CALIFORNIA CLASSIFIED SENATE &
CLASSIFIED LEADERSHIP INSTITUTE – CONFERENCE – GRANLIBAKKEN – 6/09
Suggested Meeting Practices
(See Bylaws & Constitution link for detailed Classified Senate purpose, officer duties, meeting procedures, etc.)

Creation of the Meeting Agenda
1. Since Classified Senate meets from August through May each year, the August agenda contains items held over from the last May, plus new items suggested by the Governing Body.

2. A call for new agenda items will be sent out by [secretary/ or VP of Communic.] to all governing body members (includes Senators) 2 weeks before each meeting.

3. Ask Senators to get ideas from the constituents of what they want to discuss/ see on agenda.

4. Agenda will be created by President from “New Business” in last meeting (becomes “Old Business” in next meeting) ; plus new items sent to President after the reminder in #2 above (becomes “New Business”)

5. Put estimated times beside each item.

6. Post and email the Agenda 1 week before

7. After Agenda posted, do not add any more voting items to it.

8. (Tell our group that we are not under the Brown Act, only Academic Senate is.)

9. Additional items that come up go under “Good of the Order”, or put on agenda for next month if no time this meeting

Robert’s Rules of Order – General Guidelines
· Purpose is to make sure all voices are heard and no one is excluded

· Could appoint a parliamentarian to keep the meetings running smoothly (check w/ Bylaws also)

· The majority rules – ONLY after the minority has spoken and been heard.

The Chair:

· Presides over the meeting amicably

· Remains neutral during discussions  (at end of discussion, could state their opinion if really needed, for minutes)

· Don’t use Chairman’s power to sway the vote

· Makes sure no one talks over others

· Follows Roberts Rules and Agenda

· Asks people questions if expertise needed, or they are not speaking up

· Look around room and make sure all heard

· Calls the Votes and states the results

· Never give up the Chair – Keep control of the meeting – Has the power to stop discussion/ reframe; adjourn; move to next item, etc.

Motions
· Main Motions – are Agendized items:

· When a motion is made, that is all that is talked about then.

· (See Friendly Amendment & “Call the Question” below)

· No ‘motions within a motion’

· Presenter makes an Introductory Statement (2 mins)

· Someone else makes a Motion, a third person Seconds

· The Second is to make sure more than one person wants to discuss the item, and vote.

· If no one else believes in the motion, don’t second it.  Therefore Motion dies.

· President re-states the motion and calls for discussion

· Discussion ensues:  Run by President; Amicable; take turns around the table; or Pres. can vote for Pro/Con presenters to speak in order.

· President says when time to vote – Keep meeting moving

· The majority rules – ONLY after the minority has spoken and been heard.

Secondary Motions:

Friendly Amendment
· A friendly amendment can be made during discussion

· Amends a previous motion to clarify, not to change the nature of the motion

· ..

Privileged Motion:
· Can be done during another motion

· Purpose is to take a break, change room temp, change location of discussion (if need to go see something, etc.)

· Does need someone to ask Chair to make a “Privileged Motion”, and a Second

Point of Information
· Anyone can ask for a Point of Information, ask the Chair

· “Please explain the chart on pg.__” , etc.

Point of Order

· Address the Chair to state “Point of Order”, be recognized

· And state how we are not following Roberts Rules of Order or our Bylaws

· This can re-frame the discussion track, but not change the original Motion.

Debate/Discussion Conduct

· Take time to listen to the other point of view

· Focus on the issue, not the personalities

· Avoid questioning anyone’s motives

· Address remarks to the position of the Chairman, keep things less personal
· For example, “Madam Chairperson”, or “Mr. Treasurer”

· Be courteous and polite

· If discussion become un-civil, Chair should call for a break

· If Chair does not notice need for a break, anyone can call for a “Privileged Motion” to take a 5 minute break

Voting 
· When discussion concluded (or when statements are being re-said a second time) – President Calls the Motion

· Chair/Pres. re-states the Motion and voting can be done:

· Voice Vote:  All in Favor say Aye, etc.

