





Introduction
The UNT Faculty Senate - with its shared governance mission – strives to assist the university in meeting the needs of its students, faculty and staff. Developing and nurturing a vibrant committee structure with strong faculty involvement is a critical part of that effort. 
As of 2024, the UNT Faculty Senate (FS) has twenty-three active standing committees, three of which are elected by full-time faculty. The Senate fills these committees, as well as other university committees, with interested faculty throughout the year as vacancies arise. Faculty who participate in committee service find it is a good way to become knowledgeable about university policies and structures. 
Each committee has specific responsibilities and charges which emanate from the organization’s governing documents and from the Executive Committee (“EC”), the primary leadership body of the Senate. Chairs of these committees are chosen either by the committee members or by appointment of the EC. The purpose of this document is to orient committee chairs so they may understand what is expected of them and so they may help committee members to be more effective in accomplishing the committee’s charges.
This kit includes the following information:
· Frequently Asked Questions (FAQ) sheet						pp. 2-3
· Background: Committee membership, appointment, absences and vacancies		pp. 4-5
· Committee Chair Roles and Responsibilities 						  p. 5
· Executive Committee liaisons 								  p. 6
· Meeting planning and organization: Communication, agenda creation, voting and other considerations										pp. 6-8
· Reviewing committee charges								  p. 8
· Recordkeeping										  p. 8
· Role of the Faculty Senate Office							pp. 8-9
· Addendum materials: samples and resources						pp. 9-32
As you read through the tool kit and work with your committee, feel free to contact the following individuals with any questions or for additional guidance:
2024-2025 Officers of the Faculty Senate
Coby Condrey, chair					coby.condrey@unt.edu
William Joyner, vice chair				william.joyner@unt.edu 
Sarah Evans, secretary					sarah.evans@unt.edu

2024-2025 Committee on Committees , interim chair
Melissa McKay						melissa.mckay@unt.edu

Office of the Faculty Senate	940-565-2053		facultysenate@unt.edu
Jill Stover, administrative coordinator			jill.stover@unt.edu

Thank you for your service as committee chair!


Frequently Asked Questions/Answers
1.  Where can I find detailed information about my committee?
The Faculty Senate Procedures Manual provides the majority of information about committee functions, composition, and membership terms, while committee charges and membership are listed on the committee’s page on the Faculty Senate website.
2. How can chairs find a list of their committee members and charges?
A current list of membership and vacancies can be found at the committee’s webpage on the Faculty Senate website or may be provided by the Faculty Senate office upon request. When a new member is appointed, the Faculty Senate office sends the new member a letter of appointment, copying the committee chair so the chair can add the member to the committee roster.
3. What do I do if the committee wants to recommend changes in its charges?
Create a written proposal with the change recommendations and send to the Faculty Senate office so that the Executive Committee can consider the proposal at one of its meetings.
4.  How many meetings is the committee required to have?
Each standing committee is required to meet once in the fall and once in the spring. Meetings may be electronic, by conference call or video conference, or in-person.
5. When should meetings be scheduled?
Meetings of Standing Committees must be scheduled for dates and times which do not conflict with Faculty Senate general sessions and Executive Committee meetings. An exception is made for UUCC meetings, which may be scheduled to begin at 3:00 p.m. on Wednesdays that do not have a Faculty Senate general session scheduled. A full schedule of Faculty Senate and Executive Committee meetings may be obtained from the Faculty Senate office and is posted on the Faculty Senate website.
6. Who sets up the meetings?
Committee chairs are responsible for polling their members for availability, setting the meeting agenda, finding space for their meetings (if in-person), setting up videoconferencing through Zoom, TEAMS or another platform (if electronically meeting), and any other logistical matters relating to the committee’s meetings.  Instructions for how to use Doodle for polling members and how to use Outlook or TEAMS to schedule a meeting are in the too kit Addendum.
7. What is required for attendance recording?
Committee Chairs are responsible for recording attendance and informing the Senate office in a timely manner when committee members resign, go on leave, or are removed from membership. The attendance record may be in any format desired; examples may be found in the tool kit Addendum.
8. What happens if a member needs to be absent?
Regular attendance by members is necessary to maintain adequate representation for each voting group. Chairs should ask members to let them know in advance of meetings if they need to be absent. After two absences, the chair is required to confirm the absence in writing with the member and to provide notice to the member that, upon the third absence, the chair may ask the Senate to replace the member. Examples of correspondence that the chair may use to provide the absence notices may be found in the tool kit Addendum.
9. Do I need to keep a record of the committee’s proceedings?
Generally, yes. Committee chairs need to ensure a record of significant discussion and actions taken by their committees is recorded in written minutes. Meeting minutes and any other significant committee documentation should be provided to the Faculty Senate office by the end of the chair’s term of office. Examples of committee meeting minutes may be found in the tool kit Addendum
10. What other documentation do chairs need to provide to the Senate?
Chairs are required to submit an interim report of activities in January/February (“mid-year report”) and a final report (“end-of-year report”) at the end of the spring semester in a timely manner to the Faculty Senate office for consideration by the executive committee. Chairs will receive a reminder of this requirement and a template report format from the Senate office. Examples of committee reports, as well as the current report template may also be found in the Addendum.
11. Who are Executive Committee liaisons?
A standing committee may be assigned a liaison from the Faculty Senate executive committee. Committee liaisons are available to assist with communication of committee needs to the executive committee and to help chairs understand the charges their committee was given by the executive committee.  Committee chairs are encouraged to invite their committee’s liaison to committee meetings and to seek advice from the liaison or officers of the Senate as needed.
12. What can the Senate office do for standing committees?
[bookmark: _Hlk159335700]The Faculty Senate administrative coordinator (“AC”) manages all daily tasks of the Faculty Senate department. This includes maintaining department records, such as lists of committee membership, committee attendance records and minutes, committee survey results, and other significant committee documentation received from committee chairs. While the AC does not provide administrative support for standing committees, the AC can provide committee chairs with information about past committee activities, membership and charges to the extent the Senate has those records and can assist committee chairs to understand committee requirements as outlined in the Senate governing documents and from current practice. Communication from chairs about committee needs and concerns may be sent to the Faculty Senate office to be answered by the AC or forwarded to an appropriate Senate member (Committee on Committees chair, the Senate Chair or other officer). 


