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SENATE CHAIR
During the May Organizational Meeting of the New Senate
By tradition, the new Chair may preside over the following Organizational Meeting of the Senate.
Electionswill be held tofill all vacanciesin the Standing Senate Committees.
Nomi natlons and electl ons of the COSFL representative and two alternates for COSFL are also required.
heed-to-be-elested. These nominations must be made from

members of the Faculty Senate (There are three other COSFL representatives from Eastern Kentucky
University; the Senate Chair, the Faculty Regent, and the AAUP President.)

After the May Senate Meetings
Giveacopy of thishooklet to:

The new Chair should remind the new COSFL representatives to meet with the former COSFL
representatives to determine how names are added to the COSFL Listserv.

The new Chair should notify each of the following that they can find a copy of the Senate’ s Internal
Procedures on the Senate’ s website and copy the procedures as necessary for members of their committees.

(2) the Conveners of al the Senate Committees.
(2) All new members of the Executive Committee.
(3) new COSFL repr@entatlvee (Notlfy them of the Ilnk to the COSFL Webste on the Senate website)

(64) The new Senate Chair.
| . ot

The President's office wiH should call and wilt invite you, asthe new Senate Chair, to carry the
Mlace at May Graduation.

Nork with the outgoing Chair of the Committee on Elections and the Secretary of the
Senate to prepare an updated copy of the membership.

Other committees on which you are an ex officio member:

Senate Executive Committee (chair)

Senate Committee on the Budget

University Handbook Committee

Faculty Liaison (non-voting) to the Honors Committee of the Board of Regents
Arlington Board of Directors, if member (otherwise appointed)

Council on Academic Affairs

Direct Reports Group

University Budget Committee

Provost Council

University Strategic Planning Committee



Juring the Summer

The outgoing Chair witl should have prepared alisting of dates of the Senate and Executive
committee meetings for the upcoming year. If this has not been done, yeu the new Senate Chair
nill haveto prepare alist. In either case, you the new Senate Chair will need to decide where the
=xecutive Committee will meet. C| rculate acopy of aII dates and pI aces to the members of the Executive
ZCommittee. Also-send-the >

\A-arkeﬂ-ng—Jenes—Reem—S%—GPO—ZA—Attaeh Request that the Senate Secretary post dates on the Senate
nvebsite and attach a copy to the September Agenda.

=ither-the Chair-of-the Elections- Committeeor The Senate Chair Secretary must will make an updated elean
>opy of the membership, and in early August send email it to each of the nie academic deansfor the
sexification of the names of any Senators who will NOF not be serving in the Fall semester. Each of the
Jepartments involved shoul d reedste-make-surethey elect areplacement ASAP during the Fall

semester and submit the name to the Senate Chair; these changes should be forwarded to

"he Secretary as soon as they are known. When the amended roster is completed make

aureit clearly indicates if replacements are temporary or permanent. If they are

Jermanent, just replace their name. Have as compl ete a copy as possible ready to go with

he September Agenda and posted on the Senate website.

f any Senate Committee members have been replaced there will have to be an election at

he September meeting to fill the open position on the committee. Waite-aletter to Contact

Al Senators so informing them and asking for Rames nominations of people who are able to serve. Send
his notice of elections with the Agendamaterialsif pressed for time. The nominations can be placed on the
Senate Agenda as unfinished business. Note, however, that when a one-semester

>ommittee vacancy occurs, such asin the case of a Senator's sabbatical, the person

‘eplacing the Senator for the semester on the Senate shall fill the Senator's position on

he committee.

_ontact the President and Provost to schedule dates and times for meetings; begin meeting regularly with both
‘he President and Provost.

:ecretary wi II mau—thl-seut—l-nel-ude dlstn bute the list of Senators and Senate committee members
vith the Agenda materia for the September meeting.

¥od The Chair will need to appoint someone to serve as Parliamentarian.

The Chair and the Executive Committee are responsible for an Administrative Review of the President during
‘he second and fourth year of service and every four yearsthereafter. The Chair needs to be aware of whether
‘he coming year is one of the above mentioned yearsfor areview.

3efore each Executive Committee Meeting

sall-the-chairs efthe The liaisons to the Senate standing committees, the Faculty Regent, and the COSFL

epreﬁentatlves and—see should notlfy the Chair of any |mpend| ng +f—t-her¢eare-gemg—te—be-any—eemm|-ttee
‘eports. A

“repare background materials and invite faculty particularly interested and
<nowledgeabl e to share information related to topics being considered for upcoming
Senate meetings.



After each Executive Committee Meeting

Norking with the Senate Secretary, the Chair prepares the agenda for the next Senate meeting and continues
meeting regularly with the President.

The Senate Secretary will distribute an email to each Senator prior to the next Senate meeting which will
ontain alink to the agenda and all pertinent attachments; including the minutes of the previous meeting, any
nformation from the Provost’ s office, etc.

Any materia intended for distribution to all faculty must be posted on the Senate’ s website.

3efore each Senate Meeting

The Secretary provi deﬁ acopy of notes from the Executive Commlttee meetlng for the Chair. The chair
Jrepares areport of the Executive Committee to be delivered at the next Senate meeting with ahard copy to be
Jiven to the Secretary.

