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BYLAWS OF THE COLLEGE SENATE
PREAMBLE
Ocean County College is committed to the proposition that a balanced system of shared authority provides the best means for achieving the mission of the College. In order to facilitate this process of shared governance, the following principles are hereby adopted for the governance structure.  The structure shall:  

· Foster an environment of good faith, mutual respect, courtesy, and trust among members of the college community; 
· Provide each constituency with an opportunity for influence at committee meetings; 
· Maximize representative participation in its processes; 
· Streamline the process of formulating recommendations in matters related to educational issues and student life.

ARTICLE I: NAME
In order to promote an effective and balanced system of shared governance among the constituent elements of the college community, there shall be a college-wide governance body called the Senate comprised of the College Senate, Senate Standing Committees, and Constituency Councils.
ARTICLE II: PURPOSE OF THE COLLEGE senate
The purpose of the Senate shall be to facilitate the College’s educational mission and student life by providing a vehicle for representative participation by all college Constituency Councils. It shall provide for an orderly system of formulating and communicating its recommendations to the College President. In the areas of academics and student life, the College Senate and its committees and Constituency Councils shall consider and recommend additions, deletions, and revisions to policies and procedures. They may comment on other matters.

The Senate may not consider any issue subject to collective bargaining or any matter within the purview of administration, other than those shared governance matters expressly granted in the Bylaws of the College Senate.
ARTICLE III: COLLEGE SENATE
A.  Meetings of the College Senate
1. The College Senate Year shall begin September 1st and end August 31st.

2. At the first meeting in December, the College Senate shall recommend meeting days to the President for the College Senate for the succeeding academic year and the Senate shall post the days approved for meetings by the first Monday in February.
 
3. The College Senate shall meet twice a month, as the agenda warrants. 
4. The outgoing chair from the previous year shall call the first meeting of the year and conduct the election of officers.

5. The College Senate shall establish standards and a format for proposals and post them to its website.

6. All agenda items shall be sent electronically to the chair seven (7) working days prior to the next scheduled meeting.

7. A notice of regular meetings, which includes the meeting agenda, previous meeting’s minutes, and exhibits, shall be posted to the College Senate website five (5) working days prior to the scheduled meeting 

8. Items brought to the College Senate meetings shall be as hard copies (paper) and accompanied by a paper College Senate Transmittal Form. College Senate Transmittal Forms shall be posted to the College Senate website.

9. College Senate meeting minutes and attendance of those present shall be posted to the College Senate website within five (5) working days following a meeting.
10. College Senate meetings are open to the college community (faculty, staff, and students), except when agenda items are determined to be confidential by law or college policy. 

11. Should circumstances require cancelling, rescheduling, or adding meetings, a notice shall be posted to the College Senate website at least five (5) working days prior to the scheduled meeting, except in the cases of emergency.

B.
Membership of the College Senate 

1. The College Senate shall consist of twenty-five (25) elected members and two ex-officio members appointed by the President.

2. College Senate members are elected by their constituency or departments.

a.
Elected Members

	Group 
	25 Voting Members
	15 Alternates

	Full-Time Faculty (6 representatives elected by the academic departments, + 1 librarian/counselor faculty representative)


	7

	7

	Adjunct Faculty
	3 


	1

	Administrators 
	6 


	2

	Managerial/Technical Staff
	3 


	1

	Support Staff (2 clerical, 2 non-clerical)
	4 


	2

	Students 
	2 


	1

	
	25 Voting Members
	


b.
Ex-Officio Members

1) One vice president, to be appointed by the President.

2)
One dean, to be appointed by the appropriate vice president and approved by the President.

C.
Terms and Limitations
1. College Senate positions shall begin September 1. All elected and appointed senators and alternate senators shall attend meetings. 
2.  A senator’s term is for two years.
3.  No senator may serve more than two consecutive terms.

4.  Senators may not serve on other standing committees of the College Senate or a constituency council.

5. Appointed ex officio senators and student senators shall serve one-year terms.

6. When an elected senator cannot attend a scheduled College Senate meeting, the elected alternate senator shall take his/her place with full rights as a College Senate member for that meeting.   
7. Each department or constituency council shall decide the manner and method by which alternates are notified to serve as substitutes for elected senators. 
8. Alternate Senators
a. An alternate’s term is for one year.

b. Alternates may serve concurrently on a standing committee and/or constituency council.

c. When an alternate assumes the position of senator and is serving concurrently on a standing committee or constituency council, he/she shall vacate the committee or council position.

d. When an elected senator vacates his/her position, the department or constituency council shall replace the elected senator from among the elected alternates. The designated replacement shall complete the elected senator’s term, which shall then be considered the alternate’s first term as senator.
e. Alternates serving as replacements are eligible to stand for election at the next election.

D.
Officers of the College Senate

1. The officers of the College Senate shall be the Chair, Vice Chair, and Executive Secretary. All shall be voting members of the College Senate.

2. The outgoing Chair of the College Senate from the previous year shall call the first scheduled meeting and conduct the election of officers.

3. College Senate officers shall be elected from among its voting members at the first meeting of the year.
4. A College Senate member must have served for one year before standing for election as the Chair or Vice Chair of the College Senate.

