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[bookmark: PREAMBLE][bookmark: _bookmark0]PREAMBLE
Ocean County College (OCC) is committed to providing our community with a clear and balanced system of shared governance that provides the greatest means for achieving the mission of the College. The College Senate will foster an environment of mutual respect, courtesy, and integrity among members of the college community. The College Senate will safeguard transparency and provide opportunities for college community members to be heard regarding academics and student life.


[bookmark: ARTICLE_1:__NAME][bookmark: _bookmark1]ARTICLE 1: NAME
The shared governance of Ocean County College will be known as the College Senate of Ocean County College, comprised of the Senate and the Standing Committees.


[bookmark: ARTICLE_2:__PURPOSE_OF_THE_COLLEGE_SENAT][bookmark: _bookmark2]ARTICLE 2: PURPOSE OF THE COLLEGE SENATE
The College Senate represents all members of the college community and plays an active leadership role in the shared governance of OCC. The responsibility of the College Senate is to provide guidance and oversight through the standardized structure set forth in these bylaws and document archives and facilitate the College’s educational mission and student life roles by providing a vehicle that represents the college community as a whole.

[bookmark: ARTICLE_3:__COLLEGE_SENATE_ORGANIZATIONA][bookmark: _bookmark3]ARTICLE 3: COLLEGE SENATE ORGANIZATIONAL CHART
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[bookmark: ARTICLE_4:__SENATE][bookmark: _bookmark4]ARTICLE 4: SENATE
[bookmark: CHARGES]CHARGES

1. Uphold the Bylaws of the College Senate.

2. Facilitate transparent operation and communication within all levels of shared governance to encourage open dialogue and exchange of ideas.

3. Receive agenda items for consideration from standing committees, vice presidents, or the president to be reviewed, and action to be taken.

4. Recommend to the President’s Cabinet additions, deletions, and/or revisions to policies and programs/courses/certifications in the areas of academics and student life.

5. Act on all agenda items in one of the following ways:
a. Senate-approved items will be forwarded to the President’s Cabinet for approval.
b. Forward to the President’s Cabinet without approval along with explanation for not approving.
c. Reject and return to originator with an explanation for its rejection.
d. Return to the originator with questions or suggestions for further consideration, revision, and re-presentation to the Senate, if warranted.
e. Redirect to a more appropriate committee or individual.
f. Table to the next meeting.
g. Procedures are voted on for approval.
h. Forward to the President’s Cabinet for its recommendation on any submitted agenda item that has been discussed at two consecutive scheduled meetings of the Senate without final action, with the exception of proposals to amend the bylaws.

6. Table agenda items to the next scheduled meeting as unfinished business, if time does not permit review.

7. Act upon any proposals or revisions to amend the bylaws.

8. Facilitate review of the bylaws as needed, at least once every three years.

9. Follow up with standing committees to ensure project progression remains in line with the College’s goals and mission statement.

10. When an agenda item is forwarded to the President’s Cabinet, the executive secretary will be notified of the status of the item in a timely manner, usually not to exceed 60 days.

11. Create annual report and review t h e annual reports of the standing committees before its last meeting of the year, and submit reports to the President’s Cabinet before the first meeting in September.

12. Review the meeting schedule for the succeeding academic year, and make recommendations to the President’s Cabinet at the second meeting in October.

13. Establish an election committee by the first meeting in December of each year.

14. The committee chair of any college-wide non-standing committee, task force, ad hoc, etc., will inform and update the executive committee of its formation, members, and charges. Documentation will be retained by the Senate. Chairs will follow the process described on the governance website.

15. All senators are voting members except ex officio members.

16. Should a vote be necessary, each voting member present will have one vote.

17. Passage will be determined by a simple majority of members present and voting.

18. Uphold standards, maintain consistency, effectiveness, efficiency, and support quality throughout all functions of the Senate.

19. Offer training opportunities as described in Article 6.

20. Review, recommendation, or consideration will not be given to submissions regarding the subject of 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.


[bookmark: MEETINGS]MEETINGS

1. The senate year will begin September 1 and end August 31.

2. Meetings will be held twice a month, in an assembly forum, as agenda warrants. Should circumstances require cancelling, rescheduling, or adding meetings, a notice will be sent to all senators, deans, vice presidents, and the president as well as posted to the Governance Website, except in cases of emergency. The assembly structure will be face-to-face, with Webex option to allow for a college-wide open forum for discussion, while still maintaining a structured senate-only voting system.

