ORGANIZATION AND STRUCTURE OF MEETINGS OF THE FACULTY SENATE 

A.
The order of events in the conduct of a Faculty Senate meeting shall be:

1. Call to Order by the Chair of the Faculty Senate

2. ROLL CALL of the Senators or Alternates

3. MOMENT OF SILENCE for campus members who have passed on since the last 

meeting of the Faculty Senate 

4. OPEN FORUM
5. Call for the APPROVAL OF THE REGULAR AGENDA for the meeting, with statement of purpose and appropriate actions regarding the Consent Calendar.

6. REGULAR AGENDA:
a.
Call for approval of the Minutes of previous meeting(s)

b.
Second Reading 

c.
First Reading 

d.
Information 

e.
Motion to Adjourn

B.  The Regular Meeting of the Faculty Senate

1. The Executive Committee is responsible for planning and preparing the agenda for Faculty Senate meetings.

2. Agenda items shall be grouped as Action items and Information items.

a. Action items are MOTIONS that require action by the senate.

b. Information items inform senators of activities, programs and issues that have an impact on the campus.

3. The agenda shall normally be provided to senators at least one week before a senate meeting, along with supportive materials necessary to inform the senators about agenda items.  In some circumstances, the agenda may be distributed less than one week before the senate meeting, but in these circumstances, the agenda and supporting documents must be distributed no less than 48 hours prior to the Senate Meeting.
4. The order of events in the conduct of a Faculty Senate meeting are described as follows: 

a.
OPEN FORUM
Following ROLL CALL and the MOMENT OF SILENCE, a ten (10) minute period is set aside as an open forum.  The open forum is a time when any member of the campus community can address the Senate on any issue not included in the Senate agenda for that meeting.

Persons wishing to utilize the open forum are encouraged to notify the senate chair of such intent at least 24 hours prior to the senate meeting, indicating the topic to be addressed.

Presentations at the open forum shall be limited to no more than 3 minutes.

Issues raised during the open forum may be placed on the agenda as first reading items at the time the agenda is approved.

c.
CONSENT CALENDAR
Items appearing on the Consent Calendar are expected to be routine and non-controversial.

The CONSENT CALENDAR shall be made up of:

1) CONSENT INFORMATION items that are actions taken by the Executive Committee on behalf of the Faculty Senate.

2) CONSENT ACTION items that require senate approval.

Any item on the Consent Calendar may be moved to the regular agenda at the request of a senator (no debate or vote is required).  If an item is so moved, it shall be placed on the regular agenda as a First Reading item, at the end of the current list of First Reading items.

A motion to approve the Agenda and a second of the motion, followed by an affirmative vote of the majority of the senators present will approve ALL items on the Consent Calendar.

d.
REGULAR AGENDA
All formal actions taken by the Faculty Senate shall be in the form of motions resolutions.

Motions shall have a title that assigns a number to the motion that includes the Faculty Senate year and a sequence number that identifies the motion’s place in the list of motions resolutions; e.g., FS 07-03 indicates that this is the third motion in 2007 of the Faculty Senate. This is followed by an identification of the origin of the motion.  The following abbreviations are used as identifiers:

	APC
	Academic Policies Committee

	CPC
	Curriculum Policies Committee

	FPC
	Faculty Policies Committee

	GEP/GRPC
	General Education Policies /Graduation Requirements Policies Committee

	Ex
	Executive Committee

	Flr
	Floor

	COC
	Committee on Committees


Several origins may be used if more than one group provides substantial input in the development of the resolution.

A descriptive title for the motion follows the identifier.  The motion is then stated along with whatever background information is necessary to clearly identify its purpose.

1)
APPROVAL OF MINUTES
The first order of business under the Regular Agenda is the Approval of the Minutes of previous meetings.  Motions to correct and/or amend the minutes are in order.  Minutes are approved by a motion to approve, a second and an affirmative vote of a majority of the senators present.  If minutes for more than one previous meeting are on the agenda, they can be disposed of with a single vote or, if requested by a senator, each set of minutes may be dealt with individually.

2)
SECOND READING ITEMS
Second Reading items are motions resolutions that have previously been presented to the body as First Reading items and are ready for Senate action.  Second Reading items may be amended and are subject to subsidiary motions. There is no time limit set for the debate on a Second Reading item.

3)
FIRST READING ITEMS
A motion resolution is initially presented to the Faculty Senate as a First Reading item.  The presentation shall be for the purpose of informing the Senate of the intent of the motion resolution and any needs or issues the motion resolution is intended to address.  The presentation will be the responsibility of the Chair of the originating body or, in the case of a motion resolution originating from the floor of the Faculty Senate, the maker of the motion and the Senate member who provided the second to the motion.

