GOVERNANCE

COLLEGE ASSEMBLY RULES AND REGULATIONS 

THE CHRIST COLLEGE OF NURSING AND HEALTH SCIENCES 

COLLEGE ASSEMBLY 

RULES AND REGULATIONS 

ARTICLE I - NAME 
The name of this organization shall be the College Assembly of The Christ College of Nursing and Health Sciences. 

ARTICLE II - PURPOSE 
The purpose of this assembly shall be to develop, implement, and evaluate the mission, values, vision, and goals of The Christ College of Nursing and Health Sciences in accordance with the philosophy of the governing Board of the College and contemporary trends in higher education, nursing, and health. Appropriate recommendations will be forwarded to the Board of Directors. 

ARTICLE III - FUNCTIONS 
The function of this assembly shall be to: 

1. Establish the mechanism for planning, implementing, evaluating, and/or revising the educational programs as indicated. 

2. Establish the process for the recruitment and admission of qualified applicants into the college. 

3. Establish the processes for student retention from matriculation through graduation and within the college. 

4. Manage policies, revenue, resources, and facilities that serve to promote professional growth of faculty, staff, and students. 

5. Stimulate professional growth and support the educational advancement of the faculty. 

6. Establish procedures to evaluate all aspects of the college on a systematic, planned basis. 

7. Promote enhanced learning outcomes and effective assessments at the course level. 

8. Provide opportunity for faculty members to participate actively in the governance of the college. 

9. Make recommendations for personnel, educational facilities, resources, and student services needed for implementation of educational programs. 

10. Act on all committee recommendations and insure implementation of approved policies. 

11. Award competitive scholarships to graduating students based on established criteria. 

12. Provide channels of communication between the college and appropriate parties. 

13. Recommend for graduation students who have satisfactorily completed the requirements of the college. 

ARTICLE IV – MEMBERSHIP AND VOTING PRIVILEGES 
Membership of the College Assembly shall consist of the following: 

Section I: Voting Members 
President of the College (Veto power only) 

Faculty Chair (Vote in the event of a tie only) 
Academic Dean, General Education (1 vote) 

Academic Dean, Nursing Education (1 vote) 

Dean, Student Services and Strategic Initiatives (1 vote) 

Dean, Institutional Assessment and Evaluation (1 vote) 

All Faculty (One Vote Per Member) 

Financial Aid Director (1 vote) 

Director, Alumni Relations/Event Planning (1 vote) 

Registrar (1 vote) 
Guidance Counselor (1 vote)
Technology Specialist (1 vote) 

Section II 
The faculty of cooperating agencies, special lecturers, consultants, and other appropriate individuals may be requested to attend meetings of the College Assembly, to serve on any committee of the College Assembly as a non-voting member, and to contribute to the development of the College and educational programs. 

Section III 
Ex-officio members are those persons who are voting members by virtue of their position/office. 

ARTICLE V – OFFICERS 
Section I 
The officers of this organization shall be the Chairperson (President of The Christ College of Nursing and Health Sciences), the Faculty Chair, and appointed faculty members/professional staff. In the Chairperson's absence, the Faculty Chair shall serve as Chairperson. If both are absent, a Dean shall serve as Chairperson. The Administrative Assistant, Academic Services, General Education fulfills the non-voting role of Secretary for the College Assembly. 

Section II 
Position descriptions, duties, and responsibilities 

1. Chairperson 

a. Position Description: The Chairperson of the College Assembly ensures the proper functioning of the organization, presides over all meetings, and provides leadership. The Chairperson shall also be the President of the College. 

b. Duties and Responsibilities 

i. Prepare meeting agenda in conjunction with Faculty Chair and faculty input. 

ii. Co-Preside at all meetings of the College Assembly. 

iii. Call special meetings as needed. 

iv. Call to order ad hoc committees, and where appropriate, call to order ad hoc committees in conjunction with the Faculty Chair. 

v. Call to order ad hoc committees in the absence of the Faculty Chair or in the case that the Faculty Chair should fail to convene ad hoc committees. 

vi. Co-chair the ad hoc Faculty Assignment committee with the Faculty Chair. 

vii. May veto any legislation proposed by the College Assembly; Chairperson may not vote on legislation. 

viii. Provide direct oversight for two committees – Institutional Assessment and Evaluation, and Recruitment and Admissions. Oversight does not imply chairing committees, rather ensuring that committees function properly and follow the guidelines as specified in the Rules and Regulations. 

ix. Provide shared oversight with Faculty Chair for one committee – Curriculum. Shared oversight does not imply chairing committees, rather ensuring that committees function properly and follow the guidelines as specified in the Rules and Regulations. 

