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Prioritizing emails from the analyst and/or ED i1s essential, given the time-sensitive nature of
many topics requiring prompt attention. The Senate analysts and ED represent continuity, and
they possess extensive institutional knowledge of the committee and Senate operations.
Demonstrating respect for their expertise and prioritizing their communications are vital
components of fostering a well-functioning committee.

2. Meet the Full Scope of the Committee’s Charges
Faculty members exhibit passion for a variety of campus topics, often gravitating towards Senate
service that resonates with their personal interests. Nonetheless, it is imperative that every
member, including the chair and vice chair, wholeheartedly engage in the committee's work,
even if the topics do not directly align with their individual interests or benefits. Each member
bears responsibility for ensuring the seamless operation of the committee, encompassing all
facets of its oversight.

3. Participate in Committee Tasks
Every member plays a pivotal role, and membership numbers are carefully calibrated to ensure
the effective functioning of the team. Complete participation and full commitment to the
committee's missions are essential. It is expected that all members actively volunteer to take the
lead on committee-specific tasks, undertaking these responsibilities with thoroughness and strict
adherence to deadlines.

4. Prepare for Committee Meetings
Just as attending to email correspondence is crucial for the smooth operation of the committee,
thorough preparation for meetings is equally essential. Members must thoroughly review all
materials linked to the agenda ahead of the committee meeting. The agendas are created with
precise timing, necessitating that every member is well-versed in the background information to
facilitate effective discussions on each topic. Failure to adequately prepare can result in wasted
time catching up or a lack of active engagement during discussions. Each member should
approach every agenda item with full engagement. Should any questions arise regarding an
agenda item before the meeting, members are encouraged to reach out to the analyst, Senate ED,
and committee chair for clarification, which will further enhance participation during the
meeting.

S. Participate in Timely Email Communications
It is imperative to prioritize emails and requests from the analyst, Senate ED, committee chair, or
other members. When a member agrees to join a committee, they are committing clear and
consistent correspondence with the other members, the committee leadership, the analyst, and
the Senate ED.

6. Maintain Confidentiality
All Academic Senate committees address sensitive matters that demand discretion. It is essential
to maintain confidentiality by ensuring that discussions during meetings and email exchanges
remain confined within the committee membership. Committee discussions are meant to
encourage open dialogue to inform recommendations and decisions. Part of how committee
discussions function effectively is by assuming that the specifics of conversation stay in the
room. It is important, then, to treat all discussions as in progress and specific to committee
activity; unless an update or information share is part of a designated activity. Similarly,
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