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ALBANY STATE UNIVERSITY  
STAFF COUNCIL BY-LAWS 

 
 

Section 1: Name 

The name of this organization hereby constituted shall be the Albany State University 

Staff Council (ASUSC). 

 

Section II: Mission 

The Albany State University Staff Council exists to further the mission of the University 

by identifying, examining and advancing issues and ideas on which staff could have 

extensive input and influence. The Staff Council will encourage and promote 

professional development and provide feedback to the University’s President or 

designee on issues related to staff by establishing a forum for two-way communication 

of ideas. The Staff Council will act upon such feedback accordingly, but will recommend 

policy and operational procedures that contribute to the growth and well-being of the 

University.  

 

Section III: Membership 

All eligible members to the Council will be regular employee, full-time, non-faculty, 

benefit-eligible, with a minimum of one year of full-time employment with the 

University at the time of election (or appointment). Representatives must be actively 

employed full-time (not on extended leave) at Albany State University.  

3.1  Representatives mush express willingness to serve as an elected member of the 

Staff Council. 

3.2.  Representatives should encourage comments and suggestions from the staff and 

should forward feedback to the Staff Council.  

3.3 Each representative will serve a 2- year term beginning July 1.  

 

Section IV: Representation 
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Staff Council representation is determined by IPEDS. The following groups represent 

Each of the seven Federal Integrated Post-Secondary Education System (IPEDS) group, 

which are assigned by the Human Resources Office: 

• Executive/Administrative-not included in Staff Council 

• Other Administrative Specialist 

• Administrative Assistance/Other Professionals 

• Office/Clerical 

• Technical/Paraprofessional 

• Skilled Crafts 

• Service/ Maintenance 

 

There will be one representative for every 25 staff members within each IPEDS group.  

 

Section V: Officers and Duties 

 

5.1.1 Staff Council Officers will be comprised of the Chair, Chair-Elect, Secretary, 

Treasurer, and Immediate Past Chair, and Parliamentarian.  
 

5.2 Duties of Officers 

 

5.2.1 Chair 

The Chair shall preside at all meetings and will chair the Executive Committee. He shall 

be responsible for the transaction of business in proper order, thereby requiring strict 

observance of the Bylaws of the Council. The chair will be a voting member only if a tie 

occurs. Additional duties will consist of the following: 

• Appointing the Chairperson of all committees unless otherwise specified. 

• Be an ex-officio member of all committees. 

• Keep the membership informed of all activities and business of the Council. 

• Endeavor to serve the organization in a strictly impartial manner. 

 

5.2.2 Chair- Elect 

The Chair- Elect shall assist the Chair and perform the duties of the Chair in his or her 

absence. He shall also serve as a member of the Executive Committee and the Chair of 

the Bylaws committee. The Chair- Elect shall rotate into the position of Chair at the end 

of the current Chair’s term in office by July 1 of the upcoming term. 
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5.2.3 Secretary 

The Secretary shall keep an accurate record of all the Council’s and Executive 

Committee’s meetings, including minutes, agendas, attendance, etc. He should give 

notice/announcements of all meetings as directed by the Chair and keep an up-to-date 

record of the membership, i.e. names, home address, e-mail address, office number and 

telephone numbers. 

 

5.2.4 Treasurer 

The Treasurer shall have custody of all the Council’s funds and shall verify funds that 

are presented. He/ she shall present receipts, pay all bills, make deposits, keep the 

books on a current basis and make a report each month of the Councils funds. He shall 

also take meeting minutes, attendance, maintain records, and distributes information of 

the Staff Council in the absence of the Secretary. Any financial agreement(s) must be 

executed by the Treasurer and one other member (preferably the Chair) of the Council. 

5.2.5 Immediate Past Chair 

The Immediate Past Chair will be a voting member of the Executive Committee and will 

serve in an advisory capacity. 

 

5.2.6 Parliamentarian 

The Parliamentarian shall be appointed at the discretion of the Chair using Robert Rules 

of Order as guiding principles to maintain order. 

 

Section VI: Committees and Structure 

 

The standing committees of the Staff Council shall be the Executive Committee, Bylaws 

Committee, Nomination and Elections Committee, The Finance & Fundraising 

Committee, Professional Development Committee and The Special Projects/ Ad Hoc 

Committees. 

 

6.1 Executive Committee 

 

5.2.7  The Executive Committee shall consist of the elected officers of the Staff Council: 

The Staff Council Chair, Chair- Elect, Secretary, Treasurer, Immediate Past Chair 

and Parliamentarian. 

 

Meetings- The Executive Committee shall meet once per month 
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Duties- The Executive Committee considers all matters presented to it by the University 

President or designee, the Staff Council, and any system institution staff bod for 

recommendations. The Executive Committee will also consider agenda items from any 

person or group not provided for above and, if decided by majority vote, will include 

such on a meeting agenda. The committee will recommend for the council’s approval 

such ad hoc committees as it deems necessary. 

Term- 1 year 

 

6.2 Bylaws Committee 

 

The responsibilities of the Bylaws committee shall include review of current bylaws and 

recommendation for amendments and upholding Bylaws. 

Term- 1 year 

 

6.2.1 Proposed Amendments to the Bylaws- Any member of Staff Council may 

propose an amendment in writing to the Staff Council Bylaws committee by 

sending the proposed changes to the chair if the Bylaws Committee, who will then 

bring it before the Staff Council. The Bylaws Committee will make its 

recommendation at the following Staff Council meeting. The Staff Council shall 

vote to approve or change the recommendation. If the Staff Council approves the 

recommendation, the changes will be made to the bylaws. If the Staff Council 

votes to change the recommendation, the Bylaws Committee will meet to discuss 

said changes and make revisions. The revisions should be presented at the 

following Staff Council meeting. 