2. Faculty Chair 

a. Position Description: The Faculty Chair is the representative voice for the faculty. This person shall be elected to a two-year position. He or she may be re-elected once (for a four-year consecutive appointment in total). He or she can either be a general education or nursing education faculty member (as programs are added, faculty from these programs would be eligible as well). A member of the administrative team, regardless of faculty appointment, cannot be elected to this position. 

b. Duties and Responsibilities 

i. Assist College Assembly chairperson in coordinating all functions of Assembly meetings. 

ii. Call meetings of the College Assembly in collaboration with the Chairperson. 

iii. Prepare meeting agenda in conjunction with Chairperson and faculty input. 

iv. Lead meetings of the College Assembly in absence of the Chairperson. 

v. Vote in the event of a tie. Faculty Chair may not otherwise vote on legislation. 
vi. Provide direct oversight of the following committees: Faculty Development, Student Retention and Promotion, Learning Resources, and Learning Assessment. Oversight does not imply chairing the committees, but ensuring that committees function properly and follow the guidelines specified in the Rules and Regulations. 

vii. Provide shared oversight with Chairperson for one committee – Curriculum. Shared oversight does not imply chairing committees, but ensuring that committees function properly and follow the guidelines specified in the Rules and Regulations. 

viii. The Faculty Chair shall be exempt from committee responsibilities. 

ix. Establish additional ad hoc committees, as deemed necessary. 

x. Call to order ad hoc committees in the absence of the Chairperson or in the event that the Chairperson should fail to convene ad hoc committees. 

xi. In conjunction with the College Assembly Chairperson, when/where appropriate, call to order and conduct ad hoc Faculty Assignment Committee to determine committee appointments or assignments. 

xii. Call to order ad hoc committees when and if necessary, or direct the appropriate standing committee chairs to do so. 

xiii. Present advisory reports to the College Assembly, and call for votes on concurrence or dissension regarding advisory reports. 

xiv. Engage faculty in the forensic process 

xv. Prepare and/or present quarterly reports to the College Board of Directors. 

3. Secretary 

a. Position Description: The Administrative Assistant, Academic Services, General Education fulfills the non-voting role of Secretary for the College Assembly. 

b. Duties and Responsibilities 

i. Record and distribute minutes of all meetings 

ii. Maintain a record of attendance at each meeting 

Section III 
Removal or Resignation of the Faculty Chair 

1. Removal proceedings: Removal of the Faculty Chair would require a 2/3 vote of the College Assembly. In the event of removal, a new election would take place at the next scheduled College Assembly meeting. 

a. Robert’s Rules of Order would remain in place. As such, a public motion and second motion would need to occur. 

b. The initial motion made must include, in writing, stated reasons for removal. Valid reasons for removal may include: failure to meet duties and responsibilities and/or unethical behavior deleterious to the College Assembly, College, faculty, or students. 

2. Resignation: A Faculty Chair choosing to resign must submit his or her resignation one meeting prior to the date of resignation. An election would take place at the next scheduled College Assembly meeting. 

ARTICLE VI – COMMITTEES 
Section I: Governance 
There shall be seven standing committees within the College Assembly. The President of the College and the Faculty Chair shall provide oversight as specified in these Rules and Regulations. 

1. Curriculum 

2. Recruitment and Admissions 

3. Student Retention and Promotion 

4. Learning Resources 

5. Faculty Development 

6. Institutional Assessment and Evaluation 

7. Learning Assessment 

Section II: Guidelines 
1. All committees are open. Interested faculty, staff, and students may attend any committee meeting with the Chairperson's consent. 

2. Meetings shall be held at regularly scheduled times. Committees meeting on an "on call" basis meet at least once a year. Additional meetings for all committees may be scheduled as the need arises. 