Background
The Faculty Senate governing documents – the Charter, the Bylaws and the Procedures Manual - establish the structure and rules governing Faculty Senate standing committees.  The Procedures Manual provides the majority of information about committee functions, composition, and membership terms. 
Most committees consist of at least one member from each FS voting group (Groups I – VIII) plus at least one to three at-large members. No more than two members on a committee may be from the same department. Some committees are supplemented with additional non-voting members from student government or relevant administrative departments/divisions.
Current standing committees (*elected; #senator-only):
	Academic Affairs Committee  
	Committee on Committees#

	Committee on Evaluation of University Administrators 
	Committee on Faculty Participation in Governance#

	Executive Committee#
	Committee on the Status of Faculty with Disabilities

	Faculty Development Leave Committee*
	Faculty Awards Committee

	Faculty Policy Oversight Committee
	Faculty Mentor Committee

	Faculty Salary Study Committee
	Faculty Research Committee

	Faculty Senate Budget Committee
	Faculty Senate Charter and Bylaws Committee#

	Oversight Committee of the Core Curriculum
	Graduate Council*

	Teaching Fellows/Teaching Assistants Committee
	University Library Committee  

	Teaching Effectiveness Committee
	University Faculty Grievance Committee*

	University Writing Committee
University Elections Committee  
	University Undergraduate Curriculum Committee



The Executive Committee is responsible for providing the charges of the committees and for proposing the establishment of new committees as needed. Senate standing committees address topics of long-term importance, as well as topics of immediate concern. Some committees serve narrow functions, such as the University Writing Committee which is in charge of managing the annual University Writing Awards, while other committees are responsible for matters of long-term significance, such as the Faculty Policy Oversight committee which is responsible for on-going review of all policies related to faculty.  
Standing committees of the Senate represent faculty by:
· providing input to administration on current events affecting faculty and the university
· investigating matters related to their charges
· obtaining faculty feedback through various methods including surveys of faculty
· providing innovative solutions and proposals to address problems

Committee Membership and Appointment
A record of each standing committee’s membership is kept by the Faculty Senate office, and the committee’s current membership is listed on the Faculty Senate website. Each standing committee has its own page on the Senate website. The Senate office administrator is responsible for the upkeep and content modification of the committee webpages. Committee chairs may contact the administrative coordinator of the Senate for any desired changes of content on the committee’s webpage.
Most standing committee positions are filled by Senate appointment. Nominations to fill vacancies are often made by faculty emailing a self-nomination to the Faculty Senate office or by a Senator nomination submitted via email to the FS office or proposed at the Faculty Senate meeting. Nominations are then considered for approval at the monthly meeting.
When a nomination is approved, an email is sent to the appointee with a copy provided to the committee chair in order that the chair may update their committee membership roster. Appointments are also noted on the committee’s page on the Faculty Senate website.
A few standing committees, positions and/or chairmanships are filled by appointment of the Executive Committee or by caucus of Senators according to requirements of the Charter, Bylaws or Procedural Manual. 
Absences and Filling Vacancies
Committee members are expected to advise the committee chair of their resignation should they be unable to serve as a working member. According to the FS Procedures Manual, after two missed committee meetings, committee chairs are required to provide notice to committee members of their attendance record/lack of attendance. After three absences, the Committee chair may remove the committee member from the committee upon informing the member and the Faculty Senate office. Correspondence examples for these actions are in the tool kit Addendum. 
Vacancies for non-elected standing committees are generally filled on a monthly basis from nominations submitted to the Faculty Senate. 
Chair Role and Responsibilities
Committee chair
The primary role of a committee chair is to manage and maintain the committee’s focus on a strategic direction towards accomplishing its charges.  Duties of the committee chair include:
· Polling the committee members to determine meeting times and dates, then locating and reserving space for the meeting (or setting up electronic meeting via Zoom, TEAMS or another conference platform)
· Planning an agenda and sending it out to the committee members in sufficient time for them to read it and prepare before the meetings
· Monitoring attendance and sending required notice to members who are absent; informing the Senate office when members are on leave or need to be replaced
· Completing mid-year and end-of-year committee summary reports for the Faculty Senate executive committee and sending them to the Faculty Senate office by the requested date each term
· Ensuring minutes are taken for the meeting and that these and any other significant committee records are provided to the Faculty Senate office by the end of their term of office.

Chairs are not expected to “do all the work” for the committee but to encourage others on the committee to utilize their strengths, skills and knowledge in accomplishing necessary committee tasks. It is often helpful at the first meeting of the year (September) to have the members introduce themselves and provide some other background information so they can get to know each other and so the chair has some idea of the knowledge, skills and perspectives comprising the committee.  

It may also be beneficial to discuss committee member roles at the first meeting to determine who will serve as recorder to take minutes and who will serve as facilitator to keep time for the meeting and assist the chair in keeping to the agenda (should these roles be needed). As tasks for accomplishing the committee’s charges develop, those tasks may be taken on by other members of the committee. 

The chair is responsible for keeping committee members informed of the times of all meetings so that they can make plans to attend. Senate procedures require that standing committees meet at least once per semester. Some committees may need to meet once a month all year long, while some committees will accomplish most of their work in either the fall or spring semester. Collaborating with committee members on preparing a tentative year-long schedule at the beginning of the year may help increase participation.  
Reporting and Senate Communication
The FS standing committees work on topics important to faculty under the umbrella of the Faculty Senate. Committees work independently on matters relating to their charges, but they are not authorized to speak on behalf of the Faculty Senate. If a committee would like to make a public resolution concerning specific topics or current events, the chair should bring the proposal/resolution to the attention of their EC liaison, to an officer of the Senate, or to the Executive Committee for discussion and consideration. 
The communication shared by chairs with the Executive Committee helps guide the organization in representing faculty to the administration on significant matters and assists the Senate in choosing directions to go for future study and action. Standing committees are required to provide a written report twice per year to the Executive Committee. A report template has been prepared for chairs to use for these mid-year and end-of-year reports (see the tool kit Addendum). It is important that the reports be clear about attendance and accomplishments of the committee, as well as specific on the committee's recommendations for the Senate concerning matters relating to the committee’s charges. 
Executive Committee Liaisons
Each fall, the members of the FS executive committee are assigned to serve as liaison to one or more standing committees for the purpose of enhancing communication and connection between the standing committees and the Senate. Committee chairs are encouraged to invite their committee’s liaison to committee meetings and to seek advice from the liaison or officers of the Senate as needed.

Meeting Planning and Organization
As committee chairs plan their meeting schedules for the year, it is important to keep in mind that Faculty Senate procedures prohibit standing committee meetings taking place at the same time as Faculty Senate meetings (this includes both FS general sessions and executive committee meetings). The UUCC is allowed the only exception…see the FS Procedures Manual. 
Faculty Senate meetings are typically scheduled for the first, second and fourth/last Wednesday afternoons of each month between 2pm and 4pm. The current full Faculty Senate meeting schedule may be found on the Senate website at https://facultysenate.unt.edu/  (left sidebar “Full Schedule”). If the committee maintains a regular committee meeting schedule, the chair should provide the schedule to the Faculty Senate office at facultysenate@unt.edu for posting on the committee’s webpage.
Setting the Meeting - Communicating with Members
For the initial committee meeting of the year or others that are not regularly scheduled, it can be helpful to create a Doodle poll or similar survey to determine the meeting time/s that will suit most committee members. Instructions for creating a Doodle poll can be found in the addendum to this tool kit. As the committee determines when and how to meet, it may be beneficial to start using TEAMS or Zoom for committee work.
Microsoft TEAMS is a helpful tool for communicating and organizing committee materials. Microsoft has numerous easy-to-follow help topics related to using TEAMS for committee business. A few of the most common topics are how to create a Team, how to create a Channel, and how to use the Chat and Files features to facilitate communication and collaboration.
A team is a group of people gathered to get something big done in your organization. Sometimes it’s your whole organization. Teams are made up of channels, which are the conversations you have with your teammates. Each channel is dedicated to a specific topic, department, or project….Channels are where the work actually gets done—where text, audio, and video conversations open to the whole team happen, where files are shared, and where apps are added.
https://support.microsoft.com/en-us/office/create-a-team-from-scratch-in-microsoft-teams-174adf5f-846b-4780-b765-de1a0a737e2b 
Once created, the committee chair can easily manage committee communication and documentation for their Team from the desktop of their TEAMS app.
If an in-person meeting is preferred, there are various locations on campus that can be reserved, including the Faculty Lounge in the University Union (room 249), a department conference room (ask members if they know of any spaces in their departments), or a library meeting room. Committee chairs are expected to locate and reserve space for their committee meetings. If a committee chair is unable to locate an appropriate space, they may contact the Faculty Senate office for assistance.
Agenda Creation
A carefully thought-out agenda helps to ensure meeting success. Agenda structure generally includes the following elements:
· Committee name
· Meeting date, time and location (or if electronic, mode of meeting)
· Approval of previous minutes
· Specific agenda topics with a designated time for each, and if not the chair, the name of the person leading the topic for discussion
· An introduction item at the very beginning, and a ‘wrap up’ item (“Action Items” or “Comments for the Good of the Order”…) at the end

