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Introduction

The Academic Senate approves of College policies;  determines the goals of the academic programs and approves of all curricular matters including new courses, certificate and degrees and all changes thereto;  and generally oversees all aspects of the College.  

The Academic Senate standing committees function to perform many necessary activities of the College. All the committees conduct an oversight of the areas under their charge and forward recommendations for changes to the administration and at times proposals for consideration of the entire Senate, including policies that govern the College. Some committees perform absolutely necessary acts such as processing admissions applications and changes in academic status of students and curricular changes.

Faculty members who have concerns about any aspect of the College may bring them to the attention of the relevant committee for its consideration and possible recommendations for action and changes.

The Bylaws of the Academic Senate (Article VII – Committees) describe the membership and charges for each of the standing committees. There are currently 18 standing committees and one subcommittee. The number of special committees vary each year. 
The Steering Committee of the Academic Senate consists of the Chair, Vice-Chair, and Secretary. You, as a chair of a standing committee, will be guided by and work with the Steering Committee of the Academic Senate.
Note: The  Bylaws of the Academic Senate can be found at:

http://www.qcc.cuny.edu/Governance/AcademicSenate/academic_senate_bylaws.asp 
Committee Members

Members of the committees are elected at the April Academic Senate Meeting. In addition to these members, the President appoints a designee to each committee, the Steering Committee appoints a designee to each committee, and the Committee on Committees appoints a liaison to each committee. In addition, the Student Government appoints members to each committee. Only instructor members elected by the Academic Senate and student members may vote on committee matters. In some situations, students may not vote. Refer to the Bylaws regarding students eligibility to vote for your committee.

The preliminary list of members for all committees is usually circulated via email by the Committee on Committees around March each year. You may access the list approved by the Academic Senate by looking at the appropriate attachment to the Agenda for the May meeting of the Academic Senate which is also circulated via email or you may access online at:

http://www.qcc.cuny.edu/Governance/AcademicSenate/academic_senate_current_agenda.asp    or

http://www.qcc.cuny.edu/Governance/AcademicSenate/academic_senate_past_agendas.asp 

The Steering Committee designees are usually appointed in May or June. At that time, you will be informed via email of the Steering Committee designee to your committee. The Steering Committee designee should be treated as any other faculty member of the committee, with the exception that they may not vote. The President’s designees are usually appointed in late August. You will be informed by the Steering Committee of the President’s designee. Although all committees have student representation, there are often difficulties in assigning students to committees. You will be notified of any students assigned to your committee.

Committee Transition

In the last year of service on a committee as committee chair an attempt should be made to identify another member of the committee that will continue on and is willing to accept the position of chair. If this is accomplished, then during that final year the potential successor should be made well aware of all that the chairperson is responsible for doing.

In the event there is no identified potential successor, it is all the more important for the current chair to prepare documents to be turned over to whomever is elected to serve as chair the following year. It is optimum that conversation occurs between the outgoing and new incoming chairs and that a transfer of documents takes place at that time. If such a meeting cannot be held then it is very important that the outgoing chair place all such documents for the transition and any other relevant documents in the filing cabinet for the committee in the Academic Senate archive section of the Library. Chairpersons are encouraged not to retain original committee documents in their own office. 

Committee Changeover Period

The following are the Bylaws guidelines for current and new committee chairs:
· Members of the Academic Senate standing Committees shall function from the date of election (April Academic Senate Meeting) until September first of the calendar year following their election.

· During the changeover period from the April Senate meeting to the September first next following, the various committees shall consist of members of both the retiring committees and the new committees   (The current chairperson will be responsible for scheduling a joint meeting of the retiring committee members and the new committee members before the end of the semester.) 

· The current Chairperson of each Standing Committee must call a meeting of current and newly elected membership of the Committee prior to the conclusion of the current academic year.

· At this meeting the new members are to elect a Chairperson whose duties will commence as of September 1.

· Those who will constitute the new committee shall elect one chairperson before the last day of classes of the semester in which the committee is elected. 

· Each committee shall elect its own officers (chairperson, secretary and such other officers as may be appropriate) from among the members of the committee by secret ballot at its first meeting.

