INSERT THE NAME OF YOUR Committee Agenda
Wednesday, April 30, 2008    12:30 p.m. LOCATION
University Senate Webpage http://us.gcsu.edu
Arrange for minutes and attendance to be taken 

(Perhaps you keep the minutes and attendance and post the minutes or perhaps this responsibility is delegated to the elected committee secretary or a volunteer from the committee.)
· Introductions (Have each committee member introduce themselves)
· Contextual Information Supplied by the facilitator on the University Senate
(Clarify meaning of the term Non-Senator (see note on page 3), note that all members of the committees are VOTING members (Art IV, Sec 4), all committee members (senators and non-senators alike) have one year terms of service on committees.  Indicate role of the committees and what they do, perhaps three to seven minute briefing on the operations of the senate (suggested outline one-page summary).  Consider the incoming committee members that have little if any idea of the way University Senate works.)
· Election of committee chair   (Secret Ballot Required)
(Note: University Senate Bylaws eligibility to serve as committee chair: be an elected faculty senator)
· At this point -- the meeting could be turned over to the newly elected committee chair 
· Election of other committee officers (Vice-Chair and Secretary)
· Operating Procedures (suggestion: consider recommending to the committee at least coming up with a plan for development of operating procedures; guidance on the university senate webpage (annual reports row -- seeing operating procedures of previous year’s committee), perhaps the newly elected officers are responsible for draft but seeks assistance from some of the committee members and prepares a draft for committee review at the Aug 2008 meeting)
· Consider discussing the committee vision for 2008-2009 to inform a session at the Governance Retreat Th, May 8, 2008 (clarify that governance retreat is for senators and include advertisement blurb for retreat)
· New Business 

· Set tentative agenda for the next meeting.  (Friday, August 22, 2008, 12:30-1:45)

· Complete schedule for 2008-2009 is  US Committee (APC,CAPC,FAPC,SAPC,RPIPC) Meetings Organizational: We, Apr 30 (Elect Chair, Vice-Chair, Secretary),Regular:  Fri, Aug 22, Fri, Sep 5, Fri Oct 3, Fri Nov 7, Fri Dec 5, Fri Jan 16, Fri Feb 6, Fri Mar 6, Fri Apr 3  AND 2008-2009 University Senate Meetings (12:30-1:45, A&S 2-72)  2008-2009 Organizational (Fri, Apr 25, 2008) Retreat (Th, May 8, 2008) Regular (All on Mondays): Aug 25, Sep 29, Oct 27, Nov 24, Jan 26, Feb 23, Mar 30, Apr 20 (Last), Retreat (Th, May 14, 2009- All day)
· (likely the responsibility of the newly elected committee chair to reserve meeting space unless another volunteer emerges.)

· Adjourn 

Paste Committee Scope and Membership Information from the Bylaws here (or refer to pages 9-10)

 (SAMPLE BELOW)
University Services Committee (USC)

(University Senate Bylaws, Article V, Section 2.C.2)
a. This committee shall be composed of fourteen (14) members elected by the University Senate, and the Director of Legal Affairs.

b. The responsibility of this committee includes the review and recommendation of policies related to technological services, practices and fees that affects faculty, staff, and students, and issues regarding the health, welfare, and safety of the University Community including, but not to be limited to, policies and procedures regarding alcohol and illegal drugs on campus, the use of human subjects in research, safety and risk management, Homeland Security, compliance with the Americans with Disabilities Act, affirmative action, conflict resolution, and student health services.

UNIVERSITY SENATE BYLAWS 

RELEVANT TO STANDING COMMITTEES
 (Last updated 03-31-08)
 
ORGANIZATIONAL MEETINGS
IV.Section3.A.  Within ten (10) calendar days of the Spring organizational meeting of the incoming University Senate for the subsequent academic year, each of the incoming standing committees shall hold a meeting at which they elect committee officers in accordance with V.Section2.B.1.  The Executive Committee shall designate a facilitator to both preside at this meeting and conduct the elections of the committee officers.  Should there be any unfilled positions on the incoming committee, specifically members not known by name such as SGA nominees, Presidential Appointees named by title, etc., the Executive Committee shall name voting proxies for the election of the committee chair from the pool of outgoing committee members.

IV.Section3.B.  The outgoing chair of each standing committee shall transfer current committee records to the incoming standing committee. Records older than twelve (12) months and not needed by the incoming committee shall be handled in accordance with the policies of the Board of Regents and State of Georgia requirements (see government link http://www.usg.edu/usgweb/busserv/index.phtml)
ELECTION OF OFFICERS AT ORGANIZATIONAL COMMITTEE MEETINGS

V.Section2.B.1.  The members of a standing committee shall elect a chair, a vice chair, and a secretary by secret ballot in accordance with IV.Section3.A.  Only elected faculty senators are eligible to serve as the committee chair, but any member of the committee is eligible to serve as vice chair or secretary. The chair, vice chair, and secretary shall be elected for a period of one year. The chair, vice chair, or the secretary may be reelected.. 