The chair may find it helpful to ask members to provide topics for discussion prior to creating the agenda, and the final agenda should be sent out to all members at least a few days in advance. At the meeting, if any “new business” items come up that require additional discussion time, those items can be tabled for inclusion on a future meeting agenda. Examples of agenda formats may be found in the addendum.
At the first meeting, the chair should be prepared to discuss the charges of the committee, determine if there will be roles for committee members (such as the “facilitator” to keep track of time, the “recorder” to take meeting minutes, etc.), and it might be helpful to discuss the expectations for attendance, basic discussion rules and how voting will be accomplished.
Voting and Other Meeting Considerations

The chair needs to be prepared for how voting will occur and who will be eligible to vote. Voter eligibility may be found in the committee’s description in the FS Procedures Manual. Many organizations follow Roberts Rules of Order (or some modified version of the same) for voting. In the simplest form, the chair asks for:
(1) a clear statement of the item to be voted on (the “motion”)
(2) a “second” person for the motion (signify by raising hand “I second the motion.”)
(3) members to signify with the raise of a hand (“aye” for agree, “nay” for disagree, and “abstain”) as to whether they agree on an item

Other items that bear advance consideration to help ensure an effective meeting include (1) considering your attendees’ needs and personalities; prepare for re-focusing members who don’t stay on topic or who wander from the topic, as well as for how to encourage reticent members to speak up, and (2) how to stick to the time schedule on the agenda (the chair may wish to assign a facilitator to monitor the time). Members could be held to a particular time frame for contributing to the discussion (e.g. each has two minutes to discuss), and discussion items which are considered off-topic can be tabled to a future meeting.

Having group discussions which encourage participation from all members helps to ensure more thoughtful decisions encompassing a variety of perspectives. An effective chair steers the committee so no one is allowed to monopolize the conversation and so that quieter committee members feel welcome to share their ideas. 
For additional resources and information about parliamentary procedure, meeting organization and chair leadership, see the tool kit Addendum.

Reviewing Committee Charges

At the first committee meeting of the year, the committee should review its description, charges and composition as found on the committee’s webpage on the Faculty Senate website and in the FS Procedures Manual. If the committee has any recommendations for changes or updates, the chair should submit these in writing to the Faculty Senate office for consideration by the officers and the Executive Committee. 
Recordkeeping

The chair is responsible for maintaining all records the committee produces during their term of service and then sending these to the Faculty Senate office administrator at the end of the chair’s term. This includes the minutes of the committee meetings, as well as any surveys conducted or other research documentation produced.
Role of Faculty Senate Office
The Faculty Senate has a small administrative staff consisting of one administrative coordinator and a part-time student worker. The coordinator provides administrative support for the officers in the conducting of their duties, with the Faculty Senate Chair serving as the coordinator’s supervisor. The administrative coordinator role relative to committees is limited to: 
(1) answering questions concerning committees based on the policies and procedures in the Senate governing documents and sharing knowledge of past committee activities from the Senate records and from personal knowledge
(2) assisting chairs in locating meeting space when the chair has exhausted their own search 
(3) obtaining and maintaining records produced by the committee, including any attendance records, minutes, and reports the chair provides
(4) assisting with awards process intake as a central location (awards committees are responsible for creation and management of their own rubrics and other judging materials)

(5) communicating important information from the officers, Executive Committee, and/or Committee on Committees chair to committee members about committee policies, procedures and administrative matters (such as providing email notices of appointment and term expirations)
(6) providing the current faculty mailing list to committee chairs upon request to be used in the performance of activities which help to accomplish their committee charges (e.g. sending out surveys for faculty feedback; this information is only for use by the committee and should not be shared with others)
(7) updating and editing the committee’s website pages as needed

For any other committee administrative needs and activities, including preparing rubrics, spreadsheets, committee documentation, etc., the chair of the committee should seek assistance from the other committee members. 




TOOL KIT ADDENDA
A. Standing Committees Quick Reference / Fact Sheet					pp. 10-15
B. Charter, Bylaws and Procedures Manual references/requirements			pp. 16-21
C. Agenda template/sample								 pp. 22-23
D. Minutes template/sample								pp. 24-27
E. How to Create a Doodle Poll, sample correspondence for initial meeting; 
link to instructions for creating Outlook invitations					pp. 28-31
F. Example attendance tracker								 pp. 32-33
G. Report template									pp. 34-35
H. Absence notice email samples								 p. 36



[bookmark: _Hlk115958972][bookmark: _Hlk179276031]Standing Committee Membership Fact SheetAddendum A

