View metadata, citation and similar papers at core.ac.uk brought to you by fCORE

provided by Bowling Green State University: ScholarWorks@BGSU

Bowling Green State University

ScholarWorks@BGSU

Administrative Staff Council University Publications

2000

Website 1997-2000

Bowling Green State University. Administrative Staff Council

Follow this and additional works at: https://scholarworks.bgsu.edu/asc

Repository Citation

Bowling Green State University. Administrative Staff Council, "Website 1997-2000" (2000). Administrative
Staff Council. 239.

https://scholarworks.bgsu.edu/asc/239

This Article is brought to you for free and open access by the University Publications at ScholarWorks@BGSU. It
has been accepted for inclusion in Administrative Staff Council by an authorized administrator of
ScholarWorks@BGSU.


https://core.ac.uk/display/234763633?utm_source=pdf&utm_medium=banner&utm_campaign=pdf-decoration-v1
https://scholarworks.bgsu.edu/
https://scholarworks.bgsu.edu/asc
https://scholarworks.bgsu.edu/campus
https://scholarworks.bgsu.edu/asc?utm_source=scholarworks.bgsu.edu%2Fasc%2F239&utm_medium=PDF&utm_campaign=PDFCoverPages
https://scholarworks.bgsu.edu/asc/239?utm_source=scholarworks.bgsu.edu%2Fasc%2F239&utm_medium=PDF&utm_campaign=PDFCoverPages

Pre-Microfilm Inventory

Collection: Bowling Green State University
Administrative Staff Council, UA-022

Location:  Bowling Green, Ohio

Title of Series: Website

Inclusive Dates: 1997-2000

Format: ___ Bound _X Loose
Order: _ __ Alpha X _Chronological __ Numerical
Index: Included __ Separate X None

Notes



http://www.bgsu.ecdu/arga,....ations/asc/ <

¥

Bowling Green State University

b-Lbbl



http://www .bgsu.edu/arga..._ations/asc/
committees.hitm

An Quverview of their Functions

Administrative staff members at BGSU are respensible for promoting a healthy climate for learning and professional growth, and for asserting the leadership and
support essential to enhance the University's programs and services. All administrative staff members should share a sense of working towards a comimon goal--that
of maintaining the high standards of the University and its mission. To this end, Admdnistrative Stalf Courdil has established a comumittee structure which
provides administrative staff menibers with the means for addressing their needs and for promating their efforts,

Executive Committee

The ASC Executive Committee acts for the Administrative Staff Council between meetings and serves as or designates a liaison between the Adininistrative Staff
Council and other governance groups, individuals, and agencies. Mominations are handled annually by the Elections Cornmittee who prepares a list by vice
presidential area of those ASC members eligible for election to the Executive Committee.

ASC Standing Committees

The members of ASC standing committees include ASC mambers and administrative stafl members-at-large as appointed by the Chair. ASC representatives and
administrative staff members-at-large are nominated or may self-nominate to serve on ASC standing cominittess. Non-ASC members shall comprise no more than
E0% of any ASC standing committee. Standing committees also may appoint subcommittees composed of members from the administrative staff members-at-large
The duties and responsibilities of each ASC standing committee are listed as follows:

Amendments Comunittee

.

This cormittee both initiates and reczives proposed amendments to the Charter or Bylaws and reports to the ASC on all proposed amendments.

Elections Committee

This commiltee is composed of the ASC Secretary, who serves as its chair, the Chair-elect, and other members as needed. Duties incdude assisting the Searstary in
initiating, conducting, tabulating, and announeing the results of nominations and elections for both ASC and appropriate University standing committees. In addition
this committes maintains election eligibility and voting records.

External Affairs Committee

This committee is responsible for developing ways o improve opening day activities for administrative staff and for working on developing good public relations
with other groups on campus, off campus and with the media.

Awards and Special Recognitions Cominittee
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This committze develops and recommends to ASC ways 1o recognize administrative staff for their ontstanding achievernents. The
advertisement, szlection and presentation of the awards and special recognitions including the annual Ferrari Award. Committee
vice-presidential area and the President's arca and shall have been employed by the University {or at least three years.

committee also courdinates the
members shall represent each

Finance Committee

The Chair-Elect prepares the ASC budget and submits it to the ASC for approval prior to its subraission to the University Budget Comumitice.
Internal Affairs Committee

This committee is responzible for develeping and updating the Orientation to ASC document and for crienting new ASC mermbers.