· The Committee should also elect a Secretary, who may assume the responsibility of the chairing the Committee in the event of the resignation or retirement of the Chairperson.

· The new chairperson shall serve beginning September first.

·  The current Chairperson of each of the Standing Committees continues in that capacity until September 1.

·  It is the responsibly of the current Chairperson of each of the Standing Committees to draft the Committee’s Annual Report.  The report should be reviewed by the entire committee prior to being submission to the Academic Senate. The Annual Report is due prior to the  September Academic Senate meeting, and should be submitted electronically  by August 15th to the Steering Committee and the Committee on Committees. 

Primary Charge of Every Academic Senate Standing Committee
The primary responsibilities of each committee is stated in the Bylaws:
Article VII. COMMITTEES. Section 3. Committee's Jurisdiction 

a.
The primary function of an Academic Senate committee shall be: to study the subjects referred to it by these bylaws or by the specific action of the Senate: to formulate appropriate policies thereon: and to propose such policies to the Senate for action. Every Academic Senate committee shall maintain a continuing review of College policy in its area.

To assist committees to maintain a continuing review they are empowered to receive information related to their charge:
Article III. POWERS OF THE ACADEMIC SENATE   Section 1 
Through its Steering and Standing Committees, the Academic Senate shall have the power to request and receive information appropriate to or necessary for the performance of its duties, from the President and members of the administration, from students and student organizations and from such other sources as may be appropriate.

Committees should request such information as is needed to apprise themselves of the current state of affairs and any planned changes and recent initiatives by having the committee chairperson request it through the President’s designees or through the student government member of the committee or from student organizations directly and from such other sources as may be appropriate.  If there is any difficulty with obtaining such information the Steering Committee should be informed so that it will assist in the effort.

Strategic planning goals presented to Senate Committees
Each committee is charged with making reports and recommendations to the Senate for the areas of the College that are associated with its charge.  To better inform the committees as to what is expected in those areas, the President’s designee to each committee may present information that Administration believes could be of assistance in achieving particular strategic plan objectives. The committees will review these reports and discuss matters described therein with parties involved or interested in them.  
Annual Committee Charges
Academic Senate Standing Committees will have charges presented to them by the Academic Senate Steering Committee; such charges will result from a consideration of a number of items including:

(1)
the charges for the committee as contained in the Bylaws of the Academic Senate

(2)
specific items referred by an action of the Academic Senate

(3)
activities consistent with (1) that result from :

A)
CUNY Master Plan

B) 
QCC Mission Statement

C) 
QCC Strategic Plan

D) 
Middle States Association Recommendations

E) 
Annual report of the committee from the previous year

F) 
Items referred by the Senate or one of its Committees

G) 
Items requested by the Faculty Executive Committee

H) 
Items suggested by the President, Student Government, or Alumni representative to the Academic Senate

QCC Academic Senate Standing Committees Activities Form

The QCC Academic Senate Standing Committees Activities Form is used by the Steering Committee of the Academic Senate and the Chairperson of the Standing Committee to guide you in committee charges for the coming academic year as listed above. The Steering Committee prepares the form and reviews it individually with each committee chair at the end of August or early September. See the QCC Academic Senate Standing Committee Activities Form on the next page.

Creation of Subcommittees and Special Committees

At times a committee may decide that to facilitate and further distribute the work the creation of a sub- committee of the committee or the creation of a special committee of the Senate might be needed.
Article VII. COMMITTEES. Section 2. Organization 
a.
The Academic Senate may establish such standing and ad hoc committees as it determines. Each committee shall elect its own chairperson, secretary, and such other officers as may be appropriate.
Special Committees: 
Special committees may be created by action of the Academic Senate for specific purposes. Special committees shall be elected by the Senate. 
Sub-Committees:
Any committee of the Academic Senate, standing or special, may establish subcommittees for specific purposes. 
The creation of such committees would be discussed with and assisted by actions of the Steering Committee.
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Communications with College Committees Related to the Standing Committee
There are committees of the College, that are not formed by the Academic Senate, but are committees acting in areas related to their charge which may affect the charges of the standing committee of the Academic Senate. Such committees are expected to send a communication to those College committees requesting information such as the following:

· current membership of the College committee

· current charges assigned to the committee

· date of the last meeting of the committee

· any information the committee cares to share with the standing committee of the Academic Senate that may be helpful to the work of the standing committee

The standing committees that have such cognate committees will be informed of such in the Activities form and in the Guide for Committee Members. Recall that to assist standing committees of the Academic Senate to maintain a continuing review they are empowered to receive information related to their charge. (See Primary Charge of Every Academic Senate Standing Committee above.)

