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I. PURPOSE 
The purpose of this standard operating procedure (SOP) is to supplement the SciPAC 
Charter by providing information on the duties and responsibilities of the SciPAC 
Science Subcommittee and the operations and procedures currently employed by the 
SciPAC Science Subcommittee. 

 
The mission of the SciPAC Science Subcommittee is to highlight the importance of 
science in the US Public Health Service (PHS) Scientist category. 

 
II. GOVERNING BODY AND OFFICERS 

 
a. Organization 

i. Structure 
The Science Subcommittee shall consist of one Chairperson (Chair), 
one or two Co-Chairperson(s) (Co-Chair), and a group of 
Subcommittee members divided into teams. 

 
ii. Size 

The Science Subcommittee shall consist of no fewer than 7 members 
including one Chairperson and one or two Co-Chairperson(s). 

 
iii. Representation 

The Science Subcommittee shall ideally consist of members 
representing varied scientific disciplines and geographical locations. 

 
iv. Teams 

Teams will consist of one Team Lead and team members. The number 
of teams and their duties will remain flexible based on what the 
SciPAC Executive Board and Subcommittee Chairs deem necessary. 
Suggested teams include the Website Team and SOP Review Team. 

 
b. Officers and Members– Roles & Responsibilities 

i. Chairperson 
The Chair is responsible for organizing, leading, and ensuring that the 
Subcommittee achieves its goals for the operational year. The Chair 
shall: 

● Identify the Science Subcommittee vision/objectives for the 
year. 

● Determine the number of teams and their duties needed to 
fulfill Science Subcommittee objectives for the year. 
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● Identify any Co-Chairs and select Subcommittee members and 
Team Leads for the operational year. 

● Determine the agenda for and preside at all meetings of the 
Science Subcommittee. 

● Oversee all Science Subcommittee activities; represent the 
Science Subcommittee at meetings. 

● Respond to all requests and concerns from the SciPAC 
Executive Board, the Chief Scientist Officer, and Scientist 
officers. 

● Attend monthly SciPAC meetings and deliver the 
Subcommittee report. 

● Generate an annual report of the Science Subcommittee’s 
activities at the end of the operational year. 

● Designate activities and responsibilities to Co-Chair as needed. 
● Ensure letters of appreciation are given to Subcommittee 

members. 
 

ii. Co-Chairperson(s) 
The Co-Chair is responsible for assisting the Chair in organizing, 
leading, and ensuring that the Subcommittee achieves its goals for the 
operational year. The Co-Chair shall: 

● Act in the absence of the Chair with all rights and 
responsibilities as specified in section II.b.i. 

● Attend monthly SciPAC meetings and Science Subcommittee 
meetings. 

● Assist the work of the teams. 
● Assist the Chair with generating the annual report on the 

Science Subcommittee’s activities. 
 

iii. Team Leads 
The Team Lead ensures that the goals of the team are met. The Team 
Lead shall: 

● Schedule meetings for the team as necessary. 
● Provide regular updates/reports on the team’s progress to the 

Chair and Co-Chair. 
● Attend monthly SciPAC meetings. 
● Attend Science Subcommittee meetings and provide reports on 

team activities. 
● Delegate work to team members as necessary. 
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iv. Subcommittee Members 
Subcommittee members shall participate on one or more 
Subcommittee teams. Members shall attend team meetings, monthly 
SciPAC calls and Subcommittee meetings. 

 
III. OPERATIONS AND PROCEDURES 

 
a. Meetings 

Meetings of the Science Subcommittee will be held at the discretion of the 
Chair or upon recommendation of the Subcommittee members. 

 
b. Activities/Duties 

The Subcommittee Chair and Co-Chair shall support the mission of the 
Science Subcommittee by leading or coordinating the following: 

i. Documenting scientific accomplishments involving Scientist officers. 
ii. Collaborating with other Subcommittees to ensure we educate the 

Commissioned Corps, OFRD, and DHHS about the skills and 
expertise within our category. 

iii. Providing opportunities for Scientist officers to discuss cutting edge 
science, public health issues and their impact on the mission of the 
Corps. 

iv. Disseminating relevant scientific publications to the SciPAC that may 
have specific relevance to the Corps. 

v. Informing the response of the SciPAC Executive Board and CPO 
when they are called upon to engage with the Surgeon General’s office 
or other offices/agencies on issues of science in public health. 

vi. Supporting other SciPAC Subcommittees in efforts to increase 
visibility of Scientist officers. 

 
IV. SUBCOMMITTEE MEMBERSHIP 

 
a. Requirements 

All Subcommittee members must be Commissioned Corps officers in the 
Scientist category. 

 
b. Letter of Appreciation 

All active SciPAC Science Subcommittee members will be formally 
recognized for their contribution to the Subcommittee with a letter from the 
SciPAC at the end of each SciPAC operational year. It is recommended that 
officers send the letters to their eOPFs. 

 



4  

V. TRANSITIONING 
 

a. To support the smooth transition of the Science Subcommittee into the new 
operational year, the incoming Chair and Co-Chair shall schedule a meeting 
with the current Chair and Co-Chair as soon as possible before the new 
operational year starts. Current Chair and Co-Chair(s) will provide the end-of- 
the-year report, membership roster, description of current teams and any 
related team documents prior to the meeting to facilitate the transition. 

b. The incoming Chair and Co-Chair can expect to be briefed on their duties and 
standard operating procedures, as well as any recommendations or suggestions 
for improvement from the outgoing officers. 

c. This meeting is an opportunity to discuss the project spectrum of the 
Subcommittee and highlight any unfinished projects. Incoming and outgoing 
Chairs and Co-Chairs shall work together to identify the current and future 
goals of the Subcommittee. 

 
 

VI. REFERENCES 
 

a. Scientist Professional Advisory Committee Charter. 
b. Scientist Professional Advisory Committee Standard Operating Procedures. 
c. Office of the Surgeon General’s Professional Advisory Committee Model 

Charter. 
 
 

VII. ATTACHMENTS 
 

None 
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