5. The officers of the College Senate shall constitute the Executive Committee.

E.  Duties of the Officers
1. Duties of the Executive Committee

The Executive Committee shall be responsible for the following:  
a. Upholding the Bylaws of the Senate of Ocean County College.
b. Calling a meeting for a standing committee when circumstances warrant.
c. Preparing the Senate meeting schedule for the succeeding academic year, by October of each year, and submitting it to the College Senate by November for its review and recommendation to the President in December. The meeting schedule shall be published in time for Shared Governance elections.
d. Preparing a schedule for the presentation of periodic annual reports for the College Senate and standing committees, and submitting it to the College Senate for its review and recommendation.
e. Preparing an annual report of the activities of the College Senate and submitting it to the College Senate for review by the last meeting of the year, and submitting the report to the President.
f. Overseeing governance website communications and electronic documents.
g. Developing and implementing a method and procedure to archive all electronic governance documents.
2. Duties of the Chair
 
The Chair of the College Senate shall be responsible for the following:  
a. Presiding at all meetings of the College Senate. 
b. Preparing the agenda for the College Senate meeting in collaboration with the Vice Chair and Executive Secretary.
c. Calling meetings of the executive committee when needed.
d. Upholding the Bylaws of the Senate.
e. Reviewing and placing on the College Senate agenda all submitted items, as specified under College Senate Action.
f. Reviewing the minutes of each meeting with the vice chair and executive secretary before the minutes are posted.
g. Notifying of any lapse of attendance by their elected senators.
h. Determining the attendance of guests at any meeting of the College Senate.
i. Presenting and/or forwarding items, as specified under College Senate Actions.
3. Duties of the Vice Chair
The Vice Chair of the College Senate shall be responsible for the following: 

a. Assuming the duties of the Chair whenever the Chair is unavailable.
b. Assisting the Chair with the responsibilities of the Chair when requested to do so.
c. Serving as liaison between the College Senate and its standing committees and Constituency Councils.
d. Facilitating review of the Bylaws, as needed.

4. Duties of the Executive Secretary 
The Executive Secretary of the College Senate shall be responsible for the following: 

a. Assuming the duties of the Chair or Vice Chair when neither is available.
b. Posting all announcements, agendas, exhibits, minutes, and any other College Senate documents to the College Senate website five working days prior to the meeting.

c. Taking attendance, at College Senate meetings and providing the Chair with attendance reports.

d.  Taking minutes reflecting those present at meetings, and reviewing the minutes with the chair and vice chair and posting them to the College Senate website within five working days following the meeting.  
e. Preparing and submitting to the chair attendance reports which reflect members present, absent, excused, and guests.  
f. Providing a report at each College Senate meeting on the disposition of College Senate actions, communications, and announcements.
g. Updating and distributing a composite membership list upon competition of elections, and as needed.
h.  Ensuring the electronic archiving of announcements, agendas, exhibits, minutes, membership lists, appointment and election results, College Senate reports, and other College Senate documents to the College Senate website. 
F.
Quorum

A quorum of the College Senate shall exist when thirteen (13) elected senators or their voting 
alternates are present.

G.
Order of Business

The regular meeting order of business shall be as follows: 
1. Call to order 
2. Roll call to establish that a quorum exists
3. Action on minutes
4. Report by the Executive Secretary of the College Senate, including communications and announcements
5. Unfinished business
6. New business
7. Campus community comments
8. Adjournment
H.
Decisions of the College Senate 

1. Decisions of the College Senate, by preference, shall be made by consensus of the members present, if possible.
2. Should a vote be necessary, each voting member present shall have one vote.

3. Passage shall be determined by a simple majority of members present and voting. 

4. All senators are voting members except ex officio members.
I. 
Actions of the College Senate
1. All agenda items received for consideration by the College Senate from standing committees, a vice president, or the President shall be reviewed, and actions shall be taken by the College Senate.

2. The College Senate shall take actions on all agenda items in one of the following ways:

a. Forward to the President with College Senate support.
b. Forward to the President without a College Senate recommendation.
c. Reject and return to originator with an explanation for its rejection.
d. Redirect to a more appropriate committee or individual.
e. Return to the originating department, committee, or individual with questions or suggestions (e.g., revisions, conduct open hearings, etc.).
f. Table to the next meeting.

3. Should time not permit consideration of an item on the agenda, the item shall be held over to the next scheduled meeting and be considered under unfinished business.

4. A submitted agenda item that has been discussed at three consecutive scheduled meetings of the College Senate without final action shall be forwarded to the President’s Leadership Team for its disposition of the item, with the exception of proposals to amend the Bylaws.

5. Proposals to amend the Bylaws shall first be presented to the College Senate and then acted upon in no fewer than two meetings and no more than four meetings and shall be forwarded to the President’s Leadership Team for its disposition.  The President’s Leadership Team shall respond to the College Senate in a timely manner, not later than three months following the receipt of the proposed By-Laws changes. 
6. If an agenda item is rejected by the College Senate and a vice president chooses to take it to the President’s Leadership Team for consideration, before doing so, the vice president shall notify the College Senate of the action and provide an explanation of the circumstances prompting his/her action. The College Senate shall include the vice president’s notice and explanation in the posted College Senate minutes.

7. When an agenda item is forwarded to the President or President’s Leadership Team, the Executive Secretary of the College Senate shall be notified of the status of the item in a timely fashion, usually not to exceed 30 days, except in the case of By-Laws revisions (see item 5, above).   
J.  Guests

A request by a member of the college community to permit a guest (an individual who is not a member of the college community) to attend a College Senate meeting must be submitted to the Chair of the College Senate and approved by the Executive Committee of the College Senate prior to the Senate meeting.
K.  Charges of the College Senate 
1. Facilitate transparent operation and communication within all levels of governance to encourage open dialogue and exchange of ideas.

2. Review all agenda items forwarded from the standing committees, a vice president, or the President, and make recommendations for additions, deletions, and revisions to policies and procedures in the areas of academics and student life.

