· Send a message to the award sponsors with names of the winners and thanking them for their support
· Provide approval on newsletter and all specialty section communications sent to SOT from the officers
· Solicit nominees for elected positions
· Every year – Vice President-Elect, Junior Councilor
· Every two years – Secretary/Treasurer
· Graduate student and Post-doctoral Fellow representatives are appointed positions.  Ideally, they would be for two years, but in some cases the person may hold the position for more than two years. 
· Submit the nominations to the SOT SS liaison to be placed on the ballot for the DTSS Officer’s elections.  
Vice President 
· Having DTSS endorse sessions at the annual meeting is important because it provides visibility to the section.  The Vice President is responsible for 
· soliciting proposals for the upcoming Annual Meeting (e.g., symposia, workshop, etc.) from the DTSS members.  This can be done by an article in the newsletter, emails sent out via SOT and at the Business Meeting/Reception during the Annual Meeting
· organizing the review of proposals by the DTSS officers.  The originator of the proposal sends it to the Vice President.  This will occur over several weeks in April and May.  The Vice President should distribute the proposals to the officers and post-doc and student representatives for comment.  The Vice President should collect these comments and send them back to the originator in a timely manner, before the final deadline the proposals are due to SOT.  With this information, the originator of the proposal can make edits to it as suggested from the comments received.  At times, it may not be possible to send back comments, because the proposal was submitted near SOT’s deadline for submission.  The comments should include some type of indication of endorsement (yes/no). 
· After the proposal submission deadline has passed, SOT will send to the Vice President a list of the proposals submitted.  For those proposals requesting DTSS endorsement, the Vice President will send these out to the officers, post-doctoral and graduate student representatives.   The proposals are then ranked, endorsement request is accepted or rejected, and comments are provided (the Scientific Program Committee appreciates comments as they help select sessions.  They generally receive over 100 proposals with slots for only approximately 40 that can be accepted).  The Vice President compiles the rankings, comments, etc., from everyone and submits the information to SOT.
Vice President-Elect 
· Organizes the DTSS newsletter.  At least one newsletter should be published per year.  This requires gathering articles from different officers, and post-doctoral fellow and graduate student representatives.  Suggested items to include are, ‘Message from the President”, award winners from the past SOT meeting, information if known on the upcoming SOT meeting (e.g., Symposia, workshops, etc., endorsed by DTSS).
· Works with President and Vice President to learn the responsibilities in the Presidential chain.
Secretary/Treasurer
· Works with President and SOT liaison monitoring the Section’s finances.  SOT handles the account (i.e., takes in income, pays out expenses), but some type of monitoring is needed, so that the Section does not over spend.
· Assists President in preparing the annual budget section for the Annual Report
· Assists President in budgeting for the Section’s Annual Business Meeting/Reception
· Contacts sponsors of awards to assure they have submitted the award money to SOT
· Takes notes at any meetings of the DTSS.
Past President 
· Has the role of a Councilor, but more importantly has the institutional knowledge of past procedures and activities of DTSS.  
Senior Councilor
· The Senior Councilor is responsible for the Awards presented at the DTSS Business Meeting/Reception:
· Battelle Student Research Award
· Stratacor Post-doctoral Award
· DTSS Paper of the Year Award
· Self-nominated by the authors
· Charles River Graduate and Post-doctoral fellow Travel Grants
· Makes sure the contact information for the Senior Councilor on the Awards page of the DTSS website is correct.  The deadline for submission of award nominations should also be checked and updated.  The Senior Councilor should work with the DTSS webmaster (Junior Councilor) to have it updated.
· The Senior Councilor solicits the award nominations by sending out email messages via the SOT liaison. This should be done in November/December.  
· The Senior Councilor receives the nominations and assures criteria for acceptance of the nominations are met (e.g., for the student awards, they must be a member of DTSS; the nomination is related to dermal toxicology) and after the deadline, will distribute the nomination information to the officers, post-doctoral fellow and graduate student representatives. 
· The nominations are ranked by each officer and representative. 
· Criteria for the rankings should be creativity, scientific merit, clarity of presentation and independence of analysis 
· The information is returned to the Senior Councilor
· If an officer or representative has submitted a nomination for an award, they must recuse themselves from the ranking.
· The results are tabulated, and the winners are contacted by the Senior Councilor.  
· The Senior Councilor has either plaques or certificates prepared to be presented to the winners (plaques or certificates depend on the status of the DTSS budget).  SOT can have plaques prepared, but this can be more costly than having one of the officers of the section have it done.
· The Senior Councilor contacts SOT so that the checks for the awards are prepared.
· The Senior Councilor contacts the award winners to assure they will be attending the DTSS Business Meeting/Reception and that they will have an opportunity to present their award-winning work.  

Junior Councilor 
· Webmaster – responsible for working with the SOT Specialty Section liaison in keeping the DTSS website to date.  This includes making sure the names of the officers are updated and that the award information, particularly the contact name and due date of application are correct.
· Responsible for organizing the Informa Healthcare Award, sponsored by the Taylor & Francis’ journal, Cutaneous and Ocular Toxicology (COT).  This award is for the best paper selected by DTSS that is published in COT.  For the 2020 Annual Meeting, the award will be selected from the papers published in 2019.  The editor of this journal, A. Wallace Hayes, generally sends an email to DTSS requesting our section make the selection in December/January.  He will provide a contact from the journal who will give access to the articles for that year.  Using the access, the Junior Councilor will collect the previous year’s dermal-related papers (leaving out the ocular-related papers) and electronically distribute them to the DTSS officers (including post-doctoral fellows and student representatives).  Ideally, the papers will be distributed, but in the past the officers only had time to look at the abstracts.  The officers will rank the papers and send their rankings to the Junior Councilor.  The results are tabulated, and the Junior Councilor will relay the name of the winner to A. Wallace Hayes or the contact at the journal.  The Junior Councilor should find out if the winner will be attending the SOT Annual Meeting.  Either A. Wallace Hayes, the Junior Councilor or a representative from Taylor & Francis will present the award at the DTSS Business Meeting/Reception.
Post-doctoral Fellow Representative 
· Encourage other post-doctoral fellows to join DTSS
· Facilitate communications between post-doctoral fellows and senior members of the DTSS
· Prepares the DTSS poster which is displayed at the Graduate Student/Post-doc mixer and the exhibit hall at the annual meeting
· Having the poster printed is not the responsibility of this representative.  In the past, one of the officers has had it printed and it is either mailed or hand-delivered to the representative.  In case the representative has the poster printed, they should be reimbursed from the section.
· Stand by DTSS poster at mixer and answer questions about the SS
· Provides a message in the newsletter
· Coordinates awarding door prize with the other representatives.
· MB Research has generously offered for the past several years a door prize for students/post-doctoral fellows that attend the DTSS Reception.  Free raffle tickets are handed out at the Student/post-doc mixer (generally held on Sunday evening).  The door prize is awarded at the DTSS Reception.  The winner must be present to receive the prize.
Post-doctoral Fellow Representative-elect
· Encourage other post-doctoral fellows to join DTSS
· Assists Post-doctoral Fellow Representative with poster, newsletter and attending to the poster at the mixer

[bookmark: _GoBack]Graduate Student Representative 
· Encourage other graduate students to join DTSS
· Facilitate communications between graduate students and senior members of the DTSS
· Assists Post-doctoral Fellow Representative with poster, newsletter and attending to the poster at the mixer
