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STAFF CONGRESS

Northern Kentucky University Highland Heights, Kentucky 41076

BYLAWS
NORTHERN KENTUCKY UNIVERSITY

STAFF CONGRESS

Article I - Representatives
Sectien 1 - Responsibility. Staff Cengress Representatives
are bound to keep themselves infermed and te represent the
majority interests of their coenstituency.

Section 2 - Representation

a) All staff empleyees whoe are eligible te vete and
who have one or more years of continucus permanent
service witn Nertnern Kentucky University, as of
the date of elections, are eligible te run fer
election te the Staff Cengress.

b) Eligible staff employees may nominate themselves eor
be nominated (witn permissien) by anether staff
empleyee., Empleyees may only be nominated in one
constituency, and by established dates.

c) Tnree Staff Congress Representatives shall be
elected frem eacn ef the fellowing five employment
areas, as defined within the University

Organization Chart.

Employment Area
General Administratien
Academic Affairs
Student Affairs
Administrative Affairs
Physical Plant

d) Twoe Staff Representatives will be elected from
eacn of the feoellowing six employment categeries,
as defined in the Personnel Policy and Procedure
Manual.

Categery

Managerial/Supervisory
Prefessional/Research Assistants
Technical/Scientific

Office Clerical

Service Maintenance

Skilled Crafts

e) Eight at-large Staff Congress Representatives will
also be elected.
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The total number of elected Staff Congress
Representatives will be a maximum of tnirty-five.

- Elections Process

Staff Congress electiens snall be the
responsibility of the Credentials and Elections
Committee,

Staff Congress elections snould be conducted each
year during the moeunth of May.

Staff-wide memos of infermation snould be
circulated prioer toe tne montn of May each year to
explain and announce the election process.
Nominatioens will be accepted for a perioed of two
full weeks. Nominations must be in by 4:30 p.m., of
the final day.

One member of the Credentials and Elections
Committee will be responsible foer receiving all
nominations in his or her office.

1) A sealed envelope or a campus envelope
will be required for use in submitting tne
neminations.

2) Tne nomination must include the nominee's
full name and constituency.

3) A current list of all nominees and tneir
constituency of nomination should be
posted daily on a main flooer Dbulletin
beard of tne University Center.

At the close of nominations a sample ballet listing
all nominees and tneir counstituency should be sent
te each department for poesting.

Elections snould be conducted twoe full weeks after
the close of nominations.

Voting will be done by mail eor by establisning
pelling places or a combinatien of betn at thne
discretioen of tne Credentials and Elections
Committee.

Eligible staff members whe cannet vete during tne
designated times snould be allowed to vote by
absentee ballot. Absentee ballet procedures should
be determined and anncunced by the Credentials and
Elections Committee.

All eligible voters snould nave a maximum of
tnirteen votes. These will be: tnree froem their
major employment area, two from ¢their employee
category and, eight at-=large.

- Term of Office
Staff Congress Representative snould serve a two-
term. Terms of office begin on July 1 of eacn
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Section 5 - Vacancies

a) Vacancies eoeccur wnen an elected Staff Congress
Representative terminates employment at Nerthnern
Kentucky University.

b) Vacancies occur wnen an elected Staff Congress
Representative submits a written resignatien to
the Staff Congress Executive Council.

c) Since an individual cannoet effectively represent
nis/ner constituency when unable to attend meetings
for any reasoen, a vacancy @ccurs wnen an elected
Staff Congress Representative fails te attend tnree
consecutively scheduled meetings.

da) Replacements when a vacancy occurs will be cnosen
by recommendation by the Staff Congress Executive
Council witn appreval by the Staff Congress and
will serve until the next Seaff Congress
general election.

e) Staff Congress members wne noe longer represent tne
original area to wnich they were elected, due to
cnange in empleyment area or empleyment category,
will serve until the next Staff Congress general

election.
Section 6 - Duties
a) Staff Congress Representatives are expected to

attend all meetings and te serve on at least one
standing committee.

b) Staff Congress Representatives are expected to be
familiar with the minutes of the previous meeting.

Article II - Directer of Personnel Services

Tne Directer o¢f Personnel Services is an ex-officie nen-
veting member of Staff Congress.

Article III - Officers

Section 1 = Officers

Tne Staff Congress snall annually elect tnree officers from

its own membersnip toe serve for one year or until thneir
_respective successors have been elected and seated. Thnese

of ficers are the President, Vice=President, and

Secretary/Treasurer of the Staff Congress. These officers

snall alsoe comprise the Executive Council.