3. Committees shall collaborate with each other on joint projects as indicated. 

4. Committee recommendations are not final until approved by the College Assembly. 

5. Members of all committees shall be appointed or assigned by the ad hoc Faculty Assignment Committee unless circumstances prevent such assignment. As such the Chairperson and Faculty Chair reserve the right to make appointments as necessary. The following outlines the Ad Hoc Faculty Assignment Committee procedures for committee appointment of faculty and staff. † 
a. Committee will meet as needed, at the discretion of the Faculty Chair and Chairperson. 

b. Each faculty member of the College is required to submit a preference list of committees in order of preference. The Ad Hoc Faculty Assignment Committee will determine appointments or assignments. 

c. During the course of choosing preferences, the Ad Hoc Faculty Assignment Committee may suggest to the College Assembly names for nomination/selection of committee chairs. 

d. Committee assignments may be up to four years. 

e. Committee must determine parameters for committee selection such that no committee membership remains entirely changed or unchanged for the assignment cycle. 

f. All persons appointed or elected to membership on committees shall have full voting privileges. 

6. Committee chairs shall be elected from the membership of each committee unless circumstances prevent such election. As such, the Chairperson and Faculty Chair reserve the right to make appointments as necessary. The following outlines the process for electing committee chairs. 

a. Once committee appointments have been made by the Ad Hoc Faculty Assignment Committee, faculty peers will nominate and elect committee chairpersons (based solely on the committee membership established) during the appropriate committee meeting. 

b.  If the committee meets and no chair is elected, then the Faculty Chair and the Chairperson of the College Assembly will meet and select a chair to ensure proper functioning of the affected committee or committees. 

c. Committee chairpersons will be announced prior to the next College Assembly meeting. 

d.   Administration shall not be eligible to chair the following committees: Learning Resources, Curriculum, Student Retention and Promotion, Faculty Development, or Learning Assessment. Administration members who hold faculty appointments still retain voting rights if appointed to a particular committee. 

e. The Chairperson or designee of each committee shall report and submit recommendations to the College Assembly. 

f. The Chairperson of each committee shall have the privilege of forming ad hoc committees as needed. 

7. The Secretary of each committee shall be appointed from membership at the time of initial meeting or shall otherwise be assigned from clerical support staff. 

8. The Secretary of the committee shall submit the minutes with the Administrative Assistant, Academic Services, General Education who files the original minutes in the Executive Administrative Assistant’s office. 

9. The Chairperson or Faculty Chair or the Ad Hoc Faculty Assignment Committee may appoint faculty members to serve on agency and/or community committees as needed. 

10. Student members shall be elected or appointed to serve on designated committees as outlined in the committee description in the Rules and Regulations. 

† Committee placement for additional faculty members employed by The Christ College of Nursing and Health Sciences shall fall under the purview of the Chairperson and the Faculty Chair, in consultation with the respective committee Chairs, in order to alter the size/composition of committees. This is to be based on elements critical to proper committee placement and involvement, in addition to the needs, experiences, and backgrounds of incoming faculty. 
Section III: Ad Hoc Committees 
The College Assembly (via the Faculty Chair), the College Assembly Chairperson, and/or the responsible standing committee Chair may call to order ad hoc committees or establish sub-committees, depending on institutional or divisional needs. The following ad hoc committee names and their placement in the committee structure of the College Assembly are identified in the event they are convened. This does not prevent adding more ad hoc committees or sub-committees. The Faculty Chair and Chairperson, in conjunction with the appropriate standing committee Chair(s), and possibly the College Assembly, may determine ad hoc committee membership when and where applicable. The task of determining membership may also be delegated to the Ad Hoc Faculty Assignment Committee. 

1. Ad Hoc Faculty Assignment Committee. This committee shall not be part of any standing committee, but rather an ad hoc committee of the whole College Assembly. It shall be convened when necessary (by the Chairperson and/or Faculty Chair) to make faculty appointments to committees and is co-chaired by the Faculty Chair and the Chairperson of the College Assembly. Membership shall consist of faculty members. The committee will be co-chaired by the Chairperson and the Faculty Chair. The process for choosing membership may occur through nomination, appointment, or other method as agreed upon by the whole College Assembly. Final lists of appointments are not subject to final approval by the College Assembly. 

2. Ad Hoc Governance Committee: Faculty and Administrators. This committee shall not be part of any standing committee, but rather an ad hoc of the whole College Assembly. This committee shall deal with issues pertaining to the monitoring of shared governance, review of the College Assembly Rules and Regulation, and revisions to the above-mentioned. The process for choosing membership may occur through nomination, appointment, or other method as agreed upon by the whole College Assembly. All motions agreed upon in committee must be submitted for final approval to the College Assembly. 