(Based on FS governing documents 2024)
Academic Affairs Committee
· 9 voting members (8 faculty members elected by the Senate and 1 student, appointed by SGA) and 3 non-voting members (1 academic dean, elected by academic deans, the vice president for academic affairs or his/her designee, and 1 appointee from the Registrar)
· 3-year term for faculty members (no more than 2 consecutive terms)
· 1 year term for academic dean and student (renewable)
· The chair of the committee shall be approved by the Faculty Senate Executive Committee after being elected by the members of the committee.
Committee on Committees:
· 12 voting members (1 Senator from each of the eight voting groups, 1 at-large Senator, the Chair, Vice Chair, and the Secretary of the Senate)
· Terms begin at Senate meeting when chosen and end at the Senate meeting two years later (unless a senator’s term ends in the interim) 2-year term (no more than 2 consecutive terms)
· Staggered terms, with no more than ½ expiring at a given time
· In May after officers elections are completed, the committee shall elect a chair from among its continuing members to serve a 1-year term that begins immediately upon election
Committee on Evaluation of University Administrators
· 8 voting members (8 tenured faculty members or librarians on 5-year contracts, 1 from each voting group); 4 non-voting (university administrators appointed by the provost)
· 3-year terms for faculty members and administrators (no more than 2 consecutive terms)
· Faculty serve staggered terms, with no more than 3 expiring at a given time
· The voting members of the committee shall elect a chair from among the voting
members.
Committee on Faculty Participation in Governance
· 9 voting members (1 Senator from each of the eight voting groups and 1 faculty member selected by the University Faculty Grievance Committee)
· Term for senators on the committee coincide with the senator’s present 3-year senate term 
· The committee shall elect a chair from among its members to serve a 1-year term.
· 3-year terms for the 8 faculty voting group representatives (no more than 2 consecutive terms)
· 1-year terms for non-voting members approved by the Committee (renewable)
· The committee shall elect a chair from among its members to serve a 1-year term
Committee on the Status of Faculty with Disabilities
· 11 voting faculty members (1 from each voting group, 3 at large senators); 1 non-voting member (a representative from the Equal Opportunity office)
· 3-year terms (no more than 2 consecutive terms)
· The terms of the faculty members shall be staggered so that no more than three expire in any given year
· The committee shall elect a chair from among its members to serve a 1-year term
Executive Committee
· 12 members: the three officers of the Faculty Senate, 1 member from each of the eight senate voting groups (determined by caucus of voting group senators at the September Faculty Senate meeting), and the immediate past chair of the Faculty Senate
· 1-year terms (no more than 3 consecutive terms)
· The vice chair serves as the committee chair
Faculty Awards Committee
· 10 voting members (1 from each of the eight senate voting groups, and 2 at-large members)
· 3-year terms (no more than 2 consecutive terms)
· The committee shall elect a chair from among its members to serve a 1-year term
Faculty Mentor Committee
· 9 voting members (1 from each of the eight voting groups and 1 at-large); 2 non-voting members (1 staff member from the Vice Provost for Faculty Success office responsible for the Mentoring Program, and 1 student selected by the Graduate Student Council)
· Staff members serve 3-year terms (no more than 2 consecutive terms)
· Student member serves 1-year term
· The committee shall elect a chair from among its members
Faculty Policy Oversight Committee
· 8 voting members appointed by Faculty Senate Executive Committee (1 from each of the 8 voting groups), 1 member who is a faculty co-chair appointed by the Faculty Senate Executive Committee but who is not one of the 8 other Senate appointees, and 1 administrative co-chair appointed by the Provost/VPAA (if a FT faculty member, they may vote; otherwise, non-voting) 
· 3-year terms for faculty members (no more than 2 consecutive terms) 

Faculty Research Committee
· 11 voting members (1 from each of the eight voting groups and 3 at-large appointed by the Executive Committee); 2 non- voting members - the Vice Provost of the Toulouse Graduate School, and the Vice President for Research and Innovation who serves as administrative co-chair of the committee
· 3- year terms (no more than 2 consecutive terms)
· The faculty chair of the committee will be appointed by the Executive Committee and has the authority to appoint ad hoc up to 2 additional non-voting members, subject to majority approval of the Faculty Research Committee and the Faculty Senate Executive Committee.
· No more than 1 faculty member may be elected from any sub-unit within a senate voting group.
Faculty Salary Study Committee
· 11 voting members (1 from each of the eight voting groups, and 3 at-large; no more than 1 representative from a subunit)
· 3-year terms (no more than 2 consecutive terms)
· [bookmark: _Hlk93567630]The committee shall elect a chair from among its members


Faculty Senate Budget Committee
· 8 faculty members (1 from each of the 8 voting groups), plus two at-large members; preference for 3 Senators on the committee (1 must be a Senator per usual requirement)
· 3-year terms (no more than 2 consecutive terms)
· Staggered terms, with no more than 3 members expiring in a given year
· The committee shall elect a chair from among its members
Faculty Senate Charter and Bylaws Committee
· 5 voting members (3 Senators elected by Faculty Senate, the immediate past Faculty Chair, and the faculty co-chair of the Faculty Oversight Committee)
· Terms coincide with Senator term of office, with maximum of 3-years (no more than 2 consecutive terms)
· The committee shall elect a chair from among its members
Oversight Committee of the Core Curriculum
· 11 voting members (1 from each of the 8 voting groups, 3 at-large); 2 non-voting members (1 appointed by the graduate student council and 1 appointed by the office of the provost)
· Majority of membership must be tenured faculty
· 3-year terms (no more than 2 consecutive terms)
· Staggered terms, with no more than 4 members expiring in a given year
· A faculty co-chair shall be appointed from among the voting members of the committee by the Senate Executive Committee; an administrative co-chair will be designated an administrative co-chair of the committee.
Teaching Effectiveness Committee
· 11 voting members (1 from each of the 8 voting groups, 3 at-large;  2 ex-officio non-voting members (one from Office of Faculty Success and one representative from CLEAR).
· 3-year terms (no more than 2 consecutive terms)
· The committee shall elect a chair from among its members
Teaching Fellows/Teaching Assistants Committee
· 8 voting members (1 from each of the eight voting groups)
· 3-year terms (no more than 2 consecutive terms)
· Staggered terms, with no more than 3 expiring in a given year
· The committee shall elect a chair from among its members
University Elections Committee
· 8 voting members (8 faculty elected by the Faculty Senate) 
· 3-year terms that begin and end on the second Wednesday of the September academic year (no more than 2 consecutive terms)
· The chair shall be designated by the Executive Committee from among the committee members
University Library Committee
· 8 voting members (1 from each of the 8 voting groups); 6 non-voting members (1 Full time Lecturer, 1 undergraduate student selected by SGA, 1 graduate student selected by the GSA, 1 alumnus appointed by the VP for Development, the Vice Provost of the Toulouse Graduate School, and the Dean of Libraries)
· 3-year terms for faculty members (no more than 2 consecutive terms)
· 1-year terms for students, and 2-year terms for alumni
· Staggered terms for faculty, with no more than 3 expiring each year
· The committee shall elect a chair from among its members
University Undergraduate Curriculum Committee
· 18 voting members (2 from each of the 8 voting groups, and 2 at-large); non-voting members (3 students selected by SGA, Deans of the colleges which offer an undergraduate curriculum, the Dean of UNT Libraries, a member of the OCCC, the Registrar, a designee of the Office of the Provost)
· Faculty members must have experience dealing with curricular issues at the department or college level within the previous three years of their election to the UUCC
· No more than 1 faculty member from any sub-unit within a FS voting group
· Student members shall represent different areas of study
· 3-year terms for faculty members (no more than 2 consecutive terms)
· 1-year terms for student members
· Faculty chair shall be elected by voting members in September and administrative co-chair appointed by the Office of the Provost
University Writing Committee
· 1 At-large faculty member (nominated by FS); 1 representative from each College and School (nominated by the Deans); 1 representative from the University Writing Lab (nominated by Director); 1 representative from the Rhetoric and Composition Program of the English Department (nominated by Director) 
· 1 of the members must be a Senator
· 3-year terms (terms not limited)
· Staggered so that no more than 3 vacancies are created in any 1 year
· The committee shall elect its own chair among its members
ELECTED COMMITTEES
Faculty Development Leave Committee
· 8 voting members (each of the 8 voting groups should elect 1 tenured faculty member or librarian on 5-year contract)
· 3-year terms (staggered terms, no more than 3 members expire in a single year)
· If a member of the Faculty Development Leave Committee resigns, goes on leave, or is otherwise unable to serve during any semester of his or her service on the committee, the chair of the Faculty Development Leave Committee will notify the Faculty Senate to direct the election of a replacement member to serve during the period that the regularly elected member is unable to serve
· The committee shall elect a chair from among its members
Graduate Council
· 12 voting members (8 graduate status faculty members, 1 elected from each of the eight voting groups, 4 graduate status faculty members appointed at large by the senate); non-voting members (2 graduate students selected by the Graduate Student Council, the vice provost of the Toulouse Graduate School, the associate dean of the Toulouse Graduate School, the registrar, and deans or their representatives from each of the colleges, schools, and library)
· 3-year terms for voting members (no more than 2 consecutive terms)
· Student members shall serve 1-year terms
· Other members shall serve during the period they hold their respective offices
· Voting members elect a faculty chair from amongst themselves for a 1-year term at the beginning of each academic year
University Faculty Grievance Committee (UNT POLICY 06.051 – found on UNT website)
· 15 full-time faculty members: (1 tenured faculty member from each of the 8 senate voting groups; five (5) tenured full professors elected at large, five (5) tenured faculty members elected at large (strive for balance between full and associate professors on committee), and two (2) professional faculty elected at large.
· No more than 2 of the 15 from same FS voting group
· 3-year terms (no more than 2 consecutive terms)
· Staggered terms, 1/3 being elected each year
· The UFGC shall elect a chair and a vice chair from the among the 13 elected tenured faculty members at the first fall meeting of each academic year (The chair and vice chair must have served on the UFGC a minimum of 1 year before the election)



