Campus-Level Committee Chair Tips
Before meetings
· At the start of the semester, reach out to your committee members to ensure your roster is up-to-date and share meeting date/time/location for the semester
· Need help booking a meeting space? Requests can be submitted here
· The Integrated Planning Manual (IPM) calls for committees to review their description and membership at the first meeting in each fall semester. Chairs can use this committee description template to ensure their description is complete and accurate
· If you notice a change is needed, get on the agenda for Faculty Senate and/or the President's Advisory Council (PAC) to get revisions approved by whichever body or bodies your committee reports to
· Draft your agenda and send it out to committee members. Copy the committees@fullcoll.edu email address to ensure your agendas are posted on your committee's website
· If your committee reports to Faculty Senate or is dual reporting to Faculty Senate and PAC, you must share your agenda at least 72 hours before your meeting is set to start to comply with Brown Act requirements
· Use your committee description to determine topics appropriate to your work
· Use the college’s strategic plan, ¡Adelante! and the college’s Student Equity and Achievement (SEA) Plan to guide the development of the committee’s work and agenda
During meetings
· [bookmark: _Int_EMbipdTL]Identify a notetaker for the meeting, and ensure your notes are complete including the names of participants and the results of any votes
· If your committee reports to Faculty Senate or is dual reporting to Faculty Senate and PAC, record names for each vote unless the vote in unanimous to comply with Brown Act requirements
· As much as possible, engage members in discussion of agenda items rather than using meeting time to report out information
· If there are action items, try to agendize a first and second read if time permits so that members can consult with their constituents before voting
· Before wrapping up, discuss possible agenda items for the next meeting
After meetings
· Finalize meeting notes and share completed, approved notes with committes@fullcoll.edu to be posted on your committee's website
· Draft the next meeting's agenda as soon as possible to maintain momentum on items that were discussed
· Make note of important action items for your committee’s annual report to Faculty Senate and/or PAC
If you have a recommendation to Faculty Senate or PAC
· In the course of your work, your committee may want to make recommendations to either Faculty Senate and/or PAC depending on your reporting structure. The FC Committee's page identifies the reporting structure for all campus-level committees
· In the course of your work, Faculty Senate and/or PAC may refer questions or issues to your committee. In that case, the Faculty Senate president or chair of PAC will contact you directly with the request and discuss a timeline for when you will be asked to bring your response or recommendation back to the referring body
· To get on a Faculty Senate agenda, complete the agenda request form at least two weeks prior to the meeting you'd like to be agendized on if possible
· To get on a PAC agenda, email nhamblet@fullcoll.edu at least two weeks prior to the meeting you'd like to be agendized on if possible
· Refer to the IPM for information on decision-making and governance processes to get guidance on the college's processes

Membership management
· If your committee needs faculty representatives, reach out to the Faculty Senate president-elect and president
· If your committee needs management representatives, reach out to Committees@fullcoll.edu (requests will be forwarded to Daniel Berumen to present at President’s Staff)
· If your committee needs classified professional representatives, reach out to CSEA Chapter 167 Second Vice President and Classified Senate
· If your committee needs student representatives, reach out to the Associated Students president and faculty advisor
· When you review your committee description and composition at the start of the academic year, review terms for committee members as well. Record terms and report them to committees@fullcoll.edu so accurate records are available for future elections even as there is turnover in leadership  