Section 2 - Eligibility for Office - Whe May Vote
All elected members of the Staff Congress are eligible to the
offices stated in Section 1 of this Article. Only elected
members of the Staff Congress may nominate or cast ballets in
tnhe election of any officer of tne Staff Congress.

Section 3 - Electioens of Officers
a) Electioens to tne offices stated in Section 1 ef
tnis Article snall be conducted at tne July meeting
of tne Staff Congress.




b)

c)
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Tne Parliamentarian of the Staff Congress snall be
the presiding officer for tnat pertien of the
meeting devoted te such elections. Thne
Parliamentarian shall appeint twe members of thne
Staff Congress toe serve as tellers in the counting
of the votes cast in these elections. Any teller
neminated for any eoffice shall be ineligible ¢to
serve as a teller in thne counting of the votes for
tne office to whnicn he/sne has been neminated, in
which case the Parliamentarian shall appoeint a
temporary teller to serve.

An election to fill a vacancy in the office eof
eitner Vice-President or Secretary/Treasurer eof tne
Staff Congress snall be conducted at the next
regular meeting after sucn vacancy occurs and such
election snall be <conducted as ©prescribed in
Subsection b of Section 3 of tnis Article.

Section 4 - Duties of tne President.
Tne duties and functions of tne President of Staff Congress

shall be:

a)
b)

c)

d)

e)

f)

g)

n)

i)

Sectien 5

To preside at all meetings of tne Staff Cengress.
Te determine, in consultation witn the
Secretary/Treasurer of tne Staff Congress, tne
agenda for all meetings of the Staff Congress.

To 1issue <calls for boetn regular and special
meetings of the Staff Congress throughn the
Secretary/Treasurer and in accordance with Sections
3 and 5 of Article IV of tnese Bylaws.

Te receive all matters directed to the Staff
Congress and to refer these te Staff Congress or
to one of its committees, as approepriate.

To represent tne Staff Congress in the University
community and in tne community at large.

Te appeint all ad noc committees of tne Staff
Congress as set fortn in Article VII of the Bylaws
and te appoint representatives to University wide
committees.

To enforce tne Constitution and Bylaws of tne Staff
Congress.

To exercise otner duties and" “rfunetiaons™ "of« a
presiding officer as may be additionally specified
by the Staff Congress.

Toe serve as an ex=-officie member of ¢thne Staff
Congress Executive Council the year fellowing
nis/ner term of office.,

- Duties of tne Vice-=President

The duties of tne Vice-President of tne Staff Congress snall

be:
a)

b)

To preside at meetings of tne Staff Congress in tne
absence of tne President.

Toe become President of tne Staff Congress in the
event a vacancy occurs in tne office of President
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of the Staff Congress and to notify members of tne
Staff Congress tnat ne/sne nas become President.

e) Toe represent tne Staff Congress wnen appointed to
do sSo either by the President of tne Staff
Congress or by the Staff Coungress.

d) Te perform other duties as may be deemed necessary
by tne President ef the Staff Congress.

Section 6 - Duties of the Secretary/Treasurer
Tne duties and functions of the Secretary/Treasurer of thne
Staff Congress snall be:

a) Te keep accurate minutes of regular and special
meetings of tne Staff Cengress.
b) To distribute copies of tne minutes of regular

meetings toe tne membersnip of the Staff Congress
preferably five working days prier to the next
regular meeting of tne Staff Congress.

e) To distribute copies of tne minutes of special
meetings te tne membersnip of the Staff Congress no
later than tnree weeks following the special
meeting of the Staff Cengress.

d) To keep a reoell of tne membersnip of tne Staff
Congress and an accurate record of each
Representative's attendance at meetings of the
Staff Congress.

e) To assist tne President in determining tne agenda
for meetings of tne Staff Congress as set fortn in
Section 4 of Article IV of these Bylaws.

f) Te issue notices for all meetings of ¢the Staff
Congress as set fortn in Section 3 of Article IV of
these Bylaws.,

g) To preside at meetings of tne Staff Coungress in tne
absence of boetn the President and Vice-President
and to appoint a Secretary Pro-tem te record tne
minutes of such meetings.

n) To recommend to tne Staff Coengress, wnen necessary,
a budget itemizing funds needed to sustain the
operation of the Staff Congress.

i) To perform other duties as may be deemed necessary
by the President of the Staff Congress.