A sample memo you may use to communicate with these cognate committees is on the next page.
QUEENSBOROUGH COMMUNITY COLLEGE 

The City University of New York

ACADEMIC SENATE
COMMITTEE ON [NAME]
Telephone

Fax

Email

TO: 
_____________________, Chair, _________________College Committee

FROM: 
_____________________, Chair, Committee on _____________________

SUBJECT:  Request for Information

DATE:

_________________________________________________________________________________
I am writing in my capacity as Chairperson of the Committee on ….    

The Steering Committee of the Academic Senate has directed us to secure information concerning those areas of the college related to our charge from the Academic Senate. As your committee is related to those areas and as we are charged with making reports and recommendations to the Senate concerning those areas it behooves us to learn about the function and work of your committee.  Toward that end we wish to establish communication with you and the members of your committee.

Article III. POWERS OF THE ACADEMIC SENATE   Section 1. Through its Steering and Standing Committees, the Academic Senate shall have the power to request and receive information appropriate to or necessary for the performance of its duties, from the President and members of the administration, from students and student organizations and from such other sources as may be appropriate.

Article VIII. The primary function of an Academic Senate committee shall be: to study the subjects referred to it by these bylaws or by the specific action of the Senate; to formulate appropriate policies thereon; and to propose such policies to the Senate for action. Every Academic Senate committee shall maintain a continuing review of College policy in its area.
I am therefore writing to inquire:

(a) Who are the members of your committee?

(b) What charges has your committee been assigned?

(c) When did your committee last meet?

(d) Do you have any information to share about the activities of your committee that you believe might be helpful to us?

I apologize for any inconvenience these queries may impose, and offer my thanks, on behalf of the Committee on….. for your time, trouble, and attention.

Committee Agenda

An agenda should, as far as possible, be prepared and distributed prior to the meeting. The contents of the meeting agenda should follow the following format:

· Approval of the Agenda

· Approval of the Minutes of the Previous Meeting(s)

· Chair's Report

· Communications from Steering Committee

· Communications with Administration

· Items in Process (or pending)
· Items for Current Agenda

· Old Business

· New Business,

· Set Date, Time, Location for next meeting

Committee Meetings

Meetings should follow Robert’s Rules of Order which  can be accessed at:

http://www.gutenberg.net/etext/9097 .

Committee Minutes

Minutes shall be taken at each meeting: 
· These should indicate actions taken and/or recommendations made for Academic Senate consideration and for subsequent implementation by the College community.

· They may also include a limited description of the areas discussed. 

The contents of the meeting minutes should follow the following format:
· Date, Time and Location of meeting

· Approval of Minutes- if any

· Notation of Chairperson’s report

· Report on Actions taken by the Committee

· Setting of the Date, Time, Location of next meeting.

Distribution List
Items related to the regular meetings of the Committee (agenda, minutes, memoranda, etc.) should be distributed to:
· Committee members
· President’s Designee

· Steering Committee Designee
· Committee on Committees Liaison

· Academic Senate Steering Committee

· Academic Senate Website (webmaster@qcc.cuny.edu)

· College Archives (cwilliams@qcc.cuny.edu)

· others present at the meetings

A special distribution may be necessary:
· When an item under consideration requires the input from individuals/departments, who are not on the general distribution list, these should be notified in advance of the meeting.
Other Materials: annual report, assessment requests etc.:
· Pertinent parties 

· College Archives 

Copies of materials should be sent to the Academic Senate Steering Committee as they are deemed significant and leading to possible actions by the Academic Senate.
Reports

Committees of the Academic Senate send both occasional monthly and annual reports to the Academic Senate. In both forms of reports, there may be contained recommendations being made by the committee. The Academic Senate receives these reports and may decide to discuss items contained therein. 

