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Preamble: Mission/ Vision Statement 

Mission Statement 
The mission of the Staff Council is to serve, enhance and advocate for the needs and concerns of the staff of King’s 
College. 

 
Vision Statement 
The Council represents all full-time, part-time, exempt and non-exempt staff employees through a broad cross-section of 
elected representation. The Council will be transparent in its deliberations and enhance communication among staff, 
faculty, students and senior administration. Additionally, Staff Council will be an active participant in initiatives that 
influence the staff community, and members will be instrumental in helping to make decisions that impact all staff. 

Article I: Name and Authority 
 

The name of this organization shall be the Staff Council of King’s College. The Staff Council was established in 2013 with 
the approval of the President of King’s College and the Board of Directors. 

Article II: Purpose 
 

• To serve as the official representative body of all full and part-time non-faculty staff members (herein called 
STAFF) in the shared governance system of the College. 

• To represent and promote the rights and responsibilities of all STAFF. 
• To be a voice in conversations about and decision making processes regarding policies that would impact 

STAFF. 
• To act as an avenue by which STAFF can communicate both with each other and with other College 

constituencies (i.e. Senior Staff, Faculty Council, Student Government). 
• To coordinate STAFF efforts regarding new staff orientation, compensation and benefits, service projects on 

campus and in the local area, social events and general involvement on campus. 
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Article III: Membership 

Section: 1. Number of Members 

The Staff Council shall consist of Representatives, full and part- time non faculty STAFF from each division based 
on the following: 

 
 

Academic Affairs/ Departments 2 exempt/ non-exempt 
Business Affairs & Treas. 2 exempt /non-exempt 
Campus Ministry 1 exempt /non-exempt 
Enrollment Management 2 exempt/ non- exempt 
Institutional Advancement 1 exempt/non-exempt 
Student Affairs 2 exempt/non-exempt 

 
In addition, non-voting, advisor Representatives should be considered from the following areas: 
Human Resources 1 member (ad hoc) 
Senior Staff 1 member (ad hoc) 
Committee Chairs 3 member (ad hoc) 
 

        Section: 2. Term of Office 
Representatives shall be elected for a two (2) year term and shall be eligible for re-election ordinarily serving no 
more than two consecutive terms. Representatives are eligible for re-nomination after the lapse of one year from 
the end of their last term. In the case that a representative from an area cannot be found, the current representative 
may remain in position beyond the two consecutive terms. Representatives shall begin their term at the last 
regularly scheduled Staff Council meeting of the academic year. The elected Chair-Elect of the Staff Council shall 
supervise the election of representatives. 

 
A. Nominations 

Each division will canvas nominations and conduct their own elections run by one of their 
Representatives. Any STAFF employee who has been at the College as of August 15 of the 
current academic year is eligible as a candidate for Staff Council. Any STAFF employee may 
submit written nominations. Nominations must be made no later than April 20 of each academic 
year (for vacant seats). 

Self-nominations shall be accepted. Council members whose terms are expiring and who are 
eligible for re-election shall automatically be nominated for the position; unless the notify the 
chair that they decline the re-nomination. 

 
B. Elections 

Elections of Representatives shall take place no later than May 1. All Representatives shall be 
elected by secret ballot. The persons receiving a majority of votes cast shall be declared elected. 
In case of a tie vote, a run-off election shall be held. Only STAFF employees may vote in the 
election. New Representatives shall assume their duties at the final Staff Council meeting of the 
academic year, which will be in May. 

 
The Staff Council shall provide to each employee in their respective divisions a list of eligible 
nominees for an open position. This list may be obtained by contacting the Human Resources 
department. 
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Vacancies to Staff Council shall be filled in the same manner as regular elections (except that nominations will be 
accepted for ten (10) business days following the creation of a vacancy and elections shall be held no later than 
fifteen (15) business days after the creation of the vacancy.) 
Vacancies will be filed within a reasonable time frame. 
If a Representative moves into a new position within a different division, division election should be held to fill that 
position. If unable to fill, Representative will remain until filled.   