Once presented, the discussion shall be limited to 10 minutes.  The time limit may be extended by a motion to extend, a second and an affirmative vote of two-thirds of the senators present.

During the First Reading, the motion resolution is not subject to amending, but procedural motions are in order.

A FIRST READING ITEM can be promoted to a SECOND READING ITEM by a motion to promote to Second Reading, a second, and an affirmative vote of two-thirds of the senators present.  If an item is promoted, the Senate shall proceed to second reading action as specified in the section above.  

e.
INFORMATION ITEMS
Information items are intended to keep senators informed about activities, policies, issues and events that impact the campus community.

1)
Meeting Calendar of the Faculty Senate.

2)
Web page reminder and URL of the Faculty Senate home page.

3)
Reports

Reports should inform the Faculty Senate of issues, action or policies that impact campus life.  Reports are normally limited to five (5) minutes, with a five (5) minutes allotted for a question and answer period.  In cases where more time is required, the limit for either the report or the question and answer period should not exceed ten (10) minutes.  Exceptions to this time limit should be made in those cases where the President and/or the Vice President for Academic Affairs / Provost makes a request to address the Faculty Senate on a matter that requires timely or emergency response either by the Faculty Senate or the campus at-large.
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The Structure of Senate Meetings

	Order of Business
	Description
	Appropriate Actions

	Roll Call
	Call to order
	

	Moment of Silence
	Remembrance of past campus community members
	

	Open Forum
	Opportunity for members of the campus community to address the Senate on matters not on the agenda.
	

	Approve Regular Agenda
	The agenda includes all Consent Calendar items (information and action) and the meeting’s Regular Agenda. 
	Motion, second and vote.  Approval [majority vote] includes approval of the Consent Calendar and the Regular Agenda.  NOTE.  When necessary and if approved by the Senate, the agenda can be amended and/or reordered.

· First Reading Items can be added to the agenda [majority vote required]

· Items can be moved from First to Second Reading status [2/3 vote required]

· First Reading Items can be reordered [2/3 vote required]

· Second Reading Items can be reordered [2/3 vote required]



	Consent Calendar
	In order to promote efficient meetings, the Senate may act upon more than one item by a single vote through the use of the consent calendar. Consent items shall be items of a routine nature or items for which no Senate discussion is anticipated and for which the Executive Committee recommends approval.  Items commonly included in the Consent Calendar are committee reports, committee appointments, program review recommendations, and informational items indicating actions taken by the Executive Committee on behalf of the Senate.
	A Senator can request that any item on the Consent Calendar be removed.  No vote is required.  The item will be discussed and disposed of immediately following the approval of the agenda.


	Regular Agenda
	Description
	Appropriate Actions

	Approve Minutes
	
	Motion, second and vote to approve the minutes as presented or corrected [majority vote required].

	Second Reading Items
	Motions introduced, discussed and debated in prior meeting are returned to the Senate for action.
	Debate on the main motion.  Subsidiary or secondary motions can be made as a means of disposing of the main motion.  The six subsidiary motions are:

1. To lay a matter on the table removes the subject from consideration until the Senate votes to take it from the table

2. To order the previous question moves to close the debate and the Senate immediately vote on the pending motion (when applied to amendments, all amendments are voted but not the main motion which is still open for amendments)

3. To postpone the matter to a certain day

4. To commit, or refer, the matter to committee

5. To amend the motion in any of the following ways:

· to insert certain words or paragraphs

· to strike out certain words or paragraphs

· to strike out certain words and insert others

· to substitute another resolution or paragraph on the same subject

· to divide a motion into two or more motions to get a separate vote on specific points

6. To postpone the matter indefinitely has the same affect as a negative vote on the motion

	First Reading Items
	Motions appearing before the Senate for the first time; each First Reading Item comes to the Senate as a motion that has been moved and seconded.
	Motions are introduced to the body, discussed and debated.  The debate is limited to 10 minutes, but may be extended by a motion to extend, a second and an affirmative vote of two-thirds of the senators present.

	Information Items
	Committee reports as well as general information from faculty, staff and students concerning issues affecting the University
	


Source of Motions Appearing on the Agenda as First and Second Reading Items

	A Committee of the Senate recommends a new policy, changes to existing policy or other action.
	Senator proposes a motion for consideration (either during open forum or to the Executive Committee).
	Senate moves, seconds and votes to approve the addition of a motion as a First Reading item [majority vote required] 
	Senate moves, seconds and votes to approve moving a First Reading item to Second Reading and action [2/3 vote required]

	Executive Committee establishes and orders the Agenda, including the order and, if necessary, the timing of both First and Second Reading items.
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