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AAOA CONFLICT OF INTEREST AND CONFIDENTIALITY POLICY FOR LEADERSHIP

Statement of Purpose: The American Academy of Otolaryngic Allergy (AAOA) supports fair and unbiased participation
of our volunteers in Academy/Foundation activities. Any real or potential conflicts of interest' must be identified and
managed. All relevant financial relationships with commercial interests® that directly impact and/or might conflict with
Academy/Foundation activities must be disclosed, or disclosure that you have no relevant financial relationships must
be documented. Non-financial relationships, and other relationships that could cause private interests to conflict with
professional interests, must also be disclosed.

In addition, Board members and staff will have access to information, that if revealed to outsiders, could be
damaging or sensitive to other members or staff, harmful to the best interests of the organization, or even create legal
liability. Information provided to the board and staff may concern financial, contractual, membership, financial, or legal
matters. It will be confidential and is intended for use in decision-making and governance. Information shall be held in
the strictest of confidence and shall not be divulged to any outside party, including other members, without
authorization of the president/board chair or the executive director.

Violations of this policy may result in disciplinary action in accordance with the governing documents. Discipline may
include removal of a board member from office or termination of a staff member.

1. Significant Financial Relationship: Significant financial relationships are defined as anything of monetary value
(within the past 12 months) including, but not limited to:

e Salary or other payments for services (employment, Speaker’s Bureau, Advisory Panel, Expert Witness, etc.)

¢ Consulting fees or honoraria

¢ Equity interests including stocks, stock options, or ownership interests (excluding diversified mutual funds)

¢ Intellectual property rights including patents, copyrights, royalties from such rights

¢ Research funding

¢ Or other financial benefit

[Note: Significant financial relationships extend to financial relationships of your family and/or business partner(s).]

2. Significant Non-financial Relationship: Significant non-financial relationships are defined as any position without
direct monetary value (within the past 12 months) including, but not limited to:

¢ Academic position

¢ Alternate Board or Committee membership

¢ Non-financial advisory role

3. Other Relationships: Other relationships that could cause private interests to conflict with professional interests.

' “Conflict of interest” is defined as any real or potential situation that has competing professional or personal
interests that would make it difficult to be unbiased. A conflict of interest may occur when: (1) an individual’s private
interest differs from his/her professional obligations, or (2) professional actions or decisions occur that an
independent observer might reasonably question. A conflict of interest depends on the situation and not on the
character of the individual.

* A “Commercial interest” is any proprietary entity producing health care goods or services consumed by, or used on
patients.

The following individuals must provide this disclosure annually. Failure or refusal to disclose will result in

disqualification to participate in AAOA/F activities.

=  AAOA/F Committee Membership/Elected Leadership: All members of Academy/Foundation committees, as well
as all elected, appointed, or standing guest members of the Academy/Foundation Boards of Directors must
complete and sign a disclosure/conflict of interest form in relation to the charge or any activities of the
committee to which they are appointed.

= AAOA International Forum of Allergy and Rhinology (IFAR): IFAR ILLC and Journal Editorial Board
members/reviewers/authors must complete and sign a disclosure/conflict of interest form in relation to the
development of the Journal.

= AAOA Continuing Medical Education (CME) Activities: Any individual who may be in a position to control CME
content must disclose all relevant financial relationships or disclose that he/she has no relevant financial
relationships. See AAOA CME COI policy for additional instructions.

Adopted by Board, June 2013
Updated by Board, June 2014; June 2015
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Check the appropriate box(s) to designate your participation in AAOA/F activities:

] Appointed Committee, Task Force/Workgroup membership

] Elected, appointed, or standing guest member of the Academy/Foundation
] Boards of Directors

] Journal Editorial Board/Reviewer/Author

(Check one (1) box only)

AAOA Poricy COMPENDIUM

] I have nothing to disclose.
] I have the following significant financial relationship(s):
Name of Commercial Interest(s): Nature of relationship:

I have the following non-financial relationship(s): (e.g., academic post, alternate board

Other relationship(s) that could cause private interests to conflict with professional interests:

Name (Print) First Last

Signature’ Date

By affixing your signature, you give permission to the AAOA to publish (in any form-print and/or electronic) the
information you provide on this conflict of interest/disclosure form. Failure or refusal to disclose will result in

disqualification to participate in AAOA/F activities.

