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[bookmark: _Toc223775178]Welcome — A Note Before You Begin

Congratulations on serving as Secretary of the SBVC Academic Senate. Whether you’re stepping into the role for the first time or returning for another term, this guide was written with you in mind. It’s meant to feel like a conversation, not a legal manual, something you can pick up before your first meeting and actually use.

The Secretary is one of the most important roles in the Senate. While the Academic Senate President chairs every meeting and the Senate makes the decisions, you are the one who makes sure everything is captured accurately, shared with the right people on time, and preserved for the future. The Senate’s institutional memory lives in the records you keep.

Your job is not to debate or weigh in on Senate business, it’s to listen carefully, document precisely, and follow through consistently. Most of the time that’s straightforward. But there are moments where it helps to have clear guidance. That’s what this guide is for.

[bookmark: _Toc223775179]What to Expect at Your First Meeting
Your first Senate meeting will feel like a lot. Here is what to focus on:

1. Arrive a few minutes early so you’re set up before the meeting starts
1. Have your minutes template open and your attendance roster ready
1. When a motion is made, write it down immediately, word for word as the maker states it
1. If you miss the exact wording, ask the Academic Senate President to restate it for the record, this is always appropriate
1. Focus on capturing decisions and actions, not the discussion leading up to them
1. After the meeting, review your notes while everything is fresh and start your draft right away

No one expects perfection. The most important thing is accuracy and follow-through. When in doubt, ask.

[bookmark: _Toc223775180]Three Frameworks That Shape Your Work
Three sets of rules govern how the Academic Senate operates. You don’t need to memorize all of them, but understanding what each does will make sense of why things work the way they do:

	SBVC Academic Senate Bylaws
	Your most important local reference. These are the rules SBVC’s Academic Senate has adopted for itself, defining your specific duties, meeting requirements, and how the Senate operates day to day.

	Robert’s Rules of Order
	The national standard for running orderly, fair meetings. The SBVC Bylaws (Article XXI, Section 7) officially adopt Robert’s Rules, so its structure governs every Senate meeting, motions, seconds, debate, and votes.

	The Brown Act (California Law)
	California Government Code §54950 et seq. This state law requires public bodies, including the SBVC Academic Senate, to hold open, publicly noticed meetings. Where it conflicts with other rules, the Brown Act prevails.



The Bylaws define your job. Robert’s Rules govern how meetings run. The Brown Act protects the public’s right to know.

[bookmark: _Toc223775181]How to Use This Guide

Part 1 — Quick Start Guide (Sections 1–8): Everything you need to do the job from day one. Checklists, templates, tips. Start here.
Part 2 — Detailed Reference (Sections 9–16): The full rules, legal background, official bylaw text, and reasoning behind Part 1. Come back to these when a specific situation calls for more context.

You don’t need to read cover to cover before your first meeting. Read Part 1, bookmark Part 2, and return to it as questions arise.



  TABLE OF CONTENTS
Welcome — A Note Before You Begin	………..………1
What to Expect at Your First Meeting	1
Three Frameworks That Shape Your Work	1
How to Use This Guide	1
Section 1: Your Role as Secretary	1
Your Six Core Responsibilities (Article IX, SBVC Bylaws)	1
Working with the Academic Senate President	1
Section 2: Before the Meeting	1
Before Every Meeting Checklist	1
Agenda Posting Quick Reference	1
Off-Agenda Items: The Narrow Exceptions	4
Section 3: During the Meeting	1
During Every Meeting Checklist	1
Quorum	1
Public Comment	1
Section 4: After the Meeting	1
Immediately After Adjournment	1
Before the Next Meeting	1
The Minutes Approval Process	1
After Minutes Are Approved	1
Recording Retention Rule	1
Section 5: Writing the Minutes	1
What to Include	1
What NOT to Include	1
Writing Style Tips	1
How to Format a Motion	1
Section 6: Motion Tracking Template	1
Section 7: Motions and Voting	1
The Life of a Motion (Seven Steps)	1
Common Motions at a Glance	1
Voting Methods	1
Vote Thresholds	1
Section 8: Tips for Success — Common Pitfalls to Avoid	1
Section 9: The Three Governing Frameworks	1
SBVC Academic Senate Bylaws	1
Robert’s Rules of Order	1
The Brown Act (California Government Code §54950–54963)	1
Section 10: Writing Minutes — The Full Picture	1
The Brown Act Baseline (Gov. Code §54953(b))	1
Complete What-to-Include List	1
What NOT to Include	1
Documents Requiring the Senate President’s Signature	1
Section 11: The Brown Act — Complete Reference	1
Agenda Requirements (Gov. Code §54954.2)	1
Public Access and Right to Attend (Gov. Code §54953)	1
Public Comment (Gov. Code §54954.3)	1
What Can Be Discussed Off-Agenda?	1
Closed Sessions (Rarely Used by the Academic Senate)	1
Remote and Hybrid Meetings	1
Section 12: Recording of Senate Meetings	1
Your Working Recordings as Secretary	1
Can Senators and Attendees Record?	1
The Policy Gap — and What Is Being Done	1
Section 13: SBVC Bylaws — Article IX Reference	1
Article IX, Section 1 — Overview	1
Article IX, Section 3 — Specific Responsibilities (5/15/24)	1
Related Bylaw Provisions	1
Section 14: SBVC Meeting Rules — Article XXI Reference	1
What These Rules Mean Day to Day	1
Section 15: Records, Website, and Correspondence	1
Senate Records Archive — What to Keep	1
Senate Website (Article IX, Section 3F)	1
Summary of Proceedings (Article IX, Section 3D)	1
Official Correspondence (Article IX, Section 3C)	1
Section 16: Applying the Bylaws — Practical Guidance	1
Agenda Distribution	1
Regular Meeting Requirements at a Glance	1
Maintaining Senate Records	1
Getting through a Full Year	1
Before Every Meeting	1
During Every Meeting	1
After Every Meeting	1
Key Numbers	1


Tip: Right-click this table in Word and choose “Update Field” to refresh page numbers.