After each Senate Meeting

-ollowing the Senate meeting, the Chair will send any approved policy or action viaa

mnemo to the President and Provost.;

Also send amemo to the President in June if any action(s) passed by the Senate during

he recently completed Senate year requires avote of the faculty-at-large at the August

onvocation. If documents were seat-eut included with the Agenda or the Agenda materias, they

vill not normally be attached to the M inutes. If yeu the Chair speuflcd ly wants somethl ng ataehed-te
ncluded with the Minutes

dfaculty-should receive), notify the Secraary

Juring the August Executive Committee Meeting

The Chair appoints an Executive Committee member to act as aliaison to each of the Standing Senate
_ommittees and Senate Ad Hoc Committees. The chair serves asthe liaison to the Senate Budget Committee.



3efore the September Executive Committee Meeting

T'he Senate Secretary should check the list of Senators who have been replaced since May and see if any of
‘he outgoing Senators were on Senate Committees. If anewly elected Senator isreplacing

an elected committee member, schedule anew eection (either temporary or permanent)

‘or the September meeting and get include it on the Agenda (see above). If committee members

¥e gppointed, have their names ready to announce at the September meeting.

Viake up amembership list for each of the committees, have the Senate Secretary post it on the Senate website
and circulateit with the Agenda. If any committee chairs have been elected, indicate who they are on the
nembership list.

Viake-sdreyed; The Chair should ensure that the Committee on Elections and the Secretary agree on the
surrent membership roster.

The chair and Secretary should work together to ensure the roster is kept current and accurate; and that the
‘oster is posted on the Senate Website.

After the September Senate Meeting

Ask the Senate Secretary for alist of the names of Senators who were absent and had not

revioudly notified either yeu the Chair or the Secretary of their intended absence. Either you

T'he Senate Chair or the Chair of the Committee on Elections {{-ene-has-been-elected) need to

sheck to seeif any need to be replaced, either permanently or for the semester. This should be

Jone immediately in case the department needs to complete an election prior to the October meeting.
Vlake sure the Secretary is kept apprised of the names of any new or retiring members.

3efore the November Senate Meeting

Ask the Chair of the Committee on Electionsto request that Senators who are unable to

serve during the Spring semester notify the Committee on Elections ASAP. Have The Committee
nust ensure that rrake-sdre replacements are el ected before the February January meeting
-assuming-there is-not-aJdanuary-meeting). If any of the Senators are on Senate Committees,
schedule an election or appointment during the first Spring meeting to find either atemporary or
sermanent replacement. If a Senator is unable to serve for one semester due to sabbatical or other
"easons and that Senator is serving on a Committee, the person replacing the Senator shall

ill the Senator's position on the Committee. The Senate Chair should forward the names

of replacement Senators to the Secretary as soon as they have been recelved.



n Jaruary December
_ontact the Secretary to discuss and confirm your respective responsibilities. Send-the

Secretary-a-copy-of-thisbooklet: (Thismay not be necessary if the present Secretary is continuing in the
Josition.)

n January
Mritealetter The Chair sends an email to the Committee on Committees and reminds them
0 begin circulating questionnaires abeut requesting faculty to serve-en self-nominate for University and
Pppropriate Senate Committees for the next academic year.

3efore the February Executive Committee Meeting

f any Senators are have not returneding for the Spring semester, see determine whether they

e on any Senate Committees. If so, there will have to be a{temporary or permanent) replacement, either
Jy appointment or by an election at the February Senate meeting. In the latter case, put include

‘he upcoming election on the February Agenda. See "Before November Senate Mesting”

‘egarding one semester replacements.

At the February Senate Meeting

*emind the Senators that the Senate Chair is elected from all members who have

eviously served on the Senate. Thisthat includes new members who are not currently

serving but who have served in prior years. If an election isto be held for anew Senator,
twould-bewiseto-haveit it should be done before the March meeting of the Executive Committee,
50 they he/she can beincluded in alist of possible persons to be nominated with the April

Agenda.

*emind the Senators that any elections for new Senators should be done before the
Vlarch Executive Committee so that the names of those eligible for Chair can be
sirculated. Thisincludes Senators whose terms have expired and any who know they
vill need a permanent replacement for the next year.

At the March Senate Meeting

Ask any continuing Senators currently serving on a Committee who-either-suspects-or-knows
Jefinitely-that-hefshe to notify the Chair if they will not be able to servein the Fall semester

o—notify-the Cha-ASAR without delay.



n early April

set Obtain a copy of the offi C|al Unlvers ty CaI endar for the next year from the Provost s Office

and set the Senate meeting for the first Monday in each month (September through
Jecember-and-Februany-threugh May) in which the University isin session. Schedule

‘he Executive Committee meetings as near as possible to two weeks before the Senate

neetings. Send aletter an email listing these dates to the Co-Op-efficethe President, al

‘eturning members of the Executive Committee, and the Provost. Associate\ee-Presidentfor
Academic-Affairs- The Provost’s office will need to add the Senate meeting dates to the University Calendar.
Attach a copy to the May Agendaof the new Senate. Send a copy to the new Senate Chair

mmediately after the May election.

