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OPERATIONAL PROCEDURES MANUAL

STUDENT GOVERNMENT ASSOCIATION
OF THE
COMMUNITY COLLEGE OF DENVER

CHAPTER 1- INTRODUCTION

1.1Purpose

These operational procedures are adopted for the purposes of implementing provisions of the
Community College of Denver Student Government Bylaws and furnishing procedures for
officers, SGA members and committees in the performance of their respective duties.

1.2 Adoption and Amendment

1.2.01 A new procedure may be adopted by a majority vote at any regular or special meeting of
SGA.

1.2.02 Proposed amendments may be submitted at any regular or special meeting of SGA.
Amendments shall be:
A. adopted by a majority vote with at least three (3) days’ notice, or
B. adopted by a 2/3 vote without previous notice.

1.3Distribution

1.3.01 At the first meeting of each new administration, or as soon as possible thereafter, SGA
secretary shall furnish, in electronic format, a copy of the bylaws and the operational
procedures manual to members of the SGA, advisors and others as designated.

1.3.02 When amended, updated copies will be furnished electronically by the secretary.

1.3.03 These operational procedures shall be available on the CCD SGA website.
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CHAPTER 2 - SGA
2.1 Special Rules of Order

2.1.01 Conduct of business shall follow the usual rules for small boards under the current edition
of Robert’s Rules of Order Newly Revised.

2.1.02 Known items of business, which may be presented at meetings, shall be given to the
president three (3) days in advance to facilitate planning of the meeting. This will not
pertain to items of new business which incidentally arise from business conducted at the
meeting.

2.1.03 SGA may suspend any operational procedure by two-thirds (2/3) vote regardless of
whether or not the rule (procedure) being suspended has application outside a meeting
context.

2.2 Special Rules of Order for Electronic Meeting Participation

2.2.01 SGA members must have access to the necessary equipment for participation in the
electronic meeting.

A. A mixed meeting requires telephone for participants calling in and a speakerphone
system at the meeting location.

B. Teleconference requires telephone for participants and conferencing capability on the
part of the organizer.

C. Other options include chat room, web conference, and videoconference.

2.2.02 All SGA members must be able to simultaneously hear each other in order to participate
during the electronic meeting. A member participating in an electronic meeting by this
means is deemed to be present in person at the meeting.

2.2.03 An electronic meeting for SGA members may be held only to consider an issue or item of
business that cannot wait until the next regularly scheduled SGA meeting. This is a
special meeting and follows the notice requirements stated in the bylaws. Only items
contained in the notice may be considered at the electronic meeting. Supporting
documentation should be included with the notice.

2.2.04 Minutes should be taken at the electronic meeting and approved at the next regular
meeting of SGA.

2.2.05 Notice to the public per C.R.S. 24-6-402 (2) (c):

A. All meetings require public notice no less than twenty-four (24) hours prior to
holding the meeting.

B. The public place or places for posting such notice shall be designated annually at the
first regular meeting of each calendar year.

C. The notice shall include specific agenda information where possible.

2.2.06 SGA committees may hold electronic meetings as needed.

2.2.07 Committee notes should be taken and approved by the committee at the next regular
committee meeting.
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2.2.08 SGA committee electronic meeting procedures per C.R.S. 24-6-402 (2) (c):

A

mmoow

J.

K.

L

The SGA president or the committee chair calls the meeting to order at the time
indicated in the notice for the meeting.

Roll call will indicate members present.

The president or committee chair shall announce each agenda item in order.

Each member shall be called upon (by a predetermined order) to speak.

The member may speak in debate, offer a motion, or pass.

After each member has had an opportunity to speak the first time, the president or
committee chair shall call upon each member to speak further in debate, offer a
motion, or pass.

. After every member has had the opportunity to speak twice, the president or

committee chair may ask for additional debate from any member.

. Any member wishing to speak should identify himself/herself before speaking.

A member may interrupt by identifying himself/herself and stating the purpose for
which he wishes to speak; a request for information, a point of order, or some other
urgent request.

The president or committee chair puts the question to a vote.
Each member responds: aye, no, or abstain.
The vote is recorded.

M. The president/chair announces the results of the vote.
2.2.09 The meeting will follow the same rules as an in-person meeting. Motions may be made

by any member. Seconds are required.

2.2.10 A majority of the SGA members shall constitute a quorum and, once established, shall be
assumed present until the e-meeting is adjourned.

2.2.11 All speakers must stay on task or motion to table an issue.

2.2.12 Manners for electronic meeting attendees:

A
B.

C.

D.
E.

Identify yourself when you speak unless called upon.
Take precautions to make sure there is no background noise and you can be heard

clearly.

