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BACKGROUND: 
The current committee handbook updated over the summer is now outdated and no longer effectively guide committee chairs in the formation of an effective committee

PURPOSE: The updated committee handbook seen below is designed to educated committee chairs on best practices in terms of creating and leading a committee. Committee chairs are sometimes new members, uneducated with the workings of a committee and this handbook should be able to guide both experienced and new members in forming and leading a committee. 
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Appointments to the Committee
1. Committee Application Outreach 
a. Work on the Staffing Committee at the end of the spring term to develop a Committee Application Outreach Plan Report
b. Follow through on outreach for your committee as outlined in the Committee Application Outreach Plan Report
2. Applications for Community Members are hosted online
a. The Staffing Committee and the SA office have access to the applications as they are filled out on the SA website
b. The Committee Chair will review applications with the VP IOPs
c. Decisions should be based on interest, relevant experience, their ideas for the committee, and other relevant skills they have
d. After decisions are made, the VP IOP’s and Char will present decision to the Staffing committee for review. 
e. After Review by the Committee  the SA office will contact applicants with either an accept or reject letter
3. Special Positions within the Committee
a. If need be, the Chair will solicit members as need be to fill specific positions (such as meeting minutes taker) in each committee in line with the SA charter
4. Duties of the Chair in staffing committee
a. Serve on the Staffing Committee 
b. Promote opportunity to apply for committee positions as outlined in the Committee Application Outreach Plan Report
c. Read applications and decide to accept/reject applicants with VP IOPs
d. Ensure that the VP IOPs is made aware of any instance in which a special position is appointed or in which a vacancy arises

Scheduling Committee Meetings
1. Prior to the first meeting, Committee Chair will discuss with VP IOPs as to how frequently committee should meet
a. Committees should generally meet at least 2x/month
2. Committee Chairs after first committee meeting must email a list of meeting times/places to the VP IOPs
a. VP IOPs will maintain a Google doc calendar that displays all committee meeting times/places
b. In addition, VP IOPs will place weekly committee meeting times/places into SA weekly 
3. Booking a room
a. Book a room through the University registrar (try to always schedule the conference room by the entrance of wsh and keep the same room for the whole semester) 
b. (registrar.sas.cornell.edu/Sched/index.html#b)
4. Keep in contact with Committee members
a. Email committee listserv with room number, reminder of time/date, and meeting agenda at least 2 days in advance.
i. CC email with agenda to staff@assembly.cornell.edu and the VP IOPs
5. Duties of chair in scheduling meetings
a. Create regular schedule of meetings
b. Reserve Rooms (conference room by entrance of WSH) 
c. Email committee members, SA Staff, and VP IOPs with reminders of meetings and meeting agendas

The Meeting
1. Working on initiatives
a. After your committee discusses an issue, decide on the initiative(s) the committee wants to pursue
b. Simultaneously talk to Eboard members and other community leaders about problems your committee addresses (loop in committee members so they feel more engaged outside of the regular committee meeting)
i. Remember to listen to see what is most important to your constituents 
c. Update the Initiative Tracker Weekly 
i. Update out all parts: Initiative, Point Person(s), Progress, Next Steps,  Last Updates in the Committee Tracker sheet
ii. Involve your committee through discussion, delegation, and open communication
iii. Tasks should always include reaching out to stakeholders in the community
2. Review Resolutions Presented 
3. Voting
a. If need be, your committee may vote on issues using Robert’s Rules of Order
b. Every appointed member of the committee is given the same vote
4. Meeting Minutes
a. Minutes are critical 
b. Assign someone to take minutes of all committee hearings
i. Minutes should include a synopsis of each person’s comments, votes, motions, and ideas that are brought up during the meeting
ii. Ensure minutes are understandable to someone who wasn’t in the meeting
c. Submit meeting minutes to the VP IOPS every Friday
5. Printed Materials
a. If you want materials such as agendas or legislation printed, bring it to the Office of the Assemblies at least 2 days in advance
6. Group Cohesion
a. Spend time ensuring committee members are comfortable working with one another
b. The first meeting should involved introductions and a casual environment to encourage relationship building

Regular Meetings with Administrators
1. Much like liaison positions, your committee should set up a regular timeline to meet with important administrators. 
a. Reach out to administrators at the start of the semester to create a relationship and to establish a regular schedule of meetings

Student Assembly Website
1. Your committee’s meeting schedule, agenda, and meeting minutes should be up to date on your committee website
2. Your committee should create 1-2 blog posts/semester to be posted on cornellsa.com in order to better educate the public about the work your committee is performing
a. If you’re running into trouble writing a blog post, speak to the VP IOPs and VP PR

Budget
1. There is money available for initiatives such as constituent outreach, information gathering endeavours, handouts etc.
2. To request funding, contact both the VP IOPs and VP Finance to discuss 
3. Keep track of all receipts!

End of the Year Report 
1. At the end of the year you must submit and End of the Year Report to the Staffing Committee. 
a. This report shall provide an overview of the committees work throughout the year, and feedback. 
i. This report shall include the following information: Initiatives and the Outcome of each, Areas for Improvement, and Areas of Success. 
b. To effectively write this report the Chair must solicit feedback from their committee members. 
Weekly

Hold meetings weekly or every other week

Two days prior to the meeting send out email reminder to committee with the agenda. CC  email to staff@assembly.cornell.edu and the VP IOPs 

If you need materials copied, bring them to the office of assemblies two days before the meeting

Every Friday that your committee meets email VP IOPs meeting minutes

Fill out Committee Info Google Form with meeting information for the SA Weekly
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