LONE STAR COLLEGE-KINGWOOD 
PSSA
CONSTITUTION
ARTICLE I - NAME
The name of this non-profit organization shall be known as Lone Star College-Kingwood Professional & Support Staff Association.

ARTICLE II - PURPOSE
The purpose of this council shall be to promote the implementation of progressively high standards for the education of our staff through achievement of the following objectives:
1. To provide an opportunity to exchange ideas on matters of mutual concern.
2. To serve as a forum for the exchange of information relating to issues, trends, and development of staff.
3. To provide educational programs to increase and improve the skills of the staff members.
4. To provide a channel for vocalizing staff concerns to administration.

ARTICLE III - MEMBERSHIP
Section 1:	Eligibility — membership is open to all full-time and regular part-time staff.
Definition of full-time staff: any non-contractual employee eligible for the LSCS benefits package (retirement, insurance, etc.).
Definition of regular part-time staff: any non-contractual employee limited to 19½ hour work schedule and required to contribute to the retirement program.
Section 2:	Voting — each member shall be entitled to vote in the election of officers and for any other matter presented to the membership for vote. A secret ballot may be called for by any member.

ARTICLE IV – OFFICERS

Section 1: The elected officers shall be a president, vice-president, secretary and treasurer who shall constitute the Executive Board.

Section 2: The immediate past president may serve as a consultant to the Executive Board. Term of office is for two years, and members are eligible for re-election.

Section 3: Term of office is for two years, and members are eligible for re-election.

Section 4: Officers shall be elected by April 30 of each election year for a term of two years and will assume duties effective June 1 following the election.

Section 5: Beginning with the 2019 election, Vice-President and Secretary will be elected every year ending with an odd number. President and Treasurer will be elected every year ending with an even number.

Section 6: Notwithstanding the standard two-year term established herein, the offices of Vice President and Secretary elected during the Spring 2026 election cycle shall serve a one-year term only. This temporary adjustment is intended solely to restore the established staggered election cycle outlined in this section. Upon completion of this one-year term, all subsequent elections for these offices shall return to the standard two-year term structure. This provision shall apply only to the Spring 2026 election and shall not set precedent for future deviations from the established term lengths.

ARTICLE V – COMMITTEES

Section 1: Standing committees shall be created to plan and/or implement the activities of the council. These committees shall be created on the advice of the president, Executive Board and the membership.
	Standing Committees:
		-Professional Development 
		-Revisions
		-Nominating 
		-Hospitality 
		-Audit

Section 2: Ad-Hoc committees shall be created on the advice of the president, Executive Board or the membership. Such committees shall be dissolved upon completion of the appointed task.

ARTICLE V I – QUORUM

The number of members necessary to constitute a Quorum will be determined based on the average number in attendance the preceding year. This number will be entered into the record at the September meeting and will apply for the meeting year. At least two officers must be in attendance at all business meetings for a quorum to be recognized and business of record conducted.

A majority of the members of any committee shall constitute a quorum thereof.

ARTICLE VII – AMENDMENTS

This Constitution may be amended by an affirmative vote of two-thirds of the votes cast at any election of the council or at any election called for that purpose, provided a full statement of a proposed amendment has been published and distributed to the members one week prior to the meeting.






LONE STAR COLLEGE-KINGWOOD PSSA
BY-LAWS
ARTICLE I – MEETING
Section 1:	The order of business at regular meetings of the Lone Star College-Kingwood PSSA shall be as follows:
-Call to order
-Reading of minutes of previous meeting
-Report of treasurer
-Report of committees: a) Standing committees b) Ad-Hoc committees
-Unfinished business
-New business
-Adjournment
Section 2:	All business shall be conducted under Robert’s Rules of Order guidelines.
Section 3:		Dates for staff council meetings shall be determined no later than the first general meeting to be held the third Thursday of September each year. These dates shall be provided to membership after being entered into the record.
ARTICLE II - DUTIES OF OFFICERS
Section 1: President
1a. The president shall preside at all meetings of the PSSA and of the executive board.
1b. The president shall serve as the professional college liaison officer and shall act as the contact with the President of Lone Star College-Kingwood. The PSSA president shall keep the membership informed of current activities of interest to them.
1c. The president shall have the power to create ad-hoc committees subject to the approval of the executive board.

1d. The president shall provide to the membership and to the President of Lone Star College-Kingwood, via e-mail and/or hard copy, the agenda of the upcoming staff council meeting at least one (1) day prior to the meeting.

1e. The president shall have authority to call special meetings with the approval of the executive board. 
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Section 2: Vice President
1a. The vice president shall preside at meetings in the absence of the president. In the event of a vacancy in the office of the president, the vice-president shall immediately assume the office of the president for the unexpired term.
1b. The vice president shall serve as the program chair for any workshops implemented for the staff.
1c. The vice president shall issue notices of meetings and elections one (1) week before each meeting or election. If the vice president is unable to issue such notice, then the secretary shall issue the notices.
1d. The vice president shall supervise any publications made by the Lone Star College-Kingwood Staff Council.
Section 3: Secretary
1a. The secretary shall be responsible for all correspondence and secretarial duties of the council.