Use proper nouns rather than pronouns. A statement such as “It’s not working for
them” is open for interpretation.

Ask questions if you don’t understand something or have lost the conversation thread.
Don’t multitask.

2.3 Action Without a Meeting

In accordance with the governing Colorado statutes, action may be taken by the SGA without a
meeting if each member agrees that the action be taken. The consent may be by electronic form.
Any action taken outside a meeting by electronic means must be recorded in the minutes of the
next regular meeting of SGA.
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2.4 General Responsibilities

2.4.01

2.4.02

2.4.03

Oath of Office:
Upon election or appointment all members of SGA shall recite an oath of office. The
oath shall read as follows:

“I (name of prospective member) do solemnly affirm that I will faithfully
execute all duties for the office of (prospective office). | will, to the best of
my ability, uphold the bylaws, procedures, and opinions of the students of
the Community College of Denver.”

Vacancies and Open Positions:
Vacancies are defined as positions to which a member was elected but the member has
now resigned, can no longer serve, or becomes ineligible.
Open position is defined as a position that was not filled during an election.
Any voting member of SGA may make a recommendation to fill a vacant or open
position subject to a majority vote to approve. No more than five (5) positions may be
occupied by appointees. Any person appointed to fill a vacancy or open position must
meet all qualifications of the position to be filled and comply with procedures and
bylaws.

Staffing Procedures for SGA Secretary and Student Parliamentarian:

Secretary:

A. The position of secretary will be posted and advertised within one month after a
vacancy occurs.

B. The appointment of secretary shall follow an application and interview process as
deemed necessary by the incoming SGA.

Student Parliamentarian:

A. The position of student parliamentarian shall be appointed by the SGA President.

B. The appointment of student parliamentarian shall follow an application and interview
process as deemed necessary by the incoming SGA.

C. Candidates should be carefully considered with special attention paid to their
knowledge and interest in parliamentary procedures.
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2.5 Position Duties and Responsibilities
The following duties and responsibilities are in addition to those listed in the SGA Bylaws.

2.5.01 President:
The President shall:
Service Hours:
A. Maintain at least ten (10) hours of service to the school per week.
B. Service hours may be served through office hours, special events, SGA and committee
meetings, and diplomacy.
Committees:
A. Serve ex-officio as member of all SGA committees.
Office and Office Staff:
A. Serve as leader of the SGA office and office staff.
B. Help maintain a clean and organized environment in the SGA office.
C. Maintain files and records in office and in SGA campus computer network folder.
Meetings:
A. Develop and distribute the agenda for SGA meetings two (2) days prior to each SGA
meeting.
Chair SGA meetings using Robert’s Rules of Order Newly Revised edition.
Call special (emergency) meetings as necessary.

O m

Students:
Communicate with the students to find out what their needs are.

Constantly let students know that you are a Student Government Representative.

Make announcements in class.

Distribute Student Government information to students by flyers, word of mouth, etc.
Meet with certain groups or individual from time to time to discuss their particular needs.

moow>

Events:
Help coordinate and organize SGA events.
Follow up on clean-up to make sure everything is taken care of and SGA is represented well.
Spokesperson:
A. Communicate with the campus media on SGA matters.
B. Speak to the media other than campus media only with the approval of the CCD’s Director of
Marketing Communications.
C. Take care of crisis management when necessary.
Executive Decisions:
A. President is granted the authority to make expenditures of up to one hundred and fifty dollars
($150) without prior approval from SGA.
B. Can decide on flyers, etc. without SGA approval, within reason. It is best to obtain approval
(with a quorum) of flyers, issues, etc. between meetings when necessary.

w >

Reports:
A. Submit frequent pertinent reports during SGA meetings to relay information acquired while
fulfilling his/her duties.
B. Reports are generated by talking to students, communicating with the institutional President,
faculty, staff, committee meetings, and community service.
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Student Government Personnel:
A. Be supportive of other SGA members and offer help when needed.
B. Be responsible for the assignment of committees and duties to SGA members.
C. Follow up on committees and assigned duties.
Mentor Vice-President:
A. Groom VP should he/she need to step up and replace the president.
B. Give suggestion to VP on how to handle situations between SGA members, students,
advisors, etc.
Self:
A. SGA members are students first and have a responsibility to respect ourselves and maintain
good grades.
B. Maintain a cumulative GPA of 2.75.
Community:
A. Community service is expected of all leaders.
B. President must at all times represent the Community College of Denver in an honorable,
respectable fashion, always promoting our school and our students in a positive light.