3. The outgoing chair will call the first meeting of the year and conduct the election of officers. If the chair is not available, the outgoing vice chair or executive secretary, in this order, will conduct the election of officers.

4. At the second meeting in October, a recommended meeting schedule will be sent to the President’s Cabinet for the succeeding academic year and approved meeting days will be posted in advance of elections.

5. Standards will be established and a format for proposals will be posted to the Governance Website.

6. Agenda items will be submitted electronically to the chair seven 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, will be emailed to the senators, deans and vice presidents and posted to the Governance Website five working days prior to the scheduled meeting.

8. 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.

9. A quorum must be achieved for the legal action of business. A quorum consists of 51% of seated voting senators.

[bookmark: TERMS_AND_LIMITATIONS]TERMS AND LIMITATIONS

1. Senate positions will commence on September 1.

2. A senator’s term is for two years.

3. Senators may not serve more than two consecutive terms.

4. Senators may not serve on a standing committee.

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

6. Members have a duty to be present at each meeting, except in cases of emergency. If a member has excessive absences, a review and decision will be determined if the member will remain or be removed. A vacancy may be created when a voting senator has missed two consecutive meetings or more than 20% of the regularly scheduled meetings.

[bookmark: MEMBERS]MEMBERS

1. Senate will consist of 23 voting senators and two ex officio members.

2. Faculty/Lecturers are elected by their academic school or constituency. One Faculty or Lecturer from the School of Arts & Humanities 
	One Faculty or Lecturer from the School of STEM
One Faculty or Lecturer from the School of Business and Social Science 
One Faculty or Lecturer from the School of Nursing
One Faculty or Lecturer from the Library 
Two Faculty or Lecturer: At Large

3. Part Time Educators are elected by their constituencies:
Two Adjunct or Part-Time Teacher

4. Administrators are elected by their constituencies: One Workforce Development Administrator 
One Student Affairs Administrator
Four Administrators

5. Others are elected by their constituencies: Four Non-Affiliated Hourly
Two Support Staff

6. Two Students appointed by the student government executive committee

7. Ex Officio Members
One Vice President – Appointed by President 
One Dean – Appointed by Vice President of Academic Affairs

[bookmark: OFFICERS]OFFICERS

The officers will be the chair, vice chair, and executive secretary. The officers will constitute the executive committee.


[bookmark: ELECTION_OF_OFFICERS]ELECTION OF OFFICERS

1. [bookmark: 1._The_outgoing_chair_will_call_the_firs]The outgoing chair will call the first scheduled meeting and conduct the election of officers. The chair, vice chair, and executive secretary must be elected / re-elected at the first meeting.

2. A senator must have served for one year before standing for election as the chair or vice chair.


DUTIES OF OFFICERS
1. Uphold the Bylaws of the College Senate.
2. Call a meeting for a standing committee when circumstances warrant.

3. Prepare and submit the meeting schedule for the succeeding academic year to the President’s Cabinet for review and recommendations at the second meeting in October. The meeting schedule will be published in time for shared governance elections.

4. The vice chair and executive secretary will be voting members. The chair will only vote in the case of a tie, which will be the deciding vote.

5. Prepare an annual report of exhibits and activities and present it to the Senators for review and action by the last meeting in August. Upon approval, the report will be submitted to the President’s Cabinet by the second meeting in September.

6. Oversee governance communications and electronic documents.
7. Develop, implement, and oversee a method and procedure to archive all electronic governance documents.

8. In the event that no one self-nominates for chair, vice chair and/or executive secretary, names will be selected by lottery.

9. In the event that a seat becomes vacant on the senate or a standing committee, the senate chair will contact the appropriate constituency to seek volunteers to fill that seat. Should there be more than one volunteer, an election will be held in a timely fashion.

DUTIES OF THE CHAIR

1. Preside at all meetings of the Senate.

2. Establish quorum before proceeding with the meeting.
3. Call meetings of the executive committee, when needed.
4. Receive, review, and forward exhibit items to the executive secretary to be added to the next agenda.
5. Notify senator(s) of any lapse in their attendance.
6. Forward approved items to the President’s Cabinet for Board of Trustees approval.
7. Attend President’s Cabinet and Board of Trustees meetings.