3efore Sending out the Agenda M aterials for the April Meeting
Viake-up The Senate Secretary and Chair should compile alist of al new senators who have previously served

on the Senate and includeit in the Agenda materials. These people aswdl asany return| ng Senators, are
Jigiblefer to be elected as Senate chair -Advise thePre ‘

Check with the Committee on Elections and determine which Senate committees will

1ave openingsin the Fall. Add any additiona positions from Senators who have told

Jou they cannot serve. Check-again-with-any-Senatorswho-teldyed Check to seeif any
Senators informed the Senate Secretary they may not be able to serve. Send out alist of

Al definite and possible committee openings along with arequest for the names of Senators
~vho would be willing to serve as replacements.

3efore the May Executive Committee Meeting

set-together The Senate Secretary should compile alist of returning members on all efthe Senate
committees, and beready the Chair should prepareto appoint one of them as a convener for the next year. If a
sommittee has no returning members, remindyrourself-that-yeu the Chair will have need to choose a convener
3s soon as the election has been held.

I'he Senate Secretary should circulate with the May agendaalist of all positionsto befilled by election at the
Vlay meeting of the New Senate {dor't-forget-the-Secretary). Include the nominees for new
Senate Chair.

Adtach Includealist of the new Senate membership te with the May Agenda of the new Senate.

3efore the May Senate Meeting

et Compilealist of al Senators whose terms are expiring or who will not return the next year for
Ny other reason. Request that the Secretary print Senate Appreciation the Certificates filled-in for al-ef them.
These need to be signed by the Chair and the President before the May Senate meeting.



Juring the May Senate Meeting
Sive out the Senate Appreciation Certificates.
=lect the new Chair of the Faculty Senate.

At the conclusion of this meeting the outgoing Chair will provide the new Chair with the list of elections
1ecessary to be completed during the Organizational Meeting which will convene immediately after the regular




ALL SENATE COMMITTEES
=lection of a Chair

The convener should call the Committee into session as soon as possible, and certainly
efore the September meeting. As soon as the Committee Chair is elected he or she
should inform the Senate Chair and the Senate Secretary.

3efore each Executive Committee meseting

The Committee Chair should notify the Senate Chair and Executive Committee liaison on whether there will be
1 Committee report.

Circulating material to the Senate

f the Committee wishesto have any material circulated either with the Agenda (which
jJoesto all faculty) or the Agenda materials (which go to Senators only) this material
nust be given to amember-of the Executive Committee liaison prior to the Executive
committee meeting. If the Committee specifically wants the material to go either with
'he Agenda or the Agenda materials they must so inform the Executive Committee, prior
0 the Executive Committee meeting, in writing.

Any motions [see below] must be listed on the Agenda and circulated prior to the Senate
Teeting if they are to be acted upon at the Senate meeting. Motions to be considered at a
‘uture meeting may be circulated by having a committee member arrive at least fifteen
ninutes early to a Senate meeting and put one copy at each place with several extrasto
he Senate Secretary. Thiswill take about 80 copies.

Siving Committee reports

Committee reports should be given whenever the committee has taken any actions since
he previous Senate meeting. A written report should be submitted to the Senate
Secretary. This includes meetings to discuss something even if no conclusions have been
‘eached. They should be on the Agenda, but if something suddenly happens, smply tell
he Senate Chair prior to the meeting. If Senate action is required immediately and the
1ecessary information has not been circulated, the committee will first haveto ask for a
suspension of the rules (requiring a two-thirds vote) in order to have any motion acted
Jpon. Such an action should be used only in the case of an emergency.

Nhen making a motion for Senate Action

3e extremely specific in the motion made. Isit a motion that the Senate make a direct
‘ecommendation to the President regarding a specific action? A motion that the Senate
xopt aresolution? A motion that a problem be considered by another Senate
sommittee? If so, when are they to report back to the Senate? A motion that a
Jniversity Committee consider a question? Do you want aresponse from the
sommittee?

Nrite the motion itself so it is as short and explicit as possible, and keep the justification
sEparate.

The motion should follow the form below.
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To: Faculty Senate
Zrom: The Committee on XXXXX
Date: XXXXX

The Committee on XXXXX requests that the Faculty Senate adopt the following motion
1 its meeting on XXXXX.

VIOTION:

A nice, short, explicit statement of
what isto be passed by the Senate.

JUSTIFICATION OF THE MOTION:

Aslong as necessary.



COMMITTEE ON COMMITTEES

n January, obtain from the office of the President the updated membership of the committees on the
Jniversity Standing Committees List sent out by the President in August. Circulate thislist to all academic
Jeans and ask them to inform you of any memberslisted for the following year who will not be available. Ask
‘hem to indicate whether there needs to be atemporary replacement or a permanent one.

n February the Committee seeks self nominations from all faculty to serve on the various University Standing

3 Commrttees The forms for self nomi natron-msgubetaken-te-m-ntmg-Semeesand—r-f—yeu

l'he forms must be returned to members of the commlttee no Iater than M arch 15th

n late March have a meeting to select your nominees for people to serve on the Standing
Jniversity Committees. By April 1 the Committee will send at least two nominees for
3ach committee opening to the Chair of Faculty Senate, who will giveit to the President.

*emaining names are filed in case there is an opening during the upcoming year. Y ou
nay be asked for nominees for replacements for any of these committees by either the
Jresident or the Chair of the Senate.