CONDUCTING SENATE BUSINESS
IV.Section 1.  The regular operations of the University Senate shall follow a committee review procedure. The University Senate by a two-thirds majority vote may suspend committee review of a specific matter and act as a committee of the whole. In all other cases, the Senate shall submit all matters of substance for study, recommendations, and/or action by a committee prior to definitive action being taken by the University Senate. Standing committee business may be initiated by any member of the committee, by the Executive Committee of the University Senate, by the President, or by a written request to the Executive Committee signed by at least three Senators.
COMMITTEE OPERATING PROCEDURES

III.Section 1.  The University Senate shall discharge its responsibilities through a system of standing committees elected by and directly responsible to the University Senate. These standing committees shall establish their own operating policies and procedures consistent with these bylaws and the University Statutes. These must be filed with the Executive Committee and updated as needed.
COMMITTEE WORK     V.Section2.B.  Duties of standing committees and subcommittees.
V.Section2.B.  Duties of standing committees and subcommittees.

V.Section2.B.1.  The members of a standing committee shall elect a chair, a vice chair, and a secretary by secret ballot in accordance with IV.Section3.A.  Only elected faculty senators are eligible to serve as the committee chair, but any member of the committee is eligible to serve as vice chair or secretary. The chair, vice chair, and secretary shall be elected for a period of one year. The chair, vice chair, or the secretary may be reelected.

V.Section2.B.2.  Committees shall consult with the Executive Committee as to relevant issues, policies, and procedures that shall be the work of the committee and to seek out and identify concerns within its area of responsibility.

V.Section2.B.3.  The secretary of the committee shall provide minutes of each meeting to the Secretary of the Executive Committee as well as post the minutes electronically within eight (8) calendar days of the meeting. This would include minutes of any subcommittee or ad hoc committee that reports to it. 
V.Section2.B.4.  Standing committees shall monitor the activities of their subcommittees and consult with subcommittees regarding the relevant issues, policies, and procedures that shall be the work of that subcommittee.

V.Section2.B.4.a.  The subcommittee members shall elect their chair, vice chair, and secretary, set the agenda for their meetings, and determine when meetings will take place.

V.Section2.B.4.b.  Subcommittee chairs shall attend standing committee meetings as requested to report on the activities of the subcommittee and to provide information regarding the status of recommendations emanating from the subcommittee.

V.Section2.B.5.  Committees may recommend policies and shall submit them to the Executive Committee, which, in turn, shall forward them for consideration to the University Senate.

V.Section2.C. Standing Committees.  These committees shall have the following three functions (a) develop recommendations for new policy, (b) develop recommendations that revise existing policy, and (c) serve in advisory role, each applied in a manner consistent with the purposes and powers of the University Senate expressed in Article I.  The inclusion of an appropriate vice president or designee is to improve committee effectiveness through communication and coordination with an appropriate administrator who has authority and responsibility for policy implementation in the general area addressed by the committee.
SOME MEMBERS OF COMMITTEES ARE NON-SENATORS FOR A COMMITTEE MEMBER TO BE A NON-SENATOR SIMPLY MEANS THAT THAT COMMITTEE MEMBER IS NOT ALSO A MEMBER OF THE UNIVERSITY SENATE.

IV.Section 4.  All members of the University Senate shall have at least one University Senate committee assignment. Faculty, staff, administrators and students who are not members of the University Senate may be nominated to University Senate committees if the Subcommittee on Nominations deems that appropriate. Committee members who are not members of the University Senate shall be afforded all rights of committee membership, including voting, but shall have none of these rights in the University Senate. 

COMMITTEE REPORTS
IV.Section 2.  The committees listed in V.Section2.A.1 shall constitute the standing committees of the University Senate. Each standing committee and the Executive Committee, through their duly elected chair, shall, at all regular meetings of the University Senate, make a brief verbal report of business transacted.  In addition, II.Section3.B.6 applies to such reports. The text of any motions or resolutions that are to be proposed by committees at a University Senate meeting shall be provided to the Executive Committee fifteen (15) calendar days before the meeting, and shall be forwarded to University Senate members by the Executive Committee eight (8) calendar days prior to the meeting. In addition, each committee shall present a comprehensive, written, annual report in an appropriate format to the Executive Committee. This report shall include a summary of the major items considered by the committee during the academic year and the disposition of each.  The Executive Committee shall set a due date and these reports shall be posted with the minutes of the last University Senate meeting of the academic year. 
II.Section3.B.6.  All reports given at a University Senate meeting shall be submitted in an appropriate format to the Secretary of the University Senate for inclusion in the minutes of that meeting. 