Personnel Welfare Comumittee

This committee annually reviews the Administrative Staff Handbook: and studies and recornmends Courncil action on matters involving general salary policies,

benefits, performance, evaluation, and pelicies and procedures which affect the functioning of adminisirative staff in their positions. The committee includes at

least one representative from each vice prosidential area and the president’s area. The chair serves on the Executive Comrnittee.

Professional Development Committee

This cornmittee is charged with aiding and encouraging the professional growth and developrient of adminisirative staff. Tt studizs and recommends action with
regard to professional leaves, continuing education and recognition of professional achievement.

Salary Committee

This corrunittee corpiles comparative data and makes a salary propocal each year on behalf of the administrative staff. This corranittes administers all aspects of
the administrative staff scholarship program including advertising, selection and presentation of the scholarship.

University Standing Committee
Administrative staff elected to University standing committees need not be ASC rvepreseniatives and are elected by the entire administrative staff.
Ad Hoc Committees

ASC ad hoc committees are created by the Executive Committee which appaints members who need not be ASC representatives. After two years, an ASC ad hoc
committee either ceases to funcion or becomes a standing committee through the Amendments Committee.

For mare detailed information about committees, vefer to the Bylaws, pages 9-18 of the Administrative Staff Handbook.
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Administrative Staff Council

ASC STANDING COMMITTEES
(1999 - 2000)

Executive
Act for ihe ASC beiween mesiings. Aci as or designaie a liaizon betwaei the ASC and other

governance grovps, individuals and agencies. Sel ihe agendas for ATC rzelings and shall ce
priorities and goals yearly.

® Matt Webb

Linda Hamilton
Claudja Clark
PavlG.Lopez

Mary Beth Zachary
William Blair

John Clark

Deb Boyce

Laura Waggoner

Amendinents

Tnitiatz and rzceive proposed amendmenis io the charier or by-laws and shall i=port to the ASC on

all proposed amendments.
® John Hartung (Chair)

® Jean Langend
® Keith Hofacker

Awards & Special Recognitions

Ferrari and PG Besi waurl Haidlz all responsibiliiize associatzd with the advartizemant,
selection and praseniaiion of thesz Avards. One membzr from cach functional ares is the

preferred maks-up o cornimnittee.

Tony Howard

Laura Waggoner (Chair)
Pat Booth

Robin Veitch (At-large)
Kevin Work (At-large)
Lisa McHugh (At-large)
Ellie McCreery (At-large)

1/25/00 6:38 PM
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External Affairs

Exiemnal Affairs would be [sic] responsible for developing the "llov.'in_g: [dzas for cominunity
mnvolvement projecis for admimztrative ciaff. Provide assistance for BG Effcei. Develop ways to
IMpIove opening day activiiizs for adminiziraiivs siail. Woil on public relations with other gronps
on campus and off campus and with the media. Dievelop a survey of adminizirailve siall rezarding
awards, corununity mvohfPﬂIP-H opening day.

® Pam Phillips

® (Gina Parks

® Mary Lynne Pozmak

® Conrad McRoberts (At-large)
® Angie Stearns (Af-large)

Internal Affairs

Dievelop and updaiz ihz orieniaiion program ior the new ASC memberz. This program will
mvolve writien infonmaiion and praciical L’:ammg opporivniies including the Mzntor/Mentee
program and/or prezeniaiions of raining seminars during or ouizide of Couicil meetings. An
overview of Council including commities assignmenis, responsibilities, and accomplichments will
be included. Work: loward developing ways io recogm=s adminiziraiive ctail for their
accomplishments. Pespond to concerns and inale recommendations about the
siruciure/configuraiion of Covncil ineziings. Evamune ihe clection process and male appropriate

recommendations.

® Linda Hamilton (Chair)
® [inda Bakkum
® Beity Ward (at-large)

Personnel Welfare

Annually review the Adiminiziraiive Siall Handbool.. Peview, study and recommend Council
aciion on maiiers involving gzneral calary policies, benciils, performaince evaluation and policies

and procedures which affzei ihe Mnciioning of adininiziraiive siaff in their postilons. The chair of

o

PWC zhall be on the Fxeculive Compiics. One member from each functional
area ig the prefeired make-up of this committee.

Nancy Coy

Mike Giles Jr.