3. Review annual reports of the College Senate and its standing committees before its last meeting of the year, and submit them to the President.

4. Review the Senate meeting schedule for the succeeding academic year, and make recommendations to the President at its first meeting in December.

5. Review the Executive Committee recommendation for a schedule for the presentation of periodic annual reports for the College Senate and standing committees, and recommend to the President.  
6. Establish an election committee by its first meeting in December of each year.
7. Consider and recommend proposed amendments to the Bylaws.
8. Facilitate review of the Bylaws of the Senate at least once every five years.
ARTICLE IV: STANDING COMMITTEES
A.
College Senate Standing Committees

1. Academic Standards Committee 

2. Curriculum Committee 

3. Instruction Committee  

4. Intercollegiate and Intramural Athletics Committee

5. Learning Assessment Committee 

6. Student Life Committee

B. 
Terms and Limitations
1. All elected committee member terms shall be for one year and commence on September 1st.
2. No elected member shall serve more than three consecutive terms on the same committee.

3. Elected committee members shall not serve concurrently in more than two elected positions for standing committees or a constituency council. 
4. Elected committee members shall not serve on the College Senate.

C. 
Meetings of the Standing Committees 
1. The Standing Committee Year shall begin September 1st and end August 31st.

2. At the first meeting in December, the College Senate shall recommend meeting days to the President for standing committees for the succeeding academic year and post these days by the first Monday in February.
3. The Curriculum Committee shall meet twice a month, as the agenda warrants. The other standing committees shall meet once a month, as the agenda warrants.

4. A quorum shall be determined for the election of officers to be valid. 
5. The outgoing chair from the previous year shall call the first meeting of the year and conduct the election of officers. 
6. Each committee shall establish standards and a format for proposals that do not conflict with college policy and procedure and post them to the committee website.

7. All agenda items shall be sent electronically to the chair seven (7) working days prior to the next scheduled meeting.

8. A notice of regular meetings, which includes the meeting agenda, previous meeting’s minutes, and exhibits, shall be posted to the committee website five (5) working days prior to the scheduled meeting.
9. Items brought to the standing committee meetings shall be as hard copies (paper) and accompanied by a paper College Senate Transmittal Form and any required committee proposal forms. College Senate Transmittal Forms and standing committee proposal forms shall be posted to the College Senate and committee websites.

10. Committee minutes and attendance of those present shall be posted to the committee website within five (5) working days following a meeting.

11. Committee meetings are open to the college community (faculty, staff, and students), except when agenda items are determined to be confidential by law or college policy.
12. Should circumstances require canceling, rescheduling, or adding meetings, a notice shall be posted to the committee website at least five (5) working days prior to the scheduled meeting except in cases of emergency.

D. 
Quorum

A quorum shall exist when forty-five percent (45%) of the voting members are present. 
E. 
Order of Business:  
1. Where appropriate, members of the college community may comment during the regular order of business of an open session of a standing committee, if recognized by the chair.

2. The regular order of business shall be as follows:

a. Call to order 

b. Action on minutes
c. Report by the recorder, including communications and announcements
d. Unfinished business
e. New business
f. Campus community comments
g. Adjournment
F. 
Officers of the Standing Committees
1. The officers of the standing committees shall be the chair and recorder; both shall be voting members of the committee.
2. The appointed ex-officio member from the previous year shall call the first scheduled meeting of the year and conduct the election of officers. 
3. Each standing committee shall elect its officers from among the voting members at its first meeting of the year. Chairs shall submit officer election results to the Executive Secretary of the College Senate within forty-eight hours of the election.  
G. 
Duties of the Officers

1. The Committee Chair shall be responsible for the following:  
a. Presiding at all meetings of the committee 
b. Preparing the agenda for the committee meeting

c. Upholding the Bylaws of the Senate
d. Reviewing and placing on the agenda all submitted items of the committee, as specified under Committee Action
e. Reviewing the minutes of each meeting with the recorder before the minutes are posted

f. Notifying membership areas of any lapse of attendance of members of the committee
g. Determining the attendance of guests at any meeting of the committee
h. Presenting and/or forwarding items to the College Senate, as specified under Standing Committee Actions

2. The Committee Recorder shall be responsible for the following:  
a. Assuming the duties of the chair whenever the chair is unavailable

b. Assisting the chair with the responsibilities of the chair when requested to do so

c. Posting all announcements, agendas, exhibits, minutes, and any other committee documents to the committee website five working days prior to the meeting
d. Taking attendance of the members at committee meetings and providing the chair with attendance reports 
e. Taking minutes reflecting those present at meetings, and reviewing the minutes with the chair before posting to the committee website within five working days following the meeting
f. Preparing and submitting to the chair attendance reports which reflect members present, absent, excused, and guests
g. Providing a report at each committee meeting on the disposition of committee actions, communications, and announcements
h. Ensuring the electronic archiving of announcements, agendas, exhibits, minutes, committee reports, and other committee documents to the committee website 
H. 
Decisions of the Committees
1. Decisions of the committee, by preference, shall be made by consensus of the members present.

2. Should a vote be necessary, each voting member present shall have one vote. 
3. Passage shall be determined by a simple majority of members present and voting. 
4. All committee members are voting members except ex officio members.
I. 
Actions of the Standing Committees
1. All regular agenda items received for consideration by the committee from an individual, a constituency, the College Senate, a vice president, or the President shall be reviewed, and action shall be taken by the committee within two scheduled meetings.
2. A committee shall act on  all agenda items, in one of the following ways:

a. Recommend and present to the College Senate.
b. Act on agenda items as dictated by college policy and procedure.
c. Return to the originator with a request for revision.
d. Reject and return to the originator with an explanation for its rejection.
e. Forward to the College Senate, with a request to redirect the proposal to a more appropriate committee or individual.
f. Items submitted to the committee as “For Information Only” should be forwarded to the College Senate in the same fashion.
g. Table to the next meeting.