Proposal Checklist
Guidance for Making Proposals to University Senate Committees
Motion Flow Checklist

Guidance to Standing Committees for Preparing Motions for University Senate
Motion Flow Checklist
Guidance to Standing Committees for Preparing Motions for University Senate
 (Endorsed by Executive Committee and Standing Committee Chairs on 03-02-06)

Committee ( University Senate ( President ( Follow-up
· Standing Committee considers proposal/issue

· Issue is on the standing committee meeting agenda

· Documentation of discussions in standing committee meeting minutes

· Issue has been fully vetted by the standing committee

· Issue receives endorsement/approval of the standing committee

·  Motion form includes: 

· Type of Motion (Policy, Resolution, Bylaws Change, Other)

· Subject

· Standing Committee

· Date of endorsement/approval by committee
· Motion Statement

· Policies impacted (if any)

· Supporting documents include: 

· Relevant background (All supporting documents of the proposal at the committee level)

· A summary of the committee deliberation 

· Committee Vote (Majority/Minority opinions for split votes)

· Motion form and documentation is submitted to Executive Committee at least 15 calendar days prior to the University Senate Meeting at which considered

· Executive Committee sends motion information to University Senators at least 8 calendar days prior to University Senate Meeting

· Senate hears committee report on the motion, time for discussion (if any), and vote
· Chair of Executive Committee signs the motion form indicating status of the motion and submits motion to President

· President approves or vetoes motion and assigns responsibility for implementation

· Communication of Disposition (as appropriate) 
Proposal Submission Checklist* 

Guidance for Making Proposals to University Senate Committees
 (Endorsed by Executive Committee and Standing Committee Chairs on 03-02-06)

Idea initiation ( Committee Deliberations ( Draft Motion

· Statement of Proposal (brief, i.e. at most one paragraph)
· Type of proposal

· Policy Recommendation:   (Specify exactly one of the following) 
(  New Policy    
(  Policy Revision (Include a statement of current policy and identify source)

· Information Item

· Concern: ( Specify at least one of the following)

(  Expression of concern

(  Proposal for action 
· Curriculum Issue (Course, Degree Program Proposal/Deactivation, etc.)

· Other

· Supporting Information*   (The purpose of such information is to provide University Senators and members of standing committees context to make informed decisions.)
· Rationale

(  General description of the significance and value of the proposal 
(  Relationship to the University Senate Governing Principles (as appropriate)
(  Illustrative example(s) of consequence(s) of action/inaction

· Relevant background and documentation at all levels (include all that apply)

· Faculty or staff member initiation

· Senator initiation or endorsement 

· Departmental initiation or endorsement (letter, meeting minutes, course proposal, syllabi, etc.)

· School level initiation or endorsement (committee meeting minutes)
· Initiation or endorsement by administrator/administrative committee

*All documents submitted must identify author(s) and date drafted.
Standing Committees of the University Senate 
Last updated 03/02/07
V.Section2.A.  Membership of the Standing Committees
V.Section2.A.1.  There shall be five standing committees: the Academic Policy Committee, the Curriculum and Assessment Policy Committee, the Faculty Affairs Policy Committee, the Student Affairs Policy Committee, and the Resources, Planning, and Institutional Policy Committee. 

V.Section2.A.2.  There shall be thirteen (13) members on each standing committee identified in a manner specified in V.Section2.C. There shall be no fewer than seven (7) senators on each standing committee. 

University Senate Bylaws, Article IV, Section 4
IV.Section 4.  All members of the University Senate shall have at least one University Senate committee assignment. Faculty, staff, administrators and students who are not members of the University Senate may be nominated to University Senate committees if the Subcommittee on Nominations deems that appropriate. Committee members who are not members of the University Senate shall be afforded all rights of committee membership, including voting, but shall have none of these rights in the University Senate. 
V.Section2.C.1.  Academic Policy Committee

V.Section2.C.1.a.  The Academic Policy Committee shall have thirteen (13) members distributed as follows:  eleven (11) members selected from the Corps of Instruction faculty, at least seven (7) of which are elected faculty senators, one (1) member that is the Vice President of Academic Affairs or an individual appointed by the Vice President of Academic Affairs to serve as his/her designee, and one (1) member appointed by the University President in compliance with II.Section1.A.5.

