PROFESSIONAL STAFF SENATE

BY- LAWS
Article I - Name

The Name of this senate shall be the Professional Staff Senate (hereafter referred to as the Senate).
Article II - Purpose

The Purpose of the Professional Staff Senate shall be:

1. To present the interests and concerns of the exempt staff at UMBC to the UMBC Administration;
2. To certify elections of members to committees as provided in the Plan of Organization;

3. To provide a forum for discussion and recommendations on matters involving exempt staff and the welfare of UMBC;
4. To review academic and administrative policy as it affects the exempt staff;
5. To develop committees and act within these committees as a vehicle to serve the membership.
Article III - Membership

1. The Senate shall have three membership levels: general, voting, and non-voting.
A. General memberships shall consist of all staff members designated as exempt staff by Human Resources. General members have the right to vote during elections for senators and Council of University System Staff (CUSS) representative. 
B. Voting membership shall consist of 18 representatives elected from the exempt staff. These 18 representatives shall serve as the governing body and have full voting rights and responsibilities at convened meetings.

1) In the event that a vacancy occurs in a senate position, the president shall return to the results of the most recent election to fill the vacancy.  Of the candidates in that election who did not earn a seat in the senate, the candidate with the highest number of votes will be invited to fill the vacant seat.  That person shall be contacted to confirm whether he/she would like to still be a senator.  If he or she is willing, then that person will step into the vacancy  for the same term as the original seat.

2) In the event that there is no remaining candidate who is willing to fill the vacant seat, to attain the voting membership of 18 senators, the Senate shall fill the seat as follows:

a. The Senate shall identify exempt staff members who are willing to complete the term.

b. To complete the term, a staff member must be approved by 2/3 vote of the senate.

C. Neither the president nor the past president can simultaneously serve as a senator. Sitting presidents automatically forfeit any remainder of their term as a senator. 

D. A senator may also be the CUSS representative, and if so, have full senate voting rights and responsibilities.
E. Nonvoting members (or their designees) of the Senate will include the following: Senate president, Senate past president, CUSS representative (if not a Senator), and UMBC president. The Senate president has voting rights to make or break a tie.
F. The Vice President for Administration and Finance, the Provost, and the Vice President for Student Affairs shall be ex-officio members of the Senate.

2. Membership on committees can be extended to all exempt staff where not prohibited by the UMBC Plan of Organization. Nominees must be voted on by senate members.
Article IV - Organization

1. There shall be six officers of the Senate; president, past president, vice president, treasurer, secretary, and information technology officer. The vice president is the president elect for the ensuing fiscal year. The president is the past president for the ensuing fiscal year
2. The senators shall be elected at large. For specific election detail see Senate Election Manual.

Article V – Committees

1. There shall be five Standing Committees of the Senate. Standing Committees shall have an elected chair that will serve as the convener, facilitator and contact person for the committee. Only senators can be voting members; however, all general members are eligible to participate. The Senate president is an ex-officio member of all standing committees.
A.  Personnel Review Committee:
3) The Personnel Review Committee shall be composed of six exempt staff members and six nonexempt staff members. The committee will be co-chaired by one exempt and one non-exempt staff member.
4) The Personnel Review Committee shall review those proposed policies and policy changes given to them by Human Resources. This committee shall request clarification and revision of UMBC and USM policies concerning conditions of employment for exempt staff when needed.
5) The Personnel Review Committee is not a grievance committee; however it shall serve as a resource for exempt staff members with grievances. The committee members should be knowledgeable with regard to the policies and procedures relating to grievances.
B. PSS Policy Review Committee:
1) The committee shall be composed of two members and the vice president.
2) The committee shall monitor all Senate policies, conduct training, and see that the Senate is adhering to these documents and suggest revisions as necessary.
3)  Revisions of these by-laws should be done every three years  
C. Staff Outreach Committee:
1) The committee shall be composed of at least three members.
2) The Staff Outreach Committee shall be charged with providing staff development, recognition and morale activities for the exempt Staff.

D. Communications Committee:

1) The committee shall be composed of three members, including the secretary, and chaired by the IT Officer.
2) The committee shall annually establish a communication plan for the Senate; manage ongoing communication issues, opportunities, and challenges; and propose for senate review and approval communication policies and protocols as they pertain to Senate business.

