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Constitution 
 
 
 

Section 1. Name 

 
Article I. Name and Purpose 

The name of this organization shall be the Baylor University Staff Council. 
 

Section 2. Purpose and Objectives 
The purpose of this organization is to advance the exchange of information within the staff of the 
University by providing a forum for the expression and exchange of ideas and concerns of the staff at 
Baylor University. 

 
 

Article II. Composition 
Section 1. Council Membership 
The Staff Council shall be composed of voting members, each serving three-year terms beginning in May 
and rotating twelve members each year, unless otherwise specified. It shall be the responsibility of the 
Membership Committee to ensure that the membership of the Staff Council is representative of the 
University Staff. 

 

Section 2. Executive Council 
Regular term of office for Executive Council members commences at the end of the May meeting and 
terminates at the end of the following May meeting when the new slate of officers takes office. 

 
In the case that the Chair-Elect is serving his/her final year of their first or second term, he/she will be 
allowed to serve as an exception for one additional year as Chair of Staff Council as ex-officio, non- 
voting member except in the case of a tie. 

 

Section 3. Eligibility 
Any University staff member may nominate an eligible staff member, upon securing permission of the 
nominee, and/or self-nominate. The Membership Committee may also make nominations for Staff 
Council representatives. Nominees must have been employed with the University a minimum of two 
years. The Membership Committee will confirm with all nominees their awareness of the duties of being 
a Council member and their acceptance of that commitment, if elected. 

 
Nominations are due to the Committee three weeks prior to the March meeting. A ballot of confirmed 
nominations will be presented for review to the Council at the March meeting with election, by 
University Staff members, being held prior to the April meeting. Newly elected Staff Council members 
will be introduced to the Council at the May meeting. 
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Members in the third year of their first term shall be eligible for immediate re-election for a second term 
during the elections that year. Members seeking re-election for a second term and replacement 
members seeking election for a regular term shall be listed on the ballot as incumbents. Members 
rotating off the Council from their second term shall only be eligible for re-election after one year has 
passed. 

 

Section 4. Attendance 
Attendance at regular monthly meetings is required for all elected members except under extenuating 
circumstances. Each member shall communicate with the Chair, Chair-elect, or Secretary regarding any 
possible absence.  

Excessive absences shall be defined as more than four missed meetings in a year and shall generate a 
review by the Membership Committee. In instances where absences cannot be avoided, a delegate 
may be sent by the absent member. However, the delegate shall not be counted for quorum purposes, 
shall not vote on issues at hand, and shall not fulfill the staff member’s obligation to attend. (Amended 
November 8, 2022) 

 

Section 5. Vacancies 
The Executive Council has oversight for the process of filling vacancies on the Council and to resolve 
questions of eligibility as defined in the bylaws. The Staff Council membership shall be notified as soon 
as possible of any vacancy and pending elections. A vacancy should be filled at the first meeting 
following notification of a vacancy. 

 

A vacancy on the Council occurs whenever a Staff Council member resigns from the Council, terminates 
employment with the University, or transfers from one position of employment to another not within the 
same division. Staff Council members transferring within the same division may remain on the Council the 
remainder of their term but must notify the Membership Committee of their change in department/office. 

Article III. Organization 
Section 1. Annual Meetings 
The Staff Council shall meet at least monthly during the year. A majority of the voting members of the 
Staff Council shall constitute a quorum. Unless objected to by a majority of the members of the Staff 
Council, the Chair may from time to time, with advance notice to the Staff Council, invite other members 
of the University community or the general public to designated meetings. 

 

Section 2. Elections 
Annually at the April meeting, the Staff Council shall elect from its members a Chair-Elect and Secretary. 
These offices shall be elected by secret ballot with the order of election being Chair-Elect and Secretary. 
The Chair-Elect will take on the role of Chair the following year after a vote of confidence by Staff 
Council members. 
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Section 3. Committees 
The Staff Council may establish such Staff Council Committees as it deems appropriate and may 
determine the procedures for appointing chairpersons and committee members. 

 
 

Article IV. Jurisdiction, Duties and Powers 
Section 1. Jurisdiction 
The Staff Council shall study, consider, and exchange ideas concerning any matter affecting the 
University staff. 

