Senate Resources Policies and Procedures
Article I
Appointments

Section 1.1 Applications shall be solicited from the student body, as positions become available.  The Senate Resources Committee shall determine the form of the application.
Section 1.2 The Senate Resources Committee shall review all applications and interview any qualified candidates pursuant to Article II of the Constitution.  Following an interview, the Senate Resources Committee may recommend to the General Assembly that the candidate be appointed to the Senate.  This recommendation shall include the committee on which the candidate shall serve.
Section 1.3 All votes concerning a candidate’s appointment shall remain in closed session. 
Section 1.4 The Vice President of the committee(s) to which a candidate may be appointed shall be invited to attend an interview of all candidates being considered for a position on said committee. The Vice President shall have speaking rights during the interview and discussion of the candidate, but shall not count for quorum. The Vice President may not vote, nor may the Vice President be present during voting. 

Section 1.5 Any Senator who has resigned or has been removed from the Student Senate may not be appointed to the Student Senate during the same catalog semester.
Section 1.6 All appointments must be confirmed by the General Assembly.  A Senator may take the table immediately after being confirmed, but only has speaking rights.   The Senator gains full rights upon being affirmed, as described in the following section:
Section 1.7 Any newly appointed Senator shall be affirmed into office by the Student Body President or by gavel order in the absence of the President, during the President’s Report at the first meeting following his/her appointment using the oath in Article I Section 1.04 Subsection (c) Subsection (i) of the Bylaws.
Section 1.8 For any Campus Standing Committee positions not assigned to a Student Senate Committee, the Senate Resources Committee shall solicit and review applications as needed and recommend a candidate to the General Assembly.
Section 1.9 All committee assignments shall be final, unless changed by the Senate Resources Committee and approved by the General Assembly.
Article II.
Office Policy
Section 2.01
The following policies shall be respected and followed by all members of the Student Senate while in the Senate Office. Failure to follow these polices may be considered misconduct and should be enforced by the Senate Resources Committee.
Section 2.02
Equipment Use
a) A password to access computers shall be provided to all members. Separate passwords may be provided to Cabinet members.

b) Members working on Senate-related activities shall be given first priority to the computers. Other activities on computers are permitted while no other member is in need of a computer to work on Senate-related activities. Activities not related to Senate work should in no way disturb those working on Senate work.
c) Personal laptops are acceptable and encouraged.
d) Radio or computer music shall be kept to a minimum.

Section 2.03
Office Hours
a) Senators shall be required to serve a minimum of two (2) office hours each week to be scheduled by the Senate Resources Committee. Failure to fulfill this obligation shall result in the offending Senator receiving one (1) absence for each hour missed. 
b) An office hour shall be defined as sixty (60) consecutive minutes spent in the Senate office. Coming late or leaving early shall be considered an absence.

c) Cabinet members shall schedule several hours per week to be in the office.
d) During a scheduled office hour, Senators shall:

i) Work on Senate-related work whenever possible,

ii) Check mailbox, Blackboard, email, etc,

iii) Be sure one member is behind the front desk at all times,

iv) Respect the people and things around them, and
v) Keep the office clean and tidy whenever possible.

e) If a Senator consistently has no Senate-related work to do on office hours, the Senator should consult the Vice President of the committee on which the Senator sits.
f) Food should not be eaten during office hours where possible. If eating is unavoidable, the Senator shall obtain food before the start of his/her scheduled hour. Leaving an office hour to get food is not acceptable. Eating in the office shall be permitted granted that the office remains clean and free of excess debris.

g) Office hour attendance and a list of activities accomplished shall be recorded at the time the hour is served. These records shall be verified at the time of the hour. These records may be used by the Senate Resources Committee to assess the productivity of Senators.
Section 2.03
General Conduct
a) Profanity is discouraged.

b) Fun is highly encouraged with the exception of unprofessional, offensive, or disruptive activities.

c) Visitors to the office should be acknowledged immediately and treated with respect, regardless of the purpose of their visit.

d) Phone calls shall be answered during open hours and complete messages shall be recorded including but not limited to the full name of the caller, time and date of the call, who the call is for, the purpose of the call, the message, contact information for the caller, and the name of the person recording the message. Use of the “pink slips” is encouraged. Messages shall be placed in the appropriate box or on the Cabinet corkboard. 
e) All members shall be responsible for knowing the Finance and Appropriations procedures and how to process paperwork, campus events, and a general understanding of campus issues and Senate projects.