Adopted by Board, June 2013
Updated by Board, June 2014; June 2015
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AAOA CME Conflict of Interest Policy (COI)

June 2014, the AAOA Board approved incorporation of online CME COI disclosure process within AAOA Association
Management System (AMS) to allow better integration to overall conflict of interest management..

The AAOA (American Academy of Otolaryngic Allergy) has created the following process and tools to assist you:

¢ Background Information - why this new procedure is necessary, and how it is applied

* Disclosure Process - Step by step instructions for CME (continuing medical education) Planners
¢ Disclosure Form - For CME Planners

¢ Disclosure Process - Step by step instructions for Instructors

¢ Disclosure Form - For Instructors

¢ Management of Conflict of Interest Form—Tool to assist with resolution of conflicts

Adopted by Board, June 2013
Updated by Board, June 2014; June 2015
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BACKGROUND INFORMATION

This document has been created to promote a clearer understanding of the roles Board members, Program Committees,
Instructors, and the AAOA must play in order to successfully implement the ACCME regulations.

Values Underlying the ACCME Updated Standards for Commercial Support

e Accredited CME providers must place a higher priority on the health and well being of the public than on
individuals’ personal economic interests.

¢ Some people in CME have personal economic interests derived from financial relationships with commercial
interests that create a personal sense of duty or loyalty to the commercial interest. Such conflicts may be real
or perceived conflicts of interest.

¢ Some financial relationships with commercial interests are important enough to conflict with the person’s
responsibility to CME learners and to conflict with the public interest.

e If a person in CME has a conflict of interest, the CME provider must manage the conflict in a manner that is in
the best interest of the public.

Identifying and Managing Conflict of Interest

To effectively manage a potential conflict of interest, the AAOA must know about relevant financial relationships prior
to the activity being developed and delivered to the learners. The AAOA has instituted a process that goes beyond
simple disclosure, with necessary interventions to resolve conflicts of interest before the CME activity is planned.
Everyone participating in the planning and presentation of an AAOA Education Activity is required to complete a
disclosure form.

1. A disclosure form is to be completed on an annual basis by all those responsible for the planning of CME
activities for the AAOA. All potential conflicts of interest must be identified and managed by the CME Planner
or designated official prior to planning the CME program. Those individuals tasked with managing potential
conflicts must analyze their own potential conflicts to insure no overlap exists, otherwise an alternate manager
must be sought to resolve conflicts.

2. Each invited instructor must complete a disclosure form and any potential conflict of interest identified as it
pertains to the content of the presentation must be disclosed. Should it be determined that a conflict of
interest exists as a result of a financial relationship the instructor may have, the instructor must be contacted
by the designated official and methods to manage the conflict will be discussed. A form is available to
expedite this process.

Those individuals who refuse to disclose relevant financial relationships are disqualified from having a CME role that
may give them an opportunity to effect the development, management, presentation or evaluation of that CME activity.

Management of Manifest Conflict of Interest

If an instructor has been documented (e.g., audience report, auditor report) to have shown bias in an AAOA activity then
this report must be forwarded to the AAOA Coordinator for Education. An appropriate investigation into the matter
will be undertaken, and then the matter will be discussed within the Executive Committee of the AAOA. If the results

of the investigation substantiate that a manifest conflict occurred, then a response in concert with the scale of the
offense will be carried out including, but not limited to:

1. removal from speaking on behalf of the AAOA for a defined period (e.g., one year), or permanently
2. requirement of divesture of relevant financial interests to permit continued AAOA association
3. revocation of fellow or membership status

An apology with proper scientific message content to replace biased content will be sent to the relevant
audience.

