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Professional Staff Association

BY-LAWS

Article I: Membership

Section 1: Rights of Full Membership  

A. Full members shall have the equal rights and privileges within the organization 

to nominate candidates for office, to vote in elections or on referenda of the Association, to seek and hold a position on the Executive Board, to attend general meetings, to participate in the deliberations and voting upon the business of such general meetings, and to vote on contract ratification.

B. Every full member shall have the right to express any views, arguments or opinions at Association meetings.

C. No full member shall be fined, suspended, expelled, or otherwise disciplined without being served with specific charges and given a reasonable time in which to prepare a defense which may be asserted at a full and fair hearing.   

Section 2: Dues
In each pay period, from September to June, dues shall be automatically deducted from each member’s paycheck.

Article 2: 

Powers and Responsibilities of Officers and Association Representatives
Section 1: President
The President shall:

a. preside over all meetings of the Executive Board, the Joint Council, and the general membership; 

b. appoint the chairperson and members of all standing committees and special committees with the approval of the Executive Board when not otherwise provided for in the Constitution and By-laws ;

c. be ex-officio a member of all committees;

d. with the Treasurer, sign all orders drawn upon the treasury for which a voucher has been submitted;

e. represent the Association before the public either personally or through a designated representative;

f. plan the Association’s objectives, programs, and meetings in cooperation with the Executive Board;

g. attend monthly  Board of Trustees’ meetings either personally or through a designated representative;

h. participate in Employee  Orientation  Program;

i. perform all other functions usually attributed to the office.

Section 2: Vice President of Employee Welfare

The Vice President of Employee Welfare shall:

a. assume all duties of the President in his/her absence and work with one or more standing committees as the President may suggest;

b. become President whenever the presidency becomes vacant, as provided for in Article V, Section A2 of the Constitution;

c. chair the Negotiations Committee;

d. chair the Grievance Committee;

e. assist the President in all of the functions of the office;

f. provide the President with considered advice.

Section 3: Vice President of Safety
The Vice President of Safety shall:

a. chair the Safety Committee;

b. attend the meetings of the college wide Safety Committee;

c. be an advocate for improving the health and safety conditions of the Association members;

d. when possible, attend state and county safety and/or training meetings/workshops.

Section 4: Recording Secretary

The Recording Secretary shall:

a. reflect the actions of meetings through minutes that are coherent and accurate;

b. keep the permanent records of minutes, making them available to members upon request;

c. keep a systematic and official file of (1) all records received by the Association, (2) copies of all letters or materials sent on behalf of the Association, (3) all official Association records, articles of incorporation, Treasurer’s reports and audits, tax forms and official filings, (4) up-to-date copy of the constitution and by-laws, (5) and copies of all committee and miscellaneous reports;

d. assist the President during meetings;

Section 5 -  Corresponding Secretary 

The Corresponding Secretary shall:

a. carry on the correspondence of the Association;

b. distribute the tentative contract agreement to the general. membership ten (10) working days prior to the meeting to ratify a new contract; 

c. distribute materials from NJEA; 

d. keep an official list of all Association members and potential members;

e. keep lists of all executives and other committee members, with addresses and telephone numbers; 

f. be responsible for contacting new hires, advising them of union benefits and determining eligibility dates; 

g. recruit non members to member status;
h. in the event of an employee’s separation, notify  NJEA;

i. notify the President and Vice President of additions to and deletions from the roster.

Section 6 – Treasurer

The Treasurer shall:

a. deposit all funds in a bank in the name of the Association and disburse them accordingly upon submission of vouchers approved by the President;

b. sign all orders drawn upon the treasury for which a voucher has been submitted;
c. present a Treasury report at each meeting of the Executive Board and general membership;

d. prepare an annual financial statement, which shall become a permanent

record and be presented in a report at the next general membership meeting;
e. file the appropriate federal and state forms;

f. keep the president and Executive Board informed of the financial condition of the Association;

g. be bonded;

h. sign all bank withdrawal slips along with the President and one other Executive Board member;

i. file the appropriate financial records with the NJEA;
j. upon election of a new Treasurer the current Treasurer will be ex-officio until September 1.