Section 7 - Appointment and Duties of tne Parliamentarian.
Within one week fellowing the election of officers, tne
President of the Staff Congress shall appeint one member of
the Staff Congress or a staff member at-large toe serve as
Parliamentarian of the Staff Congress. The duties of tne
Parliamentarian snall be:
a) Toe assist tne President in maintaining order and
decorum at meetings of the Staff Congress.
b) Toe interpret and apply Robert's Rules of Order
(latest revision) wnen so requested by eitner the
President of Staff Congress or by moetion duly
adopted by tne Staff Congress.
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e) To serve as presiding officer of tne Staff Congress
only for tnat portion of tne July meeting of Staff
Congress during which of ficers of tne Staff
Congress are to be elected 1in accerdance withn
Sectioen 3 of this Article.

da) To keep and maintain an accurate and up-te-date
copy of the Constitution and Bylaws and all
amendments made thereto and te transmit the same to
nis/ner successor.

e) Toe serve as Parliamentarian for a term of one year
concurrent with the term of the President of the
Staff Coengress.

Article IV -_Meetings

Section 1 - Time. The Staff Congress shall noeld regular
meetings as determined by the Executive Council.

Section 2 - Place. The Staff Congress shall neld its regular
meetings in a location determined by the Executive Council.

Section 3 - Notice of Meetings. Written noetice, stating tne
place, date, and nour of eacn meeting, snall be delivered to
members of the Staff Congress not less thnat five woerking days
before a regular meeting and net less thanm three working days
befoere a special meeting.

Section 4 - Lengtn of Regular Meetings. Staff Congress
meetings snall net exceed twe hnours in 1lengtn. Tne time
shall be kept by the Vice-President.

Section 5 - Agenda. Tne President of tne Staff Congress, in
consultation witn the Secretary/Treasurer, snall determine
the agenda for eacn meeting.

a) All committees of tne Staff Congress and individual
members of the Staff Congress may submit agenda
items te tne Secretary/Treasurer net less tnan ten
working days before a regular meeting.

b) Tne Secretary/Treasurer of tne Staff Congress snall
deliver a copy of the agenda toe eacn member nunot
less tnan five working days before a regular
meeting and not less than tnree working days before
a special meeting.

c) Tne order of tne agenda snall be in accordance withn
Robert's Rules of Order (latest revision). Any
conflict between this source and the Constitution
and Bylaws of the Staff Coengress snall be reseolved
in faver of tne Constitution and Bylaws of the
Staff Coengress.

Section 6 - Special Meetings. A special meeting of tne Staff
Congress may be called at the discretion of tne President and
snall be called within ten working days of a written petitien
submitted to tne President by twenty-five percent of tne
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members or by a majority vote of those present during a
meeting of the Staff Coengress.

Section 7 - Open Meetings. Meetings of tne Staff Congress
snall be open to non-members. Visiters snall be seated
separately from tne Representatives and will be recognized by
the President only when prior arrangements have been made
with the President.

Article V - Veoting

Section 1 - Veoting. Veting during each meeting of tne Staff
Congress shall be by a metnod determined by the President at
the time of the vote. The total vete snhall be determined by
the President, wnoe may appeint twoe Representatives to assist
in totaling the number of votes.

Section 2 - Roll Call Votes. A roll call vete may be called

at the discretion of tne President and snall ?e cal%eg upPgp
request of a Representative with concurrence of one-tnird o

veting members present. A rell call veote shall be called
autoematically in case of a contested veote.

Section 3 - Quorum. Article VIII of the Constitution provides
that a quoerum shall be fifty-one percent of the current
elected membersnip.

Section 4 - Debate. Debate or discussion snall be limited to
twenty minutes per metion after said moetien unless an
extension of time is veted by twoe=thirds of voting members
present. The time shall be kept by the Vice-President.

Section 5 - Tie Votes. The President or presiding officer
snall vote only in case of a tie vote,

Article VI - Standing Committees of tne Staff Congress

Section 1 = Function. It snall be the function of standing
committees te provide the Staff Congress with werking bedies
that entail specific areas of responsibility te enable a
planned and ceordinated direction for tne business of the
Staff Congress.

Section 2 - Appeintment,

a) Tne Executive Council eof Staff Congress shall
annually appeint representatives toe tne Standing
Committees.

b) When vacancies occur on a Standing Committee, the
Executive Council snall appeint a representative to
serve the remainder of that year.

¢) A Representative may serve on more than one
: standing committee wnhen the need requires.
d) Standing committees shall be compesed of a minimum

of five members including a chairpersoen and a




Section 3

are:

e)

a)

b)

e)

d)

e)
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vice=-chairperson. One member snould nave served on
that committee the previeus year.