PART 1
QUICK START GUIDE
Everything you need from day one.
[bookmark: _Toc223775182]Section 1: Your Role as Secretary
The Academic Senate President chairs all meetings and is responsible for presiding over every proceeding. Your role is to support that work by handling everything behind the scenes before, during, and after each meeting. The President speaks. The Senate decides. You write it all down and make sure the record is complete, accurate, and accessible.

Here is a simple way to think about it: you are there to make sure the record exists and is right. It is an important job, and this guide walks through everything you need to know.

[bookmark: _Toc223775183]Your Six Core Responsibilities (Article IX, SBVC Bylaws)
	Attend meetings
	Both Executive Committee meetings and full Academic Senate meetings. 

	Post the agenda
	Distribute to Senators and post to the Senate website at least 72 hours before every regular meeting. This is a Brown Act requirement.

	Write the minutes
	Document what happens at each meeting and prepare the official legal record.

	Share a Summary
	After every meeting, email a brief “Summary of Proceedings” to ALL college faculty — not just Senators. Required by Article IX, Section 3D.

	Keep the records
	You are the official custodian of all Senate records, documents, and correspondence.

	Manage the website
	Keep the Senate website current with agendas, approved minutes, and an accessible historical archive.




[bookmark: _Toc223775184]Working with the Academic Senate President
The Academic Senate President is your closest working partner. Day-to-day that means:

1. Finalizing the agenda together after each Executive Committee meeting
1. The President officially declares the minutes approved at the following meeting
1. For procedural questions during a meeting, the President is your first resource


[bookmark: _Toc223775185]Section 2: Before the Meeting
A significant portion of your most critical work happens before the meeting starts. Getting the agenda posted on time is your highest-priority pre-meeting task. It is both a Brown Act legal requirement and the foundation for an orderly meeting.

[bookmark: _Toc223775186]Before Every Meeting Checklist
1. Work with the Executive Committee to finalize the agenda after their monthly meeting
1. Brown Act requirement (Gov. Code §54954.2): Post the agenda to the Senate website, at least 72 hours before the meeting
1. Post in any required physical location as well
1. Verify each agenda item is described clearly enough that any member of the public could understand what will be discussed or decided, no vague placeholders
1. Prepare your minutes template in advance: organization name, date, time, location, attendee roster
1. Pull up the prior meeting’s unapproved draft minutes, they will need to be approved at this meeting
1. Have your current full member roster ready for attendance
1. Confirm any supporting documents being discussed are available alongside the agenda

[bookmark: _Toc223775187]Agenda Posting Quick Reference
	Regular meeting
	Post at least 72 hours in advance to the Senate website and any required physical location.

	Special meeting
	Post at least 24 hours in advance. Agenda must list only the specific items to be addressed.

	Item descriptions
	Each item must be specific enough that a member of the public can understand what will be discussed or decided. No vague placeholder text.

	Supporting documents
	Make available alongside the agenda whenever feasible.



[bookmark: _Toc223775188]Off-Agenda Items: The Narrow Exceptions
Once the agenda is posted, the Senate generally cannot take action on items not included on it. There are only three narrow exceptions under the Brown Act (Gov. Code §54954.2(b)):

	True emergency
	A majority of the body determines a genuine emergency exists (e.g., work stoppage, crippling disaster).

	Urgent subsequent need
	The issue arose after posting AND 2/3 of the body votes that waiting until the next meeting would cause substantial harm.

	Continued item
	The item appeared on a posted agenda within the past five calendar days and was formally continued to this meeting.



If the Senate attempts to act on an unagendized item, it is appropriate to quietly flag the concern to the Academic Senate President. If an exception is invoked, document the basis for it in the minutes.


[bookmark: _Toc223775189]Section 3: During the Meeting
During the meeting your job is to listen carefully and record accurately. You are not there to participate in debate. Every item below should appear in your notes and ultimately in the formal minutes.

[bookmark: _Toc223775190]During Every Meeting Checklist
1. Record the exact time the meeting was called to order and who presided
1. Take full attendance, who is present, who is absent, any guests
1. Quorum first: Confirm and record that quorum is present, before any business begins
1. Note public comment: number of speakers and which items they addressed
1. Record approval of the previous meeting’s minutes
1. Every motion: Capture every motion word for word: mover, seconder, vote count (e.g., 6-2-1), result (CARRIED or FAILED)
1. Note all reports presented and any action taken
1. Record any announcements
1. Record the exact time of adjournment

Minutes record what was DONE, not what was SAID. You do not need to capture the back-and-forth of debate, just the outcome. If you’re unsure whether something belongs in the minutes, it probably doesn’t.

[bookmark: _Toc223775191]Quorum
Quorum at SBVC is a majority of the full Senate membership. No votes or binding decisions can be made without it. Always confirm quorum before the first action item and record it explicitly in the minutes.

1. If members leave mid-meeting and quorum is lost, alert the Academic Senate President immediately
1. Any votes taken without quorum are invalid, do not record them as official actions

[bookmark: _Toc223775192]Public Comment
Any member of the public or faculty may address the Senate on agenda items before action is taken. In the minutes, you do not need to transcribe what each person said, just note that public comment was received, on which items, and roughly how many speakers participated.

1. SBVC allows 5 minutes per speaker per topic 
1. If there are many speakers, time may be shortened proportionally
1. Speakers who cannot fit within the time limit may submit written comments
1. The Senate cannot take formal action in response to public comment on items not on the agenda


[bookmark: _Toc223775193]Section 4: After the Meeting
The meeting has adjourned, but your work is not quite done. What you do in the hours and days after determines the quality of the permanent record.