* k k kK k k k k k k k k k k k k k k k k k k k k k k k k k k k k k k k kx k k k k k k x * * % *%

Some of the Standing University Committees have appointed chairs, co-chairs and/or
‘continuing members." There is no recommendation from the Committee on
_ommittees for these people, but only for the persons serving rotating three year terms.
A brief summary of how the date for theseisto be selected is given below.

n the event that a particular college must have a new representative on acommittee the

date you submit should have two names of people from that college. Y ou will haveto

~heck the membership list to determine which college(s) need new representation. Hrthe
sasewhereyou-simply-dent-have \When there are not two volunteers from that college, prebably-the-best
hingto-detseall contact the dean of the college and ask for suggestions.

Mlembership on Standing Committees

=aculty are limited to serving on amaximum of two University standing committees
Juring the academic year. The Committee on Committeesis responsible for determining
f afaculty member islikely to be chosen to serve on more than two such committees and
‘ake appropriate action, such as noting this on the nomination list.

—_ommittee: Nominations each year:

Seneral Education Six. All aire colleges are to be represented; try to get two
nominations from each college which needs anew member.



Sraduate Council

mprovement of
nstruction Neminations

Eight. All members must be associate or full members of the
Graduate Faculty. All colleges must have a representative.

Six. It isbest to try and get a representative from each
college, athough thisis not required.

Viedia Resources

nternational
=ducation
-ibrary

Research

T'eacher Education

=aculty Club Board

Eight. Cover al aire colleges, although some will have two
members. Try to get two nominations from each college which
needs a new member.

Six. The mgor criteriais previous work with international
students. Try to spread it out among the colleges after thisis met.

Eight. It is best to try and get arepresentative from each
college, athough thisis not required.

Eight. It is best to try and get arepresentative from each
college, athough thisis not required.

Fourteen. The nominees should be involved in the teacher

education program for their college. Some pre-college

teaching experienceis desirable. Half the membership must be from
EDU, including Model. After al these criteriahave

been met, try to spread the membership among the colleges

which offer teaching degrees (exclude AHN CHS & and LEN

J& S)

Six. Itisbest to try and get a representative from each college,
although thisis not required.



COMMITTEE ON-ELECTIONS

FACULTY SENATE ELECTIONS:
INSTRUCTIONSFOR THE SENATE ELECTIONSCOMMITTEE CHAIR

3EFORE THE FIRST MEETING OF THE SENATE

Veet with the Elections Committee to work out a system for counting standing votes.
*emind the members that standing votes are not counted unless a count is ordered by the
Chair ikely-te-happen) or unless amotion is made and adopted to order a counted

standing vote {unlikely-to-happen).

Assign each committee member a certain segment of the Senate to count. It might be well to give each member
acopy of the seating chart with his’/her segment highlighted. Remind each member to have a system for
dding in higher own vote.

nstruct each committee member to report the total of the affirmative and negative vote number to you on adip
of paper. Y ou add the numbers and report them to the Chair.

The Chair repeats the affirmative total and then the negative total and announces the

‘esult.

After the initial meeting, send amemo to the Chair explaining the system that you have
Jevised and reminding the Chair to let you know when a count is desired. H-makessense

3EFORE THE MAY MEETING OF THE SENATE

>repare the Election Materials

>repare a printed ballot for the Chair's el ection. The nominations will have been made at
‘he April meeting. Enter the names of the nominees on the ballot in alphabetical order.
emember to enter a blank space for write-in votes. Use a distinctive color for the ballot
‘or the Chair's election.

>repare printed ballots for the committee elections. A voice vote is taken whenever there
we the same number of nominees as vacancies on the committee. For thisreason it is
nadvisable to make committee-specific ballots. A generic committee ballot would have
wo blanks (one for the name of the committee, one for the number of votes permitted) in
xdition to several blanks for nominees names. {(See-sample.) If severa generic ballots
re madein different colors, aballot cannot be held back from one committee election so
‘hat two may be submitted for a subsequent el ection.

“repare a Tellers Report for the Chair's election and several Tellers Reports for the
Zommittee Elections.

repare two Tally Sheetsfor the Chair's election and several tally Sheetsfor the
Zommittee Elections.

-abel alarge clasp envelope FACULTY SENATE ELECTION, MAY (year).



Vieet with the Chair

*emind the Senate Chair to instruct the Elections Committee to distribute the ballots, to instruct
‘he membersin how to fill out and fold the ballots, AND to direct the members that they

¥e NOT to passtheir ballotsto the end of the row but to hold the ballots until they are

1and collected by amember of the Elections Committee.

AT THE MAY MEETING OF THE SENATE

Jistribute and Collect the Ballots

dand each member aballot individually. The smplest way would probably be to have
3ach member of your committee submit ballots to and collect ballots from each Senator
n the segment that he/she normally counts when a standing vote is counted.

f amember spoils aballot, take the ballot, tear it up and give the member areplacement.

Collect each ballot individualy.

Count the Ballots
etire to another room to count the ballots and fill out the Tellers Report. Assign two of
Jour committee members to read the ballots and two to keep the tally sheets.

Jse the following system:

Count the total of number of ballots submitted. Blank ballots are abstentions and
¥e NOT counted. Illegal ballots ARE counted but then they arelaid aside. No
llegal ballot is credited to any candidate or choice. A balot isillegal if:

1) it was submitted by someone not entitled to vote;

2) itisillegible (misspelling doesn't make aballot illegd if it's
Jossible to tell which candidate was intended);

'3) the member voted for too many candidates; or
'4) two or more ballots are folded together (counts as ONE illegal vote).