 

Section 2. Duties 
The Staff Council shall identify research and propose to appropriate members of the University 
Administration new programs and/or modifications of existing programs as needed. The Staff Council 
shall provide a research group on proposed policies and/or programs referred by the University 
Administration. The Staff Council shall provide a communication channel to the University 
Administration regarding proposals and recommendations. The Staff Council shall provide a 
communication channel that would disseminate information to the University Staff. 

 

Section 3. Powers 
The Staff Council shall create a procedure and establish a body to consider the grievance of any staff 
member. The Staff Council shall provide a forum for matters of concern brought before it by any staff 
member. 

 
 

Article V. Adoption and Amendment 
Section 1. Adoption 
The Constitution will come into effect when adopted by two-thirds of the membership of the Staff 
Council then present and voting at a regularly scheduled meeting of the Staff Council. 

 

Section 2. Amendment 
This Constitution may be amended by a two-thirds majority of the membership of the Staff Council 
present and voting at a regular or called meeting of the Staff Council provided that advance notice of 
the proposed amendment was given at least two weeks prior to the regular or called meeting when the 
voting is to take place. 
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Bylaws 
 

 

 
 

Section 1. Structure 

Article I. Membership 

Representation of members will be reviewed annually to maintain University divisional representation 
alignment consistent with the structure of the University as of the Fall Academic Term.  Distribution of 
members will be established as two and one-half percent (2.5%) of the divisional full-time benefits 
eligible staff members as reported by the office of Human Resources on the above referenced date. By 
the start of the Spring Academic Term the Membership Committee will collect the information, calculate 
the necessary representation, notate active Council members that are rotating off the Council, and 
present to the Executive Committee by way of the Chair the number of new Council members to be 
elected for each University division. The Executive Committee will then vote to approve the election 
levels for the annual elections and present to Staff Council at the next regular meeting for a vote to 
approve the Staff Council membership level. The Constitution shall be officially revised to reflect any 
change in the total membership. (Amended March 8, 2022) Where a division by the Human Resources 
designation has fewer than the 2.5% designation for a representative, the division will be eligible for one 
(1) representative. (Amended April 11, 2023) 
 
Section 2. Elections 
The Membership Committee will oversee the election process. The elections will follow the election 
guidelines as defined by the Membership Committee. Staff shall be allowed to vote on those nominated 
to fill positions in their division only. Completed ballots must contain no more than the correct number 
of votes or the ballot will be void. The Committee will tally the ballots and notify the Staff Council Chair 
of the results which will be kept on record with the Secretary. 

 

Section 3. Attendance 
If any member of the Staff Council is excessively absent from regular Staff Council meetings, the 
Secretary shall inform the Membership Committee. After review, the Membership Committee shall 
provide a recommendation to the Executive Council regarding the member’s status. The Executive 
Council shall determine any further action. (Amended November 8, 2022) 

 

Section 4. Vacancies 
In the event that a vacancy occurs before the next election, the Secretary of the Staff Council must be 
notified and in turn the Secretary must inform the Staff Council Chair so that a replacement can be 
named from the most recent election of members or appointed by the Executive Council. The first 
runner-up will replace an appropriate vacancy and will serve for the remainder of the term. When a 
vacancy cannot be filled from the most recent election, the Executive Council may appoint a 
replacement member to serve the rest of the term. A replacement member shall be eligible for election 
for a regular, three-year term at the completion of the fulfilled term. 
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Section 1. Composition 

Article II. Officers 

The elected officers of the Staff Council shall be the Chair, Chair-Elect, and Secretary. 
 

Since the Chair-Elect is expected to fulfill the role of Chair at the end of his/her service as Chair-Elect, 
he/she must receive a vote of confidence from a majority of members present at the time designated 
for officer elections. The positions of Chair-Elect and Secretary shall receive nominations annually. 
Each position must have at least one name on the ballot. 

 
Section 2. Executive Council 
The Executive Council of the Staff Council shall consist of the Chair, Chair-Elect, and Secretary. Other 
Staff Council members may be appointed to the Executive Council by the Chair as deemed necessary. 
The Chair of the Staff Council shall serve as chair of the Executive Council. The Executive Council shall 
oversee the Membership Committee's implementation of the staggered terms for Council membership. 