Monthly Reports
All recommendations for action must be reported to the Academic Senate for their consideration/vote.

Any item for consideration by the Academic Senate must be sent to the Steering Committee of the Academic Senate in the form of a monthly report at least 18 days prior to the next scheduled Academic Senate. It would be advisable to have a representative attend the Academic Senate meeting where the recommendation is being discussed/voted upon.

Note: The  dates for submission to Steering Committee for placement of an item on the Agenda, and the dates of the Academic Senate Meetings can be found at:

http://www.qcc.cuny.edu/Governance/AcademicSenate/academic_senate_calendar.asp 

Annual Report 

Following the Bylaws, it is the responsibility of each standing committees, subcommittees, and special committees of the Academic Senate must make annual reports to the Academic Senate. 
The Committee may call upon the assistance of the Steering Committee designee and/or the President’s designee in the preparation of that report. The intention behind the preparation and content of the annual reports is the positive goal of having the work of the committees completed.  The reports will serve both to inform on what has been done and to make known what might be done to further the work of the committee. These reports will assist the Steering Committee and the Administration in ascertaining what needs attention and where clarification is in order and possibly where more support must be given.

These reports will contain:

· events of the year

· activities in fulfillment of the committee's charges: bylaws, specific annual charges from the Steering Committee

· issues related to the work process of the committee

· description of what might be done to support and further the work of the committee.

Those who prepare these reports should feel free to indicate what additional resources or forms of assistance might better enable them to complete their work including aid from the Steering Committee and the President’s designees.  Involving the committee chair and the Steering Committee and the President’s designees in the preparation of the annual report should make the basic task of preparing the report more manageable and provide the information needed by the administration and the Steering Committee to assess the needs of the Senate.

It is the responsibly of the current Chairperson of each of the Standing Committees to draft the Committee’s Annual Report. 
· The report should be reviewed by the entire committee prior to being submission to the Academic Senate.

· The Annual Report is due prior to the September Academic Senate meeting and should be submitted by August 15. 

· The Annual Report should be submitted electronically to the Steering Committee and the Committee on Committees. 

Annual Reports are considered "OFFICIAL DOCUMENTS".

· They are a summary of the committee work throughout the year.

·  Please include a separate section of committee recommendations so that any recommendations requiring follow-up are easily identified in the report. 

The contents of the annual report should follow the format on the next page.
Format of Reports
It is recommended that the format of monthly and annual reports follow the heading similar to the annual report on the next page. As a general rule, use margins of one inch for top, bottom, left and right margins. Do not include any headers or footers. Most reports sent to the Steering Committee are included in attachments to the Academic Senate Agenda where headers and footers for those attachments are inserted.  It is understandable that on occasion committees will use tables to present information which may extend beyond these suggested formatting guidelines.
QUEENSBOROUGH COMMUNITY COLLEGE

The City University of New York

ACADEMIC SENATE

COMMITTEE ON [NAME]
Telephone

Fax

Email

TO: 
_____________________, Secretary, Academic Senate Steering Committee

FROM: 
_____________________, Chair, Committee on _____________________
SUBJECT: 
Annual Report for Committee on ___________________ for 200__/200__
DATE:

_________________________________________________________________________________
· Committee members

· Date committee met and times it meets regularly

· Narrative summary of committee work

· New Recommendations

· Former Committee Recommendations/Actions of the  Academic Senate /Strategic Plan items/Middle States Items/Steering Committee Charges

· Current Disposition of all items acted on by the Committee, by the College, or by the Academic Senate
· New Committee Members

· New Chairperson and Secretary

Recommendations

Either form of report (monthly or annual) might contain recommendations that would be made to various units of the College, including other Academic Senate bodies. It is expected that the committees would be sending these recommendations directly to the units involved as well as reporting them to the Academic Senate.
It is imperative that recommendations made to units of the College are to be followed up by the Committees who make them and responses reported in subsequent reports to the Academic Senate. If there is no response or no adequate response, as determined by the Committee, the Committee may report this to the Academic Senate after consultation with the Steering Committee.