 
Members filling a vacancy will assume regular duties as soon as elected, but do not officially begin a two-year 
term until the last Staff Council meeting of the academic year. 
 
In case with open Representative positons unable to be filled within divisions recommended, an open election for 
all staff should be held following election protocol to fill vacancy.  

 
 

Section 4. Duties of Representatives 

Representatives shall: 

• Seek input from and disseminate information to other STAFF employees in their area 
regarding all pending/current matters; 

• Be required to transcend area concerns and consider all matters from an all-College 
purview; 

• Attend all Staff Council meetings or coordinate with the Chair if unable to attend; 
• Serve on all College and Staff Council standing committees as elected by the Staff Council or appointed by 

the Chair of the Staff Council; 
• Serve on such Staff Council Ad Hoc Committees as appointed by the Chair of the 

Staff Council. 
 

Article IV: Officers 

Section 1. Designation 

The officers of the Staff Council shall be the Chair and Chair-Elect, Secretary, Treasurer, and Communication 
Specialist. 

 
Each officer will serve a one-year term. An officer may be elected for a second term, but thereafter must step down 
for at least one year before being eligible to hold an officer position again. 

 
Section 2. Transitional Leadership 

 
For continuity in leadership, the Past-Chair will serve for an additional one year in an advisory, non-voting, ex- 
officio role. The Chair-Elect will assume the role of Chair. 

Section 3. Election 
 

A. The officers shall be elected from and by the membership of the Council in the following order: Chair and 
Chair-Elect, Secretary, Treasurer, and Communication Specialist. 

 

The officers of the Council shall be elected at the last regularly scheduled meeting, which will be in May. Nominations shall be 
made from the floor. The person who receives a simple majority of the votes cast by secret ballot shall be declared elected. If a 
simple majority is not obtained on the first two ballots, the person who receives a majority on the third ballot shall be declared 
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elected. 

Section 4. Vacancies 
 

If a vacancy occurs in the office of the Chair, the Chair-Elect shall succeed to that office 
to serve the remainder of the term. If a vacancy occurs in the office of Chair-Elect, Secretary, Treasurer, or 
Communication Specialist, these vacancies shall be filled as prescribed in Section 3 of this Article, at the next 
regularly scheduled meeting of the members or at a special meeting of the members called for the purpose of filling 
the vacancy. 

 
Section 5. Duties of Officers 

 
In addition to the Duties of Representatives as prescribed in Article III of Section 4; 

A. The Chair of the Council shall: 

• Issue the call for all meetings of the Council (both regular and special meetings); 
• Communicate the prepared agenda for meetings to the Secretary of Staff Council; 
• Bring to the Council written suggestions from any College department, committee or Staff 

Council member; 
• Preside at Staff Council meetings; 
• Have the power to appoint/recommend members to and serve on College, Staff Council 

standing and ad hoc committees; 
• Have the power to vote only to break a tie and will vote last; 
• Transmit recommendations to the appropriate constituencies of the College; 
• Act as the primary liaison with other College constituencies; 
• Perform other duties incidental to the office; 

B. The Chair-Elect shall: 

• Perform the duties of the Chair in the absence of the latter; 
• Provide advice on parliamentary procedure to the Council when requested; 
• Preside over all Staff Council standing and ad hoc committee elections; 
• Supervise and conduct the election of Staff Council representatives; 

 
 

C. The Secretary shall: 

• Distribute meeting agenda to all area representatives; 
• Keep accurate minutes of all Staff Council meetings; 
• Disseminate meeting minutes to all representatives and College constituencies in a timely 

fashion; 
• Keep accurate attendance records; 
• Keep accurate files of all Staff Council meeting minutes and committee reports; 
• Maintain the Staff Council presence on the King’s College website, in conjunction with 

appropriate College constituencies; 
• . 

