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General Guidelines

The Rules and Elections Committee is a standing committee of the UC Cooperative Extension Academic Assembly. 
The charge of the Rules and Elections Committee is as follows:

1. Appoint members as required considering equitable representation from all program and regional areas to all standing and special committees of the Assembly, and fill any committee vacancies as directed by Council.

2. Identify upcoming vacancies on Academic Assembly Council Standing Committees by reviewing list of committees and communicating with committee chairs. Solicit members for potential committee appointments. When soliciting committee members, vacancies should be described as specifically as possible regarding program, job title and geographic representation needs of each committee to maintain appropriate balance.
3. Initiate, conduct, receive and certify Council elections, and forward the results to the secretary and council for notification and approval. 

4. Develop and maintain a current list of Academic Assembly Council committees and their members, including terms of office and whom they represent, e.g. Agricultural Resources, Human Resources, Natural Resources and County Directors, Specialists, Academic Coordinators.
5. Develop and maintain a list of people who have volunteered for committees in the past few years and who may constitute a ready pool for committee appointments.

Members should plan to attend all 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 based on Rules and Elections activity and regional representation in the state.  

Meetings may be conducted face-to-face or electronically.

Member Responsibilities

   Chair

1. Prepares agenda for regular meetings and conducts meetings, either face-to-face or electronically.
2. Communicates with Chairs of Standing Committees to identify vacancies. 

3. Makes sub-committee assignments as needed to execute Committee business.

4. Coordinates replacement of committee members as needed.
5. Serves as active member of Assembly Council, attends and participates in meetings and reports on Rules and Elections Committee activities

6. Maintains the list of Academic Assembly Council committees and their members as described under General Guidelines.

7. Communicates regularly with Committee members to share input and conduct Committee business.
     Chair Elect

1. Assists Chair in all tasks.

2. Attend Academic Assembly meetings if chair cannot attend

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. Develops and maintains a list of people who have volunteered for committees in the past few years and who may constitute a ready pool for committee appointments.

5. Passes along materials to next secretary when assignment is complete. 

 General Members 

1. Attend and actively participate in all committee meetings.
2. Assists in identifying potential members for Academic Assembly Council committees.

3. Accept assignments to sub-committees as appointed by the Chair.
4. Be willing and able to take on executive responsibilities (Chair, Chair-Elect, Secretary) as members gain seniority on the Committee.

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

Procedures for nominations and notice of Election as stated in the AAC By-laws:

Nominations and Notice of Election. The annual election will be completed by the first day of April.  By January 10, the Rules and Elections Committee shall initiate the call for nominations and make known to the Assembly the opportunity for elections by e-mail. 

a.
The notice of election shall include instructions on nomination procedures, including the requirement that each nominee must send notice that they accept the nomination to the Rules and Elections Chair prior to being placed on the ballot. Notice that self-nominations are encouraged and shall be accepted.


b.
If an open office does not receive any nominations, the Rules and Elections committee shall nominate additional candidates, with their agreement.
3. 
Balloting will be conducted as follows:


a.
After the time for receiving nominations has expired, the Rules and Elections Chair will send to the eligible members of the Assembly an electronic ballot containing, the names of those persons properly nominated. The working titles and locations of each nominee will be listed after the name.   Instructions for marking and returning the ballot to the Rules and Elections Committee by a specified date will accompany the ballots, as well as notification that individual ballots will be kept confidential, with names separated from ballot upon receipt by the Rules and Elections Committee. Ballots will include a provision for validation.  A ballot on which more names are marked than the number of vacancies will be void.


b.
The nominee who receives the plurality of votes wins the election. Tie votes will be decided by lot, drawn by the Rules and Elections Committee Chair. In an election with different length of terms, nominees receiving the plurality of votes will be declared elected to the longer term of office, in order of their total votes. 

c. 
Each properly nominated candidate shall be requested to submit an optional statement including biographical information and intentions for contributions to Academic Assembly Council. Each statement shall maintain a professional tone and shall not exceed one-half page with one-inch margins and 10-point font. Statements shall be attached to the electronic ballot.

d.
Write-in votes may be cast on official ballots during the official voting period. In the event that a write-in candidate receives the most votes, he/she must be given the option to decline the office. If he/she declines, the person with the next greatest number of votes, who is willing to serve, wins the election.

4.
When questions other than the election of members of the Assembly are submitted to a ballot, such balloting shall be conducted in accordance with the procedures prescribed above so far as they are applicable, except the Council Secretary shall prepare the materials for inclusion on the ballot. The Rules and Elections Committee shall certify the balloting. When ballots are sent to the voters, all relevant texts and a brief summary of the arguments pro and con shall accompany them. In certifying the results of the balloting, the number of affirmative votes, the number of negative votes, and/or invalid votes, if any, shall be reported to the Assembly membership. 

Working Calendar

Fall Meeting (October)

· Orientation of new committee members

· Identify vacancies in Standing Committees.
· Review list of Academic Assembly Council Committees for the current year and note which terms are ending and will need replacement.

· Plan call for nominations for the election of President Elect and Rules and new Elections Committee member.

· Send out nomination survey: deadline no later than Jan 10.

Winter Meeting (February)

· Review nominations, seek nominees as needed. 

· Plan to conduct the election that must be completed by April.

· Send out information for AAC Elections-deadline March 15
· Submit list of committee nominations to Chairs of Standing Committees and discuss whether they will satisfy needs for particular job titles and representation  by program and geographic area
· If needed, contact additional AAC members to ask them to serve. 

· Nominate Chair Elect

Spring Meeting (end of April, beginning of May)

· Compile elections results and communicate to AAC Executive Committee.
· Review and improve nomination and election format and process

· Finalize the list of Academic Assembly Council committees for the new year that will begin in July.
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