 
The Executive Council shall assist and advise the Staff Council Chair and shall exercise those powers 
delegated to it by the Staff Council. In case of an emergency, it shall have the power to act for the Staff 
Council or call an emergency meeting of the Staff Council. Except as otherwise provided, it shall be 
responsible for appointing chairs to such Staff Council committees as they are established. 

 
All actions taken by the Executive Council shall be reported to the Staff Council at its next meeting and 
all such actions may be rescinded at that time by a majority vote of the Staff Council. 

 

Section 3. Elections 
The officers shall be elected as follows: The Staff Council Chair shall appoint a Nominating Committee 
before the March meeting. The Staff Council Chair shall serve as Chair of the Nominating Committee and 
members shall be comprised of members of the Council. The Committee shall solicit nominations and 
recommendations from members of the Council, shall determine whether nominees’ consent to serve if 
elected, and shall prepare a slate of candidates with at least one nominee for each position. Members of 
the Council shall be advised by the Staff Council Chair of such slate of candidates at least two weeks 
prior to the April meeting. 

 
The annual election shall be held at the April meeting with the voting order being Chair, Chair-Elect, and 
Secretary. Any member of the Staff Council may submit independent nominations, provided such 
nominations are filed with a member of the Nominating Committee at least one week before the 
meeting of elections. Individuals making the nomination must have determined that the nominee 
consents to serve if elected. Each member may vote for one candidate only for each office. Candidates 
receiving a majority vote from those members present and voting shall be elected to the office. If no 
candidate receives a majority vote, the top two candidates shall be placed in a run-off. When a tie exists 
for the run-off positions, the tie shall be promptly determined by lot. Newly elected officers shall take 
office at the end of the May meeting and serve until the following May meeting when the new slate of 
officers takes office. 
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Section 4. Vacancies 
In the event that a vacancy occurs for an elected office before the next regular officer election, a special 
election should be held at the next Council meeting to fill the vacancy. When a vacancy occurs, the 
Executive Council must be notified and they in turn should appoint a Nominating Committee before the 
next Council meeting. Newly elected officers shall take office immediately upon election and serve the 
remainder of the specified term. 

 
If the vacant position is that of Chair, the Chair-Elect shall immediately begin service as acting Chair and 
the vacancy to be filled shall be the position of Chair-Elect. The acting Chair is eligible to continue 
serving as Chair the following year unless there is a failed vote of confidence. 

 
Vacancies in appointed positions may be replaced at the discretion of the Chair. 

 
Section 5. Duties of Officers 
The duties of the offices shall be as follows: 

 
Chair 
The Chair sets the Staff Council meeting agendas and presides over the meetings. He/she chairs the 
Executive Council and the Nominating committee, appoints non-elected officers and committee 
members, and performs other duties as described in the Bylaws. The Chair does not vote unless there is 
a tie; and in that situation, his/her vote serves as the tiebreaker. 

 
Chair-Elect 
The Chair-Elect shall preside at the meetings of the Staff Council in the absence of the Chair, and serve 
as Staff Council liaison to Faculty Senate as allowed by the Senate. He/she shall serve as Chair for the 
year following his/her term as Chair-Elect, unless there is a failed vote of confidence. He/she shall serve 
as Chair in the event of the Chair's death, resignation, or removal from office. Such duties as deemed 
necessary and in accordance with the Bylaws may be delegated by the Chair to the Chair-Elect. 

 

Secretary 
The Secretary shall keep minutes and records of all the proceedings of the Staff Council and shall receive 
and keep all reports and correspondence from committees of the Staff Council, University committees, 
University officials, and others having business with the Staff Council. The Secretary shall regularly 
prepare minutes of each meeting of the Staff Council and shall distribute such minutes to the members 
of the Staff Council. He/she shall prepare a debrief statement regarding each meeting for dissemination 
to all staff in the university following each meeting. The Secretary may record the meetings for the 
purpose of drafting the minutes and debrief statement. If a recording device is used, the secretary will 
advise the Chair, who will announce this during the call to order. Each recording will be deleted 
immediately following approval of those minutes. 
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Section 6. Appointments 
The Chair may appoint the following or additional positions as he/she deems necessary: 

 
Chaplain 
The Chaplain shall offer a time for prayer requests and prayer at each meeting. 