[bookmark: _Toc223775194]Immediately After Adjournment
1. Review your notes while the meeting is still fresh
1. Clarify anything unclear with the Academic Senate President or other members right away
1. Start drafting as soon as possible: Draft the minutes within 24–48 hours, the longer you wait, the harder it becomes

[bookmark: _Toc223775195]Before the Next Meeting
1. Sen the draft minutes to the Academic President, so they can distribute them to all members so they can review before the next meeting
1. The Senate President will email the Summary of Proceedings to ALL college faculty (not just Senators)

[bookmark: _Toc223775196]The Minutes Approval Process
Minutes are not official until the Senate formally approves them at the following meeting. Here is how that process works:

1. Members review the draft minutes — ideally distributed in advance so they’ve already read them.
1. The Academic Senate President or designee asks: “Are there any corrections or additions?”
1. You note any corrections and incorporate them.
1. The Academic Senate President or designee declares the minutes approved (no formal vote is required unless the minutes are contested).
1. You mark “Approved as read” or “Approved as corrected” in the document and sign it.
· Add the following information to the end of the document
Approval Date: [MONTH] [DAY], [YEAR]
Academic Secretary: [FIRST AND LAST NAME] [TERM] (eg. (2025-2027))
Academic Secretary Initials: 
4. 

[bookmark: _Toc223775197]After Minutes Are Approved
1. Post the approved, signed minutes to the Senate website
1. File a copy in the official Senate records archive
1. Update any action item log

[bookmark: _Toc223775198]Recording Retention Rule
If you made an audio or video recording of the meeting to help with accuracy, follow this rule before deleting:

Retain the recording until BOTH conditions are met: (1) at least 30 days have passed since the meeting, AND (2) the minutes from that meeting have been formally approved by the Senate. Once both conditions are satisfied, the recording may be deleted.

1. Example: Meeting Feb 4th, minutes approved Mar 4th — earliest deletion date is Mar 6th
1. If you receive a Public Records Act request for the recording before deletion, stop. Do not delete. Contact the Senate President and District legal counsel immediately.


[bookmark: _Toc223775199]Section 5: Writing the Minutes
Minutes are the official legal record of the meeting. They do not need to be long or elaborate — they just need to be accurate, clear, and complete. Think of them as a precise factual summary of what the Senate officially did.

[bookmark: _Toc223775200]What to Include
1. Organization name, meeting type (regular or special), date, time, and location
1. Name of the presiding officer (Academic Senate President or designee)
1. Names of all members present, absent, and any guests
1. Confirmation that quorum was present before business was conducted
1. Approval status of the previous meeting’s minutes
1. Each motion: exact wording, mover, seconder, vote count, and result
1. Reports or presentations: who presented, what was covered, any action taken
1. Any announcements
1. Exact time of adjournment
1. Your signature and the date you prepared the minutes

[bookmark: _Toc223775201]What NOT to Include
1. Personal opinions, editorial comments, or characterizations of tone or mood
1. Word-for-word transcripts of discussions or debate
1. Motions that were withdrawn before a vote was taken
1. Unnecessary procedural back-and-forth

[bookmark: _Toc223775202]Writing Style Tips
1. Write in past tense throughout: “Moved by Senator Smith…” not “Moves by…”
1. Full names first time, last name only after that
1. Same format at every meeting, consistency is what makes records useful over time
1. Plain, clear language beats formal or legalistic language every time
1. If something in your notes is unclear, verify before finalizing, never guess

[bookmark: _Toc223775203]How to Format a Motion
MOTION: [Exact wording of the motion as stated]. Moved by [Full Name], seconded by [Full Name]. Vote: [Y]-[N]-[A]. Motion [CARRIED / FAILED].

Example: “A motion to approve the 2025–2026 operating budget as presented was moved by Senator Rivera, seconded by Senator Kim. Vote: 7-1-1. Motion CARRIED.”

1. Always write the motion word for word as stated by the maker, not a paraphrase
1. Always record both the mover and the seconder by full name
1. Record the vote count numerically (e.g., 7-1-1) whenever a count is taken
1. If the vote is by voice and the result is clear, “carried by voice vote” is sufficient


[bookmark: _Toc223775204]Section 6: Motion Tracking Template
Use this table during the meeting to capture motions in real time. Transfer the details to your formal minutes afterward. Write each motion down as soon as it is stated — do not wait until after the vote.

	Motion (exact wording)
	Moved By
	Seconded By
	Vote (Y / N / A)
	Result

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 



If you didn’t catch the exact wording, ask the Academic Senate President to restate the motion for the record. This is always appropriate, and accuracy matters more than speed.


[bookmark: _Toc223775205]Section 7: Motions and Voting
Under Robert’s Rules, every motion follows a predictable, orderly path. Once you know the lifecycle, it becomes straightforward to follow along and document accurately.

[bookmark: _Toc223775206]The Life of a Motion (Seven Steps)
1. A member is recognized by the Academic Senate President or designee.
2. The member makes the motion: “I move that…”
3. Another member seconds it: “I second.”
4. The Academic Senate President or designee restates the motion for the record.
5. The body debates the motion (if it is debatable).
6. The Academic Senate President or designee calls the vote.
7. The Academic Senate President or designee announces the result: carried or failed.

Your job is to capture steps 2, 3, and 7: the exact motion as stated, who moved and seconded it, and the result. Write step 2 down the moment it is stated.