2.5.02 Vice-President:
The Vice-President shall:
Service Hours:
A. Maintain at least eight (8) hours of service to the school per week. Service hours may be
served through office hours, special events, SGA and committee meetings, and diplomacy.
Committees:
A. Situpon at least two (2) committees that directly relate to the Community College of Denver
and shall chair at least one (1) when possible.
Office:
Maintain files and records in office and in SGA campus computer network folder.
Serve as a public relations manager.
. Assist in keeping office neat and orderly.

owm»

Meeting

w

>

. Conduct SGA meetings in the absence of the president.
Students:
Communicate with the students and find out what their needs are.

Constantly let students know that you are a Student Government Representative.

Make announcements in class.

Sit at SGA tables.

Distribute Student Government information out to students by flyers, word of mouth, etc.

moow>

Events:
Help coordinate and organize SGA events.
Follow up on clean-up to make sure everything is taken care of and SGA is represented well.

w >

Reports:

>

Submit frequent pertinent reports during SGA meetings to relay information acquired while
fulfilling his/her duties.
B. Reports are generated by talking to students, communicating with the institutional Vice-
President, committee meetings, and community service.
Student Government Personnel:
A. Supervise his/her fellow SGA members to ensure that the requirements of the Bylaws and
Operational Procedures Manual are upheld.
B. Be supportive and offer help where needed.
C. Monitor all SGA members to assure they are doing their hours and other duties.
Support President:
A. Meet with the president once per week -to keep up to date and maintain working relationship.
CCD SGA Operational Procedures Manual
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B. Cover committees in presidents’ absence.
Self:
A. SGA members are students first and have a responsibility to respect ourselves and maintain
good grades.
B. Maintain a cumulative GPA of 2.75.
Community:
A. Community service is expected of all leaders.
B. VP must at all times represent the Community College of Denver in an honorable, respectable
fashion, always promoting our students and our school and in a positive light.

2.5.03 Treasurer:
The Treasurer shall:
Service Hours:
A. Maintain at least eight (8) hours of service to the school per week. Service hours may be
served through office hours, special events, SGA and committee meetings, and diplomacy.
Committees:
A. Siton at least two (2) committees that directly relate to the Community College of Denver,
one of which must be the budget committee.
B. Chair the budget committee.
Office:
Maintain files and records in office and in SGA campus computer network folder
Help maintain a clean and organized environment in the CCD SGA office.

w >

Budget:

>

Must maintain an up-to-date budget.
Advise all SGA members of the financial state of SGA as directly related to SGA spending.

“w W

Meetings:
Conduct SGA meetings in the absence of both the president and vice-president.
Record minutes from SGA meetings in Secretary’s absence.

Submit a budget/financial statement at least bi-monthly at SGA meetings.

oOw>

Students:

Communicate with the students and find out what their needs are.

Constantly let students know that you are a Student Government Representative.
Make announcements in class.

Sit at SGA tables.

Get Student Government information out to students by flyers, word of mouth, etc.

moow>
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Reports:
A. Submit frequent pertinent reports during SGA meetings to relay information acquired while
fulfilling duties.
Student Government Personnel:
A. Be supportive of each other and offer help where needed.
Support Other Officers:
A. Participate in planned meetings and events.
Self:
A. We are students first and have a responsibility to respect ourselves and maintain good grades.
B. Maintain a cumulative GPA of 2.75.
Community:
A. Community service is expected of all leaders.
B. Treasurer must at all times represent the Community College of Denver in an honorable,
respectable fashion, always promoting our students and our school in a positive light.

2.5.04 SACAB Representative:
The SACAB Representatives shall:
Service Hours:

A. Maintain at least six (6) hours of service to the school per week. Service hours may be served

through office hours, special events, SGA and committee meetings, and diplomacy.
Committees:

A. Sit upon at least two (2) committees and chair at least one (1) when possible. These
committees may relate to the Community College of Denver or to the Auraria Campus as a
whole and be initiated either through CCD SGA or SACAB.

Office:

Maintain a SACAB notebook and keep up to date.

Maintain files and records in office and in SGA campus computer network folder Help
maintain a clean and organized environment in the CCD SGA office.

Students:

w >

Communicate with the students and find out what their needs are.

Constantly let students know that you are a Student Government Representative.
Make announcements in class.

Sit at Student Government tables.

Get Student Government information out to students by flyers, word of mouth, etc.

moow>

Reports:

>

Submit frequent pertinent reports during SGA and SACAB meetings to relay information
acquired while fulfilling their duties.
B. Reports are generated by SACAB meetings, SACAB subcomittees, and Auraria Board
meetings, talking to students, committee meetings, and community service.
Student Government Personnel:
A. Be supportive of each other and offer help where needed.
Support Other Officers:
A. Participate in planned meetings and events.
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Self:
A. We are students first and have a responsibility to respect ourselves and maintain good grades.
B. Maintain a cumulative GPA of 2.75.
Community:
A. Community service is expected of all leaders.
B. The SACAB representative must at all times represent the Community College of Denver in
an honorable, respectable fashion, always promoting students and our school in a positive
light.