V.Section2.C.1.b.  The Academic Policy Committee shall be concerned with policy relating to undergraduate and graduate education matters that have broad impact or implication to the university as a whole, which includes, but is not limited to, policies relating to grading, scholastic probation and honors, academic appeals, academic standing, standards for admission, academic calendar, academic ceremonies, intellectual property, human subjects and research.  This committee also provides advice, as appropriate, on academic procedural matters at the institution.

V.Section2.C.2.  Curriculum and Assessment Policy Committee

V.Section2.C.2.a.  The Curriculum and Assessment Policy Committee shall have thirteen (13) members distributed as follows:  eleven (11) members selected from the Corps of Instruction faculty, at least seven (7) of which are elected faculty senators, one (1) member that is the Vice President of Academic Affairs or an individual appointed by the Vice President of Academic Affairs to serve as his/her designee, and one (1) member appointed by the University President in compliance with II.Section1.A.5.

V.Section2.C.2.b.  The Curriculum and Assessment Policy Committee shall be concerned with policy relating to curriculum and academic assessment, which includes, but is not limited to, policies relating to general university degree requirements (e.g. General Education Curriculum, Foreign Language requirement, Wellness requirement), academic program assessment, and continuing education and non-degree programs.  In addition to its policy recommending function, this committee shall be responsible for reviewing and approving proposals to create or deactivate certificates, concentrations, degree programs, and minors, as well as the periodic review of general education requirements and learning outcomes.  This committee also provides advice, as appropriate, on procedural matters relating to curriculum and academic assessment.

V.Section2.C.3.  Faculty Affairs Policy Committee

V.Section2.C.3.a.  The Faculty Affairs Policy Committee shall have thirteen (13) members distributed as follows:  eleven (11) members selected from the Corps of Instruction faculty, at least seven (7) of which are elected faculty senators, one (1) member that is the Vice President of Academic Affairs or an individual appointed by the Vice President of Academic Affairs to serve as his/her designee, and one (1) member appointed by the University President in compliance with II.Section1.A.5.

V.Section2.C.3.b.  The Faculty Affairs Policy Committee shall be concerned with policy relating to faculty welfare (e.g. authorities, responsibilities, rights, recognitions, privileges, and opportunities), which includes, but is not limited to, policies relating to academic freedom, workload, compensation, recruitment, retention, promotion, tenure, recognitions, development, and instructional support.  This committee also provides advice, as appropriate, on procedural matters that affect the welfare of the faculty.

V.Section2.C.4.  Student Affairs Policy Committee

V.Section2.C.4.a.  The Student Affairs Policy Committee shall have thirteen (13) members distributed as follows:  six (6) members selected from the Corps of Instruction faculty, at least four (4) of which are elected faculty senators, two (2) members that are students serving on the University Senate, one (1) member that is a selected staff senator, one (1) member that is the Vice President of Student Affairs or an individual appointed by the Vice President of Student Affairs to serve as his/her designee, one (1) member that is a staff member nominated by Staff Council, one (1) member that is a student nominated by the Student Government Association, and one (1) member appointed by the University President in compliance with II.Section1.A.5.

V.Section2.C.4.b.  The Student Affairs Policy Committee shall be concerned with policy relating to the general social, cultural, and practical welfare of students, which includes, but is not limited to, policies relating to non-academic areas such as conduct and discipline, grievances and non-academic appeals, financial aid, human services for students (e.g. health center, counseling), organizations, awards, intercollegiate athletics, and other extracurricular activities (e.g. Greek life, residence life, intramurals).  This committee also provides advice, as appropriate, on procedural matters that affect the general social, cultural, and practical welfare of the students

V.Section2.C.5.  Resources, Planning, and Institutional Policy Committee

V.Section2.C.5.a.  The Resources, Planning, and Institutional Policy Committee shall have thirteen (13) members distributed as follows:  six (6) members selected from the Corps of Instruction faculty, at least four (4) of which are elected faculty senators, three (3) members that are selected staff senators, one (1) member that is the Vice President of Business and Finance or an individual appointed by the Vice President of Business and Finance to serve as his/her designee, one (1) member that is a staff member nominated by Staff Council, one (1) member that is a student nominated by the Student Government Association, and one (1) member appointed by the University President in compliance with II.Section1.A.5.

V.Section2.C.5.b.  The Resources, Planning, and Institutional Policy Committee shall be concerned with policy relating to non-instructional personnel (including administrative personnel) and institutional budget and planning functions, which includes, but is not limited to, policies relating to recruitment, hiring, evaluation, welfare and development as well as compliance with local, state, and federal guidelines (e.g. affirmative action, ADA, homeland security), and institutional support functions of the university (e.g. technology, parking) In addition, this committee shall review and provide advice on master planning, strategic planning, and budgeting processes and provides advice, as appropriate, on other procedural matters that affect the general welfare of the institution and its employees.
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