Sandy LaGro

Ron Knopf

Anne Saviers

Joshua Kaplan (At-large)

Sue Lau (At-large)

Margaret (Peg) Crow (At-large)
Mike Fiizpatrick (At-large)

Joe Luthinan (At-large)

1/25/00 6:38 PM
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Professional Development

Alding and encouraging the professional growih and dzvelopmeni of adminisirauive siail. Siudy
and recomimeznd aciion wiih regard (o professional leaves, continuing =ducaiion and recogiution of

professional achievement.

Marilyn Braatz

Laura Emch

Kay Gudehus

Jane Myers

Jane Schimpf

Amy M. (Reitig) Prigge (At-large)

Salary

Compile comparaiive daia and imal-e a salary proposal zach year on behalf of the administrative

staff.

® John Clark (Chair)
® Thad Long
® Janice Peterson (At-large)

Scholarship

Adminisier all aspecis of i adminisirailve stall scholarship program.

Cheryl Purefoy

Diane Smith

Matt Webb

Suzanne [Fahrer (At-large)
Deb Freyman (At-large)
Sally Rayimont (At-large)
Susan Darrow (At-large)

Elections
Composzd of ASC szciciary, who chall be iic chair, the Chair-Elect and other council members

as needed. Iniiiaie, conduct, {abulatz and aimounce the resulis of nominaiions and elzctions for
boih ASC and appropriaic University siaading commiiizes and mainiaining cligibility and voting

records.

® (laudia Clark (Chair)
® Mary Beth Zachary

30f4 1/25/00 6:38 PM
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Administrative Staff Council

Administrative Staff Council 1999 -2000

Academic Support

Matt Webb (2000)
Marilyn Braatz (2001)
Keith Hofacker (2001)
Mary Beth Zachary (2001)
Diane Smith (2002)

Linda Bakkum (2002)

Firelands

John Hartung (2000)
Penny Nemitz (2001)

Institutional Support

Deborah Boyce (1998)—Pasi Chair**
Sandy LaGro (2000)

Jane Schimpf (2000)

Linda Hamilton (2000)

Cheryl Purefoy (2001)

Nancy Coy (2002)

Athletics/Sports Activities

Michael C. Giles, Jr. (2000)
William Blair (2001)**
Gina Parks (2002)

Thad Long (2002)

Jane B. Myers (2002)

Student Support

Laura Waggoner (2000)*%*
Mary Lynne Pozniak (2001)

® Anne Saviers (2001)

1/25/00 6:39 PM
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Sidney Childs (2001)

Claudia Clark (2001)—Secretary™*
Ron Knopf, Sr. (2002)

Laura Emch (2002)

Kay Gudehus (2002)

Technology
* Paul Lopez (1998)—Chair*=

® Pat Booth (2002)
® Tony Howard (2002)

Academic Departments

® John Clark (2001)**
¢ Pamella Phillips (2002)

(Revised 9/15/99)

20f2 1/25/00 6:39 PM



{0

AZC - Handbook hiip://wenv.bgsu.edv/organizaiions/ase/orientaiion. him

Administrative Staff Council

Orientation to Administrative Staff Council

1999-2000
ASC HANDBOOK
| Members - * Welcome to ASC
] o  ASC Mission
- .. o .
| Committees /A&SC.-\_Vho \.«VeAre '
or ® Adminisiraiive Siaff Council: A Look at our Past
—_— ®  Accomplishments Since 1982
‘ Awards ¢ ASC Meetings
: : e ASC Bylaws
| Orientation * ASC Leadership
T ® ASC Commiiizzs: An Overview of iheir Funciions :
I Handbook - ® ASC Member Responsibilities H
- ® ASC Goals
® Administrotive $tall Co

lofl 1/25/00 6:39 PM
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Administrative Staff Council

Awards

BG BEST AWARD .

The B.G. Besi Award recognizes adminisiraiive siaff members who have demonstrated one or
more of the following crilena during the pasi yzar of service. In any ons year, multiple awards
may be given up o a maximwin of 12 awards. While thic award is designed to recognize
individual zaff membes, icam nominaiions will be concideiad if they consist solely of

adminisiraiive staff members.

e  Award Information & Criteria
® Nomination Form

MICHAEL R. FERRARI AWARD

The Michael I Ferrard Award, presznted 0 a member of the Adminisiraiive Siaff, waz avthonzed
by the Board of Trusieee in 1922 (o honor D, Ferrari, who served as inicrim president during
1981-82.