f) Whenever the office is unoccupied, the last person in the office shall be responsible for locking the door and turning out the lights. The Kirkhof Center Building Managers may be called via the 20/20 Information Desk if no one possessing a key is present.
Article III. Absences

Section 3.1 Grounds for receiving and excusing absences
a) A Senator shall receive an unexcused absence when that Senator does not attend the whole session of General Assembly/Breakout, office hour, committee meeting, and any other mandatory Senate events. 

b) Arriving late or leaving early from any of the aforementioned sessions will result in the Senator receiving one-half (1/2) of an absence.

c) The three unexcused grace absences include, but are not limited to, instances of:

(i) conflicting schoolwork

(ii) other organization meetings

(iii) recreational or organizational trips

(iv) personal recreation or acts of self-interest

(v) paid work

d) Absences should be excused in specific cases, all of which require the Senator to fill out a form seven (7) days prior in the case of anticipated absences, or seven (7) days after in the case of unanticipated absences, and also documentation:

e) Family engagements including but not limited to births, weddings, illness, deaths etc

f) Traveling for a Senate-related purpose, such as a conference. These cases require the Senator to distribute a report to the Senate within seven (7) days of the conclusion of the conference describing the knowledge and skills gained that will be of use to the Senate.

g) Meetings may be scheduled during office hours with no consequences if another Senator will be in the office during that time and the Senator signs in the logbook.

h) Personal emergency including but not limited to illness or auto accident 

i) Other reasons approved by the SRC by majority vote on a case-by-case basis

j) Absences may be excused by the SRC by majority vote. Absences by SRC members may be excused by the Cabinet. 

k) Cabinet members should follow these standards. Absences may be used as grounds for impeachment in conjunction with other charges, but should not be the sole grounds for impeachment unless a gross violation has occurred. 
Section 3.2  Absence Meeting 
a) Members are allowed three (3) unexcused absences each semester with no consequences

b) Any member exceeding three (3) absences shall be required to meet with the VP of SRC, or designee, within two weeks of the fourth absence. The VP of the Senator in question shall be invited to the meeting. If a cabinet member exceeds three (3) absences, then the officer must have a one-on one meeting with the Executive Vice President. Components of the meeting should include:

(i) A review of the evidence of the absences

(ii) A discussion regarding the reasons for the absences

(iii) Solutions for improving the senator’s attendance

(iv) A schedule for making up the missing time

(v) Possible further disciplinary action as called for by the situation

c) Each additional absence following the fourth absence shall also require a one-on-one meeting with the VP of SRC. Repeat offenders will be considered for further disciplinary action, such as a formal review hearing with the SRC.

d) The VP of the SRC, in conjunction with the members of the SRC, and the Office Manager, shall be responsible for keeping track of these absences. 
Article IV. Review Hearing
Section 4.1 Initiation of the Review Process
a) The following groups may initiate review proceedings for a Senator:
(i) The Cabinet, by majority vote.
(ii) Twenty percent (20%) of the General Assembly, upon submission of charges and their signatures to the SSSRC.
b) The following groups may initiate review proceedings for an officer:
(i) Twenty percent (20%) of the General Assembly, upon submission of charges and their signatures to the Executive Vice President.
Section 4.2 Definition of the Review Hearing Committee

a) If the member on review is a Senator, the review hearing committee will be comprised of the Senate Resources Committee, and chaired by the Vice President of the Senate Resources Committee
b) If the member on review is an officer of the Senate, the review hearing committee will be comprised of the cabinet, and chaired by the Executive Vice President. If the chair of the review committee is placed on review then the chair shall follow gavel order.
Section 4.3 Notification of the Review Hearing
a) The member being put on review shall be shall be formally notified by the chair of the Review Committee
b) After the General Assembly is notified, the Review Hearing Committee shall schedule a hearing with the member in question at a mutually convenient time.  If an appropriate appointment cannot be scheduled within a week of the original notification, the Review Hearing Committee may vote to suspend all rights, privileges, and responsibilities of the Individual under review until a mutually satisfactory appointment can be arranged.  If an appropriate meeting time cannot be scheduled within two weeks of the original notification, the Review Hearing Committee may schedule the hearing, notify the member under review in writing and hold the review hearing with or without the member under review present.  
Section 4.4 Formal Review Hearing
a) The review hearing will be conducted in closed session. People expected to attend are: the review hearing committee, the chair of the review hearing committee, and the member on review.
b) The review hearing shall proceed as follows:

(i) Roll call of the Review Hearing Committee, the member under review, and any witness’s schedule.