 

 

6.3 Nomination and Elections Committee 

 

The duties of the Nomination and Elections Committee consist of administering all 

nominations and elections of Staff Council members and officers. 

Term- 1 year 

 

Guidelines for Nomination and Elections Committee 

 

 6.3.1  Election of Council Members 

 6.3.2 The Nomination and Elections Committee will coordinate the annual 

Election process to be completed in May of each year. 
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6.3.3  The Nomination and Elections Committee should notify all staff members 

of the upcoming nomination/ election by March of each year. 

6.3.4  The Nomination and Elections Committee will send a secret ballot 

nomination via an online survey instrument in April of each year. 

 6.3.4.1 Staff members who wish for their name to be omitted from the 

ballot should notify the committee within 2 business days after the 

notification of nomination. 

6.3.5 The Nomination and Elections Committee will send a secret ballot election 

via an online survey instrument in May of during election year. 

 6.3.5.1 The Nomination and Elections Committee will collect the ballots 

and tally votes. Election is by simple majority.  

 6.3.5.2 The staff member with the most votes will be the elected 

representative. For sectors electing more than one representative, the 

highest voted recipient should be the elected representatives. 

 6.3.5.3 In the case of a tie, the Nomination and Elections Committee 

should conduct a run-off election within one week of the original vote. 

 

6.3.6  The staff members who receive the next highest amount of votes can be 

the next alternate representative in the case that a Council member can no 

longer serve his term. 

    

6.3.7 Election of Council Officers 

6.3.7.1 The Staff Council shall elect officers by secret ballot nomination 

and election via an online survey instrument in June of each year. Officers 

will be elected by simple majority vote. Members of the Nomination and 

Elections Committee will conduct the election. 

6.3.7.2 Terms of officers shall be 2 years (beginning July 1), but they may 

be elected to serve a second term, with a maximum of two consecutive 

terms. 

 

6.3.8 Officers/ Representatives Removal Procedure 

A representative may be removed from the Council by the action of his Council members 

for any of the following: 

6.3.8.1 Non-Attendance to meetings (more than 3 unexcused absences) 

 

6.3.8.2 Failure to communicate to staff council on behalf of his/her constituents 
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6.3.8.3 The Nomination and Elections Committee shall offer the representative 

an opportunity to resign prior to conducting a vote to dismiss the representative. 

 

6.3.8.4 Removal by the Council must be done by a simple majority vote 

conducted by secret ballot. 

 

6.3.8.5 The Chair will select two voting members to review complaints and report 

to the committee before the vote is cast. The Council member under review will 

not be permitted to vote. 

 

6.4 Fundraising Committee 

The Fundraising Committee shall be appointed and consist of designated members from 

the body of the staff council, including the Staff Council Treasurer. The purpose of this 

committee shall be to raise funds for the Council’s programs.  

Term- Annually 

 

6.5 Professional Development 

The responsibilities of this committee shall include handling of projects such as 

promoting educational and professional staff development. To produce positive morale 

among staff, and addressing issues related to staff recognition. The Committee will 

propose workshops, conferences, and guest speakers for the Council’s development. 

Term- Annually 

 

6.6 Special Projects and/or Ad Hoc Committees 

Ad hoc committees are appointed on an as needed basis and are disbanded when their 

purposes is completed. They are appointed by the Executive Committee. This committee 

duty is to accept the assigned task and deal with the task in a responsible and timely 

manner. They must present updates on their progress and a final report when they are 

complete. Term- (as appointed). 

 

Section VII: Meetings 

7.1.1  The Council shall meet once a month throughout the year. Meeting will be 

held 3rd Wednesday's afternoon. Time and location should be announced 

five business days in advance. 

7.1.2  Staff Council must be notified of canceled and/or rescheduled meeting 48 

hours in advance. 

7.1.3  Meeting are open to all Albany State University employees. 
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7.1.4  The Council may meet for special meetings called by the Staff Council 

Chair or Chair- Elect (in the absence of the Chair). 

7.1.5  Special meetings must meet all requirements of regular meetings. All 

members must be notified of special meetings at least 3 days prior to the 

meeting. 

7.1.6  Meetings must have a quorum of two-thirds voting Council members. 

7.1.7  No business may be conducted without a quorum; however, discussion 

may be conducted if it is led by members of the Executive Committee are 

absent. 

7.1.8  Items not listed on the agenda may be discussed at the discretion of the 

Staff Council Chair, but no action may be taken on non- agenda items. 

 

Section VIII: Appendix 

 

8.1 Calendar 

 

March – Chair notifies all campus community staff upcoming election in May 

 

April  Nomination & Elections Committee sends secret ballot nomination form via 

online survey instrument 

 

May  Nomination & Elections Committee sends secret ballot election form via online 

survey instrument, complies election slate, and notifies Council of new officers 

after election results are final. The End of Fiscal Year report completed by the 

Treasurer. 

 

June  Staff Council Officers Election conducted via online survey instrument 

 

July Staff Council members begin a new fiscal year session and term of service. Chair 

appoints bylaws Committee and Nomination & Elections Committee. 

 

August   Committee appointments, initial committee meetings, and election of          

committee chairs 

 