Section 7 -  Association Representatives
The Association Representatives shall:

a. respond to their fellow members who may have a workplace issue, an employment issue or other concerns under the venue of the union and report to the Executive Committee;

b. set the local portion of the dues in conjunction with the Executive Board,

c. have knowledge of the Association contract;

d. be a liaison between the members and the Association Executives;

e. actively solicit members to fully participate in the Association, i.e. run for office.

f. introduce eligible employees to the advantages of Association membership.

Article 3: Elections

Section 1: Nomination Procedures
A. In April, the President shall, with the approval of the Association Representatives, appoint a Nominating Committee which will solicit nominees and name one or more candidates for President, Vice President of Employee Welfare (President Elect), Vice President of Safety, Recording Secretary, Corresponding Secretary, Treasurer, and on alternate years, Association Representatives.

B. The Nominating Committee shall make its recommendations to the Joint Council at its May meeting. Members of the Joint Council may nominate other candidates at that Council meeting. Following the meeting, all nominated candidates will be announced to the general membership on the web-site. Those without computer access will be notified by interoffice mail. This must be completed at least ten (10) working days prior to the June election meeting.

C. The Nominating Committee shall present all nominees to the general membership at its June election meeting. At this time nominations from the floor will be accepted and must be seconded. All nominees will have an equal opportunity to speak to the members during this meeting. 

Section 2: Voting Procedure
A. The President, with the approval of the Joint Council, shall appoint an Election Committee. No nominated person or anyone running for office may serve on this committee.

B. Elections will take place following the June General Membership meeting by secret mail ballot. Ballots will be distributed through Brookdale Community College’s interoffice mail system.  They must be returned to the Election Committee by the specified date on the ballot, which shall be within ten working days of the distribution.

C. A candidate must receive a majority (50% + 1 vote) of the ballots cast to be declared the winner.  In a case where there are more than two candidates for a position and no candidate receives a majority of the votes cast, a runoff election will be held between the two candidates with the highest vote totals.  If a runoff election should be necessary, it will follow the same voting procedures as outlined above.

D. All election processes must be completed by June 30th.  If a runoff election should be necessary, it must be completed by July 15th.   
E. New officers shall take office at the July meeting of the Executive Board.

Section 3: Vacancies

A. Any vacancy in the Executive Board, however caused, will be filled by the affirmative vote of a majority of the remaining members. An executive so elected shall hold office until the next election. 

B. Any vacancy of the Association Representatives will be filled by someone from the same band determined by a majority vote of the remaining Association Representatives. That person shall serve until the next election.

Section 4: Removal and Resignation of Officers
A. Officers of the Association shall serve their terms so long as they satisfactorily perform the duties of their office. 

B. Recommendation for recall due to misconduct can be made to the Executive Board by a submission of a petition containing the signatures of 30% of the membership or by special election.
C. The Executive Board shall notify in writing any officer who has been recommended for recall.

D. Any officer may appeal in writing to the Executive Board.

E. The Executive Board shall schedule hearings, whenever necessary, to review the recommendation of recall of an officer and a report shall be made.

F. A general membership meeting shall be called two weeks after the issuance of the report. A vote to recall shall be taken providing a general membership quorum is in attendance. The outcome shall be determined by a majority vote of the membership in attendance at said meeting.

G. An officer may resign by written notice to the President.  The resignation shall be effective upon receipt thereof by PSA.
Article 4 – Executive Board

Section 1 

The Executive Board shall:

a. be responsible for the management of the Association;

b. execute policies established by the Joint Council, appoint one member of the Board to be an alternate signature on all orders drawn upon the treasury for which a voucher has been submitted;
c. approve the appointments made by the president to all standing and special committees, except as otherwise noted;

d. plan the Association’s objectives, programs, and meetings in cooperation with the president;
e. oversee any recommendation for recall of officers;

f. prepare and circulate the agenda for the Joint Council meetings;

g. by a 2/3 vote, authorize the spending of money for non-budgeted items not to exceed $150 in any one case;

h. select an external accountant annually to audit the Association’s records.

Section 2

The Executive Board shall meet once a month.

Article 5: Joint Council

Section 1: Duties
The Joint Council shall:

a. establish the policies of the Association;

b. approve the budget;

c. set the local dues for the Association;

d. act on reports of committees;

e. adopt rules for governing the conduct of meetings as are consistent with this Constitution and By-laws;

f. be the final judge of qualifications and elections of officers;

g. approve, by a majority, disbursements of non-budget funds in excess of $150.00;

h. appoint members to the Negotiations Committee.