3. Ad Hoc Faculty Promotion and Rank Sub-Committee. This ad hoc sub-committee shall be housed under the Faculty Development Committee. Its mission, when convened, is to process, develop, and recommend to the Faculty Development committee rank and promotion decisions; develop and maintain a faculty evaluation system; establish conditions for rank and promotion; develop a template for faculty portfolios; and then make recommendations to Faculty Development committee regarding rank and promotion. The process for choosing membership may occur through nomination, appointment, or other method as agreed upon by the whole College Assembly. Members are not required to be a part of the Faculty Development Committee. All motions generated by this Ad Hoc Faculty Promotion and Rank Sub-Committee shall be voted upon at the regularly scheduled Faculty Development Committee. 

4. Ad Hoc Technology Sub-Committee. This ad hoc sub-committee shall be housed under the Learning Resources Committee. Its mission, when convened, is to review and/or recommend technological resources pertaining to the institution and to the specific programs. In doing so, this sub-committee shall ensure that all necessary stakeholders are invited to attend and participate in these meetings (examples include the Deans of Student Services, Nursing and General Education faculty/staff, the Registrar, and administrative staff). The process for choosing membership may occur through nomination, appointment, or other method agreed upon by the whole College Assembly. Members are not required to be a part of the Learning Resources Committee. All motions generated by this Ad Hoc Technology Sub-Committee shall be voted upon at the regularly scheduled Learning Resources Committee. 

Section IV: Standing Committees 
1. Curriculum Committee 

a. Objective: Establish mechanism for planning, implementing, evaluating, and/or revising the educational programs as indicated. 

b. Functions 

i. Review and approve new and revised courses, pre-requisites, and co-requisites in relation to alignment with the curriculum plan and overall college mission.
ii. Ensure that curriculum decision processes are congruent with institutional learning outcomes.
iii. Evaluate course offerings in relation to the philosophy, goals, conceptual framework, and objectives of the Nursing and General Education programs/divisions and the mission/philosophy and goals of the College. 

iv. Evaluate course offerings in relation to identified community needs. 

v. Review standardized tests currently used in the college and their results in relation to expected outcomes. 

vi. Review and complete curriculum related reports as required by the college. 

vii. Annually review the objectives and functions of the committee and recommend changes as necessary. 

c. Membership (6 faculty, 2 ex-officio, 1 student) 

i. Chairperson, elected from membership (1) 

ii. Secretary, appointed from committee membership (1) 

iii. Faculty (6), appointed by Ad Hoc Faculty Assignment Committee: 

Ensure adequate faculty representation from all academic divisions.
iv. Academic Dean, General Education, ex-officio (1) 

v. Academic Dean, Nursing Education, ex-officio (1) 

vi. Student, by election or appointment (1) 

d. Meetings 

i. Monthly – July through June and as needed 

ii. Place: To be announced 

2. Recruitment and Admissions 

a. Objective: Establish the process for recruitment and admission of qualified applicants into the college. 

b. Functions 

i. Review, develop, and recommend appropriate recruitment and admission policies. 

ii. Participate in planned recruitment efforts. 

iii. Identify and implement short term and long-term approaches to recruitment of qualified applicants. 

iv. Select qualified applicants for admission to The Christ College of Nursing and Health Sciences. 

v. Uphold criteria for general admission and advanced placement. 

vi. Accept, pend, or reject applicants. 

vii. Review and complete necessary reports for the Institutional Assessment and Evaluation Committee. 

viii. Annually review the objective and functions of the committee and recommend changes as necessary. 

c. Membership (1 Appointed Administrator Chair, 6 faculty, 3 staff) 

i. Dean, Student Services/Chairperson (1) 

1. Appointed by President of the College 

2. Function of job description 

ii. Secretary (1) 

1. Appointed by Dean, Student Services/Chairperson 

2. Function of job description 

3. Non-voting role 

iii. Faculty (6), appointed by Ad Hoc Faculty Assignment Committee Ensure adequate faculty representation from all academic divisions.
iv. Financial Aid Director (1) 

1. Appointed by Dean, Student Services/Chairperson 

2. Function of job description 

v. Registrar (1) 

1. Appointed by Dean, Student Services/Chairperson 

2. Function of job description 

vi. Guidance Counselor (1)