The results of legal ballots aretallied. Teller One reads each ballot aloud and
Jassesit to Teller Two, who reads the ballot silently for confirmation.

Tellers Three and Four record the ballot results on individua Tally Sheets, using
‘our vertical strokes crossed by one diagonal stroke. Teller Three calls out "Tally"
Ffter each diagona stroke so that Teller Four can call attention to any discrepancy.

=ill out the Tellers Report

*ecord the number of ballots cast, counting illegal ballots but not blank ballots. Figure
‘he number needed for election—over half of the number of ballots cast. Record the
umber of votesfor each candidate. List theillega ballots giving an explanation for
3ch, eg., "oneillega vote, illegible" and "two illegal balots, voter voted for too many
candidates,” etc.



*eport the Vote

he elers Report to the Chalr who Wi II read th report again and declare the | nner or
Ninners.

3e prepared to re-ballot if the results are inconclusive. No nominee is eliminated from
Jalots after the first one UNLESS the nominee asks that his/her name be withdrawn.

Sivethe Election Materials to the Senate Secretary

Sedl al election materias (balots, tally sheets, tellers reports) in the envel ope marked
-ACULTY SENATE ELECTIONS, MAY (year) and give them to the Senate Secretary.
The materials should be held until thereisno possibility of achallenge of the election
‘esults. The conventional period for election materials to be retained is-30-days five months.

THANK YOUR COMMITTEE MEMBERS AND CONGRATULATE YOURSELF.

N MAKING SURE THAT THE ELECTIONS WERE FAIR AND EFFICIENT, YOU
>ERFORMED AN INVALUABLE SERVICE TO THE SENATE.



COMMITTEE ON ELECTIONS
Seneral Information

The convener should call the Committee into session in order to elect the Committee
Chair for the next year. There are some things that should be done over the summer.
Xead this chapter aswell as the "Committee on Committees’ chapter in this book.

Juring the summer

=arly in the summer, the Committee Chair, the Senate Chair and the Senate Secretary
should work together in compiling a current list of Senate membership for the upcoming
year. Circulate a copy to al the academic deans prior to the end of Summer School with
arequest that the deans identify any names of people on the roster who will not be
wvailable to serve during the Fall semester. It isagood idea at thistime to also ask them
0 identify anyone who they know will be unable to serve during the Spring semester. In
3ach case, it will be necessary to determineif the replacement isto be temporary or
Jermanent.

A |etter must be sent to all the departments who need a replacement for Fall reminding
‘hem to hold an election as soon as possible. Y ou may have to remind them about two
nveeksinto the semester.

Ten days before the September Senate meeting

A copy of the current membership Ilst should be givento the Senate Secretary to be posted on the Senate
, . If there are permanent replacements,
3mply include them into the list. Temporary repl acements should be indicated with an asterisk

Jiving their term of office and the Senator they are replacing.

3efore each Senate meeting

Check the Agendato seeif there will be any elections at the Senate meeting. If so, the
committee on Elections will be asked to handle the balloting. Bring small blank sheets
of paper to be used as ballots with you.

At the September meeting

Nhen you give the committee report announcing all new and temporary Senators
dentified since the May meeting, ask the Senators present to let you know immediately
Fter that meeting of any discrepanciesin the circulated roster. Also ask that any Senator
~vho will need to have areplacement for spring semester to let you know ASAP.



After the September Senate meeting

The Committee Chair -the-Senate-Chair or the Senate Secretary should check on all
nembers of the Senate who did not attend the meeting and who did not send in prior
10tification. The Committee Chair should te determine if they-are those senators will be able
0 servefor the year.

Contact al departments who need areplacement, and have them hold an election ASAP.

f necessary, compile anew roster and circulate it with the October Agenda materials and ask
‘he Senate Secretary to post it on the Senate website.

At the December Senate meeting

Ask againif there are any replacements needed for Spring semester.

Juring January

Arite-aletterto Contact the dean of each college and ask what the total number of faculty in each
Jepartment in his college will be for the next year. The number of representatives per
Jepartment is:

Number of Faculty Number of Senators
0-4 none; must combine with
another department in the same college

5tol9 1

20-29 2

30-39 3

40-49 4

etc.

ngenetal—t If a department has Iost faculty a Senator wi II not be removed,;

A , Ftrent instead, when the term isover for a
aenator from that department no new senator WI|| be elected However If a
Jepartment has gained faculty te-thepeiat so that it needs a new representative, that-ishandled
rmediately inform the department that they need to hold an election for an additiona Senator.

F A DEPARTMENT HASFALLEN BELOW FIVE FACULTY INFORM THE DEAN
OF THE COLLEGE IMMEDIATELY, EVEN IF NOTHING ISTO CHANGE FOR
THE NEXT YEAR. It isthe dean's primary responsibility to decide how to combine the
Jepartment with another onein the college.

FA DEPARTMENT, CURRENTLY COMBINED WITH ANOTHER DEPARTMENT, GROWS TO
=-IVE OR MORE inform the dean of the college immediately.

n both these cases, as soon as the dean tells you how the situation is to be handled, write
aletter send an emall to the department chair (copy to the dean) explaining which elections are, or are
10t, to be held.



3efore the January Executive Committee meeting
Verify that the current membership listed on the Senate’ s Website is correct.
An amended membership roster will undoubtedly be necessary. Thiswill be circulated

vith the Agendaif it is not correct. Ask the Senate Secretary to update the membership
‘oster posted on the Senate website.