[bookmark: _Toc223775207]Common Motions at a Glance

	Motion Type
	Purpose
	2nd?
	Debate?
	Vote Required

	Main Motion
	Introduce new business
	Yes
	Yes
	Majority

	Amend
	Modify a pending motion
	Yes
	Yes
	Majority

	Postpone
	Delay action to a set time
	Yes
	Yes
	Majority

	Previous Question
	End debate immediately
	Yes
	No
	Two-thirds (2/3)

	Table
	Set aside temporarily
	Yes
	No
	Majority

	Point of Order
	Correct a rules violation
	No
	No
	President decides

	Recess
	Take a short break
	Yes
	No
	Majority

	Adjourn
	End the meeting
	Yes
	No
	Majority



[bookmark: _Toc223775208]Voting Methods
	Voice Vote (most common)
	President or designee asks for “ayes” and “nays.” Record as “carried by voice vote” or “failed.”

	Show of Hands
	Members raise their hands. You may be asked to count. Record the count if one is taken.

	Rising Vote
	Members stand. Used when a voice vote is too close to call. Record the result.

	Ballot Vote
	Written ballots for sensitive or contested votes. You collect and tally. Record the full tally.

	Roll Call Vote
	Each member’s name called; their individual vote recorded. You must capture every vote by name.



[bookmark: _Toc223775209]Vote Thresholds
	Simple Majority
	More than half of votes cast. Used for most standard motions.

	Two-Thirds (2/3)
	At least two-thirds of votes cast. Required when limiting debate or overriding certain rules.

	Unanimous Consent
	No objection from any member. Often used for routine, non-controversial approvals.




[bookmark: _Toc223775210]Section 8: Tips for Success — Common Pitfalls to Avoid
Every Secretary runs into these situations at some point. Here is a heads-up so you can get ahead of them from day one.

	Writing down the whole debate
	You only need to capture decisions and outcomes. When in doubt, leave it out.

	Missing the exact motion wording
	Write it down immediately. Always appropriate to ask the President to restate it for the record.

	Forgetting the vote count
	Record the numbers (e.g., 6-2-1) whenever a count is taken, not just “motion carried.” A count matters if the result is challenged.

	Leaving out the seconder
	Always record who seconded a motion. It is part of the official record and confirms the motion had sufficient support to proceed.

	Waiting too long to draft
	Draft as soon as possible. The longer you wait, the harder it becomes to fill the gaps.

	Adding your own opinions
	Minutes are completely neutral. Your job is to record what happened, not how you felt about it.

	Signing before approval
	Do not sign and/or initial the final minutes until the Senate has officially approved them.

	Incomplete attendance record
	Record everyone’s full name: present, absent, guests. This is a Brown Act requirement.

	Late agenda posting
	Even posting the agenda an hour late is a Brown Act compliance issue. Post early, every time.

	Deleting recordings too soon
	Wait until BOTH 30 days have passed AND minutes are approved before deleting any meeting recording.

	Skipping quorum confirmation
	Always confirm and record quorum before the first action item. Votes without quorum are invalid.



When you are unsure about something, a procedural question, a Brown Act issue, a recording situation, always check with the Academic Senate President or District legal counsel before proceeding.


PART 2
DETAILED REFERENCE
The full context behind Part 1 — use when you need to go deeper.
[bookmark: _Toc223775211]Section 9: The Three Governing Frameworks
As Secretary, your work is shaped by three sets of rules that operate simultaneously and reinforce each other. Understanding each one, and how they interact,is essential to doing the job correctly.

[bookmark: _Toc223775212]SBVC Academic Senate Bylaws
The bylaws are your most immediate guide. These are the rules SBVC’s Academic Senate has adopted for itself, defining the Secretary’s specific duties, responsibilities, and obligations within this institution.

Key bylaw provisions affecting your work:

	Article IX
	Defines the Secretary’s role, election, specific duties, and attendance obligations.

	Article XXI
	Governs meeting procedures, quorum, agenda preparation, public comment, and parliamentary authority.

	Article VII
	Governs the Senate President’s role, including the requirement that documents needing signature get a 1st and 2nd Senate read first.

	Article X
	Covers special and emergency meetings and the 24-hour notice requirement.



[bookmark: _Toc223775213]Robert’s Rules of Order
Robert’s Rules is the parliamentary procedure framework that governs how Senate meetings are actually conducted. The SBVC bylaws explicitly adopt Robert’s Rules as the Senate’s parliamentary authority.

Key principles under Robert’s Rules:

	One item at a time
	Only one main motion may be considered at a time.

	Majority rules
	Decisions are made by majority vote unless rules specify otherwise.

	Rights of the minority
	The minority has the right to be heard and to vote.

	Quorum required
	A minimum number of members must be present to conduct business.

	Equal voice
	Every member has the right to speak, make motions, and vote.

	Impartiality
	The Academic Senate President or designee must remain neutral and enforce rules fairly.



[bookmark: _Toc223775214]The Brown Act (California Government Code §54950–54963)
The Brown Act is California’s open meeting law. It applies to all legislative bodies of local public agencies, including the SBVC Academic Senate. Where the Brown Act conflicts with other rules, it prevails as a matter of state law.

The Brown Act’s core principle is that the public has the right to attend, observe, and participate in the meetings of their public bodies. Violations can invalidate actions taken at a meeting and expose the District to legal liability. The Secretary plays a central role in ensuring compliance.


[bookmark: _Toc223775215]Section 10: Writing Minutes — The Full Picture
Minutes are the official legal record of the Senate’s actions. They serve multiple purposes: they inform members who were absent, document compliance with legal requirements, and protect the institution by providing an accurate account of every decision made. Getting them right is one of the most lasting contributions you make in this role.

[bookmark: _Toc223775216]The Brown Act Baseline (Gov. Code §54953(b))
If you are already following good Robert’s Rules practice, you are almost certainly meeting the Brown Act’s minimum requirements. At a minimum, Brown Act minutes must include:

1. The date, time, and location of the meeting
1. The names of members present
1. A complete record of all actions taken and votes cast

Minutes must also be made available to the public upon request under the California Public Records Act. Posting approved minutes to the Senate website, which you are already required to do, satisfies this automatically.