DUTIES OF THE VICE CHAIR
1. Assume the duties of the chair in their absence.

2. Assist the chair with their responsibilities/tasks upon request.

3. Serve as liaison between the senate and its standing committees.
4. Facilitate review of the bylaws as needed, at least once every three years.


DUTIES OF THE EXECUTIVE SECRETARY
1. Assume the duties of the chair or vice chair when neither is available.

2. Upon completion of elections, create an electronic distribution list of senators, deans, ex officios, vice presidents, and the president. This list will be used for email notifications throughout the year.

3. Prepare meeting agendas in collaboration with the chair.

4. Record all exhibits on the exhibit master file.

5. Send out meeting notices to all members of the Senate, standing committees, deans, vice presidents, and the president. Include the agenda, previous meeting’s minutes, copies of exhibits to be reviewed and voted upon, and the Webex meeting link.

6. Send out meeting cancellation notices to all members of the Senate, standing committees, deans, ex officios, vice presidents, and the president when needed, with the exception of emergency situations. Upload the notice to the Governance Website as soon as possible prior to the scheduled meeting time.

7. At each meeting, record the attendance of both the voting members and guests and advise the chair when quorum has been reached.

8. Take notes, update minutes and update exhibit master file with approval status. Send minutes to members of the senate, standing committees, deans, ex officios, vice presidents, and the President. Upload the file to the Governance Website within five working days after the meeting.

9. Update and forward attendance master report to the chair. The file reflects year-to-date attendance of members and attending guests.

10. Ensure the electronic archiving of announcements, agendas, exhibits, minutes, cancellation notices, membership lists, appointments, election results, senate reports and other documents to the Governance Website.

11. Assist in preparing the annual report with the chair and vice chair.

APPOINTMENT PROCEDURE of EX OFFICIO
1. The Vice President of Academic Affairs will select and submit for presidential approval the dean ex officio. The president and vice presidents will notify the executive secretary of the appointment no later than the second meeting in May.

2. The president will select the vice-presidential ex officio representative and will notify the executive secretary of the appointment no later than the second meeting in May.

3. Senate ex officio appointees are not voting members.

4. The executive secretary will include the appointments in the composite election results, distribute the results electronically to the college community, and post it to the Governance Website by the first Monday in June.
QUORUM

A quorum consists of 51% of seated voting senators.

SENATOR ELECTION AND VACANCIES

1. Senator elections will be held according to the self-nomination process outlined in Article 7.

2. In the event that a seat becomes vacant on the senate, the chair will contact the appropriate constituency to seek volunteers to fill a seat. Should there be more than one volunteer an election will be held in a timely fashion.

3. If a senate seat remains vacant, the position will be filled in the next election cycle. The newly elected senator will begin a new two-year term.

[bookmark: ARTICLE_5:__SENATE_STANDING_COMMITTEES][bookmark: _bookmark5]ARTICLE 5: SENATE STANDING COMMITTEES

COMMITTEES
· Academic and Student Affairs Standards and Policies
· Academic Support
· Curriculum
· Instruction
· Learning Assessment

CHARGES OF STANDING COMMITTEES

1. Decisions of the committee will be made by consensus of the members present.

2. Should a vote be necessary, each voting member present will have one vote.

3. Passage will be determined by a simple majority of members present and voting.
4. All committee members are voting members except ex officio members.

5. All regular agenda items received for consideration by the committee from an individual, (faculty, administrator, staff and student), the Senate, a vice president, or the President will be reviewed, and action will be taken by the committee within two scheduled meetings.
6. A committee will act on all agenda items in one of the following ways:
a. Recommend and present new or revised policy to the Senate.
b. Act as dictated by college policy and procedure.
c. Return to the originator with a request for revision, clarification or further information.
d. Reject and return to the originator with an explanation for its rejection.
e. Forward to the 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 Senate in the same fashion.
g. Table to the next meeting.

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

8. 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 will be forwarded to the Senate for its disposition. A submitted agenda item that has been discussed at three consecutive scheduled meetings of the Curriculum Committee without final action will be forwarded to the Senate for its disposition.

9. When an agenda item is forwarded to the Senate, the Executive Secretary will notify the committee recorder of the status of the item in a timely fashion, usually not to exceed 30 days.