2.5.05 SSAC Representatives:
Both the primary and secondary SSAC Representatives shall:
Service Hours:
A. Maintain at least six (6) hours of service to the school each week. Service hours may be
served through office hours, special events, SGA and committee meetings, and diplomacy.
Committees:
A. Siton at least one (1) committee that relates directly to the Community College of Denver.
SSAC Functions:
A. In the absence of the primary SSAC representative, the secondary representative shall fulfill
duties.
B. Attend, and report on, monthly SSAC meetings and be willing to do extensive inter-state
travel.
Office:
Maintain files and records in office and in SGA campus computer network folder
Maintain and keep up to date a SSAC notebook.
Help maintain a clean and organized work environment in the CCD SGA office.

Owp

Students:
Communicate with the students and find out what their needs are.

Constantly let students know that you are a Student Government Representative.
Make announcements in class.

Sit at SGA tables.

Get Student Government information out to students by flyers, word of mouth, etc.

moow>

Reports:

>

In the absence of the SSAC primary representative the secondary representative will fulfill
the following.
B. Submit an SSAC report at all SGA meetings.
C. Reports to SGA meetings should include information from talking to students and from
community service.
Student Government Personnel:
A. Be supportive of each other and offer help where needed.
Support Officers:
A. Participate in planned meetings and events.
Self:
A. We are students first and have responsibilities to respect ourselves and maintain good grades.
B. Maintain a cumulative GPA of 2.75.
Community
A. Community service is expected of all leaders.
B. The SSAC Representative must at all times represent the Community College of Denver in an
honorable, respectable fashion, always promoting our students and our school and our
students in a positive light.

2.5.06 Student Representatives: (Auraria, AMC, and Lowry)
The Student Representatives shall:
CCD SGA Operational Procedures Manual
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Service Hours:
A. Maintain at least four (4) hours of service to the school per week. Service hours may be
served through office hours, special events, SGA and committee meetings, and diplomacy.
Committees:
A. Situpon at least one (1) committee that directly relates to the Community College of Denver
(including AMC and Lowry).
Office:
A. Maintain files and records in office and in SGA campus computer network folder Help
maintain a clean and organized environment in the CCD SGA office.
Students:
Communicate with the students and find out what their needs are.
Constantly let students know that you are a Student Government representative.
Make announcements in class.
Sit a SGA tables.
Get Student Government information out to students by flyers, word of mouth, etc.

moow>

Reports:
A. Submit frequent pertinent reports during SGA meetings to relay information acquired while
fulfilling duties.
Student Government Personnel:
A. Be supportive of each other and offer help where needed.
Support Officers:
A. Participate in planned meetings and events.
B. Assist with clerical duties as needed or by appointed by SGA officers.
Self:
A. We are students first and have a responsibility to respect ourselves and maintain good grades.
B. Maintain a cumulative GPA of 2.75.
Community
A. Community service is expected of all leaders.
B. A student representative must at all times represent the Community College of Denver in an
honorable, respectable fashion, always promoting our students and our school in a positive
light.
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2.5.07 Student Parliamentarian:
The Student Parliamentarian shall:
Service Hours:
A. Maintain at least four (4) hours of service to the school per week. Service hours may be
served through office hours, special events, SGA and committee meetings, and diplomacy.
Meetings:
A. Ensure the meetings of SGA are conducted in accordance with the Bylaws and Procedures
Manual.
B. Aduvise the president/presiding officer on any questions pertaining to parliamentary procedure
during meetings.
C. Assist the president with any planning for the SGA meetings as requested including preparing
the agenda or planning for business items.
Committees:
A. Siton at least one (1) committee that directly relates to the Community College of Denver.
Office:
A. Maintain files and records in office and in SGA campus computer network folder
B. Help maintain a clean and organized environment in the CCD SGA office.
Students:
Communicate with the students and find out what their needs are.
Constantly let students know that you are a Student Government representative.
Make announcements in class.
Sit at SGA tables.
Get Student Government information out to students by flyers, word of mouth, etc.

moow>

Reports:
A. Report during SGA meetings to relay information acquired while fulfilling duties.
Student Government Personnel:
A. Be supportive of each other and offer help where needed.
Support Officers:
A. Participate in planned meetings and events.
B. Assist with clerical duties as needed or by appointed by SGA officers.
Self:
A. We are students first and have responsibilities to respect ourselves and maintain good grades.
B. Maintain a cumulative GPA of 2.75.
Community:
A. Community service is expected of all leaders.
B. Atall times represent the Community College of Denver in an honorable, respectable fashion,
always promoting our students and our school in a positive light.