[bookmark: _Toc223775217]Complete What-to-Include List
1. Organization name, meeting type (regular or special), date, time, and location
1. Name of the presiding officer, Academic Senate President or designee
1. Names of all members present, absent, and any guests
1. Explicit confirmation that quorum was present before business was conducted
1. Approval status of the previous meeting’s minutes, including any corrections
1. Each motion: exact wording, mover, seconder, vote count, and result
1. Reports or presentations: who presented, topic covered, and any action taken
1. Any announcements
1. Exact time of adjournment
1. Your signature and the date you prepared the minutes

[bookmark: _Toc223775218]What NOT to Include
1. Personal opinions, editorializing, or characterization of tone or mood
1. Word-for-word transcripts of discussion or debate
1. Motions withdrawn before a vote was taken
1. Seconded motions later withdrawn before discussion
1. Unnecessary procedural back-and-forth

[bookmark: _Toc223775219]Documents Requiring the Senate President’s Signature
Documents requiring the Academic Senate President’s signature must come to the full Senate for a 1st and 2nd read before being signed (Article VII, Section 4K). You may need to help track and schedule those readings.


[bookmark: _Toc223775220]Section 11: The Brown Act — Complete Reference
The Ralph M. Brown Act (California Government Code §54950–54963) is California’s open meeting law. It applies to all “legislative bodies” of local public agencies, including the SBVC Academic Senate as a deliberative body of the San Bernardino Community College District. The Brown Act always takes precedence over other rules when there is a conflict.

[bookmark: _Toc223775221]Agenda Requirements (Gov. Code §54954.2)
1. Agenda must be posted at least 72 hours before every regular meeting
1. Posting must occur in a location freely accessible to the public, including the Senate website (Article IX, Section 3F)
1. Each item must be described with enough specificity that a member of the public can understand what will be discussed or decided
1. No action may be taken on items not on the posted agenda, with very limited exceptions
1. For special meetings: 24-hour notice; agenda must list only the specific items to be addressed

[bookmark: _Toc223775222]Public Access and Right to Attend (Gov. Code §54953)
1. All Senate meetings must be open and public
1. All persons must be permitted to attend
1. The Senate may not meet in a location inaccessible to the public
1. Teleconference and virtual meetings are permitted under specific provisions (AB 2449 and AB 361)

[bookmark: _Toc223775223]Public Comment (Gov. Code §54954.3)
1. Members of the public and faculty may address the Senate on any agenda item before or during the body’s consideration of that item
1. SBVC sets public comment at 5 minutes per speaker per topic (Article XXI, Section 6)
1. Time may be shortened proportionally if there are many speakers
1. The Senate may not prohibit public comment on agendized items
1. The body may not take formal action on items raised only during public comment

[bookmark: _Toc223775224]What Can Be Discussed Off-Agenda?
	True emergency
	Majority finds a genuine emergency (work stoppage, disaster).

	Urgent subsequent need
	Item arose after posting; 2/3 vote that waiting causes substantial harm.

	Continued item
	Item was on an agenda within the last five calendar days and was formally carried over.



[bookmark: _Toc223775225]Closed Sessions (Rarely Used by the Academic Senate)
The Brown Act permits closed sessions only for specific, enumerated purposes: personnel matters, labor negotiations, pending litigation, real property negotiations. These almost never arise in Academic Senate business. In the rare event one is warranted:

1. The item must be listed on the agenda using the specific statutory description required by law
1. Before convening, the Academic Senate President or designee must publicly announce the item(s) to be discussed
1. After the session, the President or designee reports back any final action taken and the vote
1. You record the announcement and the report-out in the minutes — not the closed-session discussion itself

When in doubt, the answer is always open session. If you are ever unsure whether a closed session is appropriate, check with the Senate President or District legal counsel before proceeding.



[bookmark: _Toc223775227]Section 12: Recording of Senate Meetings
This section covers everything you need to know about audio and video recordings of Senate meetings, your working recordings as Secretary, the rights of senators and attendees, and an important gap in the District’s current policy.

[bookmark: _Toc223775228]Your Working Recordings as Secretary
You may choose to make an audio or video recording of Senate meetings to help ensure the accuracy of your minutes. Any recording you make in your official capacity is likely considered a public record under the California Public Records Act (CPRA). Public records are defined broadly under California law to include any recording containing information relating to the conduct of public business, prepared or used by a public agency, and that includes you acting in your official role as Secretary.

Retain the recording until BOTH of the following conditions are met: (1) at least 30 days have passed since the meeting, AND (2) the minutes have been formally approved by the Senate. Once both conditions are satisfied, the recording may be deleted.

Example: Meeting on February 4th, minutes approved March 4th. The 30-day window closes March 6th. Deleting on or after March 6th with approved minutes on file is fully consistent with the Brown Act (Gov. Code §54953.5).

Important exception: If you receive a CPRA request for the recording at any point before deletion, stop. Do not delete it. Preserve the recording and contact the Academic Senate President and District legal counsel right away.

[bookmark: _Toc223775229]Can Senators and Attendees Record?
Yes. Any senator or member of the public attending a Senate meeting has the right under the Brown Act to make a personal audio or video recording at their own expense, as long as it does not cause a persistent disruption. A personal recording made for individual reference is NOT an official public record. It becomes complicated only if it is later used for official Senate purposes or entered into Senate files.

1. The Senate cannot adopt a bylaw or rule that bans or restricts the right to record, the Brown Act guarantees that right to everyone present
1. The Senate CAN set reasonable conduct guidelines: asking people to notify the President before recording, or to position devices without obstructing others

[bookmark: _Toc223775230]The Policy Gap — and What Is Being Done
SBCCD’s current recording policy (BP/AP 2365) applies specifically to Board of Trustees meetings and does not formally extend to Academic Senate meetings. There is currently no District-level written policy governing recordings at Senate meetings, including your working recordings as Secretary and how to respond to a CPRA request for one.