D. The Treasurer shall: 

• Be responsible for all monies acquired by Staff Council; 
• Oversee any fundraising activities or other financial operations of the Council; 
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• Perform other duties as necessary and assigned by Staff Council; 
• Submit a budget according to institutionally prescribed deadlines including a Financial Report at 

the last regularly scheduled Council meeting of the (academic year) Spring Semester; 
 

E. The Communication Specialist shall: 

• Be responsible for all communication acquired and distributed by Staff Council; 
• Oversee any updates, adjustments to the Staff Council Webpage; 
• Create and distributed all communication for Town Hall meetings and Committees involvement 

with entire employee population; 
• Perform other duties as necessary and assigned by Staff Council; 

 

 
Article V: Operational Procedures 

Section 1. Meetings 

The Staff Council shall meet monthly at a prescheduled regular meeting time as agreed upon by membership. 
Additional meetings of the Council may be called by the Chair, or President of the College, or by petition of at 
least one-third (1/3) of the Representatives.. All STAFF members of the college are elgibile to attend monthly 
Council meetings.  

 
The order of business for each Council meeting generally should include: 

(a) Call to Order 
(b) Roll Call 
(c) Approval of Meetings 
(d) Agenda Review 
(e) Presentations / Guest Speakers 
(f) SC Financial Report 
(g) SC Committee Reports 
(h) SC Division Reports 
(i) Unfinished Business 
(j) New Business 
(k) Public Comment 
(l) Announcements 
(m) Adjournment 

 
Any person who is not an elected or appointed member of the Council’s committees shall be allowed to address 
the Council and to participate in discussion of Council matters,  

 
 

Meetings will be held in open forum settings. All STAFF are invited to attend. Structured agenda will be 
followed including time for Public Comment. 

Non-members of the Council or of a Council’s Committee who are allowed to address the Council shall be limited to five (5) 
minutes to present their views or state their position in any matter under Council consideration. A request for extension of 
time may be granted by a majority vote of the members of the Council who are present.Members of senior cabinet may 
attend all scheduled Staff Council open meetings and events,  
 

Section 2. Attendance 

It is the responsibility of Representatives to actively represent their constituency and attend all meetings of the 
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Staff Council. If the Representative has three (3) consecutive unexcused absences from scheduled meetings of 
the Staff Council, the post shall be declared vacant by the Chair and an election will be held by the Chair-Elect to 
fill the vacancy as prescribed in Article III Section 3. Representatives must notify the Chair in advance to be 
excused from a Staff Council meeting. 

 
Section 3. Quorum and Voting 

A quorum of the Staff Council shall consist of two-thirds (2/3) of the voting members. Motions shall require a 
majority vote of those present and voting under the quorum rule. Voting members unable to attend may submit a 
written proxy vote to Chair of Staff Council for any planned votes. Any member absent from a meeting may not 
submit a proxy vote for any impromptu votes during Staff Council meetings. The Chair will have the power to 
vote only to break a tie and will vote last. 

 
 

Article VI: Committees 
 

Section 1. Standing Committees and Membership 

Each standing committee will have any STAFF member who wishes to serve, as well as a minimum of two (2) 
members from Staff Council not currently holding officer positions. Any STAFF member is eligible to be on a 
committee. Each committee should hold their own election for a committe chair and secretary. The elected 
committee chair will serve as  Ad Hoc member of Staff Council. If vacancy, a Representative of Staff Council will 
assume the office position until an election is held.  

Each committee - except Executive - shall elect a secretary to assist the committee chair in essential tasks. 
This candidate does not need to be a Staff Council member. The secretary shall maintain records of committee 
meetings and make such records available to each successive committee chair. 

 
A. Executive 

The Executive Committee shall be composed of the officers of the Staff Council. 

The Executive Committee shall: 

• Meet prior to Staff Council Meetings as necessary; 
• Prepare the agenda for meetings; 
• Make decisions requiring immediate action when a quorum of Representatives cannot be 

assembled, subject to the requirement for prompt notification thereafter to all 
Representatives of such action as may have been taken; 

• Resolve conflicts of jurisdiction between committees; 
• Meetings are closed session.  

