TOP TEN THINGS YOU SHOULD KNOW AS A FACULTY SENATOR
10. You are responsible for downloading and printing your agendas, attachments and minutes. Please bring them to the meeting. There will be no extra copies available at the meeting.


9. In honor of our tree friends, review attachments before printing them – some are voluminous and you may not need to print them. Watch for warnings when attachments are multiple pages.


8. You need to bring relevant attachments for actions returning to the Senate as second reading or carry over items. Watch for messages at the top of the agenda, advising which attachments from past meetings you will need.


7. Alternates: If your unit has an alternate and you are unable to attend a meeting, you are responsible for notifying the alternate that he/she needs to attend. Both may attend meetings, but only one can vote. During roll call, the regular unit senator’s name will be called; when there is no response, the alternate’s name is called. Alternates should not switch from meeting to meeting, depending on who might be available to attend from your department. Official notification of who department senators and alternates are should come from department chairs or secretaries.

6. Name plates: If your unit has an alternate, his/her name should be on the flip side of your name plate. Remove the insert and flip it over. Face the name plate towards the Senate Chair – you know who you are – the Chair needs to know who you are when he calls on you. Before you leave, return your name plate to the table from whence it came.

5. A speaker’s list is maintained during meetings – Senate office staff will nod at you that your name has been added to the list. The Chair will periodically read the names of those on the list.


4. If you arrive late (after roll call), ensure Senate staff is aware you 
are in attendance.


3. Please sit at the tables versus the back of the room. This makes 
counting hand votes easier.

2. Unless you are waiting on a kidney, please turn off all cell phones, 
pagers, etc. You may leave your phone or pager on vibrate.


1. While we appreciate any and all efforts to ensure the tables in the Foothill Suite are kept clean, it’s best if we don’t flood them. Shake the water pitcher and pour from the side, or have water and ice all over the table, your colleagues, and your lap. However, it does help keep the tables clean!