 
Historian 
The Historian shall maintain in a binder, copies of the Staff Council approved minutes and any news 
articles pertaining to the Staff Council. The Historian shall also keep in the binder, a photographic record 
of Staff Council special events. The Historian shall maintain any other records requested by the Chair 
and will submit all bound records to the Texas Collection at the end of each annual term. 

 

Parliamentarian 
The Parliamentarian shall advise the Chair on all matters of procedure at the meetings of the Staff 
Council, according to the latest revision of Robert's Rules of Order. 

 
Treasurer 
The Treasurer will be responsible for accepting donations from Staff Council members and maintaining 
any Staff Council funds. The Treasurer will be responsible for maintaining all receipts and paying all 
expenditures. The Treasurer must receive approval from the Staff Council Chair or Chair-Elect prior to 
making any expenditure. The Treasurer will also oversee the Baylor University Staff Endowed 
Scholarship Fund and any other financial activities related to Staff Council. 

 

Webmaster 
The Webmaster shall maintain the Staff Council website by posting updated news and events as needed. 
The Webmaster shall also post updated versions of the membership roster, committee assignments, 
meeting minutes, and other public information. 

 

Section 7. Grievances and Vote of No-Confidence 
Grievances 
If a Staff Council member wishes to address grievances regarding an elected officer, they may first bring 
concerns to the Chair. If addressing the grievance to the Chair is inappropriate or does not lead to a 
suitable resolution, any Executive Council member may hear the grievance and choose to discuss in an 
Executive Council meeting or Staff Council meeting, as deemed appropriate. 

 

Vote of No-Confidence 
In the event that grievances are not suitably resolved, a vote of no-confidence to remove an elected 
officer may proceed. A vote of no-confidence may be added to the agenda according to Bylaws, Article 
III, Section 2 or may take place in a special meeting called according to Bylaws, Article III, Section 1. An 
elected officer will be removed from office with a majority vote of the membership of the Staff Council 
present and voting at a regular or called meeting of the Staff Council. 
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Article III. Meetings 
Section 1. Annual and Special Meetings 
The Staff Council shall meet according to the schedule and requirements as stated in the Constitution of 
the Staff Council. 

 
No business shall be transacted at a meeting unless a quorum is present and continues to be present at 
the meeting. A majority of the duly elected and qualified members constitutes a quorum. In the absence 
of a quorum, the Chair may only make announcements of an informative nature, rule on the existence 
of a quorum, and recess once for a short period to attempt to secure a quorum. 

 
The Chair may call a special meeting of the Staff Council whenever the Chair deems it necessary, and a 
special meeting of the Staff Council may also be called upon the receipt of a petition of the Chair signed 
by at least nine members of the Staff Council. 

 

Section 2. Notice 
The Chair shall prepare an agenda for each meeting in conjunction with the Executive Council and shall 
distribute it to each member on or before the Friday preceding the meeting. The Chair may allot a time 
period for agenda items and if so, the duration of discussion of such items at the meeting shall be 
restricted unless altered by a majority vote of the Staff Council. Any staff member of the University may 
bring a matter of University concern to the attention of or through a member of the Staff Council. The 
Chair shall make an appropriate announcement of the matter either in writing attached to the agenda or 
by placing the matter on the agenda. Substantive propositions calling for formal action, such as 
recommendations or reports on the part of the Staff Council, must be included in the agenda for the 
meeting if final action is to be taken at the meeting. If an item that was not placed on the agenda prior 
to the meeting is introduced, it may be placed upon the agenda for final action at the meeting only if a 
three-fourths majority vote of the members is in favor of adding it to the agenda. 

 

Section 3. Voting 
Voting on matters before the Staff Council shall normally be by yeas or nays (voice vote or show of 
hands). A secret ballot will be held if requested by any five voting members either in advance of the 
meeting or at the time of the vote. Electronic voting or vote by mail may be authorized by the Chair on 
urgent or important matters as long as the method of voting is consistent for all members. 

 

Section 4. Quorum 
Meetings of the Staff Council shall not be open to the general public unless the Chair directs otherwise 
and a majority of the Staff Council does not object. Meetings of the Staff Council shall not exceed 90 
minutes in duration. The time of meeting may be extended by majority vote of the members present 
and voting. 