10. If an agenda item is rejected by the committee and a vice president chooses to take it to the Senate for consideration, the vice president will notify the committee of the action and provide an explanation of the circumstances prompting that action. The committee will include the vice president’s notice and explanation in a future committee meeting’s minutes.
11. Provide an annual report to the Senate.

12. 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 and approved by the committee chair prior to the committee meeting.
13. Review and make recommendations, at most every five years, for additions, deletions, and changes in existing policies and procedures that relate to the standing committees. This report will be presented to the Senate.

MEETINGS

1. The standing committee’s year will begin September 1 and end August 31.

2. At the second meeting in October, the Senate will recommend meeting days of standing committees to the President’s Cabinet for the succeeding academic year and post the dates in advance of Senate elections.

3. The Curriculum Committee will meet twice a month, as the agenda warrants. The other standing committees will meet once a month, as the agenda warrants.

4. A quorum must be achieved for the legal action of business. A quorum will exist when 45% of the voting committee members are present.

5. The outgoing chair will call the first meeting of the year and conduct the election of officers. If the outgoing chair is not available, the outgoing recorder will conduct the election of officers. If neither is available, the current senate chair will conduct the election of officers.

6. All agenda items will be sent electronically to the chair seven 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, will be posted to the Governance Website five working days prior to the scheduled meeting.

8. Items brought to the standing committee meetings will be submitted through the current transmittal form, and any required committee proposal forms. College transmittal forms and standing committee proposal forms will be posted to the Governance Website.

9. Meeting minutes, including attendance, will be posted to the Governance Website within five working days after the meeting.

10. Committee meetings are open to the college community, 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 will be posted to the governance website at least five working days prior to the scheduled meeting, except in cases of emergency.


TERMS AND LIMITATIONS

1. All voting committee member terms will be for one year and commence on September 1st.

2. No voting member will serve more than three consecutive terms on the same committee.

3. Voting committee members will not serve concurrently in more than two voting positions for standing committees.

4. Voting committee members will not serve on the Senate.

5. Members of the standing committees have a duty to be present at each meeting. If a member has excessive absences, a review and decision will be determined if the member will remain on the committee or be removed. A vacancy can be created when a voting member of the standing committee has missed two consecutive meetings or more than 20% of the regularly scheduled meetings.


OFFICERS

Standing committee officers will be the chair and recorder.


DUTIES OF OFFICERS

1. The outgoing chair will call the first scheduled meeting of the year and conduct the election of officers.

2. Each standing committee will elect its officers from among the voting members at its first meeting of the year. Chairs will submit officer election results to the executive secretary of the Senate within 48 hours of the election.

3. Standing committee officers will be voting members.

4. In the event that no one self-nominates for chair or recorder, names will be selected by lottery.

DUTIES OF CHAIR

1. Preside at all meetings of the committee.

2. Uphold the Bylaws of the College Senate.

3. Prepare the committee meeting agendas by reviewing and including all submitted items for consideration.

4. Review the minutes of each meeting with the recorder before they are posted.

5. Notify the senate chair if any seat becomes vacant.

6. Ensure a quorum before continuing each meeting.

7. Present and forward items to the Senate, as specified under charges of the standing committees.


DUTIES OF RECORDER

1. Assume the duties of the chair in their absence.

2. Assist the chair with their responsibilities upon request.

3. Post all announcements of agendas, exhibits, minutes, and any other committee documents to the Governance Website five working days prior to the meeting.

4. Take attendance at committee meetings that reflects members present, absent, excused, and guests, and notify the chair when quorum has been reached.

5. Record minutes and review with the chair before posting to the Governance Website within five working days after the meeting.

APPOINTMENT PROCEDURE of AREA REPRESENTATIVES

1. The area vice president(s) will notify the executive secretary of the appointments no later than the second meeting in May.

2. The area vice president(s) will designate area representatives on standing committees.

3. Standing committee appointees are voting members.

4. Standing committee appointees may be elected to other standing committees. When possible, preference for appointment will be given to individuals not already elected.

5. The executive secretary will post the election and appointment results to the Governance Website. A composite membership list will be broadly distributed to the college community and posted to the Governance Website by the first Monday of June.

QUORUM

A quorum must be achieved for the legal action of business. A quorum will exist when 45% of the voting committee members are present.