2.5.08 Secretary:
The Secretary shall:
A. Maintain a professional office environment and assume all duties related to the
upkeep of said office under the supervision of the president.
Record the proceedings (minutes) of all SGA meetings.
Distribute draft minutes to all SGA members, faculty advisors and others as indicated
by the president at least two (2) days prior to the next SGA meeting.
Minutes shall be distributed electronically.
Generate a contact list of all members.
Keep and type office hours of all SGA members.
Reserve rooms for meetings and order necessary equipment
Keep all SGA boards and cases updated with current SGA projects, events, office
hours, and meeting times.
CCD SGA Operational Procedures Manual
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2.6 Leadership Training
Leadership training may include on campus, in-state or out-of-state training.

A. New members to SGA: shall be required to attend no less than two (2) training
seminars/conferences.

B. In-state and out-of-state conference attendance shall be determined by SGA
depending on funds available.

C. The Leadership Training Class(s) shall be determined by the SGA advisor in
consultation with the SGA President.

D. Funding_for the seminars/conferences shall be paid in full with monies appropriated
from student fees.

E. Appeal: An SGA member who deems the training requirement unjust or unnecessary
may appeal his/her opinion to SGA. This appeal must outline sound and valid
reasons or complaints to be considered. Appeal must be filed with SGA at least one
(1) week prior to the last SGA meeting before the scheduled training date. By a two-
thirds (2/3) vote the SGA may uphold the appeal.

F. SGA materials relating to on-going projects and information of historical significance
to each specific position will be transferred to the appropriate incoming officer or
member at the appropriate leadership training meeting.

2.7 Compensation
All members of SGA shall be compensated for their time and effort as follows:

2.7.01 President:
Shall receive a stipend of three hundred twenty-five ($325) dollars per month of active
service.

2.7.02 Vice-President and Treasurer:
Shall receive a stipend of three hundred ($300) dollars per month of active service.

2.7.03 SSAC and SACAB Representatives:
Shall receive a stipend of two hundred and seventy-five ($275) dollars per month of
active service.

2.7.04 Student Representatives:
Shall receive a stipend of two hundred and twenty-five ($225) dollars per month of active
service.

2.7.05 Student Parliamentarian:
Shall receive a stipend of two hundred twenty-five ($225) dollars per month of active
service.

CHAPTER 3 - MEETINGS
4.1 Scheduling:

Dates, time and location for all regular SGA meetings shall be determined at the beginning of
each semester. They shall be held at least bi-weekly except during extended breaks.
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3.2 Seating order:

The seating order for all meetings shall be: President at head of table; to the right of the president
in order, Secretary, Vice-President, SSAC Primary Representative, SSAC Secondary
Representative, Lowery and AMC Student Representatives, advisor(s); to the left of the president
in order, Parliamentarian, Treasurer, SACAB Representatives, Auraria Student Representatives,
other advisors.

3.3 Attendance:

Required of all SGA members. Absences over two (2) that are unexcused or five (5) that are
excused shall be considered substantial and will be considered a violation of the bylaws and
these rules.

3.4 Extended Break:
During all holidays, summer breaks or extended periods of school non-operation all meeting
times and location shall be mutually agreed upon by a majority vote of SGA members.

3.5 Quorum:

Per SGA Bylaws: A majority of SGA members, including one executive member, shall
constitute a quorum. Upon two consecutive SGA meetings lack a quorum, four (4) SGA
members shall be sufficient to conduct business and effect quorum when voting unanimously.

4.1 Meeting Notices:
A notice/ agenda of each meeting shall be sent to each member of SGA by the president or
secretary at least two (2) days prior to the meeting.

3.7 Minutes
Copies of approved minutes of all regular and special meetings shall be sent to all SGA members
and advisory members.

3.8  Executive Session Minutes
Only one copy of executive session minutes will be produced electronically. The approved
minutes shall be maintained in the SGA office by the secretary.
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CHAPTER 4 - COMMITTEES

Additional standing committees or special committees may be created as necessary by SGA with
a majority vote to accomplish the purposes and goals of SGA as set forth in the SGA Bylaws. A

SGA member shall chair all standing committees. Any interested CCD student, as approved by a
majority SGA vote, may chair special committees.

4.1 Standing Committees:
The standing committees of SGA shall be budget, elections, and events. Each standing
committee shall:

A.

B.
C.

41.01

moow

F.

G.

Have the authority to appoint subcommittees should the committee find it necessary
in order to conduct the business of SGA or to accomplish the goals of SGA.

Serve a term corresponding to the term of the elected officers of SGA.

