PROCEDURE FOR SUBMITTING AND SECURING FINAL ADOPTION OF DEPARTMENTAL BYLAW PROPOSALS

It is generally desirable (but not required) for departments to consult with the AAUP Grievance Officer and/or the Provost and Vice President for Academic Affairs about the content of prospective bylaw changes in the interest of avoiding later problems or pitfalls.

Proposed bylaw amendments will be reviewed by the Bylaw Review Committee and the Provost and Vice President for Academic Affairs. A submittal form has been developed to ensure these reviews occur in a timely manner. The form appears at the end of this document. To facilitate tracking, approval bodies must send an electronic acknowledgement to the sender when documents are received.

The steps below must be followed when submitting bylaw amendments for review:

Step 1.
The department must submit an electronic computer file of the proposed bylaw document, together with the SUBMITTAL FORM FOR APPROVAL OF DEPARTMENTAL BYLAWS, to the Bylaw Review Committee, the department head and dean.

The Bylaw Review Committee will provide a written response to the department within 60 days of receipt of the bylaw proposal.  There may be communication between the Bylaw Review Committee and the department to resolve concerns, but if no agreement is reached within 90 days from the initial receipt of the bylaw proposal, the bylaw proposal will move on to the next step.

Step 2. When Step 1 is completed, the President of the AAUP shall submit the bylaw proposal electronically to the Provost and Vice President for Academic Affairs. A statement of concerns, including minority concerns, from the Bylaw Review Committee will accompany any bylaw proposal for which there was not agreement between the department and the Bylaw Review Committee.

The Provost and Vice President will send a written response to the department within 30 days of receipt of the proposal. If the Provost and Vice President for Academic Affairs believes that further changes in the bylaws are needed, this shall be communicated to the department contact faculty member. If the Provost and Vice President cannot reach agreement with the department about the bylaw proposal as provided in article 3.1.1.4.4, the Provost and Vice President will provide serious and compelling reasons for not accepting the bylaw proposal. If the department does not accept the decision of the Provost, they may appeal to the FRC as provided in article 3.1.1.4.4.

Step 3. Once the Provost and Vice President for Academic Affairs has approved the bylaw proposal, the approved bylaws must be altered on the computer file such that: the header will be changed to read: "Approved by Provost and Vice President for Academic Affairs (name) on (date)," along with deleting any other header that identifies the subject matter as "proposed" changes. This computer file will be downloaded and kept in the Provost and Vice President for Academic Affairs Office, and a hard copy of the bylaws will be made and sent as an attachment to the following: AAUP Grievance Officer; CAC; Dean of appropriate College; and the originating department.
FORMAT FOR SUBMITTAL AND FINAL APPROVAL

OF DEPARTMENTAL BYLAW PROPOSALS

When submitting proposed changes or amendments to a department's bylaws it is required that:

1. the department use as the base document an electronic version of the departmental bylaws most recently approved by the Provost and Vice President for Academic Affairs;

2. the department have the base document entered in Microsoft Word format in a computer file [for either PC or Mac], setup using a scalable font, preferably 10 or 11 point, and using bold print and/or larger point font where it will assist the reader to identify major divisions, etc. within the document;
3. all words, phrases, sentences, paragraphs, etc. proposed for deletion from the base document be identified by using the strikeout feature of Microsoft Word all words, phrases, sentences, paragraphs, etc. proposed as new language for the base document be identified by using the shading feature of Microsoft Word such as:

1.2.3.4 Individual faculty membership shall be limited to two consecutive years on the Executive Committee. This section may not violate the provisions of Sections 6.6 or 6.6.1 of these bylaws.  Membership is limited to three consecutive years on all other standing committees of the department, except (as noted in section 6.7), the Graduate Program Director may serve for more than three years. Each standing committee in the department and in addition each committee must have at least one new member each year.  Faculty in their first year of appointment will not have any committee assignment unless they specifically request participation on a committee.
4. sections of the bylaws be numbered similarly to the AAUP Master Agreement in which sections are numbered on the left hand of the page (e.g., 2.2.3.3.3), freeing up all space to the right on the page for text;

5. a header is typed on all pages with the following statement:

"Proposed Bylaw Changes from (department) Draft Approved on (date)"

"Base Document Approved on (date)"

[Note: The date on the first line should correspond to the date when a vote on the bylaw changes was taken by the department, verifiable in the minutes of that meeting.]
SUBMITTAL FORM FOR APPROVAL OF DEPARTMENTAL BYLAWS

This form serves as the tracking document for the review of bylaw amendments. It must always note action taken by the department, the Bylaw Review Committee or Provost and Vice President for Academic Affairs at each appropriate step of the process. It should also note if "no action is taken" (by the department, for example, were it to choose not to take action on a further change suggested by the Bylaw Review Committee.

_____________________________________________________________________________________
(Department submitting proposal)                                                               (Date approved by department)

This proposal

 includes changes in specifications of standards for tenure and/or promotion


 does not include changes in specifications of standards for tenure and/or promotion
Names of peer institutions: _____________________________________________________________
____________________________________________________________________________________
Department Contact Faculty Member:  __________________________________________________
Members of Bylaw Review Committee
1. Representative of Provost and Vice President of Academic Affairs:_____________________________
2. AAUP Grievance Officer or delegate: ____________________________________________________
3. Representative of the appropriate CAC: __________________________________________________
4. Department representative: ____________________________________________________________
Date Reviewing Body Description of Action Taken

	Date
	Reviewing Body
	Description of Action Taken

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Approval:
Bylaw Review Committee:_______________________________________Date:___________________
Provost & VPAA:______________________________________________Date:___________________
Updated: December 4, 2009