® Award Information
® Award Criteria
® Nomination Form

1/25/00 6:39 PM
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Administrative Staff Council

Welcome to ASC!
Congraiulaiions and welcore io ihe 1999-2000 Adminicirative Siaif Couneil!

Vour posiiion, a3 an elecizd represeniaiive io this council, i an imporiant one ihat carries
wilh it key responsibilives io your consiituenis. According to our charizr, Adminiziraiive Ciaff
Council members are charged widh promoiing ihe general welfarz of adminisiraiivz siaff members
by "seelding profezsional devalopmeni opporieniiles, mainiaining cormmunicalion among siaff

members, and reviewing, iniliaiing, and maling recommendailons on inctituiional policies.”

Tou will have mainy opportumiics io gzt involved in the work: of important ASC and
University cominiiiess during your iemm 6n Council, don't let them pass by you. You bacoming
ivolvad will make a diffzrence in our =fioric io improve the quality of life hers ai Bowling Green

tate University!

My daily viorl: brings me messages from Eig Bird, Mr. Pogerz, Bamey and iha Teletubbies to
o < ) o

o,

name a few idealistic and hopeful Triends. This has helped (o male me a pretty optimictic pareon

{
wiih a pergpeciive that is consiantly begging possibiliize. Wa (ACSC) are a preity cool group of
people with a real good perspecitve of doing what ic nght and what worlze. Thave rzal good

feelings aboui whers we can iake ihis. T furiher have preity good fzelings about the decp down
goul of cur leaders here ai BGCU. Co, l=i's move ahead wiih ihe baci of zzpeciations from

ourselves and others . . .

T thank: you for your involverent on ASC and your servies 1o BGEU, and Ilock: forward to
working with you in the year ahead!

Paul Lopez - Chair, ASC
lopezapwbgu.bgsu.edu

1/25/00 6:40 PM
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Administrative Staff Council

MISSION

The purpose of ths Adminicivalive Siall Council shall be io cuppori ihe mission of Ecwling Grzen
Siate Univercity through representing adiminisiraiive siall members by promoting their general
welfare, czeking profzccional developmesii opportuniiizs, maintaining communications among
staff members, and reviewing, Iniiiziing, and making recommendations on institutional policies.

1/25/00 6:40 PM
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Administrative Staff Council

ASC: Who We Are

Culturally diverse
Dynamic
Fun
Ariiculaie
Educated
Profcssional
Concerned
Inquisitive
Talented
Energetic
Dedicated
Rezponsible

Respected
Friendly
Curious
Awesome

1of1 1/25/00 6:40 PM
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Administrative Staff Council

Administrative Staff Council: A Look at our Past

In May 1982, 2 group of coniraci ziafl met informally (o explors the possibility of forming a
reprasenlaiive group 1o “assess and express he nesds and concains of all coniract stafif members
here ai BGSU.” Siaflf membeis preseni ai the meeling unanimoucly paszzd a moiion io form an
ad hoc zizering commiiies io mvesiigate and propoce an ongoing, penmansit organizational

suuciwre, Merabers of the founding group comrmninicaizd UIu molicn on Jum 24,1922, 1 a letter
{o Dr. Paul Olscamp, President:

Czcogniting ithe need io esablish represeniaiive group Lo serve as an advocale of coiniraci
siaff interests and concems, we move that an ad hoe commitizz be esiabliched (o eplore and
propoze an ongoing orgamzailonal sirveivre dhrougin which this puipos: can be fulfilled.

All contraci staff reezived a cherier for voung in Ociober 1922, and by Tovamber, ihs frsi
elecuons were held. Communicaion coniinued ihroughovi this procece between coniract staff
and Prezident Olzcamp, siill presideni ai Wasiem Washington Univercity.