[blank on purpose]

Committee Provisions Excerpted from the Governing DocumentsAddendum B


The below references to committees are excerpted from the indicated Faculty Senate governing documents. The full resource (Charter, Bylaws or Procedures Manual) may be found at the Faculty Senate website.

Faculty Senate Charter

Article V. Committees of the Faculty Senate 
Committees of the Faculty Senate shall include an Executive Committee, Committee on Committees, Curriculum Committees, a University Election Committee, a Charter and Bylaws Committee and such other standing and temporary/ad hoc committees as the Faculty Senate shall from time to time create. The voting members of Faculty Senate committees will be restricted to full-time faculty.
------
Article VII. Faculty Governance Bodies 
There shall be a Faculty Grievance Committee as specified by university policy 06.051.
------
Article VIII. Amendments to the Faculty Senate Charter and Bylaws 
Section 1. Initiation of Charter Amendments. 
An amendment to the Charter of the Faculty Senate may be initiated in either of the following ways: 
Sub-section a. An amendment to the Charter can be initiated by the Charter and Bylaw committee, presented for first read at one regularly scheduled Faculty Senate meeting and voted upon at the next regularly scheduled meeting. An amendment shall proceed to ratification upon receiving two-thirds of the votes.

Faculty Senate Bylaws

Article III. Officers and Committees of the Faculty Senate
Section 2. General Provisions on the Committees of the Faculty Senate
Standing committees shall be those named in the Charter, Bylaws, and Procedures Manual of the Faculty Senate. If a standing committee of the Faculty Senate does not receive a charge from the Executive Committee within a two-year period, the need for that standing committee shall be reviewed by the Committee on Committees. The Committee on Committees shall make a recommendation to the Executive Committee regarding the standing committee. A list of all standing committees and their membership and term requirements shall be located in the Senate Procedures Manual.

A. When a new standing committee is created, the terms of the initial members shall be staggered. 

B. Temporary and ad hoc committees may be created by the Senate to deal with specific issues. Each temporary or ad hoc committee shall terminate at the beginning of the following September meeting of the Faculty Senate unless another termination date is specified.

C. There shall be at least one Faculty Senator on each standing committee of the Faculty Senate.

D. Wherever terms of faculty or student members of standing committees are specified only as a certain number of years, such terms shall begin September 1 or other time of initial appointment and end August 31. The term of a member appointed to fill a vacancy shall end at the same time that the term of the member being replaced would have ended.

E. The Executive Committee shall provide the charge for each Faculty Senate committee, and the chair of each Faculty Senate committee shall report at least once each semester to the chair of the Executive Committee regarding the business conducted by the Faculty Senate committee.

F. The length of a committee member’s single term cannot exceed three years. Committee members shall not serve on the committee for more than six consecutive years unless otherwise provided for in the Bylaws.

G. Unless otherwise provided for in the Bylaws or Procedures Manual, each Faculty Senate committee shall elect a chair at the first committee meeting of the academic year. The chair of each Faculty Senate committee shall serve a one-year term, ending August 31.

H. Committee quorums and vacancies. To conduct business, a Faculty Senate committee must have at least a majority of its full nominal membership, excluding ex-officio members, (that is, vacancies on the committee must not exceed fifty percent of the nominal membership). For meetings of Faculty Senate committees, a quorum shall consist of at least half of the filled committee seats (that is, of the committee seats without vacancies), so long as that number is not less than half of the full committee’s nominal seats. It shall be the responsibility of committee chairs to monitor their committee membership’s status and any vacancies (whether occurring by repeated absence, leave of absence, resignation or retirement), and to promptly report any occurring vacancies to the Senate leadership. It shall be the responsibility of a Senate committee member promptly to advise the committee chair and Senate leadership of their resignation from the committee or inability to serve as a working member.

I. Meetings may be held remotely via video conferencing or other telecommunications technology with the same quorum and voting rules as describe in Article III, section 2, subsection G.

J. Proxy voting shall not be allowed.

K. If the Faculty Senate Executive Committee and other Faculty Senate committees find it appropriate to conduct their business by asynchronous electronic correspondence, their reports and actions can contain only what is agreed to by a majority of the committee members. In the case of such electronically conducted business, it shall be the responsibility of the committee’s chair to consult with all members on business to verify that a majority concurs with decisions and recommendations and to keep appropriate records of votes and decisions conducted electronically. The conduct of business by asynchronous electronic correspondence shall be recorded according to the committee’s normal practices and shall be reported in the committee’s reports to the Faculty Senate.
Section 3. Committee on Committees 
A. FUNCTIONS. The committee shall nominate members of other Faculty Senate committees and shall appoint members of administrative committees when requested by the university administration, subject to the approval of the Senate. The Committee on Committees shall nominate representatives of the Faculty Senate to administrative councils of the university, subject to the approval of the Senate. Nominations to senate committees may also be suggested for consideration to the Committee on Committees by senators who are not themselves members of the Committee on Committees. In addition to nominees brought forward by the Committee on Committees, other nominations to senate committees and for appointment to administrative committees may be made from the floor of the Senate during its meetings.