 
B. Compensation and Benefits 

The Compensation and Benefits Committee shall: 

• Serve as an Ad Hoc Member of Staff Council; 
• Present and discuss proposals with the Staff Council concerning salary, benefits, and other 

conditions of employment. 
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C. Professional Development 

The Professional Development Committee shall: 
 

• Serve as an Ad Hoc Member of Staff Council; 
• Plan and execute STAFF development opportunities; 
• Coordinate the nomination and election for the Staff Council Leadership Award. 

 
D. Social / Service 

The Social / Service Committee shall: 
 

• Serve as an Ad Hoc Member of Staff Council ; 
• Unite with other campus constituencies to promote service and mission to the King’s and 

Wilkes-Barre area communities; 
• Provide opportunities for spiritual, physical, recreational, social and cultural activities for the 

College community; 
• Consider fundraising options to be used for student scholarships, staff awards, and 

professional development; 
• Ensure any expenditure from the Staff Council Budget, from internal or external sources, is 

pre-approved by the Executive Committee of the Staff Council. 

Section 2. Ad Hoc Committees 
 

Ad Hoc Committees shall be appointed, as needed, by the Chair of the Staff Council. 
 

Section 3. Attendance 

It is the responsibility of Staff Council Committee members to actively represent their constituency and attend all 
meetings of their Staff Council Committee. If a committee member has three (3) consecutive unexcused absences 
from Staff Council Committee meetings, the committee chair will notify the Chair-Elect of the Staff Council for 
appropriate action. Committee members must notify the Committee Chair in advance to be excused from a 
committee meeting. 

 
 

Section 4. Committee Guidelines 
 

A. Staff Council Committees shall schedule meetings to fill the requirements and needs of the specific committee, 
with a minimum of two per semester. The first meeting shall occur no later than one month after the semester 
begins. Additional meetings of Staff Council Committees may be called by the Chair of Staff Council, the 
committee chair or by petition of at least one-third (1/3) of the committee members. A quorum of Staff Council 
committee members shall consist of two-thirds (2/3) of the committee members. Motions shall require a majority 
vote of those present and voting under the quorum rule. 

 
B. All committee proposals/recommendations must be submitted to the Staff Council in writing and in advance 
of the meeting. 

 
C. Committee chairs shall: 

• Establish committee meeting times and places; 
• Set committee meeting agendas; conduct meetings; 
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• Serve as a conduit for communication between the committee and other Staff Council Committees as 
well as between the committee and Staff Council; 

• Present committee activity reports at Staff Council meetings, either verbal or written; 
• Ensure minutes are taken at meetings and posted to Staff Council website; 
• Distribute copies of minutes to members in a timely fashion; 
• Provide smooth transition of records to the next committee chair. 

 
D. Committee members shall: 

• Seek input from and disseminate information to their area members; 
• Attend all committee meetings. 

 
Article VII: Parliamentary Authority 

Parliamentary authority and procedure for the Staff Council shall be Robert’s Rules of Order, Newly Revised. 
 

Article VIII: Amendments 

These By-Laws may be amended by a vote of two-thirds (2/3) of the members of the Staff Council (in secret 
ballot) provided that written notice, along with the proposed revisions, be given to the Representatives at least ten 
(10) working days before the vote takes place. 

AMENDMENT I [2022] 
Article III Section 2.A. Nominations 

AMENDMENT II [2022] 
Article III Section 2.B. Elections 

AMENDMENT III [2022] 
Article III Section 3. Vacancies 

AMENDMENT IV [2022] 
Article IV Section 1. Designation 

AMENDMENT V [2022] 
Article V Section 1. Meetings 

AMENDMENT VI [2022] 
Article VI Section 1. Standing Committees and Membership 

AMENDMENT VII [2022] 
Article VI Section 1. D. & E. Social and Service Committees 

AMENDMENT VIII [2022] 
Article VI Section 4. Committee Guidelines 

 