Section 2: Powers
Powers not delegated to the Executive Board, the officers, or other groups in the Association shall be vested in the Joint Council.

Section 3: Meetings
The Joint Council shall meet bimonthly. The Executive Board shall prepare the agenda for each meeting and shall circulate it to all members of the Council so that the Representatives have time to discuss it with their constituency in advance of the Council meetings.

Article 6 – Standing Committees

Section 1:

A. There shall be the following Standing Committees:

1. Grievance Committee 
2. Safety Committee

B. The members shall serve two (2) year terms.

C. Each standing committee shall meet according to a calendar developed by the committee.

D. Each committee shall keep a continuing record of activities. Chairpersons shall report as necessary to the Executive Board and the general membership and shall prepare an annual written report, which shall become a part of the continuing committee record in the Association’s files.

Section 2: Duties
The Grievance Committee shall:

a. explore and prepare programs for securing satisfactory policies and procedures;

b. process all grievances filed in accordance with the Agreement and policies adopted by the Association;

c. advise the Executive Board and the Association President in situations involving the defense of individual rights.

The Safety Committee shall be responsible for preparing a report of all unsafe, unhealthy (air quality, snow removal, leaking roofs, animal/insect infestation, etc.) or other concerns to be addressed with the College Safety Committee by the Vice President of Safety.
Article 7: Special Committees 
Section 1

A.  The following shall be Special Committees:

1.
Nominating Committee

2.
Elections Committee

3.
Negotiations Committee

B. They shall serve at specific times until the completion of their duties. Each committee shall meet according to a calendar developed by the Committee and the Committee Chair. 
C. Each committee shall keep a continuing record of activities. Chairpersons shall report as necessary to the Executive Board and the general membership and shall prepare an annual written report, which shall become a part of the continuing committee record in the Association’s files.

Section 2: Duties

The Nominating Committee shall:

a. solicit one or more nominees to serve as candidates for the  election of officers and Association Representatives; 
b. make its recommendations to the Joint Council at its May meeting;

c. post the names of the nominees;
d. present all nominees to the general membership at the June election meeting.  

The Election Committee shall:

a. prepare, collect, and distribute all ballots;
b. tabulate the votes;
c. certify all voting and election results;
d. post the results on the web-site or send results via interoffice mail 
      to those without computer access within ten (10) working days after 
      the deadline for receiving the ballots;
      e. be responsible for these same duties whenever a runoff election is   necessary.
The Negotiations Committee shall:

a.  consist of twenty (20) members appointed by the Joint Council in October of the year prior to the termination of the existing contract;     

a.1. The Vice President of Employee Welfare shall serve as the  Chair of this Committee.
      b.  solicit and survey from the general membership the issues and contractual     
            changes to be negotiated.

      c.  select, from amongst its members, the  Negotiating Team which will act as 
           the authorized representative of the Association for the purpose of   
           collective bargaining.  

c.1.  The Chairperson of the Negotiation Team shall be appointed by the President with the advice and consent of the Executive Committee.

 Article 8: Ad Hoc Committees

The Joint Council may appoint ad hoc committees as necessary and disband them upon completion of their duties. These committees shall operate according to the rules approved by the Joint Council.

Article 9: Membership Meetings

 Section 1: Order of Business 

The order of business at any General Membership Meeting shall be as follows:

A. Call to Order

B. Reading and approval of the minutes from the preceding meeting.

C. Correspondence

D. Report of Treasurer

E. Report of Standing Committees

F. Report of Special Committees

G. Report of Ad Hoc Committees

H. Old Business

I. New Business

J. Public Comment

K. Adjournment

Section 2: Governance
The General Membership meetings will be conducted according to Robert’s Rules of Order.

Article 10: Quorums 

A. A majority of the Executive Board membership shall constitute a quorum for the Executive Board meetings.

B. A majority of the Joint Council members shall constitute a quorum for the Joint Council meetings.

C. The presence of not less than 10 % of the voting members shall constitute a quorum for a general membership meeting and shall be necessary to conduct business at such meeting.  

Article 11: Amending the By-laws 

A. These by-laws may be amended, modified, changed or repealed at any membership meeting of the Association by a two-thirds vote of full members present at such meeting.

B. The proposed amendment shall be distributed to the members at least (fifteen) 15 working days before the meeting.
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