(5/12/2005)

At the beginning of each semester,
1. Full time faculty

i.  from AVP’s office,  obtain the list of full time faculty by department with       

    position specified (visiting, etc), 

ii  send the list to each department chair to updated/verify…

2. Adjunct recertification:

Obtain the list from each dean’s office and recertify electronically.

3. Ask faculty senate secretary compile two lists and create address books by division and a book for non-voting members (avp, deans, directors,…)
4. Make the address books available to division representatives.

For Spring semester, need to plan the election schedule at least by the end of February according to the guideline in Handbook.  

1. For all committees, a position held by non-tenured faculty/librarian is open to tenured faculty only.

2. For R&T, need to check teaching history for newer faculty – minimum of three semesters.  

3. If possible, nomination forms to be collected by an EC member in that division.

4. Inform President/President-Elect the faculty senate composition changes/update often.

5. Post the final composition of faculty senate on the bulletin board in mailroom.
At the end of each year, send important info. – referendum result, etc -  to Fr. William Bosch, Archives, for record keeping.

Former EC chairs: Ted Shepard, Carmen Giunta, John McMahon, Sul-young Choi

