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General Guidelines

The purpose of each Representative Committee is to represent its Assembly members.
There are three types of committees: Regional, Campus, and Group. Representatives are elected by Assembly members who belong to the respective Region/Campus/Group plus the past chair. Committee members must belong to their respective Region/Campus/Group.
Region/Campus/Group Representatives.
1. Number of Representatives. Each CE Advisor Committee shall consist of at least four representatives who may be selected from the Regional membership, one each representing Human Resources, Agricultural Resources, Natural Resources and County Directors. CE Specialist Committees shall have at least the following specialist representatives: Davis campus, (six), Berkeley campus, (three), Riverside campus, (three). Academic Coordinator Committee shall have three members.
2. Election. Region/Campus/Group representatives are elected by the respective Region/Campus/Group Assembly members. Elections shall be held annually by May 15. The Chair of the respective group initiates and holds elections.

a. The Chair and Vice Chair-Secretary are elected by the committee membership and serve for one year. The Vice Chair-Secretary succeeds the Chair.
3. Term of Office.  Members serve for three years beginning July 1. Terms shall be staggered to assure continuity.

4. Vacancies.  If a Region/Campus/Group representative is unable to serve or resigns, the Representative Committee shall fill the vacancy for the remainder of the legislative year, based on the recommendations of the affected Region/Campus/Group committee.  If any of these positions are vacant or have been filled by appointment, the position(s) will be placed on the ballot at the next general election. Those elected shall serve the remainder of the unexpired term.

5. Duties.

a. Poll their constituents by e-mail, conference call, or in person to collect input. Each Chair shall convene committee members prior to each Council meeting to discuss issues to be presented at the meeting.
b. Provide a written report to the Council reflecting and addressing the concerns of the members of the Assembly who are affiliated with the respective Region/Campus/Group. Convene at least one conference call or meeting per year to collect input from constituents. One face to face meeting is desirable, if feasible and agreeable to committee members.
c. Serve as an ombudsman facilitating communications between the Council and the members of their Region/Campus/Group.
d. Provide a pool for membership in special and ad hoc committees of the Council.
e. Keep Region/Campus/Group Assembly members informed of all the activities of the Council.
f. Meet, discuss and recommend action to be taken by the Council.
g. Provide input to Regional Directors/Deans/Assistant Vice President – Programs on issues of regional, campus, and statewide concern.
h. Provide continuity to Council membership.
i. Monitor Council actions and the Standing Committees to ensure that they are addressing the main concerns of their Region/Campus/Group members.
j. Encourage membership to actively participate in Council activities including awards and recognition programs.
Members should plan to attend all committee meetings unless there is a personal emergency (death in the family, illness). Active participation in meetings is an important part of committee service because each member of the committee brings special expertise relevant to their expertise and constituency. 
Who initiates election of officers?
Member Responsibilities


Chair
1. Develops and coordinates communication methods to communicate with constituents (email, Collaborative Tools etc.).

2. Leads in orientation of new members.
3. Communicates with Chairs of Standing Committees about issues of concern
4. Prepares agenda for regular meetings and conducts meetings.
5. Makes sub-committee assignments as needed to execute Committee business.
6. Coordinates replacement of Committee members and submits names for election.

7. Prepares a written report to present at AAC.
8. Serves as active member of Assembly Council, attends and participates in meetings and reports on Representative Committee activities

Chair Elect-Secretary

1. Assists Chair in all tasks.

2. Attend Academic Assembly meetings if Chair cannot attend

3. Acts as Secretary.

Secretary
1. Takes minutes at all meetings, prepares minutes in draft form and submits to committee by mail within 2 weeks of last meeting. (Especially important to record Committee decisions and action items).

2. Makes corrections to minutes as noted in subsequent meeting.

3. Maintains CONFIDENTIAL file of approved minutes and other relevant PC materials.

4. Passes along materials to next Chair Elect-Secretary when assignment is complete. 


All Members 

1. Attend and actively participate in all committee meetings.

2. Accept assignments to sub-committees as appointed by the Chair.

3. Be willing and able to take on executive responsibilities (Chair, Chair-Elect-Secretary) as members gain seniority on the Committee.

4. Represent their designated consitituency (e.g. HR, Ag, NR, CD, AC) at various meetings (e.g., ANR workgroups, staff)) through the year in order to gather input for AAC.

For further information about the Academic Assembly Rules and Elections Committee, please refer to the Academic Assembly By-laws.

Working Calendar (July 1 – June 30)

Fall Meeting (September) - Face to face if feasible

· Orientation of new committee members.

· List and discuss issues and concerns

· Assign subcommittees and duties of membership

· Plan outreach efforts for the year

· Set meeting schedule

Winter Meeting (February)
· This meeting is optional with purpose and timing to be decided by Chair.
Spring Meeting (early April; venue per Committee agreement)
· Orientation of new committee members.
· Compile concerns and issues and communicate to Chair.
· Draft outline of written report.
· Fill vacancies.
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