E. Election Committee:
1) The committee shall be composed of the president, vice president, past president, treasurer, secretary and information technology officer
2) The committee shall make decisions regarding procedure and results pursuant to the current Election Policy.
2. Ad- Hoc Committees:
Special tasks committees may be selected by the Senate to consider particular concerns. Ad

Hoc committees shall exist for the remainder of the current session. The Senators on these committees shall be appointed by the PSS president.
3. Exempt staff members shall serve on the following campus-wide committees. Senators must meet the campus-wide committees’ requirements to serve.

A. Undergraduate Council: two exempt staff members from the office reporting to the Provost.
B. Athletic Policy Committee: two exempt staff members.
C. Library Policy: two exempt staff members.
D. Human Relations Committee: two exempt staff members serving a two-year term. The Senate shall select representation with due regard to achieving a committee membership that reflects the diversity of UMBC and support a vision of social responsibility.
E. Landscaping and Stewardship Committee: three exempt staff members.
F. Research Council: two exempt staff members serving a staggered three-year term.
G. Climate Change Task Force: one staff member
H. Staff Development: five staff members
Article VI - Elections

1. The elections shall be governed by the Elections Policy.
2. The six officers (president, vice president, the past president, treasurer, secretary, and information technology officer) shall serve as the election committee. They will be responsible for soliciting nominations and preparing the election ballots.
3. Nominations for senate candidates and CUSS representatives shall be accepted campus wide from exempt staff members. Candidates can self-nominate. An exempt staff member can nominate up to six candidates for senator and two CUSS representatives. 
4. Terms of office for senators shall be staggered two-year terms. See Senate Elections Policy for details.
5. Executive Officer Elections
A. The vice president, treasurer, information technology officer, and secretary shall be elected from among the senate membership no later than at the July meeting. Committee members shall be determined by the senate members no later than at the July meeting.
B. If the president cannot complete his/her term, the vice president shall fill the remaining term. If the vice president is unable to fill the presidential vacancy, or unable to complete his/her term, the Senate shall elect a new vice president or president-elect from the current Senate membership. Resulting senator vacancies shall be filled by the nominee with the next highest vote. If no additional nominees exist a special election will occur; secretary, treasurer, information technology officer vacancies shall be filled from the senate membership.
C. The Senate has the option of electing two secretaries.
6. The president, vice president, and past president shall not serve more than one (1) elected consecutive term in each respective office. The treasurer and secretary shall be eligible for (2) consecutive terms in that office. The IT Officer shall be eligible for (3) consecutive terms in that office. Senators are eligible for multiple terms in that office. Terms of office start immediately after election of officers.

7.  The president shall notify the campus of the roster of senate members and executive officers no later than September 15.
Article VII - Duties

1. The duties of the president shall be:
· to preside over general meetings,
· to serve on the University Steering Committee,
· to serve on the Planning Leadership Team,
· to serve on the Election Committee,
· in coordination with the Executive Committee and based on Senator recommendations, prepare agendas for all senate meetings,
· to perform other duties as necessary, and,
· to have signature authority on all PSS accounts.

2. The duties of the vice president shall be:
· substituting for the president when that officer is absent,
· serving on the University Steering Committee,
· serve as agenda time keeper for monthly senate meetings,
· Chair the Election Committee,
· serving as president-elect, and,
· to have signature authority on all PSS accounts.
3. The duties of the treasurer shall be:
· preparation of annual budget by September meeting,
· reconciliation of state and Foundation accounts,
· preparation of all expenditure requests for approval by president or vice president,
· to serve on the Election Committee,
· ensure that Signature Authority documents are updated by August, and,
· deliver monthly finance reports at each Senate meeting.

4. The duties of the past president as ex-officio member of the Senate shall be:
· to advise the incoming president of carryover issues for the new senate,
· assist with procedural questions, and
· assist in maintaining continuity for the following year, and,
· to serve on the Election Committee.

5. The duties of the secretary shall be:
· to take minutes at the general meetings, and circulate agendas in accordance with current meeting policy,
· to maintain and archive all official senate documents, and,
· serve on the Election Committee.

6. The duties of the information technology officer shall be:
· to support the Executive Committee in fulfilling the public relations and communications effort of the Senate,
· to serve as the editor of the PSS web page, list serve, myUMBC groups page, and to maintain Blackboard and all other technology services for the Senate,

· work with OIT to maintain technology needs, and,

· to serve on the Election Committee.