         1. Appointed by Dean, Student Services/Chairperson

d. Meetings 

i. July through June or as needed; a minimum of five (5) meetings per academic year 

ii. Place: To be announced 

3. Student Retention and Promotion 

a. Objective: Establish the processes for student retention and progression within the college, from matriculation through graduation. 

b. Functions 

i. Provide tools and recommendations to the faculty that will assist in academic advising of students. 

ii. Review programs and activities to promote retention of students (for example: Success Plan, standardized test results review, etc.). 

iii. Review outcomes of retention activities and report results to appropriate committees. 

iv. Develop appropriate policies. 

v. Review academic records of students with a term and/or cumulative GPA below 2.0, and make recommendations and/or stipulations. 

vi. Review students presented to the committee to determine disposition. 

ix. Determine the provisions of probation for individual students. 

x. Develop, revise and recommend academic policies as a collaborative effort with the curriculum committee when necessary 

xii. Review and complete necessary reports for the Institutional Assessment and Evaluation Committee. 

xiii. Annually review the objectives and functions of the committee, and recommend changes as needed. 

c. Membership (8 faculty, 3 ex-officio, 2 students) 

i. Chairperson, elected from membership (1) 

ii. Secretary, appointed from committee membership (1) 

iii. Faculty (8), appointed by Ad Hoc Faculty Assignment Committee Ensure adequate faculty representation from all academic divisions.

iv. Academic Dean, Nursing Education, ex-officio (1) 

v. Academic Dean, General Education, ex-officio (1) 

vi. Dean, Student Services, ex-officio (1) 

vii. Students, by election or appointment 

1. Students, though elected or appointed to serve, may be excluded from some proceedings due to the processing of confidential information in relation to retention or promotion issues. 

d. Meetings 

i. Monthly – July through June and as needed 

ii. Place: To be announced 

4. Learning Resources 

a. Objective: Manage policies, revenue, resources, and facilities that serve to promote professional growth of faculty, staff, and students. 

b. Functions 

i. Oversee acquisition of learning resources necessary for the augmentation of the total education program. 

ii. Recommend books and journals for the Library and Resource Room. 

iii. Evaluate student/faculty library and computer center needs. Recommend revisions of and/or develop library and computer center policies as necessary. 

iv. Review purchase requests for audiovisual, periodicals, software, hardware, or other items as needed to support the professional development of the College. 

v. Evaluate the use of the Library and Computer Center facilities. 

vi. Provide ongoing review and evaluation of current instructional technology resources; Initiate plans for acquisition of new technological resources as needed. 

vii. Convene Ad Hoc Technology Sub-committee, when or if necessary, to review and/or recommend technological resources pertaining to the institution and to specific programs. 

viii. Establish protocols and procedures for acquisition of course textbooks (i.e. identify bookstore locations where faculty may file requests and a process that faculty should/may use when ordering texts). 

ix. Review and complete necessary reports for the Institutional Assessment and Evaluation Committee. 

x. Annually review the objective and functions of the committee, and recommend changes as necessary. 

c. Membership (4 faculty, 1 ex-officio, 2 staff, 2 students) 

i. Chairperson, elected from membership (1) 

ii. Secretary, appointed from committee membership (1) 

iii. Faculty (4), appointed by Ad Hoc Faculty Assignment Committee Ensure adequate faculty representation from all academic divisions.

iv. James N. Gamble Librarian (1) 

v. Technology Specialist staff (1) 

1. Appointed by Academic Dean, General Education 

2. Function of job description 

vi. Academic Dean, General Education, ex-officio (1) 

vii. Students, by election or appointment (2) - one from each year. 

d. Meetings 

i. Monthly – July through June and as needed 

ii. Place: To be announced 

5. Faculty Development 

a. Objective: Stimulate professional growth and support the educational advancement of the faculty. 

b. Functions 

i. Provide opportunities to enhance the effectiveness of the total program by nurturing faculty growth and development. 

ii. Provide forums for faculty research/workshop presentations as opportunities are identified. 

iii. Review, develop, and recommend appropriate Faculty Development policies. 

iv. Conduct a needs assessment of faculty. 

v. Plan, implement, and evaluate programs presented for faculty development. 

vi. Review and complete necessary reports for the Institutional Assessment and Evaluation Committee. 

vii. Convene Ad Hoc Faculty Promotion and Rank Sub-committee, when or if necessary. 