3. Should time not permit full consideration of an item on the agenda, the item shall be held over to the next scheduled meeting and shall be considered under unfinished business.
4. A submitted agenda item that has been discussed at two consecutive scheduled meetings of the standing committee, not including the Curriculum Committee, without final action shall be forwarded to the College Senate for its disposition of the item. A submitted agenda item that has been discussed at three consecutive scheduled meetings of the Curriculum Committee without final action shall be forwarded to the College Senate for its disposition of the item. 
5. When an agenda item is forwarded to the College Senate, the College Senate shall notify the committee recorder of the status of the item in a timely fashion, usually not to exceed 30 days.

6. If an agenda item is rejected by the committee and a vice president chooses to take it to the College Senate for consideration, before doing so, the vice president shall notify the committee of the action.  The committee shall include the vice president’s notice and explanation in the posted committee minutes. 

J.  Guests
A request by a member of the college community to permit a guest (an individual who is not a member of the college community) to attend a committee meeting must be submitted to the committee chair and approved by the committee chair prior to the committee meeting.
K.
Committee Charges and Composition

1. 
Academic Standards Committee

a.
Charges
1. Every five years, review and make recommendations for additions, deletions, and changes in existing policies and procedures that relate to academic standards for degree and certificate requirements, general education goals and requirements, academic honesty, and other policies and procedures related to academic standards in higher education
2. Review proposals pertaining to additions, deletions, and changes to policies and procedures that relate to academic issues that include, but shall not be limited to, admission, readmission, registration, transfer, student records, placement testing, advanced standing, course withdrawal, and grades, and make recommendations. 
3. Review proposals for additions, deletions, and changes in requirements for all degrees and certificates and make recommendations.
4. Review all associate degree requirements biannually or as required by an accrediting agency.
5. Ensure the implementation of mandated requirements for degrees, programs, and certificates.
6. Take action on individual student academic appeals as specified in college policy.

7.
 Serve in an advisory role on related issues at the request of a vice president or the President.

b. 
Membership (14 voting members)
Elected Full-Time Faculty representatives from each of the following:
One Business, Economics, and Computer Studies

One English and Literature

One Health Sciences, Human Performance, Science and Engineering
One Humanities, Fine Arts, and Media Studies

One Mathematics

One Social Sciences, Education, and Public Service

One Non-Teaching Faculty (Librarians and Counselors)

Elected Constituency representative(s) from each of the following:

One Adjunct Faculty

Two Students (appointed by the student government executive committee)

Appointed Administrator Representative(s) to be determined by the area vice president for each of the following:   
One Academic Dean

One Student Affairs Administrator
Director of Registration and Records

Director of Academic Planning

Assistant Vice President for Assessment and Curriculum

Ex Officio Members
Vice President of Academic Affairs

Vice President of Student Affairs
2. 
Curriculum Committee

a.
Charges
1. Every five years, review and make recommendations for additions, deletions, and changes in existing policies and procedures that relate to academic programs, certificate curricula, and courses.
2. Review proposals for new and revised courses, academic programs, certificate curricula, and make recommendations. Proposals for new and revised courses, academic programs, and certificate curricula shall be submitted to the Curriculum Committee by a department Dean with the approval of the Vice President of Academic Affairs.
3. Review and make recommendations on the alignment of active courses, academic programs, and certificate curricula with the College’s general education goals, Academic Master Plan, and the course proposal form at the request of the Vice President of Academic Affairs. 
4. Review proposals to terminate courses, academic programs, and certificate curricula and make recommendations.
5. Review Special Topics courses.
6. Serve in an advisory role on related issues at the request of a vice president or the President.
b.
Membership (17 voting members)
One faculty or alternate elected annually from each academic department (6)
One adjunct faculty or alternate 

One non-teaching faculty or alternate (librarians and counselors) 

One representative or alternate from Instructional Technologies and Auxiliary Programs
One representative or alternate from Registration and Records

Academic Dean from each academic department (6) 
Assistant Vice President for Assessment and Curriculum or representative

Vice President of Academic Affairs (ex-officio)

3. 
Instruction Committee

a.   Charges
1. Review and make recommendations for additions, deletions, and changes in existing policies and procedures that relate to instruction.
2. Review and recommend professional development proposals for campus activities that enhance instruction.
3. Promote innovations to improve instructional methods such as use of technology, information literacy, best practices, global awareness, and emerging teaching pedagogies that are aligned with the Academic Master Plan and College Strategic Initiatives.  Plan and implement workshops that align with the Academic Master Plan, College Strategic Initiatives, and interests of the College community.
4. Provide assistance to the Assistant Vice President of Instructional Support Services in planning the Fall and Spring Colloquia.
5. Serve in an advisory role on related issues at the request of a vice president or the President.
b.
Membership (12 voting members)
Elected Full-Time Faculty representatives from each of the following:

One Business, Economics, and Computer Studies

One English and Literature

One Health Sciences, Human Performance, Science and Engineering
One Humanities, Fine Arts, and Media Studies

One Mathematics

One Social Sciences, Education, and Public Service

One Non-Teaching Faculty (Librarians and Counselors)

Elected Constituency representative(s) from each of the following:

One Adjunct Faculty 

One Student (appointed by the student government executive committee)

Appointed Administrator Representative(s) to be determined by the area vice president for each of the following: 
One Academic Dean

Dean of Academic Services

Executive Director of Media and Community Programs 
Ex Officio Members



Vice President of Academic Affairs


Assistant Vice President of Instructional Support Services 

4. 
Intercollegiate and Intramural Athletics Committee

a.
Charges

1. Review and make recommendations for additions, deletions, and changes in existing policies and procedures designed to foster sound intercollegiate and intramural athletics programs.
2. Review and make recommendations for additions, deletions, and changes in existing policies and procedures for use of facilities under the Athletics Program.
3. Review proposals for additions, deletions, and changes in policies and procedures for intercollegiate and intramural athletic programs and policies and make recommendations.