Three (3) unexcused absences from committee meetings will be considered a cause
for removal from the committee.

Budget:

Consist of five (5) members — three (3) SGA members, one (1) at-large member when
available, and the SGA Treasurer. The president shall appoint the SGA members.
The treasurer shall appoint the member-at-large. Appointments shall be approved by
SGA by a majority vote.

Have the SGA Treasurer as the chair.

Meet at least bi-monthly.

Allow meetings to be open to anyone in attendance.

Speaking privileges are allowed to voting and ex-officio members except during
public comment.

Invite appropriate funded department representatives to speak when needed.
Attendance of one (1) ex-officio member must be present to convene a meeting.

Budget Committee Chair

1.
2.
3.

4.

Prepare, coordinate and chair all meetings.

Prepare all reports.

Act as liaison to any and all department heads that are allocated funds from CCD
Student Activities Fee.

Communicate with CCD students on the best use of said funds.

Ex-officio Members
The following shall be offered the opportunity to sit on the budget committee in a non-
voting, ex-officio capacity.

1.
2.
3.

Advisor to the SGA
Dean of Student Life
Deputy CEO
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2.5.09 Elections
The Election Code is attached at the end of the Manual in Appendix A.

4.2 Events:

4.2.01 Forms:
All events require an Official Function Form (OFF) with attached:
A. Business proposal providing the purpose of the event
B. Detailed budget
C. Copy of the agenda and/or flyer
A Purchase Request (PR) is required in the event of using a non-preferred caterer or the events
cost will be more than $1,000 and shall include;
A. A business proposal providing the purpose of the event
B. A detailed budget
C. A copy of the agenda and/or flyer
D. An estimate or quote from the vendors or caterers shall be attached whenever possible

4.2.02 Deadlines:
All required information for the OFF proposal must be submitted to the SGA President prior to
the three (3) week deadline for submission to the SGA Advisor.

CHAPTER 5 - CODE OF CONDUCT AND DISCIPLINARY
PROCEDURES

5.1 Student Code of Conduct:
Any member of Student Government who has been officially found responsible through
the Student Conduct Process for a violation of the Student Code of Conduct shall be
immediately removed from SGA after consultation with the Chief of Student Affairs
and/or the Dean of Student Life.

5.2  Dereliction of Duties:
The following shall be considered dereliction of duties:
A. Failing to meet the requirements/qualifications of office as outlined in the bylaws, or
B. Muissing ten (10) or more office hours per semester, or
C. Two (2) unexcused or five (5) excused absences to required SGA meetings per
semester,
D. Gross violation of the duties outlined in these procedures.

5.3 Disciplinary Process:
The following shall serve as a disciplinary process and shall be implemented against any
member of SGA found, by a majority vote of SGA, to be in dereliction of duties.

5.3.01 Step One: Stipend Reduction
A. A stipend reduction shall be instituted. The amount to be determined by a two-thirds
(2/3) vote of SGA, which may be no less than thirty (30%) percent per month.
B. Stipend reduction shall last for a period of at least two (2) months accompanied by
probation.
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C. Further violations of duties during the probation period or subsequent violations of
the same nature as the original shall result in an immediate vote to begin removal
proceedings.

5.3.02 Step Two: Removal:

A. Removal procedures shall be initiated upon a violation of probation, or a subsequent
violation of a similar nature.

B. Initiation of the removal procedures requires a two-thirds (2/3) vote of SGA
conducted in executive session. The party in question shall not be present in executive
session.

C. Removal of a member from SGA requires a two-thirds (2/3) vote of SGA.

D. Failure to issue an appeal shall result in removal.

5.3.03 Step Three: Appeal

6.1
6.2

7.1

7.2

A. Any member of SGA recommended for removal shall be granted a fourteen (14) day
period to present an appeal to the SGA.

B. The accused party shall maintain full rights and privileges during this period.

C. After presentation of the appeal, SGA shall decide by two-thirds (2/3) vote whether or
not the member in question will be removed. This vote shall be conducted in
executive session without the party in question present.

D. Further conditions and punishment may be imposed by SGA as a condition of the
appeal acceptance.

E. Failure to issue an appeal shall result in removal.

CHAPTER 6 — PUBLIC INFORMATION

Dissemination of information to CCD students shall be made by the SGA President and
Vice-President.

Dissemination of information to the general public shall be approved by CCD’s
Director or Marketing and Communications

CHAPTER 7 - FINANCE

In an effort to uphold fiscal responsibility and provide for the financial stability of the
CCD Student Government Association, Funding Request Proposals shall be a required
process in the allocation of funds from the SGA Budget.