STANDING COMMITTEE ELECTION AND VACANCIES

1. Standing committee elections will be held according to the self-nomination process outlined in Article 7.

2. In the event that a seat becomes vacant on the senate or a standing committee, the senate chair will contact the appropriate constituency to seek volunteers to fill a seat. Should there be more than one volunteer, an election will be held in a timely fashion. If the seat remains vacant after the second call for volunteers, the seat will remain so until the next election cycle.

CHARGES OF ACADEMIC AND STUDENT AFFAIRS STANDARDS AND POLICIES COMMITTEE
1. Review proposals and make recommendations pertaining to additions, deletions, and changes to policies and procedures that relate to academic issues that include, but will not be limited to, admission, readmission, registration, student records, placement testing, advanced standing, course withdrawal, and grades.

2. Collaborate with Academic Affairs to oversee the Academic Appeals Subcommittee as specified in college policy.
a. Review F to W, academic sanctions, academic forgiveness, and academic integrity appeals
b. The subcommittee will be comprised of seven members, five of which serve on the Academic Standards Committee.
c. The subcommittee will meet on as needed basis.

3. Serve in an advisory role on related issues at the request of a vice president or the president.
4. In accordance with Middle States recommendations, one representative from Academic and Student Affairs Standards and Policies Committee will be elected by the committee to meet with the Board of Trustees Bylaws, Policy, and Curriculum Standing Committee. In the event that no one self-nominates for this role a name will be selected by lottery.
5. Review and make recommendations on traffic appeals as related to parking violations issued by campus safety and security.
6. Membership consists of 15 voting members.
a. Elected Full-Time Faculty and Lecturer representatives from each of the following: 
One Faculty or Lecturer from the School of Arts and Humanities
One Faculty or Lecturer from the School of STEM
One Faculty or Lecturer from the School of Business and Social Sciences 
One Faculty or Lecturer from the School of Nursing and Health Sciences 
One Faculty or Lecturer from the Library
b. Part-Time Educators:
One Adjunct Faculty or Part-Time Teacher
c. Administrator Representative(s) to be determined by the area vice president for each of the following:
One Academic Dean or Academic Assistant Dean 
One Workforce Development Administrator
One Enrollment Services Administrator
One Director of Academic Advising or Representative 
One Counseling Services Representative
Director of Student Life or Representative 
Registrar or Representative

d. Two students appointed by the student government executive committee
e. Ex Officio Members
Vice President of Student Affairs
Dean of Academic Affairs Processes and Faculty Development

CHARGES OF ACADEMIC SUPPORT COMMITTEE

1. Review and make recommendations for additions, deletions, and changes in existing policies and procedures that relate to academic support to the Academic and Student Affairs Standards and Policy Committee.

2. Review and recommend student enrichment and foundational education proposals, including but not limited to those that enhance tutoring, information literacy, programming for at-risk students and disability services.

3. Review and recommend innovations to improve instructional methods in coordination with the Instruction Committee, plan and implement workshops that align with the Academic Master Plan, College Strategic Initiatives, and interests of the college community.

4. Serve in an advisory role on educational support-related issues at the request of a vice president or the president.

5. Collaborate with Instruction Committee and Academic and Student Affairs to oversee the holistic development of students, including but not limited to advising, early warning interventions, tutoring, information literacy skill development, and counseling.

6. Membership consists of 15 voting members.
a. Elected Full-Time Faculty and Lecturer representatives:
One Faculty or Lecturer from the School of Arts and Humanities 
One Faculty or Lecturer from the School of STEM
One Faculty or Lecturer from the School of Business and Social Sciences 
One Faculty or Lecturer from the School of Nursing and Health Sciences 
One Faculty or Lecturer from the Library
b. Part-Time Educators:
One Adjunct Faculty or Part-Time Teacher

c. Academic and Tutoring Support Services 
One Writing Tutor
One STEM Tutor
d. Administrator Representative(s) to be determined by the area vice president for each of the following:
One School Administrator 
One Counseling Administrator
One Disabilities Services Representative 
One Success Team Representative
One Academic and Tutoring Support Services Administrator

e. Two students appointed by the student government executive committee
f. Ex Officio Members
Vice President of Academic Affairs or Representative

CHARGES OF CURRICULUM COMMITTEE

1. 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 will be submitted to the Curriculum Committee by the area school dean.

2. 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.

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

4. Review proposals and make recommendations for additions, deletions, and changes in requirements for all degrees and certificates.