By the beginniing of ihe following year, the group organizcd a3 the Adminisiaiive Siaff
Council (AZC), d(,\ulop\.d a charier, began vorking on bylaws, and convened a spacial mesting
oil Febiuary 1, 1983 io discuss unerpeciedly an 1ssue regarding a PEP.S pick-up proposal. The
standard-was zzi in March 1923 for meeiings io take lJ]QCu ot ihe firsi Thursday of eveiv mointh,
from 1:00 ic 2:30 p.m. The Ferarl Award Comumiites, Meni Commmiiize, Bylaws Committee,
Professional Developmeit commiiicz, and Handbook: P.GVISJOH Cornimiiies, (later changad to
Perzonnel Wellare Comuniiiee) were esiabliched ai thic meciing. Execulive Commiit=2 mestings
were set for the second and fourih Tuezdays of the monih during the lunch hour. The first guest
spealer was Dr. Paul Olscamp ai the May 1923 meziing, 2 iradiiion that hac continued cach year
in the fall.

In Auguci 1923, ASC held iis firei opening day reczpiion. Monizs rameining from
contributione 1o fund ihe -ucl‘puo-x were usad io crzaic an ASC foundaiion account. The
Professional Developmeni Co »n‘_ﬂ‘uu'“ hegan io sponsor workshops during the first year and later
addzd a luncheon worlishop serizs. Funds for profezsional development werz added io the ASC
budget in the 1989-90 year.

Dr. Suzanne Crawiord received the {irsi Fervari Award esiablished 1 the name of Dr. M
Ferrari, recogniting ouisianding Univ::r-‘iiy leadeiship. The award was precentzd to Dr. (“rawl ford
in the foirm of an original woilz of art by a BGZU faculiy mzmber. Funding for the Iarrari Avzard
waz appropriaied from the ASC operating budget uniil 1991, when ihe (‘ou il campaigned to
endow ihe award. Duiing o1l semeziar 1992, ihe award was chianged from ciiginal artworl: to a
cash award of £1,000 io be funded subsequenldy through ths Viee President of Academic Affairs
area.

In Sepizmber 1933, Council passed a resoluiion requesting ihat discussion be initiatsd with
Frecidem Olscamp regarding ASC represeniation on the TTl]qul':,lly Board of Truetzes. ASC
Chair, Cregg DzCrang, °f‘1'Vm'7 h 12 zecond e, b..oan aitznding ihe Board commitize mestings
and {ull Boqd meeiings as an ACC represoniaiive in the fall of 1990.

Enthusiastic Council meinbers genzraied sivong ntzrszi in esiablishing an Adminictrative
Siaff Scholarship lace in 1984, The mlml aoal wag lc eclablish a pledge program and avvard a

i =

1of2 . 1/25/00 6:40 PM
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studani scholarchip in 1926, froin ithe sndowmeni of £5,000 ai that time. The acholarzhip/pledgs
program wag the firsi of 1tz kind on campus, and the concepi has bzen borrowed since by other
groups. The goal of $5,000 was reached, and the first scholarzhip was awarded during the
1935-36 year. Currenily, this growing endowinent £C czeds $26,000. This year the Foundation
announced ihai it will maich up to $5,000 in funds raised for the scholarship.

ADC recognized the wmporiance of pioviding mors opporiuniuze for admimstrative staff
members o socialize with each oiher. In Januaiy 1990, AZC held iz first winier reception.
GAZF (Gawnering of Admimcivaiive Siail Personnzl) meeiings were held during the evenings of
the AZC meeiings. These gaiherings disconiinued because atiendance aradually dzclined.
Council members are investigaiing oihar opporivmiles for social intsraction.

Ciince 1982, ASC has dzali wiih many 1ssnes, hosted meny intéresiing guest spealzers and
gained reprecentation on all 1lniver°iiy stonding commiitesz. In ihe frst ten year: A dmimstrative

Staff Council haz grown inio an efzciive and well respeetad conslituent group.

Ceveral iss zd. Tinihe ~,pnn0 of 1993 the Erecutive
Corniniiiae dzveloped 2 long-rangs plan for approaching these iccuss in the Council’s second
decadz. If ihe pasi is a prologue o the futurs, ihe nzit izn years will bz even more challenging

and exciling for (hz Adiminisiraiive Siaff Council.