Notice

Funding Request Proposals shall be noticed to SGA budget committee members at least
two (2) days or forty-eight hours prior to the meeting. Such Funding Request Proposals
shall be discussed at not less than one meeting prior to any vote.

Funding Request Proposals:

All proposals submitted to SGA shall include the following;

A. An itemized breakdown of spending and proposed activities.

B. An explanation of contingency plans for the reallocation of any unused portion of
requested funds.
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C. A proposal defense, which should include how the SGA’s plans to spend the money
will benefit the students of CCD.
D. The signatures of the SGA President, Treasurer, and an Advisor.

Proposal Review:

Funding Request Proposals will be subject to the following review prior to any vote:

A. Does the Funding Request meet the standards of the by-laws in a specific and
articulable manner?

B. Is the Funding Request in line with the SGA’s Purpose & Mission, and does it create
programming that reaches students?

C. Was the Funding Request submitted in a timely manner?

D. Does the Funding Request include all of the required information as detailed in the
by-laws?

E. Does the Funding Request allocate funds effectively and appropriately?

CHAPTER 8 - DOCUMENT RETENTION
Minutes of SGA meetings

Permanent
Financial and Sales records
7 years
Committee reports
3 years
Bylaws updated
Permanent
Operational Procedures Manual updated
Permanent
Correspondence (general)
3 years
Correspondence (legal)
Permanent

CHAPTER 9 — CONFLICT OF INTEREST

An SGA member shall not enter in debate or vote on any business item that would result
in monetary value to the member or his/her immediate family.
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APPENDIX A-ELECTION CODE
SECTION 1: Election Timelines

1.01 General Elections

1.01.1 The SGA general election shall be held in the spring semester to elect
officers for the following term.

1.01.2 The election commission, as designated by Article VI, Section 3 of SGA
Bylaws shall announce the election and make intent-to-run and petition
signatures forms available online and in the SGA office beginning with the first
day of spring classes.

1.01.3 The election commission shall hold two orientation meetings during
the month of February for interested candidates.

1.01.4 The election commission shall hold four orientation meetings during
March prior to the due date for Intent Forms.

1.01.5 The election commission shall accept Intent Forms, petition signatures,
and forms no earlier than the first business day of March and no later than the
second Friday before the first day of voting.

1.01.6 The first day of voting shall be the second Monday following the first
Friday of April, as fitting with other campus elections and referendums.

1.01.7 The last day of voting shall be the Friday following the first day of voting or as
fitting with other campus elections and referendumes.

1.01.8 Preliminary results shall be issued to all candidates, the current
SGA president, and the current SGA Secretary no later than twenty-four
hours after voting ends.

1.01.09 The election commission will accept disputes and complaints no later
than noon on the Wednesday following the last day of voting.

1.01.10 The election commission shall give notice to all parties of a dispute or
complaint no later than 5 pm on the Wednesday following the last day of voting
which shall include the schedule date and time of a hearing, if one is needed.

1.01.11 If no disputes or complaints are submitted or all disputes or complaints are
resolved prior to the last day of voting, the election commission will issue the final
certified results to all candidates, the current SGA president, and the current SGA
Secretary, no later than three days after the last day of voting.

1.01.12 The election commission shall hold hearings, as necessary, to resolve
disputes and complaints no later within three days following notice of dispute or
complaint.

1.01.13 The election commission shall reissue final certified results, including the
results of any hearings, no later than three days following the completion of
hearings.

1.01.14 The Dean of Student Life shall accept appeals no later than three days
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following the announcement of final certified election results.

1.01.15 The Dean of Student Life will issue notice to all parties of an appeal,
including the scheduled date of the meeting, no later than three days after the receipt
of an appeal.

1.01.16 The Dean of Student Life may extend meetings following the first
meeting date if necessary.

1.01.17 The Dean of Student Life shall issue all decisions pertaining to election appeals.

1.01.18 The SGA inauguration shall be held on the Friday before the first Monday of
June or at the Student Awards Ceremony.

2.01 Special Elections

1.02.1 The election commission shall announce an election and make Intent Forms
and petition signatures forms available online and in the SGA office at least four
weeks before the first day of voting.

1.02.2 The election commission shall hold orientation meetings during the two
weeks prior to the due date for Intent Forms.

1.02.3 The election commission shall accept Intent Forms and petition signatures
forms no later two weeks prior to the first day of voting.

1.02.4 The first day of voting shall be set by the election commission in consultation
with the current SGA President.

1.02.5 The last day of voting shall be the Friday following the first day of voting.

1.02.6 Preliminary results shall be issued to all candidates, the current SGA
president, and the current SGA Secretary no later than twenty-four hours after voting
ends.

1.02.7 The election commission will accept disputes and complaints no later than
noon on the Wednesday following the last day of voting.