The EPPS committee has identified this as a gap and is working with PPAC to develop District-wide guidance covering all Brown Act bodies under SBCCD. Until that policy is in place, the practice above, retain until 30 days have passed AND minutes are approved, whichever comes later, is your best protection. When in doubt, check with the Senate President or District legal counsel before deleting anything.


[bookmark: _Toc223775231]Section 13: SBVC Bylaws — Article IX Reference
The following is the official language from Article IX of the SBVC Academic Senate Bylaws governing the Secretary’s role, included here as your authoritative source. All language reflects the bylaws as last updated April 2, 2025.

[bookmark: _Toc223775232]Article IX, Section 1 — Overview
The Academic Senate Secretary plays a vital role in supporting the effective functioning of the Academic Senate through meeting coordination and documentation, records management, and may serve as a point of contact for business related to the Academic Senate. (5/15/24)

[bookmark: _Toc223775233]Article IX, Section 3 — Specific Responsibilities (5/15/24)

	A. Executive Committee
	Attend and participate in Academic Senate Executive Committee meetings. In conducting its affairs, observe the rules of procedure as laid down in the bylaws and the Academic Senate Constitution.

	B. Full Senate Meetings
	Attend and participate in Academic Senate meetings. In conducting its affairs, observe the rules of procedure as laid down in the bylaws and the Academic Senate Constitution.

	C. Correspondence
	Issue notices and conduct correspondence of the Senate unless otherwise provided for.

	D. Minutes & Summary
	Document minutes of the Academic Senate and distribute a “Summary of Proceedings” to the faculty of the college.

	E. Records Custody
	Maintain custody of all records and documents relating to the business of the Academic Senate.

	F. Senate Website
	Maintain the Senate Website or collaborate with a website designee, including uploading current agendas and minutes.



[bookmark: _Toc223775234]Related Bylaw Provisions
	Attendance (Article IX, Sec. 5)
	Officers shall attend all meetings of the Senate and Executive Committee. Absence may prompt the President and/or Executive Committee to request resignation. (11/12/02)

	Parliamentarian (Article IX, Sec. 4)
	The Senate President may appoint a Parliamentarian who serves at the pleasure of the President.

	Signature requirement (Art. VII, 4K)
	Documents requiring the Senate President’s signature must come to the Senate for a 1st and 2nd read before being signed. You may need to track and schedule these readings. (12/2/20)

	Parliamentary authority (Art. XXI, 7)
	Robert’s Rules of Order, Revised, shall be followed at all meetings of the Academic Senate and Senate Committees unless otherwise stated in the Constitution or Bylaws.




[bookmark: _Toc223775235]Section 14: SBVC Meeting Rules — Article XXI Reference
Article XXI of the SBVC Academic Senate Bylaws establishes the specific procedural rules for Senate meetings. Here is the complete reference for each provision that directly affects your work as Secretary.

	Section 1 — Minimum meetings
	At least nine (9) Academic Senate meetings shall be scheduled during the academic year. Additional meetings may be called by the President with Executive Committee approval, or by petition of ten (10) members filed with the Secretary. If a regularly scheduled meeting falls on a non-instructional day, it is cancelled unless a motion is made to hold or reschedule it.

	Section 2 — Open meetings
	Senate meetings are open to all faculty unless the Senate goes into executive session. An executive session is ordered by the President after concurrence by a majority of the Senate present and voting.

	Section 3 — Quorum
	A quorum must be present to conduct business. A quorum is a majority of the membership of the Academic Senate.

	Section 4 — Agenda
	An agenda for all regular meetings shall be prepared by the Executive Committee and distributed by the Secretary prior to each meeting.

	Section 5 — Invited presentations
	Individuals who are not members of the Academic Senate may be invited by the Executive Committee or any Committee Chairperson to make a presentation to the Senate.

	Section 6 — Public comment
	Any member of the college community may request to address the Senate. Public comments are limited to five (5) minutes per topic/item. If there are many public comments, speakers will be given shorter time and may submit written responses.

	Section 7 — Parliamentary authority
	Robert’s Rules of Order, Revised, shall be followed at all meetings of the Academic Senate and Senate Committees unless otherwise stated in the Constitution or Bylaws.



[bookmark: _Toc223775236]What These Rules Mean Day to Day
1. The agenda is your responsibility, work with the Executive Committee and post on time
1. You are the point of receipt for any petition of ten (10) members calling a special meeting, notify the Senate President immediately
1. Quorum confirmation is the first thing you record before any action items at every meeting
1. Flag scheduled meetings that may fall on non-instructional days to the Senate President well in advance


[bookmark: _Toc223775237]Section 15: Records, Website, and Correspondence
As the official custodian of Senate records (Article IX, Section 3E), you are responsible for maintaining an organized, complete, and accessible archive of the Senate’s business. Good records protect the institution, support informed decision-making, and preserve the Senate’s institutional memory across terms and administrations.

[bookmark: _Toc223775238]Senate Records Archive — What to Keep
1. Approved and signed minutes from all Senate meetings (these are posted)
1. Approved and signed minutes from all Executive Committee meetings
1. Official correspondence sent or received on behalf of the Senate
1. Meeting agendas, both current and historical (these are posted)
1. Resolutions, position papers, and official Senate documents (these are posted)
1. Records of officer elections and appointments (these are in the minutes)
1. Any legal or contractual documents related to Senate business

Organize your files by academic year for easy retrieval. Maintain both a digital archive and, where required, a physical archive. Confirm retention schedules with SBCCD’s AP3310 Records Retention policy.