· Rising Vote:  All in Favor raise their hand, etc – and Chair glances around to see what looks like the majority

· Counted Vote:  All in Favor raise hand, etc – and Chair counts the hands pro and con

· Consent:

· Try for unanimous consent when possible – means the argument was thorough and well thought out.

· ..Other consent stuff here

· For our purposes, it may be a good idea and is a common practice, during the Discussion portion after a Motion is made:  utilize a Consensus Model to determine the level of interest in the motion, and whether/ when the vote should be called.

· An abstention is neither positive nor negative

· People who may benefit some way should not vote

· ..

Minutes/Recording
· Record the basics only

· Motion (who made/seconded), short synopsis of discussion, how vote turned out.

· Add other documents when needed, i.e., financial statement

Presiding and Other officers
· Delegate research, work to committees

· As for results with a deadline (please send me a report by __date__)

Website Ideas:
1. A history of officers

2. History of programs presented and outcomes received

3. Evaluations of programs

4. Links to:

a. 4CS

b. Other college sites

c. (I like the tabs at top presentation on websites..)

d. Other helpful programs people can request to attend, register for

e. Budget information in this current state of the State

5. All the minutes and agendas – we have

6. The basics of adding items to Class. Senate agendas, suggesting activities, changes, etc.

7. The basics of Roberts Rules of Order, and how we make agendas, stay on topic, create “Parking Lot List” for later study and meeting agendas, and how we make motions, discuss, Friendly Amendments, etc.

Good verbiage to keep in mind:  Positive – Trust-Building:
Say This: 







Rather than this:

- Classified Professionals 





Classified staff

- “Yes, and…”







“No, but…” ; or “But…”

(Brain research shows that the word and meaning of

“Yes” opens peoples imagination, learning ability, and 

Minds.  It also takes 10 instances of hearing the word Yes,

To counteract one use of the word “No.”

Classified Professionals – Why Should we encourage Classified Professionals to participate in Senate?
·  Classified Professionals are the first contact with all students

· We are professional advocates to students, excellent PR for the college, and one of our goals is to help as much as possible.  

· Good principles of management strive for all ways of team-building, information sharing, trust- building and encouraging one another. 

Possible Flex Day activities:
1. DeAnza College, environmental center – sustainability, building, personal and company practices.

2. ..

Packets for New Classified Staff – build up:
· Welcome letter from President

· Stat’s on Classified :  

· 400 current classified members

· Senators/which bldgs

· Bylaws

· Webshot of a few things about Senate:  flex day, etc.

Senator and an officer take the packet to the new Classified employee’s desk and welcome them.

Let them know when next meeting is, and invite them.  Write it down for them, date/time, map to location.

Other Misc Ideas
· Visit with associated student body each term/year.  They enjoy the contact, perhaps can work on something together.

· Explain to ASB what classified do, and where they are:  Counseling, registration, bldg 100, division disks, labs, library, etc.

· Cultivate leaders for other years

· Give several people some item to do they can be successful at, encourage them

· Take stock of ourselves/ colleagues – evaluate our strenths and utilize.

· Some people don’t want to be ‘out front’ – let them do behind the scenes work

· If it feels more friendly, more likely to get involved.

PRESENTATIONS:
New terminology:  Classified Professionals.  (Not just ‘staff’, we work hard at learning our jobs, doing a professional job, going above and beyond, and continually re-educating ourselves.)

From Keynote speaker:  Rob _______________, opening talk:
Walter Lipman, Journalist:  “Public Service is what makes old persons plant trees they will never see.”
A noble task to attempt to educate 6 million students in the State of California.

All needed changes can be made only by small steps, a series of continual small steps.”

SG idea:  Celebrate our successes, ‘shout outs’ to ourselves:
· How much carbon we save by reducing our carbon footprints

· What good deeds we have done for the students, the college, and to represent ourselves as classified professionals.