Adopted by Board, June 2013
Updated by Board, June 2014; June 2015
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AAOA Disclosure Process
For AAOA CME Planners

STEP 1. This statement is to be sent by the AAOA Office in the initial letter or e-mail to the CME Planner prior to the
planning of the activity. Rarely, a disclosure might not arrive at the AAOA prior to a CME planning meeting; in this
case the meeting will not begin until the planner has completed their disclosure and management of COI takes place.

In order to comply with the ACCME’s Updated Standards for Commercial Support, the AAOA has implemented a new
disclosure process to ensure that anyone who is in a position to control the content of the education activity has
disclosed to us all relevant financial relationships with any commercial interest. The goal of this process is not to
exclude people who have conflicts, but to manage these conflicts while benefiting from your expertise.

Please complete the enclosed disclosure form and return it to <insert name> by <insert date>. If you have indicated a
conflict of interest, this information will be forwarded to the appropriate AAOA Official. At the start of the planning
meeting, the Chair will remind those that have indicated a potential conflict of their responsibility to disclose any bias
during the meeting that could result in a conflict of interest. In addition, please note that you must recuse yourself
from involvement in any discussion where there is a potential for bias based on your financial interests.

Failure or refusal to disclose or the inability to manage the identified conflict may result in our request
for your withdrawal from the planning process.

STEP 2. Disclosure form enclosed with letter. (To be completed annually)

STEP 3. An e-mail is sent to the committee member from the AAOA upon receipt of the
conflict:

Dear Dr. __ -

We are in receipt of your disclosure regarding _ . This information will be forwarded to Dr. <insert
name>. As a reminder, we request that you disclose any bias during the meeting and recuse yourself from any
discussion where there is a potential conflict of interest. If you have any questions, please contact me. Thank you.

STEP 4. An e-mail is sent to the Program Chair (or designated official) by the AAOA with a list of the reported
conflicts.

Dear Dr. <insert name>

The following committee members have indicated a potential conflict of interest. We ask that you make an
announcement at the start of the meeting reminding the committee members of their responsibility to disclose any
bias and recuse themselves from any discussion where there is a potential conflict of interest. If you have any
questions, please contact me. Thank you.

Adopted by Board, June 2013
Updated by Board, June 2014; June 2015
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AAOA Planning Committee
<INSERT Name, date(s), and location of Activity to be planned>
Disclosure of Financial Relationships

NAME: <INSERT NAME PRIOR TO SENDING>

In accordance with ACCME regulations, the AAOA must ensure that anyone who is in a position to control the content of the education
activity has disclosed to us all financial relationships with any commercial interest (see below for definitions).

If you indicate on this form that you may have a conflict of interest, we ask that you recuse yourself from any discussion where there is a
potential for the stated conflict to influence the content of the program. Please indicate your willingness to do so by checking the
appropriate box below.

3O Ido not have any financial relationships with any commercial interests.

O Iwill disclose any conflict of interest that may arise during the planning of this activity and recuse myself from any final
decisions where a potential bias could exist.

— List the names of proprietary entities producing health care goods or services, with the exemption of non-profit or government
organizations and non-health care related companies with which you or your spouse/partner have, or have had, a financial
relationship within the past 12 months. For this purpose we consider the financial relationships of your spouse or partner that
you are aware of to be yours.

— Explain what you or your spouse/partner received (ex: salary, honorarium etc).

—  Specify your role.

Commercial Interest Nature of Relevant Financial Relationship
(Include all those that apply)
What I or spouse/partner received My role
[Example: Company ‘X’ Honorarium Speaker
What was received: Salary, royalty, intellectual property My Role(s): Employment, management position, independent