1/25/00 6:40 PM
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Administrative Staff Council

ACCOMPLISMENTS SINCE 1982

Swce 1222, ACC has assessed dh needs of 1is conzitivenis, acied on iheir conczmnz, encountered

challengzs from 2l l-avels of the Universily and communiiy, aind has lf:c- 1 sucecssiul at developing

a lisi of accomplishmenis of which it can be prond. Most notably ASC has:

® Addrezzed several controversial issu

® Hosted inieresiing and insighifvl epe al'.frq

® Raised ihe number of vacaiion days o 20 to 22

® Achieved reprecentation on ihe Eoard of Trusiees

® Ceairzsoluiions o the Slaiz regarding funding u.>qlnlles in higher education

® FEncouwragsd and implemenizd represeniation from the Firzlands campus

® lnvoduced the idea and was awarded wwo days of pcrsc-nal leava for adminisiraiive siaff
e Iowerzd ihe waiiing period for dependeni fze waivers fom five to three years of

employment s o

® (Cepved on constitveni comiiiiess, such as the [zalih Care Tasl: Foree, to ensure adequate
represeniaiion of adminisiraiive stall concerns on critical issues

] Paruclpaled in the developimeni of an adminiziraive siall parformance cvaluation

instiumnent {6 be uszd consistently across all campus arcas

o [eveloped policies and procedures for the Admimsiraiive Staflf Compansation Plan

® Firsi reorganization of the ASC {:lection process

® Esiablished Caturday couise offerings for BGIU ziail, crzaied ihe Profiesional Connaction

Program, and zxpanded 3iaff recognition oppos LLl'Ntl\.«S

While this list is not ehausiivs, i rzileciz the zfloris of a conscieniious orgsnizaiion dedicated to
meeiing the nesds of adminisiralors, and wllimaicly, all members of the Bowling Grzzn State

University community.

\7

SIICE 1922 hiip://vvnv bgsu.zdv/organizaiions/aze/acconmplishmznis. him

1/25/00 6:40 PM



\CC - MEETTIIGS

| Meetings

| Members

| Committees -

Awards

| &isnﬁﬁw

| Handbook

lofl

\@

hitp://vovas bgan.edw/organizaiionc/ase/miginfic. him

Administrative Staff Council

MEETINGS

Pegular Council meziings are held on the firsi Thursday of every monih duiing the
acadcmic yzar, and as needad in ihe summer, from 1:30 pa. io 2:00 p.m. Council members are
inforimed of the datz, lime, and locailon cf a(,h of theae meetings thronzh a comprehencive list
of mezings provided by the Secrzlary. In addiiion, minuie: of ilie previons month’s masting are
diziribuizd (o all a-;lﬂ'ujm'sirai.iv-z siafl ai lzasi iwo weeks prior io duu mzeting. 7 yon‘are unable
w aiiend a mezdng you may designalz an alizrmaiz from your funciional arza io siizid in your

place. 1o Council member may 11av-': an aliemaltz aitend more than thres meatings per year.

ASC meeiings are generally an hour-and-a-half 1 l2ngih and {ollow Roberi’s Rules of
Order, Newly Revizzd, on parliamsndary procedurs. Meciings ars convened by the Chair, who
calls thz meeiing to order. Following approval of ihe minuies, ik © Chair, 1 air-Elect, and
Secrelary each give their reporic. [T there ic a guest speakar, /e ‘ryplrall dreceet the
Council and any quesiions, prior io the officer reporis. Tl ¢ Chair then ]cads the Council
through the aganda by soliciiing rzporic from =ach commiitee. Prior to adjournment, bach
repreceniaiive 1s allowed ihe opporiumiy io pariicipaie in T -ihe Good of ihe Oider,
activiiy which allows each member io updaie ihe Council on aciiviiizs in theii area or

department.

1/25/00 6:41 PM
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Administrative Staff Council

BYLAWS

The goveming rules by which the Adminisicative Siaff Council operaizs are called the bylaws.

S S |

The Amendimerus Cominiiize 12 racponsible for inilialing or accepiing suggasiions for changss to
1 o 1 o Pt O

ihe bylawes. The bylaws cerve a2 an excelleni resowrce for clariiying questions about the slection

process, meating ciruciure, and commtize woils If changee in ihe bylaws are recommended, they

muci be approved by a three-fourths (3/4) vole of the members preseni at the Council msating

where the amendmenis ars discussed. The ASC bylawe ars listed in your Admiaicirotive Siajf

Handbook.

| Members

" Cummit:t'ses'

| l_-wards
I Ofienta(inﬁ_ '

| Handbook
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Administrative Staff Council

LEADERSHIP

Eachi year, following the eleciion of ACC represeniaiives, the Eleciion Commitize requests

nominees for officers from ihe Execuive Commiiics and he general adiminisiraiive stail via

public noiice in The Moniior. The eniire adminisirative siaff votes for the thze positions of

Chair, Chair-Elect, and Secretary.