At the first meeting of the year

Set together with the Senate Chair. Either the Elections Committee or the Senate Chair
nvill need to remind the Senators that any member of the next Senate who has previoudy
served on the Senate is eligible for Senate Chair, so it isin the best interest of each
Jepartment to elect its new representatives prior to the March Executive Committee
neeting. Even if the Senate Chair is going to emphasize this, you will still need to

nform the Senators that the |etters requesting the names of next year's Senate will be
mailed soon.

mmediately after the-February January Senate meeting

AMrite-aletterto Contact al departments not previously contacted in which thereisto be an
Jection and inform them of how many new Senators are to be elected for the next year.
=xplain any change, whether addition or deletion, in the number of Senators needed from
hat department.

mmediately after the March Senate meeting

=all Contact any departments which have not yet given you the names of new Senators and
‘emind them to submit the names.

3efore the March Executive Committee meeting

Send the Senate Chair and Secretary alist of all newly elected Senators. Subdivide this to show:
‘1) All new Senators who are replacing themselves;

'2) All new Senators who are not replacing themselves, but who have
Jrevioudly served on the Senate; and

'3) The new Senators who have never served previoudly.
At the April Senate meeting

ncludedin your report Hst the names of the new Senators. Announce the names of the
Jepartments which have not completed the process.



mmediately after the April Senate meeting

AMrite-aletter Send an emall to the departments which have not yet elected Senators for the next year and
Send-a copy of this letter email to the dean of their college.

—orward any additional names of Senators to the Senate Chair and Secretary upon their receipt.

At the May Senate meeting

ncludedin your report-st-any names of new Senators that were not listed in April. Forward a
>ompl ete copy of the membership roster to the new Senate Chair and the Senate
Secretary.



Faculty Regent Election

Once every three years, the Committee on Elections must oversee the election of anew
—aculty Regent.

f amember of the Committee on Electionsis a candidate for Faculty Regent, that
mnember may not participate in any of the functions of the Committee on Elections during
‘he entire process.

November Executive Committee meeting

“ave a copy of the Criteriaand Procedures and a sample nomination balet petition (see belew page ** )
ent to the Executive Committee for inclusion with the December Senate Agenda.

*eguest that the Senate sponsor a the Regent's Forums.,

Jecember Senate meeting

Announce that thereis to be a Regent's election and reference the material that has been
sent out.

JDecember meeting of the Committee on Elections

“ave ameeting at which you establish exact dates for the balloting

. Set up severd tentative times and dates for the Forum. It would
Je best to have several aternatives.

Jraft aletter to all faculty giving them the following information: the exact timesthe
Jetitions will be sent and when they aredue back to the Commlttee on Electi ons, the date
hefirst balot will be held, sen A '

: ' H ---‘ Explalnthatthevotlngwnl bedoneelectromcallywaa
inkinan emall sent toall ellglblefaculty BaIIotSW|II then be tallied by the Office of Institutional Research
nith the results reported to the Elections Committee and the Chair of the Senate.

mmediately after this meeting

Reserve roomsfor all the possible dates for the Forum. Two different periods on
Jifferent class patterns are necessary, plus some additional times since you will have to
»just to the candidates schedules.

mmediately at the start of spring semester

Fake Ema|I your letter, a copy of the Criteriaand Procedures and a sample petition to Printing
ce ce » aIIellglbIefacuIty and—gaﬁf—anelmake

50 to the Rersonnel Human ResourcecOfflcefor help in gettl ng allst of aII faculty who aredigibleto vote
n the Regent S EI ectlon . Ay



January Executive Committee meeting

set-togetherwith Ask the Chair of the Senate and-aslithat to make an announcement be made that the
Senate is sponsoring the Forum. The Senate Chair and Chair of the Elections Committee

nust decide who will be moderator.

3y February 1

The petitions should be back to the Committee on Elections.

3y the February Senate meeting

The Committee should have met, verified the signatures were from people digible to
/ote and eliminated any that appeared on more than one petition. The Committee should
sompile alist of the candidates.

As soon as the candidates are known, call each of the people who submitted petitions and
el them whether or not they had sufficient signatures. For those who did, ask each

about the times set up for the Forum. Eliminate any times that any one of the candidates
sannot be present.



Jetermine the two {H-pessible) best times for the Forum to be scheduled. Call the Chair
of the Senate and the Office of the President and provide the names of the candidates and
‘he times of the Forum.

2repare an announcement of wittenrequest-that the scheduled times for the Forums and send an
appear-m-eash ema|I todl faculty W|th thls announcement unt-H—the-tHne-theJ-ast-Femm-l-s-hel-d—Send-epe-mm

3y February 20

The Forums should be completed and the Elections Committee should have drafted received
rom-Printing-Services thefirst-ballots-and the cover letter for the ballots.

Zheck with the Office of Ingtitutional Research about creating the ballots and doing the tabulations of the vote.

The cover letter should be taken to the Office of Institutional Research and they will then
send out the ballots with the cover letter to al igible faculty.