 

Section 5. Minutes 
Minutes will be recorded at all meetings of Staff Council which shall consist of a record or brief summary 
of all motions, proposals, resolutions and other matter formally voted upon. Additionally, the minutes 
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shall include the date, type of meeting, name of the assembly, name of the presiding officer, a roll call, 
and a brief summary of business discussed. A member who introduces a motion will be named in the 
minutes, but neither the seconder nor those participating in the discussion will be named. The primary 
purpose of the minutes is to provide a record of what the assembly did and not what the members said. 

 
The minutes for all meetings shall be presented to the council at the next regular meeting where they 
will be discussed, corrected, and approved by council members. Once approved, minutes of all meetings 
shall be made publicly available to all staff at Baylor University. 

 
 

Article IV. Committees 
Section 1. Standing and Ad Hoc Committees 
The Staff Council may establish such standing and ad hoc committees as it deems appropriate. Except as 
may otherwise be provided, the Chair in consultation with the Executive Council may appoint the 
members and the Chair shall designate the chair of any such committee. Such members and chairs shall 
serve during the Staff Council Chair's term of office unless the committee is earlier dissolved or the Chair 
acts to remove a member or a committee chair. The Chair will also appoint members to serve on 
University Committees as such requests are made known. 

 

Section 2. Nominating Committee 
The Nominating Committee shall be a representative body comprised of the Staff Council members. The 
current Staff Council Chair shall select the membership of the Nominating Committee with the 
assistance and advice of the Executive Council. The current Staff Council Chair shall serve as its Chair. 
The Nominating Committee will solicit nominations for the positions of Chair-Elect and secretary. The 
Staff Council membership shall be notified of the nominations at least two weeks prior to the April 
meeting. The Nominating Committee shall have the duties and exercise the functions as provided in the 
Constitution. 

 

Section 3. Membership Committee 
The Membership Committee shall be a representative body comprised of the Staff Council members 
appointed by the Executive Council and shall consist of four members plus the Staff Council Secretary 
serving as an ex-officio member. 

 

The Membership Committee will coordinate with Human Resources to verify eligibility of nominees and 
seek the recommendation of each supervisor for the ability of the nominee to serve if elected to the 
Council. The Membership Committee shall have the duties and exercise the functions as provided in the 
Constitution. 
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Article V. Amendment Policies 
Section 1. Amendment 
These bylaws will come into effect when adopted by a majority of the membership of the Staff Council 
present and voting at a regularly scheduled meeting of the Staff Council. 

 
These bylaws may be amended by majority of the membership of the Staff Council present and voting at 
a regular or called meeting of the Staff Council provided that advance notice of the proposed 
amendment was given at least two weeks prior to the regular or called meeting when the voting is to 
take place. 



Updated April 11, 2023 
 

 

Staff Council Committees and Membership  
 
• Constitution and By-Laws: responsible for reviewing the Constitution and By-Laws for 

possible revisions; Develop revision proposals to be reviewed by SC Executive Council and 
approved by SC membership. 

 
• Marketing and Communications: research information, formulate creative presentation 

ideas, provide updates as needed; strive to see that the website is regularly updated, user 
friendly and provides easily accessible educational information on staff policies and 
procedures; inform the university about the Staff Council's mission and activities. 

 
• Membership: ensure that membership distribution of the Staff Council is representative 

of the University Staff according to the Constitution and By-Laws; conduct voting process 
for call for nominations and vote on new members; present slate of nominations to SC 
Executive Council and SC membership for approval; review absences from scheduled 
meetings for excessiveness. 

 
• Service Project: responsible for identifying, organizing, and implementing one or more 

volunteer service projects for staff and faculty participation (usually one service project 
each semester); requires approval of SC Executive Council and Staff Council membership. 

 
• Spirit Shirt: responsible for selection (with approval of SC Executive Council), organizing 

the sale of and distribution of Spirit Shirts to faculty and staff. 
 
• STEPP Luncheon: responsible for selecting presentation topics and speakers (with 

approval of SC Executive Council), securing luncheon facilities, ordering food and 
overseeing all other logistical details for each event, typically 3 per year. 

 
• Treasurer & Scholarship: develop and implement new and creative ideas for promoting 

the Baylor University Staff Endowed Scholarship initiative (as part of the President's 
Scholarship Initiative) through Staff Council. 

