WCU Faculty Secretary
2017 Guide Notes

Senate
· Calendar Invites (I think it is best to send out the semester’s worth at the beginning, except for overflows)
· Planning Team: Invite planning team members, Chancellor, Claire Collins, Provost, Brandon Schwab and Suzanne Tobin. Provide remote access to the meeting as needed. I’m not sure what will work best for this now that GoToMeeting is gone.
· Caucus: I send an invite to the senators and an email to “General Faculty”
· Senate meetings: Invite senators, Chancellor, Provost, Claire Collins, Brandon Schwab, Suzanne Tobin, Lowell Davis, SGA rep (Raegan Black), Staff rep (Chris Parrish), Cory Causby, and anyone needed for an outside report. Send an email announcement to “Academic Affairs.”
· Overflow meetings: as needed, same as above.
· Agenda
· Create the agenda in Planning Team, using previous agendas as a template
· Send to Academic Affairs with meeting announcement by the Friday before the meeting.
· Minutes
· Keep roll and voting records during the meeting, and add them in to the minutes afterward. Keep these records in the Senator List spreadsheet also.
· Proof read and correct the minutes from the draft that comes from the Provost office. Use the recording to assist with this. 
· Post to Sharepoint at least a couple days before the next meeting.
· Sharepoint
· Post the agenda, previous minutes, resolutions and supporting documents
· Routing Forms
· For actions taken by the Senate (except for items processed through curriculog), fill out the routing form. Attach the relevant documents to it and send it to the Provost Office. Also save it on the Senate Laptop and H: Drive.
· In the Meeting
· Manage the display, projecting the agenda, resolutions, supporting documents, etc., as needed
· Facilitate voting with Poll Everywhere and by paper ballot. Create the Poll Everywhere polls ahead of time, setting them to registered participants only. Activate the poll at the time of the vote. Download the PollEverywhere report in “gradebook” form to get the relevant information.
· Faculty Caucus
· Send announcement to “General Faculty” encouraging participation.
· Help facilitate discussion and keep notes. Other officers will keep notes as well.
· Meet with other officers afterwards to assign issues to councils.
· Service Letters?
· There has been talk of providing letters recognizing service to senators, council members and taskforce members in time for AFEs. We now have letterhead.
· Archive email in “Faculty Senate” folder.

CONEC
· Keep minutes in the meetings
· Send emails to “General Faculty” about the election. This includes announcing dates and positions, opening and closing nominations, opening and closing elections, and reporting final results.
· [bookmark: _GoBack]Keep election records on Faculty Senate Laptop and H: drive.
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