viii. Annually review the objectives and functions of the committee, and recommend changes as necessary. 

c. Membership (6 faculty) 

i. Chairperson, elected from membership (1) 

ii. Secretary, elected from committee membership (1) 

iii. Faculty (6), appointed by Ad Hoc Faculty Assignment Committee Ensure adequate faculty representation from all academic divisions.

d. Meetings 

i. Monthly – July through June and as needed 

ii. Place: To be announced 

6. Institutional Assessment and Evaluation 

a. Objective: Establish procedures to evaluate all aspects of the college on a systematic, planned basis. 

b. Functions 

i. Implement the Systematic Plan for Program/College Evaluation. 

ii. Coordinate participation of faculty members, as needed, for special projects. 

iii. Review recommendations from ad hoc and standing committees. 

iv. Make recommendations related to systematic evaluation. 

v. Review and recommend policies and/or policy changes to College Assembly. 

vi. Annually review the objectives and functions of the committee, and recommend changes as necessary. 

c. Membership (1 Appointed Administrator Chair, 7 faculty, 3 ex-officio, 1 staff) 

i. Dean, Institutional Assessment and Evaluation (1) 

1. Appointed by President of the College 

2. Function of job description 

ii. Secretary, appointed from committee membership (1) 

iii. Faculty (7), appointed by Ad Hoc Faculty Assignment Committee Ensure adequate faculty representation from all academic divisions.

iv. Academic Dean, General Education, ex-officio (1) 

v. Academic Dean, Nursing Education, ex-officio (1) 

vi. Dean, Student Services, ex-officio (1) 

vi. Financial Aid Director(1) 

d. Meetings 

i. Monthly – July through June and as needed 

ii. Place: To be announced 

7. Learning Assessment Committee 

a. Objective: Promote enhanced learning outcomes and effective assessment at the institutional, divisional, program and course level. 

b. Functions 

i. Review and revise, and propose innovations in, student assessment and evaluation tools and protocols.

ii.   Establish mechanisms for cross-divisional cooperation in student assessment methods.

ii. Establish mechanisms for dialogue with stakeholders regarding developments in student assessment procedures and results.

iii. Establish avenues for faculty to address concerns related to student learning.

iv. Establish procedures for widespread faculty discussion of raised issues. 

v. Propose pedagogical interventions and innovations for faculty and administration consideration and implementation.

vi. Collaborate with appropriate faculty committees regarding areas of mutual interest.

vii. Review and complete necessary reports for the Institutional Assessment and Evaluation Committee

viii. Annually review the objectives and functions of the committee and recommend changes as necessary.

c. Membership (7 faculty, 1 ex-officio, 1 student as needed) 

i. Chairperson, elected from membership (1) 

ii. Secretary, appointed from membership (1) 

iii. Faculty (7), appointed by Ad Hoc Faculty Assignment Committee 

Ensure adequate faculty representation from all academic divisions.

iv. Dean, Institutional Assessment and Evaluation, ex-officio (1) 

v. Student, as needed, appointed by invitation in consultation with president or appropriate committee of the Student Senate. 

d. Meetings 

i. Monthly – July through June and as needed 

ii. Place: To be announced 

ARTICLE VII - MEETINGS 
Section I 
1. Meeting of this organization shall be held once a month on a regularly scheduled day and time. 

2. Special meetings may be called by the Chairperson, Faculty Chair, or by special request. 

3. Meeting days may be changed at the discretion of the Chairperson in collaboration with the Faculty Chair. 

Section II 
A quorum must be present for a meeting to be called to order. 

ARTICLE VIII - VOTING
Section I 
A quorum consisting of two-thirds of the membership must be present for voting to take place. 

Section II 
A majority vote is required to pass any motion. 

ARTICLE IX - PARLIAMENTARY AUTHORITY 
Section I 
Robert's Rules of Order, Revised, shall serve as a guide for meeting procedures. 

ARTICLE X - AMENDMENTS 
Section I 
The Rules and Regulations of this organization may be amended at any regular meeting by the majority vote of those present and voting, provided the proposed amendment has been submitted to the membership fourteen (14) days prior to the regular meeting. 

Approved College Assembly: 11/14/2005 

Ed. Rev 8/2006 

Ed. Rev 11/2007 

Approved College Assembly 11/12/2007 
Approved by College Assembly 11/9/09
COMMITTEE RESPONSIBILITIES 

Committee Responsibilities 
A. Chairperson: 
1. Research and organize data for attainment of meeting objectives. Prepare or direct preparation of materials for meeting. 