rights, consulting fee, honoraria, ownership interest, (stocks, stock contractor (including contracted research), consulting, speaking
options or other ownership interest, excluding diversified mutual  and teaching, membership on advisory committees or review
funds), or other financial benefit. panels, board membership, and other activities.
Glossary of Terms
Commercia
lInterest
A commercial interest is any entity producing, marketing, re-selling, or distributing health care goods or services consumed by, or used
on, patients. The ACCME does not consider providers of clinical service directly to patients to be commercial interests.
Financial relationships
Financial relationships are those relationships in which the individual benefits by receiving a salary, royalty, intellectual property rights,
consulting fee, honoraria, ownership interest (e.g., stocks, stock options or other ownership interest, excluding diversified mutual funds),
or other financial benefit. Financial benefits are usually associated with roles such as employment, management position, independent
contractor (including contracted research), consulting, speaking and teaching, membership on advisory committees or review panels,
board membership, and other activities from which remuneration is received, or expected. ACCME considers relationships of the person
involved in the CME activity to include financial relationships of a spouse or partner.
Relevant financial relationships
ACCME focuses on financial relationships with commercial interests in the 12-month period preceding the time that the individual is
being asked to assume a role controlling content of the CME activity. ACCME has not set a minimal dollar amount for relationships to be
significant. Inherent in any amount is the incentive to maintain or increase the value of the relationship. The ACCME defines “’relevant’
financial relationships” as financial relationships in any amount occurring within the past 12 months that create a conflict of interest.
Conflict of Interest
When an individual’s interests are aligned with those of a commercial interest the interests of the individual are in ‘conflict’ with the
interests of the public. The ACCME considers financial relationships to create actual conflicts of interest in CME when individuals have
both a financial relationship with a commercial interest and the opportunity to affect the content of CME about the products or services
of that commercial interest. The potential for maintaining or increasing the value of the financial relationship with the commercial
interest creates an incentive to influence the content of the CME - an incentive to insert commercial bias.

Signature_ Date_

Adopted by Board, June 2013
Updated by Board, June 2014; June 2015
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AAOA Disclosure Process

Instructors for AAOA Education Activities

STEP 1. The preliminary invitation sent to instructors is to include the following statement. We recommend
that it be highlighted and/or presented prominently:

In order to comply with the ACCME’s Updated Standards for Commercial Support, the AAOA, as the accredited CME
provider of this activity, has implemented a new disclosure process to ensure that anyone who is in a position to control
the content of the education activity has disclosed to us all relevant financial relationships with any commercial
interest as it pertains to the content of the presentation. The goal of this process is not to exclude people who have
conflicts, but to manage these conflicts while benefiting from your expertise.

Please complete the enclosed disclosure form and return it to <insert name>. Should it be determined that a conflict of
interest exists as a result of a financial relationship you may have, you will be contacted and methods to manage the
conflict will be discussed with you. In addition, all affirmative disclosures must be revealed by a slide at the beginning
of the presentation. Failure or refusal to disclose or the inability to resolve the identified conflict may result in the
withdrawal of the invitation to participate.

STEP 2. Enclose the AAOA’s revised faculty disclosure form with the invitation letter.

STEP 3. Send an e-mail to the instructor from the AAOA upon receipt of the conflict:

Dear Dr. __ -
We are in receipt of your disclosure regarding _ .Dr. __ will be contacting you shortly to
discuss and manage the conflict. If you have any questions, please contact me. Thank you.

STEP 4. Send an e-mail to the designated AAOA Official advising of the disclosed conflict. The conflict
resolution form (upper portion completed by the AAOA) is included as an attachment in the e-mail.

Dear Dr. <insert name>
Dr. _________ , an instructor in your session, has advised us of a potential conflict of interest as it relates to the

content of his/her presentation. We request that you contact him/her and discuss options on how the conflict
may be managed.

The goal of the process is not to exclude people with expertise who have conflicts, but to manage these conflicts
prior to the activity. For your convenience, a form is attached to assist you with the resolution. If you find
that the conflict cannot be managed to your satisfaction, the AAOA will notify the instructor. We also request that
you provide us with two possible replacements if the conflict cannot be resolved. We would appreciate it if you
would return the completed form via e-mail or fax to <insert name>by <insert date>. Thank you.