Thne Executive Council snall establisn an
appropriate mentn for eacn of tne standing
committees toe present toe tne Staff Congress a
report reflecting the progress made in the past
year, and its recommendatiens feor develeping plans
and geals fer the year anead.

- Standing Committees. Current Standing Committees

Personnel Policies Committee.

This committee shall functioen in an advisoery and
coordinating capacity to centinuocusly make
recommendations for adjustments, improvements, and
refinements in all personnel pelicies, The
committee snall alse study other matters as may be
referred by tne Staff Congress.

Personnel Benefits Committee.

Tnis committee shall functioen in an advisery and
coordinating capacity te continuocusly make
recommendations for adjustments, improvements, and
refinements in all personnel benefits. The
committee snall alse study otner matters as may be
referred by the Staff Congress.

Credentials and Elections Committee.

Tne basic goal of ¢the Credentials and Elections
Committee snall be to conduct coentinuing studies of
the structure of tne University suppert staff in
order to insure that thne Staff Congress continues
te represent all Staff employees fairly. In
addition, tne Credentials and Elections Committee
snall be charged with thne certifying of candidates
for election, the canduct of elections of
Representatives to tne Staff Congress as set fortn
in Article I of ¢tnese Bylaws, and such @thner
matters as may be referred by the Staff Congress.
Liaison Committee

Tne Liaison Committee sShnall maintain countinuing
liaisen with the Faculty Senate, Student
Goevernment, the administratioen, and atner
University governing bedies tnat may be pursuing
similar or common gocals to facilitate coeoerdinatien
and permit joint effort and coceperation on matters
of mutual interest and directien.

Constitution and Bylaws Committee

This committee snall continuously make
recommendations for adjustments, improevements, and
refinements to tne Constitutien and Bylaws. Tne
committee shall alse study other matters as may be
referred by tne Staff Congress.
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Section 4 - Chairpersons of Standing Committees
a) Following the Executive Council appeintments, each
committee snall elect, by a majority veote, a
chairperson and vice-cnhairpersen.
b) Duties of Standing Committee Chairpersouns snall

be:

1) Toe call for and preside at all meetings.

2) To determine the agenda for eacn committee
meeting.

3) Te insure that all matters as may be referred

te the committee by the Staff Congress are
fellowed through to conclusioen.
4) Wnere necessary, te 1insure thnat committee
conduct is governed by precedures contained in
Roebert's Rules of Order (latest revision) in
the consideratioen of all matters se¢ referred.
c) Duties of the vice-chairperson shall be to assume
the duties of tne chairperson in nis/ner absence,

Article VII - Ad Hoec Committees

Sectien 1 - Autnority. The President of tne Staff Congress,
in consultation with the Executive Council, may appeint such
ad hoc committees as may be necessary for accomplisnment of
certain specific proejects and for special purpoeses.,
Composition of ad nec committees shall be recommended by the
Executive Council,

Sectien 2 - Limitatien. An ad noec committee tnat nas
responded and completed its assigned task or project 1is
autoematically discharged.

Section 3 - Appointments. Appointments made wunder tne
autnority granted above shall be appreved by a majerity vete
of the Staff Congress. These appointments snall expire witn
the term of the President of Staff Cengress.

Article VIII - University-Wide Committees

Section 1 - Appointment. Tne President of ¢the Staff
Cengress, 1in consultation witn the Executive Council, may
appoint Representatives to University-wide committees as
necessary. Appeintments made shall be temperary pending
confirmatien by the Staff Congress. Tne President of the
Staff Congress shall report appeintments so made at the next
regular meeting of ¢the Staff Congress. A majority vote eof
those present shall be required toe coufirm each appeintee.

Section 2 - Term. Representatives appointed te University-
wide committees shall serve for the term specified by tne
committee or for thnat pertion of tne committee term
concurrent with their term of office in tne Staff Congress.
If no term is specified by the committee, the Representative
snall serve concurrent with nis/ner term of office.
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Section 3 - Reports. Appointees to University-wide
committees snall repert te the Staff Congress the proceedings
of University-wide committee meetings at tne meeting of thne
Staff Congress following said University-wide coemmittee
meeting.

Article IX - Amendments te the Bylaws

Section 1 - Petitien. Any proposal te amend tnese Bylaws
shall be submitted by a written petition signed by two
Representatives at thne Staff Congress at any regular meeting
of the Staff Coengress.

Section 2 - Process. Thnese Bylaws may be amended by a
majority veote of those members present and veting at a
meeting of the Staff Congress at wnich a quorum is present,
praevided that at a previous meeting the propesal toe amend has
been presented and discussed.

Revised July 1988
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