2. Prepare agenda for committee meeting: 

a. Review minutes of previous meeting for appropriate business. 

b. Confer with committee members and others as needed for input. 

c. Forward copy of proposed agenda to committee members, Faculty Chair, College President by noon the Friday previous to the scheduled meeting. 

d. If unusual items are to be placed on the agenda, please schedule a meeting with the Faculty Chair or College President. 

Note: The President and Faculty Chair of the college share oversight of the Curriculum Committee. The President of the college oversees the Recruitment and Admissions Committee and the Institutional Assessment and Evaluation Committee. The Faculty Chair oversees the Learning Resource Committee, Faculty Development Committee, Student Retention and Promotion Committee and the Learning Assessment Committee. As such, neither the College President, nor Faculty Chair serve as an ex-officio of any committee. Both the Faculty Chair and the College President are to be notified for any change in meeting date or time. 

3. Conduct Meeting: 

a. Call meeting to order after establishing quorum. 

b. Call for approval of the agenda. 

c. Call for approval or correction of minutes of previous meeting. 

d. Report on unfinished business. 

e. Call for member reports on assignments as indicated. 

f. Introduce new business. 

g. Delegate assignments to members as necessary. 

h. Allot adequate time to accomplish the meeting agenda. 

i. Facilitate discussion among members. 

j. Call for adjournment. 

4. Determine that minutes are accurate and filed: 

a. Review minutes for accuracy making corrections as needed. 

b. Proofread and sign typed copy. 

c. Determine that copies are distributed to appropriate persons, posted on the shared drive and placed in permanent records in the office of the President of the college. 

d. Ensure that any distributed materials/attachments are appropriately filed with the minutes. 

5. Report to College Assembly: 

a. Present verbal committee report to College Assembly. 

b. Prepare a written report for College Assembly minutes. 

c. Present and move acceptance of any recommendations. 

6. Prepare an Annual Committee Report. 

a. Review Committee and College Assembly minutes. 

b. Write report using specific format. 

c. Submit copy to Dean, Institutional Assessment and Evaluation, and faculty chair, have each member of committee review and comment/accept annual report, and submit a signed report to the office of the President of the college. 

7. Track and trend attendance and participation at meetings; data to be shared with person responsible for oversight of the committee. 

8. Provide orientation for new members. 

B. Secretary: 
1. Complete minutes: 

a..Submit typed draft of minutes to chairperson for review. 

b Submit reviewed minutes to Administrative Assistant, General Education for finalization within 5 business days of the committee meeting for formatting and distribution. 

c Proofread and sign, with the committee chair, a typed copy of the minutes. 

Note: Formal minutes will be typed within 5 business days after the submission to the Administrative Assistant, General Education. An electronic copy of the minutes will then be placed onto the shared drive, with only one hardcopy distributed to the committee chair and secretary for signing. The original copy of the minutes is placed on file in the office of the President of the college. 

2. Initiate and send correspondence as necessary. 

C. Members:
1. Review the objectives, functions, and work of the committee, as stated in Rules and Regulations of the College Assembly. 

2. Attend all meetings of the committee. (Advise the Chairperson in advance of extenuating circumstances that preclude attendance). 

3. Review minutes of prior meeting. 

4. Review appropriate materials based of meeting agenda prior to meeting. 

5. Actively participate in discussion and decision making. *see note below 
6. Report on progress of assignments. 

7. Complete committee assignments in a timely manner 

8. Support committee recommendations at College Assembly meetings 

Note: Participation in college governance as a committee chairperson, secretary, or member is a faculty job requirement. The degree to which a faculty member meets this responsibility will be reflected on the individual’s annual performance evaluation. 

D. Ex-Officio members (administrative) 
1. Due to their assignments to/participation in numerous college, as well as non-college meetings and/or task forces, administrative personnel will serve in an advisory/resource role (ex-officio), rather than a conventional member role on faculty committees, as outlined in the Rules and Regulations of the College Assembly. Ex-officio members are to attend meetings of assigned committees and are included in the attendance count. 

7/07 Ad hoc committee of the College Assembly 

8/13/07 Approved by College Assembly
11/9/09 Approved by College Assembly 