5. In accordance with Middle States recommendations, one representative from Curriculum Committee will be elected by the committee to meet with the Board of Trustees Bylaws, Policy, and Curriculum Standing Committee. In the event that no one self-nominates for this role a name will be selected by lottery.
6. Membership consists of 13 voting members.

· Elected Full-Time Faculty and Lecturer representatives:
One Faculty or Lecturer from the School of Arts and Humanities 
One Faculty or Lecturer from the School of STEM
One Faculty or Lecturer from the School of Business and Social Sciences 
One Faculty or Lecturer from the School of Nursing and Health Sciences
One Faculty or Lecturer from the Library
· Part-Time Educators:
One Adjunct Faculty or Part-Time Teacher

· Administrator Representative(s) to be determined by the area vice president for each of the following:
One Academic Dean
One Academic Assistant Dean 
One Registrar or Representative
One Director of Academic Advising or Representative 
One Academic Affairs Administrator
One Workforce Development Representative

· One student appointed by the student government executive committee

· Ex Officio Members
Vice President of Academic Affairs
Executive Director of Curriculum and Academic Assessment Program Director, Career and Academic Programs

CHARGES OF INSTRUCTION COMMITTEE

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. Receive reports from and give feedback to the Colloquium Planning Committee.

4. Academic Affairs Faculty Development Unit should collaborate with the Instruction Committee to review and recommend 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. Collaborate on developing workshops that align with the Academic Master Plan, College Strategic Initiatives, Fall and Spring Teaching and Learning Institutes and other professional development opportunities that are of interest to the college community.

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

6. The chair of this committee will also serve on the Teaching and Learning Technology Committee (TLTC).

7. Membership consists of 11 voting members.
a. Elected Full-Time Faculty and Lecturer representatives from each of the following: 
One Faculty or Lecturer from the School of Arts and Humanities
One Faculty or Lecturer from the School of STEM
One Faculty of Lecturer from the School of Business and Social Sciences 
One Faculty or Lecturer from the School of Nursing and Health Sciences 
One Faculty or Lecturer from the Library
b. Part-Time Educators:
Two Adjunct Faculty or Part-Time Teachers

c. One Elected Administrator

d. Administrator Representative(s) to be determined by the area vice presidents for each of the following:
Academic Dean or Academic Assistant Dean 
Associate Director of Educational Technology or Educational Technology Administrator
Enrollment Services Administrator
e. Ex Officio Members
Vice President of Academic Affairs

CHARGES OF LEARNING ASSESSMENT COMMITTEE

1. Review and make recommendations to the learning assessment plans of the college to assure alignment with the Academic Master Plan and the College Strategic Initiatives.

2. Review and assess summary course-level learning outcomes data, and convey to academic schools its recommendations for ways to improve teaching and learning. As appropriate, provide recommendations to the Instruction Committee for planning and implementing relevant workshops.

3. Review program review reports using criteria established by Policy/Procedure #7160, Program Evaluation, including assessment of the viability of programs and certificates.

4. Review proposals to inactivate or terminate courses, academic programs, and certificate curricula and make recommendations.

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.

7. Review and make recommendations on the Comprehensive Local Needs Assessment (CLNA) process and submission.

8. Membership consists of 13 voting members
a. Elected Full-Time Faculty and Lecturer representatives:
One Faculty or Lecturer from the School of Arts and Humanities 
One Faculty or Lecturer from the School of STEM
One Faculty or Lecturer from the School of Business and Social Sciences 
One Faculty or Lecturer from the School of Nursing and Health Sciences 
One Faculty or Lecturer from the Library
b. Part-Time Educators:
Two Adjunct Faculty or Part-Time Teachers
c. Administrator Representative(s) to be determined by the area vice president for each of the following:
One Academic Dean
One Academic Assistant Dean
One Institutional Research Representative 
One Curriculum Management Representative
d. Two students appointed by the student government executive committee

e. Ex Officio Members
Vice President of Academic Affairs
Executive Director of Curriculum and Academic Assessment

[bookmark: ARTICLE_6:__ORDER_OF_BUSINESS][bookmark: _bookmark6]ARTICLE 6: ORDER OF BUSINESS

· AGENDA
· Call to order
· Action on minutes
· Unfinished business
· New business
· List of exhibits
· Community comments
· Standing committee reports, if present
· Open comments from all
· Adjourn
· Webex invitation