[bookmark: _Toc223775239]Senate Website (Article IX, Section 3F)
You are responsible for keeping the Senate website current, either directly or in collaboration with a designated website support person:

1. Post the meeting agenda before every scheduled meeting, 72-hour rule applies
1. Upload approved minutes after each meeting cycle
1. Keep older agendas and minutes archived and easily accessible to the public
1. Coordinate with your website designee if one is assigned

Set a recurring calendar reminder: post agenda 72+ hours before each meeting, and post approved minutes within one week of approval.

[bookmark: _Toc223775240]Summary of Proceedings (Article IX, Section 3D)
After each Senate meeting you are required to distribute a “Summary of Proceedings” to ALL college faculty, not just Senators. This is separate from the formal minutes. It is a brief, accessible communication to the broader faculty community about what the Senate did.

1. Aim for one page or less
1. Lead with key decisions and motions adopted
1. Include anything the broader faculty needs to know or act on
1. Skip procedural detail, this is a communication tool, not a legal record
1. Distribute by email to all faculty after each meeting

[bookmark: _Toc223775241]Official Correspondence (Article IX, Section 3C)
You are responsible for issuing official notices and conducting correspondence on behalf of the Senate, unless another arrangement is in place. This includes:

1. Meeting notices and agenda distribution (president does this)
1. Official letters or communications approved by the Senate or Senate President
1. Any notices required by the bylaws, such as emergency meeting notifications (24-hour rule)

  Senator Proxy Attendance
The SBVC Academic Senate Bylaws include a specific proxy attendance rule for senators. Article IV, Section 11 states:
“A Senator must attend or be represented by proxy for at least five out of every nine meetings or that Senator shall be terminated as a member and a new election to replace that person shall be called. (3/14/79) Attendance is defined as physical presence at the meeting. (11/12/02)”
This means proxy counts for attendance purposes — keeping a senator’s seat — but the bylaws do not define what “represented by proxy” looks like in practice, and the 2002 amendment clarifying that attendance requires physical presence creates an important tension. Here is what this means for you as Secretary.
What Proxy Means (and Doesn’t Mean)
The bylaw uses the word “proxy” only in the attendance-tracking context — to prevent a senator from losing their seat due to absences. Critically, the 2002 amendment defines attendance as “physical presence at the meeting,” which leaves the meaning of “represented by proxy” ambiguous. Under Robert’s Rules of Order (which the Senate has adopted), proxy voting is not permitted unless the organization’s governing documents explicitly authorize it — and the SBVC bylaws do not explicitly do so.
In practical terms, this creates a clear distinction:
1. Proxy for attendance: A senator can send a proxy to count toward the five-out-of-nine attendance requirement and avoid termination. This is what the bylaw allows.
1. Proxy voting: The bylaw does not authorize a proxy to vote on behalf of the absent senator. A proxy representative may be present, but they cannot cast the absent senator’s vote.
What You Need to Do
As Secretary, your job is to track attendance accurately so the five-out-of-nine rule can be enforced. When a senator sends a proxy:
1. Record it in the minutes. Note the absent senator’s name and indicate they were represented by proxy, along with the name of the proxy representative (e.g., “Senator Lee — proxy, represented by [Name]”).
1. Do not record a vote for the absent senator. The proxy counts for attendance tracking only. If a vote is taken, the absent senator does not vote.
1. Keep a running attendance log. Track each senator’s attendance (present, absent, or proxy) across all nine meetings of the year. This is what allows you and the Senate President to identify if a senator is approaching the termination threshold.
1. Alert the Senate President when a senator is at risk. If a senator has missed (without proxy) four or more of the nine meetings, notify the Senate President so they can follow up before the threshold is crossed.
A Note on the Ambiguity
The bylaws don’t spell out how a proxy is formally submitted — whether it requires written notice to the Secretary, who qualifies as a proxy representative, or what the proxy person is actually permitted to do at the meeting. These are questions the Senate President is best positioned to answer, as they have discretion in running meetings under Robert’s Rules. If a senator asks you how to submit a proxy, direct them to the Academic Senate President for guidance.
This is also an area where the Senate may want to consider adopting clearer procedural guidance — for example, requiring senators to notify the Secretary in writing before a meeting if they intend to send a proxy, and naming who the proxy representative will be. That would make your record-keeping much simpler and make enforcement of the five-out-of-nine rule more consistent.



[bookmark: _Toc223775242]Section 16: Applying the Bylaws — Practical Guidance
This section translates key bylaw requirements into day-to-day practice for the SBVC Academic Senate Secretary. These are the situations that come up most often.

[bookmark: _Toc223775243]Agenda Distribution
Article XXI, Section 4 and Article IX, Section 3C together make the Secretary responsible for distributing the agenda before each meeting:

1. Work with the Executive Committee to finalize the agenda after their monthly meeting
1. Distribute the finalized agenda to all Senators and post to the Senate website (Article IX, Section 3F)
1. The Brown Act requires posting at least 72 hours before a regular meeting
1. For emergency meetings, notice including date, time, location, and agenda must go out at least 24 hours in advance

[bookmark: _Toc223775244]Regular Meeting Requirements at a Glance
	Minimum meetings
	At least nine (9) Academic Senate meetings scheduled per academic year. (Article XXI, Section 1)

	Quorum
	A majority of the full Senate membership. No business may be conducted without quorum. (Article XXI, Section 3)

	Agenda preparation
	Executive Committee prepares; Secretary distributes prior to each meeting. (Article XXI, Section 4)

	Open meetings
	Open to all faculty and the public unless the Senate votes to enter executive session by majority. (Article XXI, Section 2)

	Public comment
	Five (5) minutes per topic/item per speaker. May be shortened if many speakers. (Article XXI, Section 6)

	Parliamentary authority
	Robert’s Rules of Order applies at all Senate and committee meetings. (Article XXI, Section 7)

	Non-instructional days
	A scheduled meeting on a non-instructional day is cancelled unless the Senate votes to hold or reschedule it.