1b. The secretary shall keep an accurate record of the proceedings of all meetings of the council and shall furnish a copy, via e-mail and/or hard copy, of the minutes to the membership and to the President of Kingwood College the week following a meeting.
1c. The secretary will maintain a record book containing a copy of the minutes of each meeting during the secretary’s tenure. This book shall be housed with the secretary.
Section 4: Treasurer
1a. The treasurer shall receive all monies of the council and be provided with access to all budget codes pertaining the Staff Council. The treasurer will be advised in advance of monies being expended from any budget code for any purpose.
1b. The treasurer shall keep full records of all monies collected and disbursed on behalf of the council, make a report of same at each regular meeting and maintain a hard copy of such report. A complete financial statement shall be filed with the executive board as of July 31 of each year.
ARTICLE III - EXECUTIVE BOARD
Section 1:	The executive board shall consist of the elected officers. The immediate past president may be at the request of the elected officers an ex-officio member of the board and serve in an advisory capacity.

Section 2:	The executive board shall formulate the policies of the council and present them to the council for adoption. All questions of new policy shall first be referred to the Executive Board for consideration.

Section 3:  All vacancies occurring during a term of office among the officers shall be elected by the membership with the exception of the president, which shall be filled by the vice-president.
Section 4:	The executive board shall be empowered in times of extreme expediency or emergency, when general meetings cannot be held, to conduct such business as would normally come before the membership. No less than three (3) of the four board members must be present to hold such a meeting and any business conducted must be by majority vote.
Council members shall be made aware of such meeting and of the time, place and business to be conducted in advance of such meeting. This meeting will be open to any members who wish to attend.
Section 5:	The executive board shall keep a record of the proceedings of its meetings and report to the council at the general meeting of any transactions made by the board.
Section 6:	The executive board shall elect the chair of the Nominating Committee from the members.
Section 7:	The executive board shall establish an annual council budget by the September meeting and present it to the council for adoption.
ARTICLE IV – COMMITTEES
1a. Each committee shall select their chair at their first meeting. The chair person for each committee will be made known to the board no later than the October meeting or as soon as the committee is formed. An exception is the chair of the nominating committee who is elected by the executive board from its members.
Section 1: Professional Development
1a. The Professional Development committee shall consist of a minimum of four (4) members including the chair.

1b. It shall be the duty of this committee to remain currently abreast of all LSCS guidelines, budgetary constraints and changes to the policies of professional development.
1c. It shall be the duty of this committee to select, organize and implement the professional development event and any other professional development activities identified by the Board. The committee will document the activities of the day with pictures and/or reports regarding the who, what, where of the event and provide recommendations for future events.


Section 2: Revisions
1a. The revisions committee shall consist of a minimum of three (3) members including the chair.
1b. The committee shall make a copy available through agreed channels, e.g., the LIB, email and/or hard copy, for a review of proposed amendments and revisions. The committee will also be responsible for updating the Constitution and By-Laws as amended during the year and submit updates to the secretary at the next regular meeting following their adoption. Copies of the amended Constitution and By-Laws shall be available to any member on request either by email or hard copy.
Section 3: Nominating
1a. The nominating committee shall consist of two (2) members and the chair, with the chair elected from the executive board.
1b. The process for nomination and election of officers shall be as follows:
1b.1. The nominating committee members shall put forth into nomination only those eligible full-time staff members who have consented to have their name placed on the election ballot. All full-time staff members seeking nomination for an elected officer position must obtain approval from their immediate supervisor prior to having their name placed on the election ballot. Verification of such approval shall be provided to the Nominating Committee before finalization of the ballot. Failure to obtain supervisor approval will render the candidate ineligible for election. While the regular part-time staff members can vote, they are ineligible to stand for election to the executive board of officers.
1b.2. The election ballots, the locked ballot box and the election sign-in sheets shall be housed in a securable location as determined by the staff council board, with the ballot box key to be held by the nominating committee chairperson.
1b.3. Upon completion of the voting process, the key and the locked ballot box containing the election ballots will be presented to an ad hoc tallying committee comprised of three (3) non-candidate volunteers who will conduct the vote tally. The tallying committee will forward results to the staff council president who will announce the election results at a called meeting.
Section 4: Hospitality
1a. The hospitality committee shall consist of three (3) members including the chair.
1b. This committee shall be responsible for arranging for food and/or refreshment to be served at our monthly meetings. 
1c. They shall work with the Executive Board to provide for the holiday party and/or other social events scheduled by the Executive Board.
1d. The Treasurer will provide the hospitality committee with their annual budget that was approved and set forth for such purpose, and make budget transfers as presented following events.