B. COMPOSITION. The Committee on Committees shall consist of one senator from each of the 8 voting groups and one senator from the At-large group elected by caucus of senators from that group, plus the chair, vice chair and the secretary of the Senate. Each May following the election of new senate officers, the committee shall elect a chair from among its continuing members to serve a one-year term that begins immediately upon election.

C. TERMS. The term of each elected member of the Committee on Committees shall be two years from their election to the committee in September and shall continue until the beginning of the September meeting two years later. The members’ terms should be staggered so that no more than half the members rotate off at a given time. Upon first (or subsequent) implementation of the staggering of committee members' terms, the allocation of one year and two-year terms shall be conducted by lot.
Section 4. Executive Committee of the Faculty Senate 
A. FUNCTIONS. The Executive Committee shall perform the following functions: serve as an advisory board and meet regularly with the president and provost to discuss matters of mutual concern and to propose resolution of problems and differences with the university administration; prepare an agenda for Faculty Senate meetings as provided in Article V, Section 2 of these bylaws; and serve as an Executive Committee for the Faculty Senate. The Executive Committee shall have the authority to speak for the Senate in emergency matters that are limited to: (1) the approval of members of a committee recommended to it by the Committee on Committees, when that committee has need to begin functioning immediately or needs new members to continue to function; (2) the drafting and release of public statements or positions on matters involving breaking news; and (3) the consideration of requests for immediate and emergency action made in writing by the president of the university. Action on all of the above matters must be approved by the Senate at the following senate meeting or through an electronic vote.
All actions of the Executive Committee must be by votes of at least two-thirds of the members of the committee.
The Executive Committee shall provide the charge for each Faculty Senate committee and shall receive at least one report each semester from the chair of each Faculty Senate committee regarding the business conducted by the Faculty Senate committee.
B. COMPOSITION. The Executive Committee shall consist of one senator elected by caucus of senators in each of the 8 voting groups. The chair, vice chair and the secretary of the Senate shall also serve as members of the Executive Committee. The immediate past chair of the Senate shall serve as an ex-officio non-voting member of the Executive Committee. The vice chair of the Senate shall serve as chair of the Executive Committee.

C. TERMS. The terms of each of the eight elected senators will end at the following Faculty Senate September meeting. No individual may serve more than three consecutive one-year terms in an elected position on the Executive Committee. The past senate chair shall serve a single one-year term that shall end at the beginning of the September meeting of the Senate one year after their term as Senate Chair shall have expired.

D. MEETINGS. All meetings or sessions of the Executive Committee shall normally be open to the public for all business. Executive session (closure of the proceedings to persons not members of the Executive Committee) may be invoked only for discussions and business related to the consideration of candidates for honorary degrees by the university, and/or matters related to Senate administrative personnel (staff). An Executive session where no business is conducted may also be invoked at the request of a university administrator. 
[bookmark: _Hlk129097295]Section 5. Committee Vacancies
If a committee member is on a leave of absence of up to one complete semester, the chair of the Committee on Committees shall check with the chair of the committee on which the faculty member serves to determine if there is a need for a replacement.  If there is a need for replacement, it shall be the responsibility of the senators of the voting group of the corresponding vacancy to caucus (in the case of an at-large member, the remaining at-large senators shall caucus) at the next Faculty Senate meeting of the semester to recommend a temporary replacement. 
If the vacancy will extend beyond one-semester, a replacement member shall be elected for the remaining of the vacated seat’s term.
-------
Article V. Meetings and Procedures of the Faculty Senate 
Section 2. The Agenda 
A. The Executive Committee shall prepare an agenda for each regular meeting of the Faculty Senate.

Procedures Manual 

[bookmark: _Toc427923166][bookmark: _Toc427923519][bookmark: _Toc427923167][bookmark: _Toc427923520]Part A: Meetings and Voting Groups
Section 1: Meetings 
-----
f. Executive Committee Member Responsibilities 
1. Executive Committee (EC) meetings will begin on time (2PM). They will usually be held on the first and last Wednesdays of each month. 
2. Members are expected to arrive on time and stay for the duration of the meeting
3. Known absences need to be reported to the Senate office/Vice-Chair as soon as possible. 
4. After 2 absences, Senators will be notified of their attendance. After 3 absences, the Senate Chair/Vice-Chair may invoke the option of removing the Senator from his/her seat on the Executive Committee. 
5. Materials will be sent out prior to the meeting and members are expected to read them prior to the meeting to allow for more effective use of the meeting time. 
6. EC members will have 3 minutes to present discussion points or comments on items. The Senate Chair or the Chair’s designee reserves the right to stop a Senator from speaking after 3 minutes. 
7. All questions will be answered in turn prior to returning to someone who has spoken previously on the same topic.  
8. It is expected that EC members will pass pertinent information on to their constituents.
9. External visitors, including committee reporting functions, are primarily scheduled on the “first Wednesday” meeting.
g. [bookmark: _Hlk128469190]Faculty Senate Committee Member Responsibilities 
1. Committee Members must respond to messages from the Faculty Senate officers and the Committee Chair. 
2. Attendance at all meetings by Committee Members is expected so that members are able to effectively represent their faculty member constituency. If a member cannot attend, e-mail discussion is encouraged. 
3. Members are expected to participate actively in committee discussion whether face-to-face or virtual, and to work to complete the committee charges. 
4. After 2 missed meetings or discussions, committee members will be notified by the chair of their lack of attendance. After 3 absences the Committee Chair may invoke the option of removing the committee member from his/her committee membership by notifying the member and the Senate office.
h. Committee Chair Responsibilities
1. Committee Chairs are responsible for facilitating the work of the committee and achieving the charges given to the Committee. 
2. Committee Chairs are responsible for recording attendance and informing the Senate officers or Committee on Committees chair, as appropriate, in the event that a Committee Member is removed from committee membership or resigns. Chairs should inform the Committee on Committees of any membership changes in a timely manner so that the vacant positions can be filled, and all faculty groups can have equal representation.
3. The Senate Office is available to assist with setting up meetings and also make a room available for meetings if needed. 
4. The Senate Office is also available to resolve conflicts in a committee. 
5. If the committee is charged, the chair should call a meeting at least once per semester.
6. Chairs should submit an interim report of activities in February and a final report at the end of the spring semester (or, in a timely manner) to the Executive Committee.
7. Meetings of Standing Committees shall be scheduled for dates and times which do not conflict with Faculty Senate general sessions and Executive Committee meetings. An exception is made for UUCC meetings, which may be scheduled to begin at 3:00 p.m. on Wednesdays that do not have a Faculty Senate general session scheduled. A full schedule of Faculty Senate and Executive Committee meetings may be obtained from the Faculty Senate office.
------
Part B: Standing and Elected Committees 
[bookmark: _Toc427923170]Functions, Composition, and Terms
The Faculty Senate Procedures Manual Part B: Standing and Elected Committees of the Senate supplements the Charter and Bylaws of the Faculty Senate. It lists current non-elected standing committees and elected standing committees of the UNT Faculty Senate and by functions, composition, and membership terms. 
In order to maintain consistency for unit representation on standing committees, there shall be a maximum of two persons per unit per standing committee where at-large membership is available. This applies to all standing committees with the exception of the University Writing Committee.
The Charter and Bylaws of the UNT Faculty Senate overrule the Faculty Senate Procedures Manual in the event of conflicts.
[see pages 8 – 24 of the Procedures Manual for all committee specifics]




Addendum C

Example Meeting Agenda
The below table agenda is only one of many ways that a meeting agenda or program may be set up. Preference for how an agenda is set up varies from chair to chair. A simple meeting program may be made by listing bullet points. A recommended practice is for the chair to ask the other committee members in advance if they have items or issues they would like to have addressed in the meeting. The chair can include those items under new business or as bulleted discussion points in the body of the agenda.
The template below is for a more formal meeting, but the columns for “Time Discussion Begins” and for “Time Allotted” can be removed if a less formal meeting is desired. 
COMMITTEE NAME MEETING AGENDA
Location (or indicate by Zoom, TEAMS, etc.)
date  – time a.m./p.m.