4. Review proposals for additions, changes, and deletions in policies and procedures for use of facilities under the Athletics Program and make recommendations.

5. Review and recommend changes in the College’s athletic eligibility rules as mandated by regulatory agencies or review and recommend as proposed by the College.

6. Serve in an advisory role on related issues at the request of a vice president or the President.

b.
Membership (10 voting members)
Elected Constituency representative(s) from each of the following:

One Full-Time Faculty

One Adjunct Faculty

One Administrator 

One Support Staff 

One Managerial/Technical Staff
Three Students (appointed by the Student Government Executive Committee)



Appointed Administrator Representative(s) to be determined by the area vice president for each of the following:

Coordinator of Health and Human Performance 

One Student Life Representative 
Ex Officio Members

Vice President of Student Affairs 
Director of Athletics

5. 
Learning Assessment Committee
a.
Charges

1. Every five years, review and make recommendations for additions, deletions, and changes in existing policies and procedures that relate to assessment of student learning.
2. Review and make recommendations to the learning assessment plans of the college to assure alignment with the Academic Master Plan and the college’s strategic initiatives.

3. Review and assess summary course-level learning outcomes data, and convey to departments its recommendations for ways to improve teaching and learning. As appropriate, provide recommendations to the Instruction Committee for planning and implementing relevant workshops. 
4. Review program evaluation reports using criteria established by Policy/Procedure #7160, including assessment of the viability of programs and certificates.
5. Review the Academic Master Plan every three to five years.
6. Serve in an advisory role on related issues at the request of a vice president or the President.

b. Membership (13 voting members)
Elected Full-Time Faculty representatives from each of the following:

One Business, Economics, and Computer Studies

One English and Literature

One Health Sciences, Human Performance, Science and Engineering 
One Humanities, Fine Arts, and Media Studies

One Mathematics

One Social Sciences, Education, and Public Service
One Non-Teaching Faculty (Librarians and Counselors)

Elected Constituency representative(s) from each of the following:

One Adjunct Faculty

One Administrator 

Two Students (appointed by the student government executive committee)

Assistant Vice President for Assessment and Curriculum 
Appointed Administrator Representative(s) to be determined by the area vice president for each of the following:

Two Academic Deans

One Planning and Administration Representative 
Ex Officio Members

Assistant to the President for Institutional Effectiveness
6. 
Student Life Committee


a.
Charges

1.
Review and make recommendations for additions, deletions, and changes in existing policies and procedures that relate to the following: 
a.
Student life, student activities, student media, and the student handbook.
b.
Student behavior and discipline, and make recommendations.
2.
Review proposals for additions, changes, and deletions in policies and procedures that relate to the following:

a.
Student life, student activities, student media, and the student handbook, and make recommendations. 
b.
Student behavior and discipline, and make recommendations.  
3. 
Advise the Vice President of Student Affairs on the allocation of student fee funds to student clubs, organizations, and related activities.

4. 
Review nominations and recommend the recipients for student awards and honors.

5. 
Serve in an advisory role on related issues at the request of a vice president or the President.

b.
Membership (13 voting members)
Elected Constituency representative(s) from each of the following:

One Full-Time Faculty

One Adjunct Faculty

One Administrator 

One Support Staff 

One Managerial/Technical Staff

Five Students (appointed by the student government executive committee)

Appointed Administrator Representative(s) to be determined by the area vice president for each of the following:

Two Student Life Representatives 
 One Student Affairs Representative 
Ex Officio Member 


Vice President of Student Affairs
 ARTICLE V: CONSTITUENCY COUNCILS 
A.
Constituency Membership
1. There are six Constituencies  which are as follows:

a. Full-Time Faculty

b. Adjunct Faculty

c. Administrators

d. Managerial/Technical Staff

e. Support Staff

f. Students

2. A constituency consists of all “active” members of each category. The definitions for “active” members of each constituency are as follows:
a. Full-time faculty constituency members are all full-time teaching and non-teaching faculty.
b. Adjunct faculty constituency members are all adjunct faculty who have taught at Ocean County College within the two previous academic years.
c. Administrator constituency members are all full-time and part-time administrators who are aligned with a bargaining unit.
d. Managerial and technical staff constituency members are all full-time and part-time managerial, technical staff, and confidential clericals.
e. Support staff constituency members are all full-time and part-time support staff.
f. Student constituency members are all currently enrolled full-time and part-time students.

B. 
Council Membership
1. Employee Constituency Councils

a. The number of members who shall compose each employee constituency council shall not exceed fifteen percent (15%) of the constituency membership. 

b. Employee constituency councils shall be elected by the members of their respective Constituency Councils.
c.
Councils representing multiple sub-groups shall designate some level of proportional representation on their council.

d.
Each council shall select its own chair and recorder.