Adopted by Board, June 2013
Updated by Board, June 2014; June 2015
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AAOA
<Insert Name of Education Program>
Instructor Disclosure of Relevant Financial Relationships

NAME: <NAME AND PROGRAM INFORMATION SHOULD BE COMPLETED PRIOR TO SENDING TO THE INSTRUCTOR>
TITLE OF PRESENTATION:

In accordance with ACCME regulations, the AAOA must ensure that anyone who is in a position to control the content of the education activity
has disclosed to us all relevant financial relationships with any commercial interest (see below for definitions) as it pertains to the content of
the presentation. Should it be determined that a conflict of interest exists as a result of a financial relationship you may have, you will be
contacted and methods to resolve the conflict will be discussed with you. In addition, all affirmative disclosures must be revealed by a slide at
the beginning of the presentation. Failure or refusal to disclose or the inability to resolve the identified conflict will result in the
withdrawal of the invitation to participate.

OI do not have any relevant financial relationships with commercial interests that pertain to the content of my presentation
OI do have relevant financial relationships with commercial interests that pertain to the content of my presentation

»  List the names of proprietary entities producing health care goods or services, with the exemption of non-profit or government
organizations and non-health care related companies with which you or your spouse/partner have, or have had, a relevant financial
relationship within the past 12 months. For this purpose we consider the relevant financial relationships of your spouse or partner
that you are aware of to be yours.

e Explain what you or your spouse/partner received (ex: salary, honorarium etc).

. Specify your role.

Nature of Relevant Financial Relationship

Commercial Interest (Include all those that apply)

What I or spouse/partner received My role
[Example: Company ‘X’ Honorarium Speaker
What was received: Salary, royalty, intellectual property My Role(s): Employment, management position, independent
rights, consulting fee, honoraria, ownership interest, (e.g., stocks, contractor (including contracted research), consulting, speaking
stock options or other ownership interest, excluding diversified and teaching, membership on advisory committees or review
mutual funds), or other financial benefit. panels, board membership, and other activities.

If your presentation describes the use of a device, product, or drug that is not FDA approved or the off-label use of an approved device,
product, or drug or unapproved usage, it is your responsibility to disclose this information verbally to the learner during your

Glossary of Terms
Commercial Interest
A commercial interest is any entity producing, marketing, re-selling, or distributing health care goods or services consumed by, or used on,
patients. The ACCME does not consider providers of clinical service directly to patients to be commercial interests.

Financial Relationships

Financial relationships are those relationships in which the individual benefits by receiving a salary, royalty, intellectual property rights,
consulting fee, honoraria, ownership interest (e.g., stocks, stock options or other ownership interest, excluding diversified mutual funds), or
other financial benefit. Financial benefits are usually associated with roles such as employment, management position, independent contractor
(including contracted research), consulting, speaking and teaching, membership on advisory committees or review panels, board membership,
and other activities from which remuneration is received, or expected. ACCME considers relationships of the person involved in the CME
activity to include financial relationships of a spouse or partner.

Relevant Financial Relationships

The ACCME focuses on financial relationships with commercial interests in the 12-month period preceding the time that the individual is being
asked to assume a role controlling content of the CME activity. ACCME has not set a minimal dollar amount for relationships to be significant.
Inherent in any amount is the incentive to maintain or increase the value of the relationship. The ACCME defines “’relevant’ financial
relationships” as financial relationships in any amount occurring within the past 12 months that create a conflict of interest.

Conflict of Interest
Circumstances create a conflict of interest when an individual has an opportunity to affect CME content about products or services of a
commercial interest with which he/she has a financial relationship.

OI agree that I will not accept honorarium, travel expenses, in-kind contributions, or any other support from commercial
companies in connection with this activity.

Signature_ Date_

Adopted by Board, June 2013
Updated by Board, June 2014; June 2015
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MANAGEMENT OF CONFLICT OF INTEREST
Designated Official: <insert name of official>
THE TOP PORTION OF THIS FORM—INCLUDING 4 BOXES BELOW—MUST BE COMPLETED PRIOR TO EMAILING IT TO THE
DESIGNATED OFFICIAL. DELETE THESE INSTRUCTIONS PRIOR TO SENDING.