Senate Actions and College Policies

Actions for the Academic Senate to approve, including polices of the College, are to be so designated in reports sent to the Academic Senate as indicated in ‘Reports’ above. Such actions, recommendations, and policies as are approved by a vote of the Academic Senate are to be followed up by the committees of origination and the Steering Committee. If there is no response or no adequate response, as determined by the Steering Committee, the Committee may report this to the Academic Senate for a further discussion of the matter and a determination by the Academic Senate as to the appropriate course of action for the Senate to take on the matter.  Of course, at any time, any member of the Academic Senate may request a report on the status of previous Academic Senate resolutions and policies.

Committee Chair Meetings
As stated above, you will meet individually with a member of the Steering Committee to review your committee activities form and discuss your committee’s goals for the academic year. In addition, the  Chairs of committees as a group will meet periodically with the Steering Committee, usually about two times per semester. Occasionally the President will meet with the Chairs of the committees.

You will be informed of these meeting dates prior to the start of the fall semester.
Utilizing Microsoft Outlook

You may utilize Microsoft Outlook to assist you in some of your electronic transmissions. The procedures listed below will only work from your office computer; it will not work when you access Web Access when off-campus.

Creation of Distribution Lists:

You can create a distribution list in Outlook on your office computer that you may use each time you need to contact members of your committee. Follow these steps:

1. Open Outlook. At the main menu bar, click on File, then click on New. At the New submenu, click on Distribution List. 

2. The Distribution List dialog box appears. In the Name box, key the name of the List (for example: Committee on Course and Standing, or  you could abbreviate it:  CCS)

3. Then click on Select Members. 

4. At the Select Members dialog box, in the box Show names from the:, click on the drop-down arrow and choose Global.

5. The QCC Global contact list appears. Scroll through the list and double-click on each of your committee members names, President’s designee, Steering Committee designee, and Committee on Committees liaison. When you have chosen all members, designees and liaison, click OK. 

6. You are returned to the Distribution List dialog box. To add the student member, click on Add Member. You must key in the student’s name and email address, then click OK.

7. When your list is completed, be sure to click on Save and Close. The distribution list is saved in your Contacts folder by the name you give it.

Using Distribution Lists for email:

1. Open Outlook. Click on the New mail message icon. 

2. Click on the Address icon or on To . The QCC Global List is the default. In the upper right hand corner, use the black arrow to display the drop-down list. Under Outlook Address Book, choose Contacts. On the left, under Names, the Distribution List you created should appear.

3. Click on your Distribution List. The names are entered in the To field of the new email message.
E-mail to the Steering Committee:

To more easily email the Steering Committee, use the address book in Outlook and select the Academic Senate Steering Committee.
Committee Webpage
Each committee of the Academic Senate has a webpage in the Governance section of the Queensborough Community College website. Each committee webpage includes the Bylaws charges;  members; documents and articles (including prior monthly and annual reports); and agenda and minutes for your committee. 

Note: Committee websites can be found at:

http://www.qcc.cuny.edu/Governance/AcademicSenate/academic_senate_committees.asp 

Then, click on your committee name to access your committee website.

Guide for Committee Members
The Steering Committee has been working with committees to prepare a Guide for Committee Members. Some committees have completed their Guides and have posted them on their committee webpage. Some committees will be working this year to complete the Guides for their committees.

Additional Sources of Information

Governance Webpage

In addition to the links listed above, you will find that the Governance webpage of the Queensborough website contains much useful information. 

Go to the Queensborough website at  www.qcc.cuny.edu . Click on the About Us link, and then click Governance at the drop-down menu. At the Governance home page, click the Academic Senate link on the left. (Or you can go directly to the Governance home page at http://www.qcc.cuny.edu/Governance/  .)
The Academic Senate link provide several links, and there are additional sub-links as indicated below:


About the Senate

Calendar

     Senate Meeting Calendar

Committees

Documents


     Agenda

     By-laws

     Minutes

     Past Agendas

     Presentations

Senate Officers

Senate Roster
Academic Senate Brochure
Refer to the Academic Senate and its Standing Committees brochure which you may obtain from any member of the Steering Committee or access online at: 

http://www.qcc.cuny.edu/Governance/AcademicSenate/SC/Documents/Academic_Senate_brochure.pdf 
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