· MINUTES
· Attendees
· Senators
· Guests
· Absent Senators
· Call to order
· Action on minutes
· Unfinished business
· New business
· List of exhibits
· Community comments
· Standing committee reports, if present
· Open comments from all
· Details of events, etc. will be emailed to executive secretary to add to minutes
· Adjourn

· ANNUAL SUMMARY REPORT to the PRESIDENT

[bookmark: ARTICLE_7:_SELF-NOMINATION_AND_ELECTION_][bookmark: _bookmark7]ARTICLE 7: SELF-NOMINATION AND ELECTION TIMELINE

	First Meeting in December
	Senate forms election committee.

	First Monday of February
	Self-nomination forms for senator positions will be distributed to the faculty, administrators and staff by the election committee with a deadline for return.

	Last Monday of February
	Election ballots for senator positions will be distributed to the faculty, administrators and staff by the election committee with a deadline for return.

	Last Friday of February
	Election committee compiles and submits election results for senator positions to the executive secretary of the Senate.

	First Monday of March
	Self-nomination forms for standing committees will be distributed to the faculty, administrators and staff by the election committee with a deadline for return.

	Last Monday of March
	Election ballots for standing committees will be distributed to the faculty, administrators and staff by the election committee with a deadline for return.

	First Monday of April
	Election committee will notify the area vice presidents of appointed and
ex officio seats to be filled with a deadline to return.

	Last Monday of April
	Appointees and ex officios will be reported by the area vice presidents to the election committee.

	Last Monday of May
	Election committee will submit the final composite list of election results to the executive secretary of the senate.

	First Monday of June
	A full membership list will be distributed to the college community and posted to the Governance Website by the executive secretary of the senate.

	First Meeting in September
	The Senate and standing committees will hold election of officers and submit the results to the executive secretary of the Senate within 24 hours of the election. The Academic & Student Affairs Standards & Policies and Curriculum committees will also elect a representative to meet, once a month, with the Board of Trustees’ Bylaws, Policy, and
Curriculum Standing Committee.

	Last Friday of September
	The executive secretary of the Senate will distribute a final full membership list to the college community and post to the Governance Website.



[bookmark: ARTICLE_8:_TRAINING][bookmark: _bookmark8]ARTICLE 8: TRAINING
· Current Employees: Introduction to shared governance and the importance of getting involved
· NeoEd
· Human Resources professional development
· Governance Website page

· Onboarding
· Human Resource Orientation
· NeoEd

· Training for newly elected executive committee members



[bookmark: ARTICLE_9:_AMENDING_BYLAWS][bookmark: _bookmark9]ARTICLE 9: AMENDING BYLAWS
Recommendations to amend these bylaws may be formally proposed by any member of the College Senate of Ocean County College not less than seven days in advance of the next Senate meeting. The proposal will be included on the agenda of the 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 Senate, with the exception of larger amendments. In these situations, a timeline will be created. The proposed bylaws change(s) will be forwarded to the president for 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.

[bookmark: ARTICLE_10:_APPENDIX:_GLOSSARY][bookmark: _bookmark10]ARTICLE 10: APPENDIX: GLOSSARY

· Academic Support: Educational programming, services, and resources to help our students persist and be successful.

· Administrators: Employee who holds a managerial role in the organization.

· Agenda: An outline of the order of which things need to be done. This includes exhibits to be discussed and voted upon.

· Amendment: A change, addition or deletion of the current Bylaws. This needs to be voted on and approved by the Ocean County College’s Board of Trustees.

· Appointed: A faculty or staff member who is assigned, not elected, to a particular position.

· At-Large: An elected Senate member who does not hold a defined position within the Senate, but represents the concerns of all faculty, staff and student population. At-Large members are voting members.

· Bylaws: Establish the roles and responsibilities of governance members.

· Charges: The tasks and duties assigned to a particular group.

· College Community: Represents students, faculty and staff.

· College Senate: Overarching shared governance system which is comprised of the Senate and the Standing Committees.

· Exhibits: List of items to be presented, discussed, reviewed and voted upon.

· Ex-Officio: Individuals who serve on a committee, based on their administrative status at the College. They can participate in discussions, but have no voting rights.

· Faculty: Tenured/Tenure-track Faculty, College Lecturer II’s, and Adjunct.