Chair
The Chair seives a one-year el Thiz posiiion cairices with it eviznsive responsibilitias vhich

include: plezldma ai and preparing ag:idas for monihly Council and all Evzcuiive Commuttee
meelings; ropraseniing ihe Adminisiraiive Stall Council al appropriaie mectings including the
Board of Trusies: commmitice and full bosrd meeiings; appointing, wiih Exeeniive Commitice
approval, chairs of ASC commiizes and overszeing commiiize prograss; wiith assictance from the
Chair-Elzci, cubinittling ihe snmual budgei request; appointing a liaizon for the Clazzified Siaff
Council and for ihe Faculiy Cenaig; and preparing, wiih the Exzzculivs Committee, an annual

summary of activiiies and accomplishmeits.

Chair-Elect
The Chair-Elzci mainiaing ihe budgei for ASC. S/he aszumee all responsibilities of the Chair in

e of the Chair’s absence or resl gmuon. Thz Chair-Elsci accepis Chair responzibilities with
ihe passing of ihe gavel ai the end of the Junzs meeiing, when all newly elected and cutgoing ASC

representatives are present.

Secretary
The Zecrasiary mainiaing accurais minutse of all Council and Exeeniive Commitiee meetings and

encures thai ihey ave digiribuied i all admiaisirailve siaff members. The Sceretary azsizic with
correspondznce, records and atisndance, chairs the Elections Commiiizs, distributes ballots and

maintains eleciion zligibility and voting records.

1/25/00 6:41 PM
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Administrative Staff Council

COMMITTEES: AN OVERVIEW OF THEIR FUNCTIONS

Adminisicative safi members al PGIU are raoponcible for promoiing a healihy climais for

. leaming and professional growil, and for asteriing the leadzrship and cuppoit szzential to |

cihance the Universily s programs and services. All adminisiraiive stafl members chould share a
senss of working towards a commein goal--ihat of mainiaining ihz high sfandaids of the University
and it mission. To this =nd, Adminisiraiive Siaff Council has eciablizhed a cominiiice siruciure
which provides adminiziaiive siall members wiib the means for addrzzsing their needs and for

promoiing their efforts.

Executive Committee
The ASC Execuitve Commiiize acis for the Admnizirative Ciafl Council betwzen meetings and

serves as or designater a lisizon beiwveen ihe Adminisurative Stafl Couneil and other governance
groups, dividuale, and agzacice. 1lominaiions are handled annually by ihe Elzciions Commiiize
who prepares a lisi by fimetional arza of thoss ASC members ligible for 2lection io the Evecutive

Commuttee.

ASC Standing Committees
The members of ASC standing commiiices includz AZC members and adininistrative staff

membere-ai-large as appoinied by the Chair. ASC repraseniaiives and adminisiraiive siaff
members-at-lacge are nominaizd or may seli-nominale io szrve o ATC clanding commilizes.
1lon-ACC members chall comprise 1o more than 50% of any ASC sianding committes. Standing
comimitices also may appoint cubcominiiiess composed of members from the adminsiraiive staff
members-ai-largz. The duiies and recponcibiliiize of sach ASC standing cominilice ars listed as
follows:

Amendments Comnmittee
This commitize boih initiaics and rzeeivze proposed amendmenis {o the Charter o Bylavwe and

reportis io the ASC on all proposzd amendments.

Elections Committee
This committee is composed of the ASC Secrelary, who serves as iis chair, the Chair-clect, and

other members as needed. Duiles includs azzisting the Ccorsiary in intiiaiing, coinducting,

iabulaiing, and announcing ihe resulic of nominaiicns and slecilons for boilt ASC and appropriate

52

Ualversiey sianding commmiiizes. In addition this commiiize mainiains election eligibility and

TSt 15 -

voting records.

External Affairs Conumnittes
Thic cominiiies is recponcible for developing waye to improve opening day activities for

adminisiraiive siaff and for werking on developing good public relaiions with othar groupe on

campus, off campus and with the media.