2. Student Constituency Council
a. The Student Government Executive Committee shall be the “Student Constituency Council.”
b. It shall serve to represent the interests of the students. 
c. It shall meet and appoint the student representatives to the College Senate and the standing committees in accordance with its existing bylaws.
C.  Charges of the Constituency Councils
The Constituency Councils shall be responsible for the following:  
1. Represent its members and schedule meetings for its membership.

2. These meetings shall be held to discuss matters pertaining to College Senate business and any issue outside the scope of their respective collective bargaining agreement. 

3. Serve to represent the interests of its members.

4. Facilitate communication with the standing committees.

5. Inform the constituency membership on the activities of the College Senate and standing committees.

6. Direct the chair to bring relevant issues and recommendations to the standing committees, a vice president, and/or President’s Leadership Team for consideration.

D.
Terms and Limitations of Council Members 

1. All elected council member terms shall be for one year and commence on September 1st.
2. No elected member shall serve more than three consecutive terms on the council.

3. Elected council members may be elected to serve on no more than one standing committee. 

4. Elected council members shall not serve on the College Senate.

E.
Officers of the Councils
1. The officers of the constituency council shall be the chair and the recorder; both shall be voting members.
2. The outgoing chair from the previous year shall call the first scheduled meeting and conduct the election of officers. Chairs shall submit officer election results to the Executive Secretary of the College Senate within twenty-four hours of the election.  

3. Constituency council officers shall be elected from among its members at the September meeting.  
4. The officers of the council shall constitute the Executive Committee. 
F.
Duties of the Officers

1. The Council Chair shall be responsible for the following:  
a. Presiding at all meetings of the constituency council and establishing the existence of a quorum at meetings.
b. Preparing the agenda for the constituency council meeting.
c. Calling meetings of the executive committee when needed, at least one meeting during each of the fall and the spring terms.
d. Upholding the Bylaws of the Senate.
e. Reviewing and placing on the agenda all submitted items as specified under Constituency Council Action.
f. Reviewing the minutes of each meeting with the recorder before the minutes are posted.
g. Notifying constituency membership of any lapse of attendance of members of the council.
h. Determining the attendance of guests at any meeting of the constituency council.
i. Presenting items to the standing committees, vice presidents, or the President’s Leadership Team, as specified under Constituency Council Actions.
2.
The Constituency Council Recorder shall be responsible for the following:

a. Assuming the duties of the chair whenever the chair is unavailable.
b. Assisting the chair with the responsibilities of the chair when requested to do so.
c. Posting all announcements, agendas, exhibits, minutes, and any other council documents to the constituency council website within five working days following the meeting.
d. Taking attendance at constituency council meetings and providing the chair with attendance reports.
e. Taking minutes reflecting those present at meetings, and reviewing the minutes with the chair before posting to the council website within five working days following the meeting.
f. Preparing and submitting to the chair attendance reports which reflect members present, absent, excused, and guests. 
g. Providing a report at each constituency council meeting on the disposition of constituency council actions, communications, and announcements. 
h. Ensuring the electronic archiving of announcements, agendas, exhibits, minutes, committee reports, and other council documents to the constituency website. 

G. 
Meetings of the Constituency Council
1. The Constituency Council Year shall begin September 1st and end August 31st.

2. At the first meeting in December, the College Senate shall recommend meeting days to the President for constituency groups and councils for the succeeding academic year and post these days by the first Monday in February. 
3. Constituency councils may meet once a month, as the agenda warrants. 
4. A quorum shall be determined for constituency council election of officers.

5. The outgoing chair from the previous year shall call the first regular meeting in September and conduct the election of officers. 

6. Councils shall establish standards and a format for proposals that do not conflict with college policy and procedure and post them to the council website. 
7. All agenda items shall be sent electronically to the council chair and may be submitted by any member of the constituency seven (7) days prior to the next scheduled meeting.

8. A notice of regular meetings, which includes the meeting agenda, previous meeting’s minutes, and exhibits, shall be posted to the constituency website five (5) working days prior to the scheduled meeting. 
9. Items brought to the council meetings shall be as hard copies (paper) and accompanied by a paper College Senate Transmittal Form and any required constituency proposal forms. College Senate Transmittal Forms and constituency proposal forms shall be posted to the College Senate and council websites.

10. Council minutes and attendance of those present shall be posted to the constituency website within five (5) working days following a meeting.
11. Constituency council meetings are open to members of that constituency. 
12. Should circumstances require cancelling, rescheduling, or adding meetings, a notice shall be posted to the constituency website at least five (5) working days prior to the scheduled meeting, except in cases of emergency. 
H. 
Order of Business

The regular meeting order of business, when appropriate, shall be as follows: 
1.
Call to order 

2.

Action on minutes by the recorder, including communications and announcements


3.
Unfinished business


4.
New business


5.
Forensic business and constituency member comments


6.
Adjournment

I. 
Guests 

A request by a member of the constituency to permit a guest (an individual who is not a member of the constituency) to attend a constituency or Constituency Council meeting must be submitted to the council chair and approved by the council chair prior to the council meeting.

J. 
Actions of the Council 
1. All agenda items received for consideration by the council from constituency members shall be reviewed. 
2. Constituency councils shall take action on  agenda items in one of the following ways: 

a. Forward to the appropriate standing committee.
b. Forward to the President’s Leadership Team.
c. Forward to the appropriate vice president.
d. Reject and return to the originator with an explanation for its rejection.
e. Redirect to a more appropriate committee or individual.
f. Resolve discussion items or establish an action plan. 

g. Table to the next meeting.

3. Should time not permit full consideration of an item on the agenda, the item shall be held over to the next scheduled meeting and considered under unfinished business. 
K.
Decisions of the Council 
1. Decisions of the constituency council, by preference, shall be made by consensus of the voting members present. 