[bookmark: _Toc223775245]Maintaining Senate Records
As official keeper of Senate records (Article IX, Section 3E), you are responsible for an organized and accessible archive. Best practices:

1. Keep files organized by academic year
1. Maintain both digital and physical archives as required
1. Track which documents require a 1st and 2nd Senate read before the President can sign them, you may need to schedule those readings
1. When in doubt about retention periods, consult SBCCD’s AP3310 Records Retention policy

[bookmark: _Toc223775246]Getting through a Full Year
By the end of your first year as Secretary, the patterns will feel second-nature. Here’s a rhythm that works:

1. Month start: Executive Committee meeting → agenda finalized → you post it 72+ hours before the Senate meeting
1. Senate meeting: attendance, quorum, motions, reports — all in your notes
1. Days after: draft minutes → send to President for review → send Summary to all faculty
1. Before next meeting: distribute draft minutes for review → approval at start of next meeting
1. End of year: full archive in order, website up to date, all approved minutes signed and filed

  Serving as Proxy or Acting Secretary
The SBVC Academic Senate Bylaws do not include a formal proxy voting system — senators cannot assign their vote to another member when absent. However, there are situations where the Secretary’s duties may need to be covered by someone else, either temporarily during a meeting or for an extended absence. This section explains how that works and what you should do to keep the record intact.
No Proxy Voting for Senators
Under Robert’s Rules of Order, proxy voting is not permitted unless expressly authorized by the organization’s governing documents. The SBVC Academic Senate Bylaws do not authorize proxy voting, so a senator who is absent from a meeting cannot have another member cast a vote on their behalf. If a senator is not present, they simply do not vote — and their absence should be noted in the attendance record.
As Secretary, you do not need to do anything special when a senator is absent — just record their name under “absent” in the minutes. Do not record any “proxy” notation in the minutes, as it has no legal standing under the Senate’s governing rules.
When the Secretary Cannot Attend a Meeting
Article IX, Section 5 of the SBVC Bylaws states that officers are expected to attend all Senate and Executive Committee meetings, and that repeated absences may result in a request for resignation. That said, emergencies happen. If you cannot attend a meeting, here is how to handle it:
1. Notify the Academic Senate President as early as possible. They will need to arrange for someone to take notes in your absence.
1. Prepare your materials in advance. Leave the minutes template, current member roster, and any supporting documents with the person covering for you.
1. Review and finalize the draft afterward. Notes taken by someone else in your absence are a starting point, not a final record. You remain responsible for producing the official minutes. Review the notes promptly, clarify anything unclear with the Academic Senate President, and finalize the draft as you normally would.
1. Record your absence in the minutes. Note in the minutes that the Secretary was absent and identify who took notes on their behalf (e.g., “Minutes recorded by [Name] in the absence of the Secretary”).
Who Can Cover for the Secretary?
The SBVC bylaws do not name a specific backup officer for the Secretary role. In practice, the Academic Senate President has the authority to designate someone to perform the Secretary’s functions when the Secretary is absent. Common options include:
1. Another Executive Committee officer designated by the Senate President
1. A willing senator asked to serve as secretary pro tempore for that meeting
1. The Parliamentarian, if one has been appointed (Article IX, Section 4)
Whoever takes notes in your absence is serving as “Secretary pro tempore” for that meeting only. They do not take on any of your other bylaw responsibilities (website, records, correspondence), just the note-taking function for that session.
Extended Absences and Vacancy
If you anticipate being absent for multiple meetings, or if circumstances make it impossible for you to continue in the role, the process depends on whether the absence is temporary or permanent:
1. Temporary extended absence: Coordinate with the Academic Senate President. The Executive Committee can designate someone to cover Secretary duties for a defined period. You remain the officer of record and resume responsibilities when you return.
1. Resignation or permanent vacancy: If you need to step down, submit a written resignation to the Academic Senate President. The Executive Committee is responsible for filling the vacancy, typically through appointment or a special election per the bylaws. Before leaving, transfer all records, login credentials, and open items to the Senate President or their designee so nothing is lost in the transition.
If you’re ever uncertain about absence procedures or how to handle a transition, speak directly with the Academic Senate President. They are your first point of contact for any situation not clearly addressed by the bylaws.



  Quick Reference Card — Keep This Handy

[bookmark: _Toc223775247]Before Every Meeting
1. Post agenda to Senate website: 72+ hours before (Brown Act)
1. Confirm each item is clearly described
1. Prepare minutes template and attendance roster
1. Pull prior meeting’s draft minutes for approval

[bookmark: _Toc223775248]During Every Meeting
1. Record call to order: exact time and presiding officer
1. Take attendance 
1. Confirm and record quorum before any business
1. Note public comment: speakers and items
1. Record approval of prior minutes
1. Capture every motion: exact wording, mover, seconder, vote, result
1. Note reports 
1. Record exact time of adjournment

[bookmark: _Toc223775249]After Every Meeting
1. Draft minutes before the next meeting
1. Send draft to Senate President for review
1. Distribute draft to all members before next meeting
1. Email Summary of Proceedings to ALL faculty
1. After approval: post to website, file in records, sign or initial
1. Delete recordings only after 30 days AND minutes are approved

[bookmark: _Toc223775250]Key Numbers
	72 hours
	Minimum advance notice to post a regular meeting agenda (Brown Act).

	24 hours
	Minimum advance notice for a special or emergency meeting agenda.

	5 minutes
	Public comment limit per speaker per topic (Article XXI, Section 6).

	30 days
	Minimum retention period for meeting recordings before deletion.

	Majority of membership
	Quorum at SBVC (Article XXI, Section 3).

	9 meetings/year
	Minimum Academic Senate meetings required per academic year.




Questions about procedure? Consult Robert’s Rules of Order Newly Revised (12th Edition) or your Academic Senate President.
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