Awards and Special Recognition Committee

Thiz commitizs develops and recominends (6 AST ways (o recognice adminisiraiive stall for their

2\

z2_dzseripi.him
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ouigianding achieveineniz. The comimiiice also coordinaics the adveriiscmeni, selection and
prezeniailon of ihe awards and special recognitions including the annual Ferrari Award and the
EG Best Award. Commiiize memberc chall repraceii =ach nciional area and chall have bzen

employed by the Universiiy for at lzast three years.

Finance Committee
The Chair-Eleci prepares ihe AZC budgsi and cubmiis it io ihe ASC for approval prior te its

submission o the Umversity Budget Commitize.

Internal Affairs Cominittes
This commitize 15 l'e:ponsiblc ior developing and wpdaiing ihe Oricniaiion io ASC document and

for oricming new ASC members. Tn addition, the comimiiies e amines the ¢lection process and

makes the appropriate re Ponmmr]atlons

Personnel Welfare Conunittee
This commitice annually saviews ihe Adminisirative Siaff Handbool: and studizs and
recomimends Council aciion on maiizis involving gzneral calaiy policizs, benefite, performance,

evaluaiion, and policies and procedures which affzci the funclioning of adminisiraive siail in their
pociiicins. The comuniiize includes at 1zact ons repraseniative rom zach functional arza. The

chair serves on the Execuitve Cominitiee.

Professional Development Comnittee
Thic commiiie iz charged wiih aiding and encom‘aainn the professional growih and developmant

of adrimisiraiive staill It zindies and recomamends action viih rzgard io profzzsional leaves,

coniinuing educaiion and recogniiion of pi'ofessional achieveimeit.

Salary Committee
Thiz commiiize compiles comparaiive daia and malzz a salary proposal 2ach yvear on behali of the

administraiive staff.

Scholarship Committee

29
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Thic comnides adminiswers all aspecis of the adminisiraiive slafl scholaiship program including

adveriizing, ssl=ciion and preszniailon of the scholarchip.

53

University Standing Conumnittee
Admiadsirative siaff elecizd to Universiiy sianding comimiiiess need not be ACC reprecentatives

and are clecied by ihe entire adminisirabive staff.

Ad Hoc Commiittees

AEZC ad hoc comunitizes are creaied by the Evecuiive Commities which appoints members who

need not be ASC reprascntaiives. Afier two years, an ACC ad hoo conumitice cither ceases to

function or becomss a cianding commiitze ihrough the Amendmeniz Corumittes.

For more detailed information aboui commiiizzs, refer (o ihe Bylave, pagzs 9-18 cf the
Adminisirative Siafl Handbook.

22
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Administrative Staff Council

MEMBER RESPONSIBILITIES

Adminizirative Siai¥ Council members are cormimited 0 service and e
Siate Universiiy. Eleciion io Admintsirative Siall Council i3 an honor among jpeers

follows:

with i responsibilitizs and obligations

cellence at Bowling Graen

and carries

® Alisind all AZSC mseiings

® Paricipaic on ASC sianding ov ad hoc comrmtices

® Pariicipaie on Universiiy sianding coininiiiz=s by elzciion or appoinirent

® Coniaci and gat io know your consiliveni group ai the beginning of Lhu year

® Tnfonm your conztitueni grovp of iscues involving adiminiziraiive saff in a i cly fashion
by phone or memo

® Poll your consiiiveni group aboni issuss vwhich will be voted on at _’\.°C mcetings

® Coniacy new coizuinents perzonally io welcoms her/him to ihe Univareity, evplain the role

of ASC and ihat of being a Covncil member
® Represeni views of adminisiraitve sialf in ihe pubho arena

27

® Pariicipaie in policy making ai BEowling Green State University
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Administrative Staff Council

ASC Goals 1999-2000 R

*  Work with Hurnan Pesonrces on compensation plan.

¢ Work with Huinan Pzsovess on unit lzvel menit £ “supze-mertt” eritziia.

® Tollow-up wiili Human Pescurces on perforimaice evalnation. i

® Disband administraiive staif (zaching coimpensaiion ad hos commities and delerminz what

the primary icsues arz from ad hoc commiiize chair and frams for Provost.

Worl: with Humaan Pesources on inczitive program. '

Updaiz aind distribuiz handbool: io Human Pezources and ASC viebsites.

Conlinve eilfoii on professional development workshops.

Dizteibuiz updaize, minuies of meciings, handbool,, speeial mezzagss/ oppoitunities on
ASC web/listproc.

® [nvesiigaie matching opporiumbics jor scholarship endewment.
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