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GENERAL POLICIES AND PROCEDURES 
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 All committee deliberations are confidential to the extent 
permitted by law. The chair of the committee is responsible for 
communicating the committee’s decisions to the Director who will 
be responsible for communicating to the individuals involved as 
well as to the next administrative level in the evaluation process. 
The committee will meet 
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The coordinators of degree programs, emphases, and academic 
programs call and conduct meetings to tend to business directly 
concerning those entities. Any determinations made by faculty in 
those entities are forwarded to the Director for further 
consideration to other committees or administrators, as needed. 

 
3.  Ad Hoc Committees and Working Groups 
 

The Director is authorized to appoint ad hoc committees or working 
groups as needed by the SOA. For example, an accreditation review 
committee or a committee to address program reviews or policies and 
procedures may be formed and charged by the Director. The Director will 
attempt to include representation on such committees from each group 
affected by the decision and/or may ask that such groups elect 
representatives. If needed and depending on the nature of the task, the 
Director will appoint a committee chair, ask that the members elect a 
chair, or the Director may act as chair.  

 
4.  Search Committees  

The committee is both elected and appointed by the Director, as 
described in COFS. Search committees and hiring officials must follow 
the recruitment and hiring procedures outlined in the university’s Hiring 
Process for Faculty and Academic Professionals policy (see COFS). 

 
V.  Meetings 
 

A. 
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next meeting. The Director and Administrative Associate are responsible for 
seeing that one copy of the minutes is kept on file. The minutes will include how 
many voting and non-voting members were in attendance, a record of 
discussions, a record of motions and a general summary of all discussions, votes 
and/or actions taken. 

 
VI.  Voting Procedures 

 
A.  No vote will take place unless a quorum2 of the voting faculty is present. 

 
B. It is acceptable for SOA business for voting to proceed in the following 

conventional and ubiquitous process: motion proposed, motion seconded, 