80%/20% Rule:  in all cultures, in all times, 20% of the people have influenced 80% of the population – the leaders.  (In advertising it is 10% influences 90% of the people.)
DeAnza has a great environmental building, all top of the line, state of the art environmental items in the building, a teaching center 

“Ideals are like stars, we will never touch them, but we use them as guides and admire them all our lives.” – Carl Shirtz, US Senator, contemporary of Abraham Lincoln.

Do everything we can to connect w/ our legislators on important issues we believe in:

· Some lawmakers are on the fence about some issues, and if they receive letters from people about their wishes, it does put them on the side of the issue that their constituents believe in.

· Handwritten letters are best; typed fine; emails are very easy.

Jim Wilson, Sierra College, 4CS Board Member
Q&A’s, lots of info on 4CS website.

How would we know when we are crossing the line from Senate representation needs, into Union item that they should represent?

· first thing is to know there is a line.

· Consult with senate board members, and union rep.

· Try to build a very collegial working relationship with the college union rep.

Ideas for recruiting for Classified Senate participation:

· Very important to have buy-in and encouragement from President, Chancellor, and Board

· Ask top college Administrators to discuss importance of classified professionals and their need to meet and work together, to other administrators, supervisors, deans, etc.

· Classified Professionals have the best interests of the students, the college, and the collegial relationships among faculty, and administrators at heart.

· What makes a person volunteer for anything?  Some people natural volunteers, some need to be asked, some are waiting for a place to use a particular talent or skill they have.

Fundraising ideas:

· Inducements to attend Senate meetings – gift cards to new attendees; to member who brings a new attendee to meeting

· Gift cards from local businesses, starbucks, even college cafeteria

· Competition among board to bring the most new attendees to a meeting – people like a prize, and a competition!

· Individuals can donate funds for gift cards also.  Sometimes seed money is needed to start up a fund, get things rolling.

Ask College Foundation to work with Class. Senate to accept funds and disburse for Class. Senate work:

· payroll deductions – encourage even $5/month

· Foundation office then disburses the funds to Class. Treasurer with proper documentation and copy of minutes approving disbursement.

Sustaining Classified Development: A Model for Success
· Gary Nicoles and Kelley Benzler, Fresno City College

Allow no more than 2 hours each meeting/ unless a retreat.  People lose focus after 2 hours.

They have a 19 hr/week person to do the organizational paperwork:

· brochures, flyers, sign-ups,

· create binders for procedures, prepare handouts for meetings, and for board members to speak at other entities’ and their college district meetings.

Sharon G. to ask Dr Pollard if some time allowed for her to do the above.
Important/ good idea to have at least 1-2 classified leaders to have access to leading administrator/ president/ chancellor.  

· Their president and chancellor provide extra funding & let all managers know that Classified Professionals are allowed to attend meetings, functions, and flex days.
SG idea:  Invite VPs, Deans, Pres to a presentation (or present at their Admin Meeting sometime):


The benefits of classified professionals participating in classified senate

· Classified Professionals are the first contact with all students

We are professional advocates to students, excellent PR for the college, and one of our goals is to help as much as possible.  
Fresno Class Senate has a Mega Conference each year:

· Same AM and PM program

· ½ class. Professionals go to AM speaker/session

· All Class. Professionals have lunch together, w/ some speaking by VPs, Pres, etc.  (Appreciation type speakers, acknowledgements of outstanding work done, etc.)

· The other ½ of Class. Professionals go to the PM speaker/session. (same as AM speaker)

Important to Thank the people who made your program/ attendance/ gifts/ etc. possible!!


Goes a long way toward trust-building, and encouraging the donor to give again in future.


This is for chancellor, president, deans (i.e., allowing people to attend), and also vendors who donate items.

For all programs/ events/ speakers:  Do an evaluation form, ask for how to make it better next time, did it meet your needs, positive suggestions for improvement next time.

· Send evaluations to the ALO for accreditation documentation.

· Put on the Classified Website