Fhese-should-be-mailed:

3y the March Senate meeting

Thefirst ballots should be returhedthe-signatures-on-the-auterenvealopes tabulated by Institutiional Research
and the dligible voting faculty verified. -andthe-ballots-counted-

mmediately after the votes have been counted inform the Chair of the Senate, candidates;
‘he candidates Chai-ef-the-Senate and the Office of the President of the results. Y-eu-+nay
hen-nform-anyeneyou-choese. The results of the election should then be posted on the
Senate website by the Senate Secretary.

At the Senate meeting give a complete account of the voting, including the number of
/otes received, the number that had to be discarded (and why), and the results.

t would be nice to try and arrange the dates so that thisisrelatively fresh information.

3y March 10

The second ballot (which has always typically been necessary) should be emailed. Y ou will again

1eed avery brief cover letter with alink to the second ballot itself-and-the-tweo-envelopesto-send emailed
o al digiblefaculty by the Office of Institutional Research. Yseyour-secend-set-of-maitinglabels:



3y March 25
The second ballots should be back and esunted tabulated by Institutional Research.

mmediately after the votes have been counted inform the Chair of the Senate, eandidates, the
~andidates Chai-ef-the-Senate and the Office of the President of the results. i

The results of the election should then be posted on the Senate website by
the Senate Secretary.

At the April Senate meeting (If a second ballot is needed)
Sive another report to the Senate. It is extremely unlikely thiswill be fresh information,
ince the new Regent has been seated since April 1.

f Faculty Regent Vacates Office During Term

f the Faculty Regent resigns or prematurely vacates the office, a new eection should be held
‘ollowing the procedure described above but with arevised time line set by the Chair of the
Senate.



CRITERIA AND PROCEDURESFOR FACULTY REGENT ELECTION

Term of Office
The Faculty Regent shall serve athree year term which begins on April 1 of the academic
year in which the election is held and ends on March 31.

Criteria

=ligibility to Vote

Any faculty member with the rank of Assistant Professor or higher, asindicated by the
isting in the Official Catalog or in the contract letter of employment, iseligible to vote
‘or the Faculty Regent.

=ligibility to Serve
n order to serve as the faculty member on the Board of Regents the faculty member
nust:

'1) Hold the rank of Assistant Professor or higher;

'2) Beamember of the teaching or research faculty whose faculty-load assignment includes 50 percent or
nore teaching and/or research.

Procedures
Nomination

L. A faculty member is nominated by the submission of a petition for nomination to
the Faculty Senate Committee on Elections. The petition must be signed by at
least twenty (20) members of the faculty who are digible to vote and who has
signed no other petition for nomination in the current election.

2. The Committee on Elections shall certify the vaidity of the nominating petitions
prior to making up the ballot for the election.

3. Each eligible voter may vote for one of the persons nominated.

1. If no person receives amagjority of the votes cast on the first ballot, the Committee

on Elections shall prepare a second ballot, which will contain the names of the
two persons receiving the highest number of votes on the first election ballot, and
conduct a second el ection.

3. The Committee on Elections shall certify the results of the election to the
Secretary-of-the-Board-ef-Regents: Chair of the Senate.

The Chair of the Senate shall certify the results of the election to the Secretary of
the Board of Regents.

(OF)



FACULTY REGENT NOMINATION PETITION
for theterm April 1, 2 through March 31, 2
(Change dates as appropriate)

Ne, the undersigned, being eligible to sign a petition of nomination for candidates

‘or the position of Faculty Regent, support the nomination of the below named faculty
mnember and certify that we have signed no other nomination for a candidate for the cited
erm of office.

\Nominee's Name Academic Rank Department

Petitioners

SignaturePrinted Name  Rank Unit

Set asmany lines as you can on the page, but
ypace them far enough apart to be easily read

A brief (100 word) biographical sketch including educational background and
xrofessional experience should accompany this petition.

Page of




SENATE SECRETARY

Setting out the Agenda

Although the Senate Chair prepares the agenda, it is the responsibility of the Secretary to electronically
listribute the Agenda and attachments each month the Senate isi n seﬁr on (September through May -exeept

Setting out the Agenda materials

The agenda, previous month’s minutes and agenda attachments are e-mailed to the Senators the Wednesday

The Senate Chair should give the Secretary any Agenda materials needed for electronic distribution to the
Senators. On occasion the chair of a Senate committee may give the Secretary Agendamaterials. Call the
“rovodt's Office at least two weeks before the next meeting and see if there are any materials coming from the
.,oundl on Academlc Affarr If S0, materlals should be electronlcal Iy sent to the Secretary l-f—so—the-Pr:evost-s

Viake alist of al Senatorswho call, erte or emall that they are unable to attend the meeting and duly note on

he roster provided to the chair. G

neet-r-ng-M ake surethat the tabl etop Iectern Wlth ami crophone and a Iong extensr on cord is at the head table
Nhere the Chair presides.

ectern whichis housed in the Keen Johnson Bui |d| ng. The custodl ans set up ) the lectern the morning of the
scheduled mesting.

The Secretary is responsible for tape recording the meeting. The tape isthe officia record of the meeting. The
Secretary should get to the meeting about ene-hour 30 minutesearly to check and see that the room is set up
roperly. Put out the name place cards according to the seating chart, affix external microphone of the cassette
ape recorder to the lectern, and test the tape recorder and mrcrophone to make sure they are working. (Make
ure to record on the tape before the meeti ng—name of the organization, place-of-meeting;-date and time date
Of the meeting, plus write the same information on the cassette tape.)