(ii) The Chair of the review hearing committee will read the charges against the member.  The Review Hearing Committee may present additional evidence and witnesses against the member at this time.

(iii) The Individual under review may dispute any and all charges.  The member may bring witnesses to his/her defense, but the Chair of the Review Hearing Committee must be notified at least twenty-four (24) hours in advance,

(iv) The Review Hearing committee may then further question the member under review, and may also conduct general discussion.

(v) After questioning and discussion, the Individual under review may speak one final time in his/her defense.

(vi) The Review Hearing Committee shall then meet in closed session, without the member on review, to determine for which charges the member is responsible. The Review Hearing Committee shall then determine a recommendation from the following list:

1) Removal from Student Senate.  In the case of an Officer, the Officer may be removed from his/her office instead of from the body.

2) Retention with limited rights as determined by the Review Hearing Committee.

3) Retention with additional responsibilities as determined by the Review Hearing Committee.

c) The charges and recommendation for an officer under review shall be read by the Chair of the General Assembly during New Business at the next General Assembly meeting following the review hearing. Approval requires a majority vote.  The officer under review must receive the recommendation for sanctions in writing at least twenty-four (24) hours prior to the General Assembly meeting in which the sanctions shall be voted upon. If no sanction is given by the Review Hearing Committee, then neither charge nor recommendation shall come before the General Assembly.
Section 4.5 Appeals Process
a) If the member that is reviewed feels that the sanctions set by the Review Hearing Committee are illegitimate, then the member may petition the Appeals Committee.
b) The Appeals Committee is described in Constitution under Article II, Section 2.03, b, IX.
c) The Appeals Committee shall be chaired by the Executive Vice President, and shall follow the procedure outlined in Section 4.04—Formal Review Hearing. If the chair of the review committee is placed on review then the chair shall follow gavel order.
d) If the decision by the appeals committee is different than the decision made from the Review Hearing Committee, then the appeals committee decision stands.
Article V. Removal Hearing

Section 5.1 Initiations of Officer Removal
a) Removal of an officer requires majority of the general assembly’s signatures and charges against the officer to be submitted to the Executive Vice President before the next Senate meeting. 
b) If the Executive Vice President is petitioned for removal, the signatures and charges shall be submitted to the President.
c) Once the Executive Vice President receives the charges and signatures, the Executive Vice President will notify the officer and will notify the members that initiated the removal before the next Senate meeting.
Section 5.2 Removal Hearing
a) The hearing of removal will be placed under New Business of the Senate Meeting agenda, congruent with Article II, Section 2.03 (m) of the Constitution.
b) The removal hearing shall be conducted in front of the General Assembly.
c) The members initiating removal will first present their charges against the officer and supply supporting rationale to the general assembly.
d) The officer will have the opportunity to present their case to the general assembly.
e) The General Assembly will initiate discussion and questions after both parties presented their arguments.
f) The removal of an officer must satisfy two-thirds (2/3) majority of the general assembly to pass. 
g) If all officers are to be removed concurrently, a written copy of all charges and majority of signatures of the General Assembly must be submitted to the Dean of Students.
Article VI. Transfer Policy

Section 6.1 Committee transfers shall be taken into consideration by the Senate Resources 
Committee. 

Section 6.2 Transfers may be initiated by:

a) A request from any Senator who feels unsatisfied with their committee,
b) A request from the Vice President of the committee on which the Senator being considered sits,
c) A unanimous decision of the committee on which the Senator being considered sits, excluding the Vice President and the Senator being considered, or
d) By recommendation of the Senate Resources Committee.

Section 6.3 The Senator being considered will fill out an application provided by the SSSRC 
and be interviewed by the Senate Resources Committee, similarly to the 
application/interview process for potential new Senators.

a) The Vice Presidents of the Senator being considered of both the potential former committee and potential new committee may sit in the interview but shall not have voting rights. 

b) The Senator being considered may request that the Vice Presidents not be present for the interview.

Section 6.4 The Senate Resources Committee will make a recommendation regarding the 
transfer request. If both Vice Presidents involved and the Senator being 
considered accept the recommendation, the transfer will occur. If there is not 
consensus among these three parties, the transfer will go before General 
Assembly. The measure must get a majority vote of the General Assembly to be 
successful.  
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