Bylaws

Amended March 2003


Administrative Employees Association of Goucher College

I. Mission

Administrative Employees Association (AEA) is a cooperative entity, which brings together the administrative groups of Goucher College staff for various purposes.  AEA strives to be proactive and flexible in its approach to problem solving and information sharing.

In order to enhance the working environment, AEA seeks to foster communication, advocate for issues of importance to employees, provide staff development seminars, organize social events, and serve as a unified voice for its members.

The AEA is committed to helping the College move forward by providing all administrative staff members the opportunity to succeed and grow in their work experience and to ensure that Goucher College is a desirable place of employment for its exempt and non-exempt employees.

II. Goals

A. To provide an effective channel of communication for staff employees on issues relating to their well being at Goucher College.

B. To provide a vehicle that affords staff participation in all aspects of college life and in the decision-making process that affects the Goucher community at large.

C. To encourage employees to work responsibly, and to be motivated, conscientious, forward-thinking and caring citizens of the Goucher community.

III. Membership 

A.  Composition

1. Every exempt and non-exempt Goucher employee, with exception of the President and Division Vice Presidents.

2. The AEA Chair and one member, elected at large will serve as members of the College Council.

B. AEA Council

1. The AEA Council, which provides leadership to the group, shall consist of exempt and non-exempt employees representing the various college divisions in this way:

a. Finance – 3 representatives

b. Academic – 3 representatives

c. Student Life – 3 representatives

d. Enrollment Management – 2 representatives

e. Advancement – 2 representatives

f. Communications – 1 representative

g. Information Technology – 2 representatives

Note:  The numbers of representatives per division is based on the number of employees in each division, and may be changed by the  AEA Council if there are significant changes within a given division.

2. These representatives are selected by their respective divisions, in a manner to be determined by each division.

3. If an AEA Council representative from a particular division leaves that division, he/she must resign as representative of that division.  Should a divisional representative resign from the AEA Council, the AEA Chair will initiate a staff vote for that representative’s replacement.

4. Representatives will serve a two-year term, beginning in May. 

5. It is the responsibility of division representatives to work together to facilitate communication and to act as advocates on behalf of the staff in that division.

6. It is the responsibility of each division representative to attend AEA Council meetings and to fulfill committee duties.

C. Leadership

1. AEA officers are selected from the AEA membership and may also serve as representatives for their division.  Officers are as follows:

a. Chair – Duties include, but are not limited to, planning and leading AEA Council and General Meetings, attending all College Council Meetings, meeting with the College president when necessary and AEA officers.

b. Chair Elect – Duties include, but are not limited to, serving as liaison with all committee chairs and AEA appointed members on campus wide committees; attending all AEA Council and General Meetings, and serving as chair of the organization in the event the chair is unable to fulfill his/her duties.  The Chair Elect will serve as the Chair the year following their term as Chair Elect. 

c. Secretary – Duties include, but are not limited to, attending, taking and publishing minutes of AEA Council and General Meetings, and sending general correspondence and announcements.

d. Treasurer – Duties include, but are not limited to, attending AEA Council and General Meetings, presenting and administrating the annual budget, paying bills and reporting budget status to the AEA Council.

e. College Council Representative – Duties include, but are not limited to, attending all Council, College Council and General meetings, serving as the link between AEA members and the College Council, publishing College Council summaries and giving reports at General meetings.

f. Representatives – Duties include, but are not limited to attending all AEA Council and General Meetings, serving as the link between AEA membership and the AEA Council and working to communicate AEA activities to the membership.  Representatives will serve on one committee of the four committees to assist with planning programs and services for employees.  

g. Immediate Past Chair- The last person to serve as chair, or a former chair appointed by the current chair, if the immediate Past Chair is no longer at the College.  Duties include, but are not limited to, reviewing and recommending updates of the bylaws with feedback from the organization, and representing AEA at College functions. 

2. The following appointments are to be made by the AEA Chair:

a.  Committee Chairs 

1. Benefits Committee – monitors benefits and acts as an advocate on behalf of the staff in matters related to employee benefits, including health insurance, retirement plans, etc.

2. Fitness Committee – plans, organizes and recognizes fitness and wellness activities for Goucher College employees.

3. Staff Development Committee – creates forums and information sessions to deal with personnel and personal issues.

4. Community Relations Committee – organizes and manages social meetings and events.

5. Awards Committee- organizes the Employee of Excellence awards selection process and facilitates the awards ceremony.

3. The AEA Chair reserves the right to appoint employees not serving on the AEA Council to perform specialized functions which do not fall under the traditional committee structure.

4. All officers will serve a one-year term.  Officers may be re-elected in subsequent years.  

5. Officers are elected at the last General Meeting of the year.

6. In the event that an officer must resign, the AEA Council will select another AEA Council member to replace him/her.

7. AEA officers reserve the right to remove representatives from the AEA Council should circumstance dictate such action.

IV. Meetings

A. Frequency

1. General Meetings will be held for one hour a minimum of two times each academic semester 

2. The AEA Council will meet once a month for one hour or more frequently as needed.

B. Voting

1. For the entire AEA, a quorum is defined as “majority rules” for any given meeting; for AEA Council, a quorum is considered 50% + 1.

V. Reporting Structure

A. The AEA is an independent campus group.   The AEA will make its meeting minutes available, as well as post minutes to all employee members via the website.

B. The AEA will make formal presentations to the College Council on an as-needed basis.

VI. Changes to the Bylaws

A. Any change to the bylaws must be voted on by the AEA Council and must pass with a simple majority.