T'ake along extra copies of the agendaprevi !
Agenda-materials for Senators or visitors to pi ck up if necessary Take along some ball Iots (blank sheets of
Japer) just in case they are needed.




Check off Senators on the seating chart as they come in; note any Senators who have prevlously notrfled that
‘hey will not be at the meeting. , 2
nformation-onto-the Chair. Pick up name place cards and clean up the room after the meetr ng is compl eted

After the Senate Meeting

3efore transcribing the Minutes of the meeting, at the Chair’ s request make-sureto-send the-Chair any
3pproved policy or action se to the Chair to €an pass these on to the President and others.

Minutes are posted on the Senate website and links are provided therein to any agenda materials referenced in
‘he minutes. eiredlated-te-al-faculty-and-staff- Usually any materials which are circulated either with the
Agenda or with the Agenda materials are not included with the Minutes unless they have been amended, they
wejust referenced in the text of the minutes. Amended materials are to be included in their entirety, not with
ust the changes noted. Occasionally the Chair will tell the Secretary that something isto go with the Minutes
aven though it has been previoudly circulated. Includeit.

All Senate committees are required to provide the Secretary with either awritten copy or an electronic copy of
heir reports and alink will be provided in the online minutes to those reports. Usually the secretary will

imply reference them in the text, such as, " Senator Jones gave the report on the Committee of the Budget. See
ttachment I11." If they are very short, such as, " Senator Jones reported that the Committee on the Budget had
net on October 7 and he was elected chair of the committee for 1995/1996," the Secretary may just wish to
ypeitin. Don't forget that Senators who have informed you or the Chair of their absence prior to meeting are
Jesignated by an * in the listing of members absent. Bring to the attention of the Chair any Senators who miss
successive meetings.

>roofread the minutes carefully. Let the Senate Chair look at the entire minutes for any corrections that need
'0 be made. Also, share the President's portion of the minutes with him/her for any corrections. Include the
>ompleted minutes along with the agenda and attachments for the next month’s meeting. Once the minutes
are approved by the Senate, pI ace the minutes on the Senate swebsite. Afterthe-minutes-have been-corrected

<eep afile for each month including the Agenda, Agenda materials, the Minutes, and any other documentation
3ssociated with the meeting. Also, keep files of all committee reports and actions, any correspondence with the
Jniversity administration, roster of members, seating charts, and committee lists. This may be accomplished
‘hrough el ectronic means.

3efore the February January Meeting

The new Secretary will inherit the previous Secretary'sfiles. It is the new Secretary's responsibility to confer
vith the Chair for any assignment that may be necessary. Changes to the seating chart, roster of members, and

sommittee list may be needed. Make up any new name place cards. Seeto-H-that-Printing-Services-makeshew
1ameplace cards:



At Beforethe May Meeting

The Secretary isresponsible for seeing that Certificates of Appreciation are completed for te any retiring
Senate member are-cempleted. (Check with the Committee on Elections Chair to determine who isretiring at
‘he May meeting or consult the senatorslist on the Senate website.) The Secretary is also responsible for
aurchasing agavel on which is engraved the name of the outgoing rewly-elected Senate Chair, title of position,
zastern Kentucky University, and year as Chair. (The gavel can be purchased at local sporting goods or other
sores. Have the bill sent to the Chair of the Senate.) The Chair will give out the certificates individualy at the
Jeginning of the regular meeting. The gavel erI be presented to the outgoing chair by either the
2arliamentarian or the University R A - Make sure al newly
Jected Senators have name place cards (check with Chair of the Commrttee on Electr onsfor the names and
Jepartments of the new Senators or consult the senators list on the Senate website). The name place cards will
Je put out at the organizational meeting which follows the first meeting. Also, prepare anew roster of Senate
mnembers and a seating chart for the organizational meeting, which the newly elected Chair will use. Post the
1ew senate list and the newly elected committees for the next academic year as soon as possible on the Senate
nvebsite.

A s soon as the Senate meeting dates for the new year are known, contact the Coordinator of Student
Jevelopment Officein Powell 128 to reserve the South Room of the Keen Johnson Building for the nine
Senate meetings and post the meeting dates on the Senate website.

The Secretary isresponsible for scheduling interpreter services, if needed, for the Senate meetings. Usethe
xnline form to submit arequest for the next academic year in May or June. (If interpreter services are needed
‘or committees, it isthe responsibility of the committee chair to schedule those.)

n May, provide alist of next year’s Senate meeting dates and a table set-up diagram to the Keen Johnson
sustodians.

n August

The Secretary is responsible for preparr ng an up-to-date roster of Senate members |ncI ud| ng the name of the

Jarliamentarian. Bistribui ; s

neeting: Make up anew a phabetlcally arranged (except for the Secretary and hls/her asastant President,
Chair, and parliamentarian, who are at the head table) seating chart for use by the Secretary and Chair.

Send all files-and tapesand a disk or CD with al files from the previous year to the University Archives
‘Library 126) for preservation.

f money is available, the Secretary isresponsible for scheduling refreshments for the Senate meetings. In
August, schedule refreshments for the fall meetings,; and in December, schedule refreshments for the spring
Teetings.

After the September Meeting
3evigilant for any changesin Senate membership, especially Senators who are on sabbatical leave or have a

>onflict which prevents them from attending Senate meetings, committee assignments, and absences. Report
1y changes to the Senate Chair.