	Time Discussion Begins
	Time Allotted
	
	

	
	
	
	

	2:00
	3 minutes
	I.
	Call to order: Welcome and Introductions [add items as needed] 

	
	
	
	

	2:03
	2 minutes
	II.
	Approval of Minutes (   date , year) [vote]

	
	
	
	

	2:05
	15 minutes
	III.
	Discussion topic or presentation topic  [vote as needed]

	
	
	
	

	2:15
	50 minutes
	IV.
	Discussion topic or presentation topic [vote as needed]

	
	
	
	

	2:30
	10 minutes
	Vi.
	New Business

	
	
	
	

	2:40
	10 minutes
	VII.
	Old Business 

	
	
	
	

	2:50
	10 minutes
	VIII.
	Comments for the Good of the Order

	
	
	
	

	3:00
	
	IX.
	Adjournment






[blank on purpose]

Addendum D

MINUTES EXAMPLES

Agenda/Notes– Administrator Evaluation Committee – 5 Dec 2016
Time and Location: 2 – 3:30 pm, Hurley 204A
1. Call to order and suggestions about the agenda (Spector)
Called to order at 2 pm by Mike Spector
In attendance: Barbara Bush, Jill Stover, Christy Crustinger, Bill Camp, Jose Perez, Christine Koop, Mike Spector; Absent: none
2. Introductions around the table (all – with the unit involved)
3. Committee composition – open positions to be filled (Jill Stover)
4 persons have three-terms expiring in 2017 (Spector, Camp, Perez, Koop); Group 4 and 7 positions now open; Group 5 position awaiting confirmation
4. Schedule for this year’s evaluation – finalize survey in February, administer in March (all)
The timing was a major item of discussion with the timing of administering the survey on April being the general consensus; the Faculty Senate procedures for this committee need to be updated to reflect a Spring survey which has occurred at least the last three years.
5. Broadening the effort based on Faculty Senate guidance (all)
a. Ask for constructive feedback from administrators evaluated – e.g., steps already taken and plans to address selected concerns (logistics of doing this)
b. Follow up with recommendations for a 360 evaluation with key administrators (e.g., President, Provost, Deans) – possibly with in-depth interviews or with an outside evaluator – likely to begin next academic year if recommended and approved
This topic as also discussed in detail with the outcome that the committee would make a recommendation to the Faculty Senate in the Spring of how a more  in-depth review of key administrators might be conducted that is consistent with Policy 06.018 that Christy shared with the committee. Having key administrators post their self evaluations in a place accessible to those evaluating that administrator in response to item 2 in Procedures and Responsibilities of 06.018 prior to the survey might be helfpful for all involved.
Another topic discussed was the typically low response rate on the online surveys. Returning to paper forms was discussed but not recommended. One idea about which there was general consensus was to the Provost and Deans to publicly encourage faculty to respond and indicate how those faculty evaluations were being used in accordance with university policy.
6. Avoiding disparaging comments in evaluations (Barbara Bush reports from Faculty Senate Executive Committee)
a. See suggested wording below in the draft cover email – how best to word that final paragraph (all)
b. What to do, if anything, about past disparaging comments in previous surveys (Perez)
Barbara Bush reported her consultations with the UNT attorney and EC and announced that the remarks had been removed and wording to avoid future occurrence was recommended.
7. Next meeting in January (all)
a. When to schedule – last week of January (to be determined)
b. Topics to address – finalize who to include in this year’s evaluation, questions, and recommendations for a more extensive evaluation of key administrators periodically.
8. Review of actions items and adjourn
No action items other than recommendations indicated above. Meeting adjourned at 3:15 pm

Faculty Senate Budget Committee Meeting
October 26, 2016; 9:00-11:00 AM
Location: CLC-110A

Meeting convener: Jyoti Shah
In Attendance:	Rosanna Boyd, Todd Enoch, Jesse Robertson, Jyoti Shah, Zuoming Wang and Kevin Yanowski
Apologies/absences:	 Huguette Tran

Agenda
1. Select Chair for this committee
2. Review the charge (available at https://facultysenate.unt.edu/faculty-senate-budget-committee)
3. Come up with a meeting schedule
4. Identify issues related to our charge that we wish to address

Minutes
1. Meeting convened at 9:00AM.
2. Quorum was met: six members in attendance
3. Jesse Robertson, Associate Professor in the Department of Accounting, was nominated for the position of Chair. He accepted the nomination. Rest of the members voted unanimously to appoint Jesse Robertson as Chair of the Faculty Senate Budget Committee.
4. A decision was made to meet on a monthly basis. Next meeting: 1st choice is Wednesday Nov 16; 2nd choice is Monday Nov 14. Needs confirmation.
For future meetings the preferred order was Wednesday (9:00-11:00 AM) or Monday mornings. Needs confirmation.
5. Committee members read and discussed the charges and concurred with the following:
(a) We need more clarity on several of the charges, for which it was decided to contact and invite Dr. Barbara Bush, Chair of the Faculty Senate, and Beverley Cotton, Associate VP for Budget and Analytics to address this Committee.
Note: Committee member Shah subsequently found that the Budget Office organizes a First Friday with the Budget Office meeting every month for an informational hour open to all. Topics will include helpful hints, frequently asked questions, upcoming changes, schedules, and financial projects.  The next two sessions will be held on Friday, November 4th and December 2nd, 2:30 PM - 3:30 PM, BLB 155. Some of us from this committee should attend.
(b) Need more information from the Faculty Senate office on the liaison in the University Budget Committee, Office of Research and Economic Development (ORED), Committee on Faculty Participation in Governance, Faculty Salary Study Committee, Faculty Research Committee, Faculty Load Committee, Purchasing and Payment Service.
(c) This committee needed additional clarifications on the charge of evaluating the effectiveness of the ORED and Purchasing and Payment Services (PPS), as well as the charge about Over/Under Report.
6. The committee concurred that previous reports submitted by this committee be obtained and we have easy access to the annual budgets.
7. Kevin Yanowski shared the following resources with the committee:
UNT eReports: http://ereports.unt.edu/
UNT FY16 Budget Book: http://ereports.unt.edu/pdffiles/FY16%20Budget%20Book.pdf
UNT System Consolidated Operating Budget (previous years):
http://www.untsystem.edu/consolidated-operating-budget-summaries
UNT System FY17 Consolidated Operating Budget: 
http://www.untsystem.edu/sites/default/files/reports-data/2017_consolidated_operating_budget.pdf
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Calling a Meeting - Creating a Doodle poll (sample email included)Addendum E