2. Should a vote be necessary, each constituency member present shall have one vote. All active constituency members are voting members.
3. Passage shall be determined by a simple majority of those present and voting.

4. Each Constituency shall establish the method to handle tie votes. 

L.
Quorum

A quorum of a constituency shall exist when at least sixty percent (60%) of the elected council members are present.
ARTICLE VI: ELECTIONS AND APPOINTMENTS
A.
Elections

1. Shared Governance elections shall begin the first Monday of February and be completed by the fourth Monday of April of each year.
 

a. An election committee shall be selected by the first College Senate meeting in December. This committee shall facilitate the self-nominations, elections, and appointments for the College Senate, the standing committees, and the constituency councils, compile the results and submit them to the Executive Secretary of the College Senate, as specified under Election Procedures and Election Timeline. 
b. Senator and alternate senator elections shall begin the first Monday of February and be completed by the last Monday of March.  
c. Standing committee and constituency council elections shall begin the last Monday of March and shall be completed by the last Monday of April of each year. 
2. Appointments for appointed members shall be completed by May 15th of each year. The election committee shall facilitate the appointment process in collaboration with the area vice presidents and the President, as specified under Election Procedures and Election Timeline.
3. The election committee shall submit one final composite list of appointed and elected members to the Executive Secretary of the College Senate by the first Monday of May, and the list shall be published by the first Monday of June of each year.

4. Appointed and elected members shall begin their new terms on September 1 of each year.

5.  The Executive Secretary of the College Senate shall post the election results on the College Senate website.

6. Election of officers to the College Senate, standing committees, and constituency councils shall be conducted at the first regular meeting in September.

a. Outgoing chairs from the previous year shall call the September meetings.
b. The agenda shall include election of officers.

c. Outgoing chairs shall submit officer election results to the Executive Secretary of the College Senate within twenty-four hours following the meeting.

d. The Executive Secretary of the College Senate shall update and distribute a composite membership list by the last Friday in September.

B. Election Committee

The College Senate shall select a body, at its first meeting in December, in the form of a person or a committee, to facilitate the election for the College Senate, standing committees, and constituency councils, as specified under Election Procedures.
1. Elections for the College Senate shall be facilitated as follows:
a. Designing self-nomination forms for the senator and alternate senator positions. Self-nomination forms should instruct persons who self-nominate to more than one position to list those positions in order of preference. 
b. Distributing senator and alternate senator self-nomination forms to departments and Constituency Councils.
c. Gathering all College Senate self-nomination forms from departments and Constituency Councils.

d. Designing senator and alternate senator election ballots.

e. Distributing election ballots to departments and Constituency Councils with a deadline for return.

f. Gathering and compiling election results, as specified under Election Timeline.
2. Appointments to the College Senate and standing committees shall be facilitated as follows:
a. Designing an appointments document.

b. Submitting an appointments document to the President and vice presidents with a deadline for return.

c. Gathering and compiling appointment results, as specified under Election Timeline.
3. Elections for the standing committees and constituency councils shall be facilitated as follows:
a. Designing all self-nomination forms for the standing committees and constituency councils. Self-nomination forms should instruct persons who self-nominate to more than one position to list those positions in order of preference.
b. Distributing standing committee and constituency council self-nomination forms to the departments and Constituency Councils, as specified under Election Procedures and Election Timeline.
c. Gathering all standing committee and constituency council self-nomination forms from Constituency Councils and departments.

d. Designing standing committee and constituency council election ballots.

e. Distributing election ballots to departments and Constituency Councils with a deadline for return.

f. Gathering and compiling election results, as specified under Election Procedures and Election Timeline.
C. Election Procedures 

1. College Senate Elections

a. Self-nomination and election for senator and alternate senator positions shall begin the first Monday of February and shall be completed by the last Monday of March.

b. College community members may not concurrently serve on the College Senate and on a standing committee and/or constituency council.

c. Senator and alternate senator positions for departments and Constituency Councils shall be filled in the order of the total number of votes received for each position. Tie-breakers shall be decided by a flip of a coin.
d. Each constituency council and department supervises the self-nomination and election process of senators and alternate senators for its area.

e. College Senate elections shall be by ballots formed from submitted self-nomination. 
f. If any senator or alternate senator position remains vacant after completion of elections, it may be filled by a volunteer from the respective area of representation by a process to be determined by that area.

g. Departments and Constituency Councils shall submit senator and alternate senator election results to the election committee within twenty-four hours of the election.

2. Standing Committee and Constituency Council Elections

a. Self-nominations and elections shall begin the first Monday of March and shall be completed by the last Monday of April. 
b. Self-nominations to standing committees and constituency councils shall be open to all active members of the departments and Constituency Councils.

c. Elections to standing committees and constituency councils shall be by ballot for all active members of the departments and Constituency Councils. Departments and Constituency Councils shall determine a process for selecting alternates for standing committees and constituency councils.

d. College community members may serve concurrently on two elected positions for standing committees or one standing committee and a constituency council, but they may not serve concurrently on the College Senate.

e. Elected standing committee and constituency council positions shall be filled in the order of the total number of votes received for each position. Tie-breakers shall be decided by a flip of a coin.
f.
Departments and Constituency Councils shall submit standing committee and council election results to the election committee within twenty-four hours of the election.
D.
Appointment Procedures
1. College Senate Ex Officio Appointments 
a. The President and vice president(s) shall notify the Executive Secretary of the College Senate of the appointments no later than May 15.

b. The President shall select the vice presidential ex officio representative to the College Senate.

c. The Vice President of Academic Affairs and Vice President of Student Affairs shall select and submit for Presidential approval the dean ex officio representatives to the College Senate.

d. College Senate ex officio appointees are not voting members.
e. The Executive Secretary of the College Senate shall include the appointments in the composite election results and post it to the College Senate website. 