· Governance: A system whereby the organization is established and operated, and the mechanisms by which the organization and its members are held accountable.

· Hierarchy: A system to organize members into different ranks or levels of status.

· Lottery: Random selection of names in the order of chair, vice chair and executive secretary for Senate and chair, recorder for standing committees. For example, selecting names from a hat or by using an electronic randomizer, etc.

· Minutes: Notes that are recorded during a meeting and retained for public viewing.

· Non-Standing Committee: A committee that does not fall under the structure of the College Senate.

· Preamble: An introductory statement.

· Part-Time: For election purposes, a Part-Time Professional Educator excludes any Full-Time employees.

· Quorum: A minimum number of voting members that must be present at a meeting in order for decisions of that meeting to be valid.

· Self-Nomination: Individuals who officially recommend themselves for a committee position.

· Senate: An advisory body representing the general faculty, staff and students.

· Senators: Voting members of the Senate who review exhibits presented to them for recommendations and further action.

· Staff: Managerial, Technical and Support employees.

· Standing Committee: A panel of members of the College Community that specializes in a particular area of study. The committee reviews current policies and procedures, course contents, etc. and makes recommendation for changes.

· Students: Individuals attending OCC for Credit and Non-Credit courses.

· Terms and Limitations: The amount of time designated for a particular position within the Senate or a committee.

· Vacancy: A position on a committee that does not have an individual assigned to it.

[bookmark: ARTICLE_11:_APPENDIX:_AGENDA_AND_MINUTES][bookmark: _bookmark11]ARTICLE 11: APPENDIX: AGENDA AND MINUTES TEMPLATES

OCEAN COUNTY COLLEGE MEMORANDUM


To:	Members of the College Governance Structure
From:	(Executive Secretary or Recorder’s Name), Senate Executive Secretary Subject:	Senate Agenda for Meeting of (Meeting Date)
Date:	(Current Date) Location:	Remote WebEx


1. Call to order

2. Action on minutes

· Minutes from (meeting date)

3. Unfinished business


4. New Business
· List of exhibits
· ​

5. Campus community comments


6. Adjournment

NOTE: ADD WEBEX MEETING INVITE WITH LINK


OCEAN COUNTY COLLEGE MEMORANDUM

To:	Members of the College Governance Structure
From:	(Executive Secretary or Recorder’s Name), Senate Executive Secretary Subject:	Senate Minutes for Meeting of (Meeting Date)
Date:	(Current Date)
Location:	Remote WebEx

In Attendance
Senate Members: (list attendees) Guests:	(list attendees) Absent
Senate Members:   (list absentees)

1. Call to order (time meeting started) pm

2. Action on minutes

a. Minutes from (meeting date) - Approved

3. Unfinished business

4. New Business
a. List of exhibits – DISPOSITION (approved/rejected/approve with edits/table)

5. Campus community comments –

6. Adjournment (time meeting ended) pm

[bookmark: ARTICLE_12:__APPENDIX:_TIMELINE][bookmark: _bookmark12]ARTICLE 12: APPENDIX: TIMELINE
September:
· First Meeting: Start of new terms
· First Meeting: Outgoing chair will call meeting
· First Meeting: Outgoing Chair conducts the election of executive committee
· First Meeting: Set up training
· First Meeting: Present standing committee annual report to Senate
· Second Meeting: Present Senate annual report to the president and President’s Cabinet
· Last Friday: Distribute a final full membership list to the college community October:
· Second Meeting: Submit meeting schedule for the succeeding academic year to the President December:
· First Meeting: Form election committee February:
· First Monday: Self-nomination forms for senator positions will be distributed, with a deadline for return
· Last Monday: Election ballots for senator will be distributed with a deadline for return
· Last Friday: Compile and submit election results March:
· First Monday: Self-nomination for standing committees will be distributed with a deadline to return
· Last Monday: Election ballots for standing committees will be distributed with a deadline for return April:
· First Monday: Election committee will notify the area vice presidents of appointed and ex officio seats to be filled with a deadline to return
· Last Monday: Appointees and ex officios will be reported by the area vice presidents to the election committee
May:
· Last Monday: Election committee will submit the final composite list of all election results to the executive secretary of the Senate
June:
· First Monday: Full membership list will be distributed to the college community and posted to the Governance Website
August:
· Prepare standing committee annual report
· Prepare senate annual report
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