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Article I - Purpose

The purpose of the Department of XXXXXXXX's Affirmative Action Advisory Committee is as follows:

1. Advise the agency head on issues that affect agency policy, practices and services related to affirmative action and equal employment opportunities.
1. Communicate concerns and/or recommend positive solutions to ensure equal opportunities for all agency staff to the agency affirmative action officer.
1. Recommend, develop, and/or sponsor activities that value diversity, encourage personal growth and supports a positive climate for diversity.
1. Assist the agency Affirmative Action Officer and act as a liaison between department staff and the Secretary’s office.
1. Assist in development of the Affirmative Action Plan.  Recommend strategies to address identified goals and define and monitor measures to ensure effectiveness.
1. Communicate the Affirmative Action Plan, goals, and activities to department staff.
1. Annually evaluate and report the effectiveness of the Affirmative Action Plan and activities to the agency head.

Article II - Membership

Section 1.  Representation

The committee will consist of the department affirmative action officer (a nonvoting member) and a broad spectrum of department representation, which may include the following:

1. each division
1. management
1. minority group employees
1. employees with disabilities
1. non-management 

Section 2.  Number of Members

At least one and not more than three voting members will be appointed to the Committee by each Division Administrator.   Maximum of  [ number of members ]  members on the committee.

Section 3.  Staggered Terms of Appointment

It is the intent of the agency head that committee members will be appointed to two-year staggered terms.  New voting members will be appointed to a two-year term by each Division Administrator in May of each year, or as needed to replace a vacancy.



Article III - Meeting Schedule

Committee meetings will be held at least nine times annually with times and location to be determined by the committee.  Special meetings may be called by the chair with a minimum of two weeks notice.

Article IV - Distribution of Minutes

The minutes will be made available electronically to all committee members prior to the next scheduled meeting once approved.  They will be made available to the agency staff.

Article V - Conduct of Meetings

Section 1.  Quorum
In order to conduct a meeting, a quorum must be present.  A quorum will be at least one-third of the total voting membership.  Decisions for the committee may be made by a simple majority vote of the voting members present.

Section 2.  Absences
Members shall notify the chair or vice-chair of the absences at least 24 hours prior to the scheduled meeting.

Article VI - Officers

Section 1.  Titles and Terms
The officer positions shall consist of a Chair, a Vice Chair, and a Secretary.  Officers will be elected at the June meeting for a one-year term.   

Section 2.  Responsibilities of Chair
1. Coordinate the agenda for committee meetings.
1. Call and conduct committee meetings.
1. Appoint members to subcommittees.  At various times, the committee may request other department employees to serve on subcommittees to offer expertise and guidance.
1. Delegate various responsibilities to committee members but retain overall responsibility.
1. Notify the affirmative action officer of vacancies on the committee and recommend new appointments.
1. Maintain committee records.
1. Prepare and submit to the agency head, an annual summary of committee work.

Section 3.  Responsibilities of Vice Chair
1. In the absence of the chair, conduct committee meetings and carry out the other duties of the chair.
1. Assist the chair as requested to prepare summaries or correspondence.
1. Assist with subcommittee activities.
1. Review the Plan of Work and update when necessary.
1. Assist in the evaluation of the committee Affirmative Action Plan.

Section 4.  Responsibilities of Secretary/Co-Secretary 
1. With the assistance of the Executive Committee, draft and maintain Committee records including the minutes of meetings, the annual summary of Committee work and the statement of agency status.
1. Distribute agenda and minutes to all Committee members.
1. Assist the Chair as requested to prepare documents, summaries and correspondence.
1. Maintain the records of all subcommittee work products.
1. Monitor member attendance status and performance of ongoing responsibilities, report any concerns to the Chair

Section 5.  Responsibilities of Committee Members
1. Attend all scheduled committee meetings.  If unable to attend, notify committee chair or vice-chair as stated in Article V.  When more than three unexcused absences occur in one year, evaluate time commitments and discuss with chair.
1. Provide service to the committee by participating in subcommittee activities.  Be a responsible participant in committee discussions.

Section 6.  Executive Committee
The executive committee, which includes the elected officers and at-large member, shall conduct business between regular meetings.  In addition, the department Affirmative Action Officer will serve as a member of this leadership team.

Section 7.  Fulfillment of Officer Responsibilities
A committee member who is elected to an officer position must be willing to fulfill this time commitment and attend meetings during their term.  If any situation arises where this obligation cannot be fulfilled or if an officer misses more than two consecutive meetings, the officer should evaluate time commitments and discuss options with chair.  If the chair resigns from office during his/her term, a special election will be held at the next scheduled meeting conducted by the vice-chairs.

Article VII - Amendments

Section 1.  Proposed amendments to these bylaws may be introduced by any committee member.
Section 2.  Proposed amendments shall be in writing and submitted to the chair.
Section 3.  Proposed amendments shall not be voted upon during the same meeting at which they are introduced.
Section 4.  Proposed amendments shall require a majority vote of the full voting membership of the committee.
Section 5.  Amendments shall become effective upon approval of the minutes.

Article VIII - Ratification

Ratification of these bylaws shall be by a majority vote of the full voting membership of the committee.