7. The duties of the Senators shall be:
· bringing matters concerning their constituents to the attention of the Senate,
· attend Senate meetings,
· serve on committees, and
· communicate Senate actions to their constituents.
8. The duties of the Council of University System Staff (CUSS) Representative shall be:

· attend monthly CUSS meetings representing staff of UMBC,

· attend Senate meetings,

· consider and make recommendations to the chair of CUSS who then can forward these recommendations to the Chancellor, the Board of Regents, and the Chancellor’s Council on issues affecting staff employees, and

· keep the Senate and UMBC exempt staff informed on CUSS activities and System-related actions.

9. The duties of the Senate Committee Chairpersons shall include monthly reports to the Senate and performance of the duties designated by their respective committee charters.
10. The duties of the exempt staff representatives on the University Committees shall include monthly reports to the Senate and representation of exempt staff concerns to those committees and report back to the Senate.
11. The duties of the ex-officio exempt staff representatives on University Committees shall be to inform the PSS of relevant issues, which concern PSS.

Article VIII- Meetings

1. General meetings shall be held at least once a month throughout the calendar year.
2. At least one (1) week before each meeting, the president shall solicit from all Senators and Committee Chairs agenda items for the upcoming meeting.
3. The Executive Committee shall develop the agenda including a time schedule that facilitates completing the agenda in advance of the meeting.
4. The secretary shall circulate the agenda, along with a meeting reminder, relevant motions and information, to the Senators at least two (2) days before the meeting. 
5. The Senate shall approve or amend the proposed agenda and time schedule as the first item of business after approval of the minutes.
6. The vice president shall serve as the time-keeper for the meeting, indicating as needed how much time is left for action/discussion on each item.
7. The Senate shall either stop discussion of an item when time is completed or entertain and vote on a motion (if one is made) to extend the time for that item by five (5) minutes. If no motion is made, the senate will move to the next agenda item. If a motion is made and passed by the majority vote, the time is extended. If the motion fails, the senate moves on to the next item on the agenda. A maximum of two (2) time extensions may be added for any item on the agenda.
8. If the Senate finishes with an agenda item before the time allotted to it, the next item on the agenda begins.
9. A quorum shall consist of 50% of the total number of voting senators plus one (1) senator. If a quorum has not been reached or has been lost during a meeting, and the need for a decision on a matter is urgent (with the exception of the by-laws), the president may, at her/his discretion, send a summary of the issue/question and any discussion of it by email to all senators, requesting that each senator vote by email (yea or nay) by a specified deadline. Such a vote by email shall be a valid vote of the Senate. 

10. Three unexcused absences will be cause for removal from the senate by the president. A petition may be made to the senate for reinstatement within one week of notification of removal from the senate.
11. Meetings are open to the UMBC community, unless the Senate votes for a closed session. This requires a two-thirds vote of present senators.
Article IX - Annual Action Plan
1. At the June meeting each year the senate Executive Committee will solicit from all Senators a list and description of projects they would like the senate to work and/or accomplish during the upcoming fiscal year.
2. The Executive Committee will develop from this input and present at the July meeting each year a proposed Action Plan for that fiscal year. The senate shall deliberate, amend if necessary and approve the Action Plan no later than the August meeting.
3. The Action Plan shall be used as a framework by the officers, committees and members to guide major PSS activities and efforts during the fiscal year.
4. If major new projects or initiatives are proposed by the senate members during the year, they must be approved by the senate majority and incorporated into the Action Plan. Further, the Action Plan shall be reviewed periodically and amended as required in the best interest of the senate and employees it represents.

Article X - Information

All Senate documentation including but not limited to, by-laws, member data, minutes, agendas and resolutions shall be posted in the Blackboard Community.

Article XI - Parliamentary Authority

The rules contained in the current edition of Robert’s Rules of Order Newly Revised shall govern the organization in all cases in which they are applicable. These by-laws or special rules of order the senate may adopt or the University Plan of Organization shall supersede Robert’s Rules of Order in the event of a conflict.

Article XII- Amendment of By-laws

These By-laws can be amended at any regular meeting of the Senate by a two-thirds (2/3) vote of the elected Senators. The amendments must be submitted in writing to the president 15 working days prior to the Senate meeting at which the vote will be cast. The President must distribute proposed amendments to the Senate at least 10 working days prior to the Senate meeting at which the vote will take place.

Revised

Amendment Dates:

December 2001

March 2002

September 2005

September 2008
September 2009
September 2010
January 2011
January 2012

February 2012

November 2012

February 2013
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