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Committee Operating Procedures
The Executive Committee members:
· work as a team intentionally for the good of the university, senate, and ECUS; 

· communicate openly and candidly with each other; 

· provide and receive constructive criticism to strengthen the team; 

· resist communicating on behalf of the committee without consultation even if the item feels like it is obvious and embraced by all; 

· copy the entire committee after consultation as any member communicates on its behalf; 

· seek out and identify agenda items for discussion; 
· respond as quickly as possible to communication (adhere to “72 hour” rule to respond to an issue/proposal to confirm receipt and communicate approval or share constructive suggestions for refinement);
· assess the committee’s performance periodically and make necessary improvements.
· attend and contribute to standing bi-monthly meetings and a monthly overflow session.
ECUS meetings will follow these guidelines:

· For the fall semester ECUS will meet two Wednesdays a month from 3:30 – 5:00 and keep open the same time period for a third Wednesday each month [in the week for which the ECUS meeting with Standing Committee Chairs (SCC) is not slated to occur] in case it is determined that a third monthly meeting will be necessary. 
· At the end of the second meeting each month, ECUS members will consider whether the open period will be used for a third monthly session (overflow session/administrative work) of ECUS.  
· A monthly meeting with the SCC will be scheduled for the Monday or Friday common meeting time during the calendar week following the Sunday that motions are due.
· A tentative agenda for the next meeting will be drafted by the person filling the secretarial role at the ECUS meeting.  This list will be briefly reviewed by the entire committee before adjournment
· Agenda items will be prioritized by time-sensitivity and not necessarily reflect their relative importance.  

· No later than noon on Monday preceding the meeting, either the meeting will have been canceled or a tentative agenda distributed.  The tentative agenda is to be distributed by the P.O. by E-mail as early in the week as possible and will be finalized in consultation with the other members of ECUS 

· Drafts of supporting documentation for agenda items will be provided prior to the meeting whenever possible to encourage and facilitate review prior to the meeting.  Unless requested of the Presiding Officer, or in the case where the document has not been previously distributed, members will be responsible for bringing their own copies of materials to the meeting.
· Items that do not have immediate relevance to the regularly scheduled meetings will be placed in a “parking lot” by the senate webmaster (corral of ideas that is intended to help ECUS monitor its work and remain productive).  Overflow sessions may be devoted to “parking lot” matters.
· The secretary of the University Senate will maintain an “action tracking” system that will enable ECUS to monitor assigned responsibilities.

· Drafts of ECUS minutes, following the “attendance, agreement, action, agenda, adjournment” format will be provided to members by Friday afternoons for their review and comment by the following Tuesday.  
· Comments should be made via E-mail and sent to the officer acting as secretary as well as the entire committee.  
· The person filling the secretarial function will note receipt of and consider all suggestions.  He/she will have professional judgment as to what changes to the minutes should be made.
· The minutes will then be sent out for final review or brought to the next ECUS meeting for final approval and posted as soon as possible thereafter.
· At the ECUS meeting following the University Senate meeting ECUS will review the US meeting minutes before being distributed to US.