 
• Outstanding Staff Committee: this is a joint effort with HR, as the Staff Council Chair along 

with the Manager of Learning & Development in Human Resources serves as Ex-Officio 
members of the committee to select the award winners for the year. Staff Council 
appoints 7 members & HR appoints 2 previous award winners to form the committee 
voting body. 
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Staff Council University Committees and Membership  
 
• Bookstore: serves as an effective medium to communicate the mission and services of 

Baylor's campus bookstore; ensures textbook adoption information is received by the 
bookstore in a timely manner; monitors the bookstore to help ensure that textbooks are 
available on a timely basis for all classes; recommends products such as supplies, 
software, trade books, etc., to fulfill the academic mission of the University; serves as a 
"sounding board" for new services and products offered in the bookstore. Staff Council 
appoints one member to serve on this committee. 

 
• Calendar: this committee recommends, three years in advance, the schedule for the 

academic year, including number of class days, examination days, and holidays; sets non- 
academic events such as Parents' Weekend, Homecoming, and Diadeloso. Staff Council 
appoints one member to serve on this committee. 

 
• Campus Diversity: support and encourage campus wide diversity efforts by providing 

ideas and suggestions for programs that could benefit faculty, staff, and students; assist 
with implementation of ideas generated; establish criteria and review applications for 
campus diversity initiative grants. Staff Council appoints five members to serve on this 
committee. 

 
• Faculty Senate: the Faculty Senate provides a forum for the full and free discussion of all 

matters affecting the Baylor University Faculties and seeks to express collective faculty 
judgment on campus issues and to encourage effective faculty participation in the 
formation of University policy. Staff Council appoints one member to serve on this 
committee. 

 
• Group Health Plan: members must meet the following criteria: an employee of Baylor; a 

member of the plan; and a member of a Baptist church that both cooperates with the 
Baptist General Convention of Texas (the “BGCT”) and whose members share common 
religious bonds and convictions with the BGCT. Staff Council appoints one member to 
serve on this committee. 

 
• Health: this committee oversees and make recommendations concerning the Health 

Center, Counseling Center, and Wellness Program. Staff Council appoints one member to 
serve on this committee. 

 
• Human Resources Advisory: this committee provides consultation and advice to the 

Baylor Office of Human Resources about any matters pertaining to benefits and related 
subjects. The Vice President for Human Resources will schedule at least three meetings 
each year, including one during the fall semester, one during the spring semester, and 
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Staff Council University Committees and Membership  

one during the summer months. Staff Council appoints five members to serve on this 
committee. 

 
• Libraries/ITS Advisory: the goals of this committee include ensuring purposeful 

communication regarding information technology and the libraries with the university 
community; providing feedback and suggestions to help fine-tune division 
communications; providing meaningful advice on the roll-out of new technologies and 
programs; assisting in the assessment of information technology and libraries services and 
programs; serving as a vehicle to help the information technology and libraries team make 
sound decisions and test ideas; sharing pertinent information technology and libraries 
news and information with university colleagues; and providing cogent suggestions and 
recommendations for consideration in decisions made by the libraries/ITS team. Staff 
Council appoints one member to serve on this committee. 

 
• Retirement Plan: members must meet the following criteria: an employee of Baylor; a 

member of the plan; and a member of a Baptist church that both cooperates with the 
Baptist General Convention of Texas (the “BGCT”) and whose members share common 
religious bonds and convictions with the BGCT. Staff Council appoints one member to 
serve on this committee. 

 
• Spiritual Life Advisory: this committee exists to support, consult, and provide guidance to 

Baylor entities charged with religious programming and oversight. The committee 
represents faculty to these entities and helps the University fulfill its Christian mission and 
nurture the life of faith throughout the Baylor community. The Committee may sponsor 
or co-sponsor religious events and activities that include faculty as needed or requested. 
Staff Council appoints one member to serve on this committee. 

 
• Student Life and Services: reviews and makes recommendations to the Faculty Senate and 

the Student Life Division concerning issues related to students. Staff Council appoints one 
member to serve on this committee. 

 
• University Grievance: this committee assists in the formal resolution of grievances 

between or among university faculty, staff, and students. Staff Council appoints two 
members to serve on this committee. 
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