Go to https://doodle.com/en/
[image: ]
“Try it Free” will take you to a window where you can create an account (free) or log in with Google or Facebook. “Create a Doodle” will allow you to create a poll without signing in:
[image: ]
In the Create Group Poll box (see previous screenshot), enter your name, email, and the meeting title and description. If you know the location at this point, you can add it. If not, state something like “TBD” (“to be determined”). When you are ready to communicate your poll results to your audience, you can provide the location.
Complete the Add your times box (in the free version, you can add up to 20 time frames for poll recipients to consider). You can select a “Duration” from the choices given, or you can just add the time frames to the calendar matrix and modify as needed. The dates are listed across the top of the calendar matrix and the times are to the left side. Place your cursor inside the matrix and click on the date and time frame you would like to propose. The time frame shows up in a green box. You can click, hold, and move the green boxes up and down and back and forth as needed to modify the time frame.
The example below is selecting time frames by the week:
[image: ]
To move into the next week for more selections, use the arrow keys located to the upper left of the matrix.  As chair it is best to provide several time/date options that would work for you so there is a better chance of the other members finding times they can attend. 
[The Settings box below the calendar matrix is only valid for the “Pro” version which is a paid subscription.]
[image: ]

When finished selecting dates and times, go to the bottom of the page and select “Create Invite and Continue” in order to see a summary of your poll:
[image: ]

Click on the Share Invite button to get a link to share with your potential respondents. Then, create your own email in your email account, insert the link and provide a deadline for your respondents. You will receive an email from Doodle with a link to check on the poll responses (see example on next page).

Example email to accompany Doodle link:
Hello, Committee member name/s,
It is time for us to begin our work for the committee name this year.  Please visit the Doodle poll link below to indicate the dates and times you would be available to meet to discuss our committee charges and what we would like to accomplish this year. 
Insert link
 Please respond to this poll no later than noon on Friday. Thank you!
Committee Chair name
Example email from Doodle with the link for checking responses:
[image: ]

When your deadline has passed, check the link to see what time is best for most respondents to meet, determine your location and then communicate these to the meeting invitees via an Outlook invitation, email or another manner.

For instructions for creating an Outlook invitation visit Microsoft 365 help.


Example Attendance TrackerAddendum F
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Addendum G

REPORT TEMPLATE FOR MID-YEAR AND END-OF-YEAR REPORT
This template is provided to assist committee chairs to satisfy the reporting requirements found in Faculty Senate Bylaws, Article III, Section 2.  Please note the following applicable provisions:

The Chair of each Faculty Senate Committee shall report at least once each semester to the chair of the Executive Committee regarding the business conducted by the Faculty Senate Committee….

It shall be the responsibility of committee chairs to monitor their committee membership’s status and any vacancies (whether occurring by repeated absence, leave of absence, resignation or retirement), and promptly report any occurring vacancies to the Senate leadership.

Email completed reports to facultysenate@unt.edu. 					Rev. 11-2024
********************************************************************************
Report to the Faculty Senate Executive Committee		Date: 				
“x” or circle:	 	 Mid-year report				 Year-end report

Committee Name: 										
Chair or Co-Chairs: 											
Meetings for the term/year: [insert dates of all meetings to-date, whether electronic or in-person]
													
Membership and Attendance (year-to-date attendance record):
These column and row titles may vary based upon the nature of the committee composition. Please highlight names of members missing three or more meetings.

	Group Represented, committee office, if applicable
	Name
	Department or administrative unit affiliation
	Term End
(if applicable)
	Meetings Attended
	Meetings Absent / # Excused

	Chair
	
	
	
	
	

	Co-chair
	
	
	
	
	

	Secretary
	
	
	
	
	

	Group I
	
	
	
	
	

	Group II
	
	
	
	
	

	Group III
	
	
	
	
	

	Group IV
	
	
	
	
	

	Group V
	
	
	
	
	

	Group VI
	
	
	
	
	

	Group VII
	
	
	
	
	

	Group VIII
	
	
	
	
	

	At-large
	
	
	
	
	



Do any membership positions need to be replaced at this time due to non-attendance or a leave of members? If so, which positions? (This assumes proper notice was provided per the Procedures Manual; example correspondence and explanation of notice may be found in the Committee Chair Tool Kit.)

The Executive Committee establishes charges for each standing committee and may amend them as needed; alternatively, the standing committee may propose amended charges, composition, etc., by making a written proposal and sending to the Faculty Senate office facultysenate@unt.edu.) Do your committee charges remain relevant?  If not, what changes to the charges do you propose? 

Accomplishments (including items submitted for review or approval to the Executive Committee or Faculty Senate): [bulleted list or narrative]

Ongoing/future projects: [bulleted list or narrative]






Addendum H


EXAMPLE EMAILS FOR COMMITTEE CHAIRS (CUSTOMIZE AS NEEDED/DESIRED)

Subject:  Required committee absence notice (two absences)
Hello,    committee member  ,
The Faculty Senate Procedures Manual requires that committee standing committee chairs notify committee members who have had two absences of their attendance record, regardless of any excuses that have been provided previously. While I understand how life can get very busy and occasionally interfere with service commitments, attendance at all committee meetings is required so faculty in your constituency group are adequately represented. 
Our meeting records indicate you have missed two   committee name   committee meetings this Senate year: date and date. Should you miss a third meeting, it will be necessary to evaluate the status of your membership on the committee.  Any emails with reasons for your absences you have previously sent to me will be considered in the decision as to whether to declare a vacancy for your position.
If you are temporarily unable to fulfill your duties as a committee member (e.g. FMLA leave, teaching conflict, etc.), it may be possible to take a short leave of absence and still retain your committee seat. If you feel your situation may warrant a temporary leave, feel free to contact me to discuss.
If you believe my committee records are incorrect or you have a valid excuse for missing these meetings which you have not already provided, please let me know.
Thank you for your service on the  name committee.
Chair name


Subject:  Notice to Vacate Committee Seat (three or more absences)
Hello,  committee member   ,
Our   committee name   meeting records indicate you have missed the following scheduled committee meetings this year: dates.
As notified previously in my email to you of   date, Faculty Senate procedures require committee members be present at all meetings. When a member has missed three meetings, the chair is required to weigh the member’s reasons for lack of attendance against the ongoing important need for faculty in the member’s constituency group to be adequately represented on the committee. In considering your membership, it is my determination as committee chair that it would be best for the seat to be vacated at this time. 
If you believe our committee records are incorrect or you have other information you would like to share with me that you think would weigh in your favor on this matter, please provide that to me by tomorrow. If I do not hear from you by then, I will proceed with notifying the Faculty Senate office of the need to fill the vacancy.
If you have any questions, feel free to contact me.
Chair name
2 | Page
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