2.
Standing Committee Area Representatives Appointments 
a. The vice president(s) shall notify the Executive Secretary of the College Senate of the appointment no later than May 15.

b. The area vice president(s) shall designate area representatives on College Senate standing committees. 
c. Standing committee appointees are voting members.

d. Standing committee appointees may be elected to other standing committees or their constituency council. When possible, preference shall be given to individuals not already elected for two positions.
e. The Executive Secretary of the College Senate shall post the elections and appointments results to the College Senate website. A composite full membership list shall be broadly distributed to the college community and posted to the College Senate website by the first Monday of June
E.
Self-Nomination and Election Timeline

	First Meeting in December
	College Senate forms election committee.


	First Monday of February
	Self-nomination forms for senator and alternate senator positions will be distributed to the departments and Constituency Councils by the election committee with a deadline for return.


	Last Monday of March

	Election ballots for senator and alternate senator positions will be distributed to the departments and Constituency Councils by the election committee with a deadline for return.



	Last Friday of March
	Election committee compiles and submits senator and alternate senator election results for senator and alternate senator positions to the Executive Secretary of the College Senate.


	Last Monday of March
	Self-nomination forms for standing committee and constituency council positions will be distributed to the departments and Constituency Councils by the election committee with a deadline for return.



	Last Monday of April
	Election ballots for standing committee and constituency council positions will be distributed to the departments and Constituency Councils by the election committee with a deadline for return.



	Last Monday of April
	Appointments forms for senator and standing committee appointments will be distributed to the President and vice president with a deadline for return.



	First Monday of May
	Election committee shall submit the final composite list of election results to the Executive Secretary of the College Senate.




	May 15
	Appointments for senator and standing committee appointments will be gathered from the President and vice president and submitted to the Executive Secretary of the College Senate.



	First Monday of June
	Executive Secretary of the College Senate shall post a composite list of appointments and elections results to the College Senate website. A full membership list will be broadly distributed to the college community and posted to the College Senate website.



	September
	The College Senate, standing committees, and constituency councils shall hold election of officers at the first regular meeting of the year and submit the results to the Executive Secretary of the College Senate within twenty-four hours of the election.



	Last Friday of September
	The Executive Secretary of the College Senate shall distribute a final full membership list to the college community by the last Friday of September.




ARTICLE VII: AMENDING THE BYLAWS
Recommendations to amend these Bylaws may be formally proposed by any member of the Senate of Ocean County College not less than seven days in advance of the next College Senate meeting. The proposal will be included on the agenda of the College Senate and will be discussed at that meeting under new business. The proposed amendment will be well publicized to the college community and acted on in no fewer than two meetings and no more than four meetings following the introduction of the proposal by the College Senate. The proposed Bylaws change(s) will be forwarded to the President for his approval. If approved, the changes will be forwarded to the Board of Trustees for their consideration. Presidential or Board disapproval will void the proposed changes.

Note: 
All meetings described within this document shall operate according to the procedures identified. Should issues concerning procedures arise upon which the document is silent, Robert’s Rules of Order will prevail. In all cases, the Bylaws of the Senate of Ocean County College shall take precedence over Robert’s Rules if a conflict between the two occurs.
Schedule Guidelines for Meetings  

The College Senate shall use this guideline to establish the meeting schedule for the succeeding academic year by its first meeting in December of each year. 

Senate and Standing Committees:

	Activity Period
	1st Wednesday
	2nd Wednesday
	3d Wednesday
	4th Wednesday

	I.  2:00-3:15 PM  (Y)


	(Department Meetings)
	Learning Assessment

Student Life
	College Senate
	Academic Standards

	II. 3:30-4:45 PM  (Z)


	College Senate
	Curriculum

Athletics
	
	Curriculum

Instruction


Constituency Councils:

	Time Period
	1st Wednesday
	1st Friday
	2nd Friday
	3d Friday

	5:00 PM (G)
	Adjunct Faculty
	
	
	

	12:30 PM  (X)
	Full-time Faculty
	
	
	

	2:00 PM  (Y)
	
	Support Staff
	Managerial/Technical
	Administrators

	
	Students arrange dates and times to meet at their discretion.
	
	
	


College Senate Meetings 



First Wednesday (Z) and Third Wednesday (Y)

Committee Meetings

Academic Standards



Fourth Wednesday (Y)

Curriculum




Second and Fourth Wednesday (Z)

Instruction




Fourth Wednesday (Z)

Intercollegiate and Intramural Athletics

Second Wednesday (Z)

Learning Assessment



Second Wednesday (Y)

Student Life




Second Wednesday (Y)

Department Meetings



First Wednesday (Y)

Constituency and Constituency Council Meetings

Administrators




Third Friday (Y)

F/T Faculty




First Wednesday (X).

P/T Faculty




First Wednesday (G)

Managerial/Technical



Second Friday (Y)

Support Staff




First Friday (Y)


Students





Meet at their discretion
� For the Shared Governance Year 2007-2008, the schedule included in these Bylaws shall be used.


� The term “departments” shall refer to academic areas, including librarians and counselors.  


� To populate the Senate website for elections and governance activities, Human Resources shall send a list of all “active” members of the entire College Community by the second Friday of February. To see the definitions of “active” members see Article V. Constituency Councils.


� Appointed and elected members for 2007-2008 shall serve an extended term ending on August 31, 2008. 
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