We appreciate your willingness to assist AAOA in the management of this potential conflict of interest. Once you have
discussed the conflict with the instructor, please return the completed form to <insert name> via fax ( ) or e-mail
( ) by <insert date>. Thank you.

Instructor and
Contact Information

Activity Name

Session Name

& Date

Disclosed Conflict

In order to comply with the ACCME’s Updated Standards for Commercial Support, The AAOA has implemented this
disclosure process to ensure that anyone who is in a position to control the content of the education activity has
disclosed to us all relevant financial relationships with any commercial interest as it pertains to the content of the
presentation. This instructor has reported that a potential conflict of interest may exist as a result of a current
financial relationship. While feedback from the learners will be solicited at the meeting regarding the presence of bias,
the ACCME requires conflict to be managed prior to the activity. If the conflict cannot be managed, you must choose
an alternate instructor. Therefore, it is extremely important that you contact the instructor as soon as possible, discuss
the conflict of interest, and possible methods of resolution.

Suggested ways to manage the conflict include:
o Presentation will include validation of evidence based content.
o Peer review of content will be done to ensure absence of bias and, if necessary, content will be restructured.
o Content that has the potential to include a conflict will be assigned to another individual.
o The instructor will offer no recommendations and will limit content to scientific data and research results.
Another instructor will be assigned to address broader implications and recommendations.

Please briefly describe how the conflict has been managed: (required)

If the conflict cannot be managed, please list two alternate instructors (in order of preference):

Name _ Contact Information_
Name _ Contact Information_
Signature _ Date
Adopted by Board, June 2013 11
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FREQUENTLY ASKED QUESTIONS: DISCLOSURE & COMMERCIAL SUPPORT

What financial relationships need to be disclosed to the accredited provider?

Individuals need to disclose relationships with a commercial interest if both (a) the relationship is financial and
occurred within the past 12 months and (b) the individual has the opportunity to affect the content of CME about the
products or services of that commercial interest.

Financial relationships are those relationships in which the individual benefits by receiving a salary, royalty, intellectual
property rights, consulting fee, honoraria, ownership interest (e.g., stocks, stock options or other ownership interest,
excluding diversified mutual funds), or other financial benefit. Financial benefits are usually associated with roles such
as employment, management position, independent contractor (including contracted research), consulting, speaking
and teaching, membership on advisory committees or review panels, board membership, and other activities for which
remuneration is received or expected. ACCME considers relationships of the person involved in the CME activity to
include financial relationships of a spouse or partner. The ACCME has not set a minimum dollar amount for
relationships to be significant. Inherent in any amount is the incentive to maintain or increase the value of the
relationship.

What is the difference between actual and potential or perceived conflicts of interest?

An actual Conflict of Interest arises in a situation where financial or other personal or professional considerations
compromise an individual’s objectivity, professional judgment, professional integrity, and/or ability to perform his or
her responsibilities to the AAOA. Perceived or potential Conflicts of Interest exist in situations where an AAOA
instructor, a member of the individual’s family, or a close personal relation has financial interests, personal
relationships, or professional associations with an outside individual or organization, such that his or her activities
within the AAOA could appear to be biased.

When do relationships create conflicts of interest?

The ACCME considers financial relationships to create actual conflicts of interest in CME when individuals have both a
financial relationship with a commercial interest and the opportunity to affect the content of CME about the products
or services of that commercial interest.

Where is the conflict?

When the provider’s interests are aligned with those of a commercial interest the interests of the provider are in
‘conflict’ with the interests of the public. The interests of the people controlling CME must always be aligned with the
best interests of the public.

How do these circumstances create a conflict of interest?
The potential for increasing the value of the financial relationship with the commercial interest creates an incentive to
influence the content of the CME - an incentive to insert commercial bias. Commercial bias is prohibited in CME.

Do committee members need to sign a disclosure statement at every meeting while planning the same activity?
No. Compliance requires that disclosure is made. Disclosing the same information repeatedly to the same Provider is
not necessary. With the original disclosure information, the Provider is able to implement its mechanism to resolve
any conflicts of interest.

What do we do when we appoint a p