1.02.8 The election commission shall give notice to all parties to a dispute or
complaint no later than 5 pm on the Wednesday following the last day of voting
which shall include the schedule date and time of a hearing, if one is needed.

1.02.9 If no disputes or complaints are submitted or all disputes or complaints are
resolved prior to the last day of voting, the election commission will issue the final
certified results to all candidates, the current SGA president, and the current SGA
Secretary no later than three days following the last day of voting.

1.02.10 The election commission shall hold hearings, as necessary, to resolve
disputes and complaints no later than three days following notice of dispute or
complaint.

1.02.11 The election commission shall issue final certified results, including the
results of any hearings, no later than three days following the completion of
hearings.

1.02.12 The Dean of Student Life shall accept appeals no later than three days
following the announcement of certified election results.

1.02.13 The Dean of Student Life shall issue notice to all parties of an appeal,
including the scheduled date of the meeting, no later than three days after the
receipt of an appeal.

1.02.14 The Dean of Student Life may extend meetings following the first meeting
CCD SGA Operational Procedures Manual



837
838

839

840
841
842
843
844
845
846
847
848
849
850
851
852
853
854
855
856
857
858
859
860
861
862
863
864
865
866
867
868
869
870
871
872
873
874
875
876
877
878
879

23

date if necessary.
1.02.15 The Dean of Student Life shall issue all rulings pertaining to election appeals.

SECTION 2: Election Procedures

2.01 Initiation

2.01.1 All General Elections shall be conducted during the spring semester. The
Commission shall plan and conduct general elections without notice from any
other Student Government Association entity. The commission may consider
holding elections at the same time as the other, but are not required to

2.01.2 Vacancies are considered to officially "occur” for Commission purposes
upon receipt of written notice to that effect from the SGA Secretary or SGA
President.

2.01.3 The commission shall certify petitions for recall, referendum, or initiative
upon finding that the measure has fulfilled Bylaw and Procedures Manual
requirements.

2.01.4 Elections initiated during the Spring semester may be combined with the
planned general election or presented as a special election, at the discretion of
the elections commissioner.

2.01.5 The Commission may approve or reject with good cause a request from
a student organization for its assistance in hosting an election.

2.02 Candidates

2.02.1 Students desiring to stand for elective office within the Student Government
Association shall have their names placed on the ballot upon fulfillment of the
requirements of the CCD Student Government Nomination Packet. Upon
submission of an Intent Form, petition pages containing a minimum of twenty-five
(25) signature blanks shall be provided to the candidate by the Commission,
and each page shall be labeled with the name of the candidate and the position they
are seeking. The Petition sheets shall be made available for the candidate to pick
up in the SGA office during business hours within twenty-four hours of the
submission of the Intent to Run Form.

2.02.2 All candidates must meet the requirement of Article 1V of the Student
Government Assembly Bylaws.

2.02.3 Upon receipt, the Election Commission Chairperson shall present copies of
all Intent Forms to the appropriate administrative advisor, for verification of these
qualifications. The administrative advisor in acceptance of this responsibility shall
provide a written statement affirming each qualified candidate and rejecting each
unqualified candidate. Notice of acceptance or rejection must be provided to the
candidate, in writing, within three days of such rejection.

2.02.4 Any and all personal information submitted to the Commission by students
shall be considered released by such students to the Commission for its applicable
and appropriate use. However, in the course of such use, no private student
information shall be released to any person not a member of the Commission or
its advisor without the signed written consent of the student.

2.03 Campaign Period
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2.03.1 Intent Forms shall be due from all prospective candidates to the
Commission Chair no later than thirty days prior to the first scheduled day of the
relevant general election, and no later than fifteen days prior to the first
scheduled day of the relevant special election. Subject to this requirement, the
Commission shall set and publish a due date, on or before the date required
herein, upon which Intent Forms are due. Such due date may be extended, the
requirements of this section notwithstanding, by a simple majority of the
Commission, to a point not later than fifteen days prior to the first scheduled day
of the relevant general election, and no later than eight days prior to the first
scheduled day of the relevant special election, and only upon a finding by the
Commission that one or more position(s) subject to the election will otherwise
remain uncontested and/or unfulfilled and that such extension will not unduly
prejudice the outcome of the election for any candidate. The submission of all
intent forms constitute the acknowledgement of the CCD Student Government
Election Code.

2.03.2 The Commission shall host a minimum of 6 campaign orientation
meetings, at which copies of the Bylaws and other materials shall be distributed,
interpretations and rulings may be announced, and general information about the
campaign process shall be made available to all parties. Each Commissioner shall
attend a minimum of one of these meetings during each election cycle. All
candidates and at least one sponsor of each referendum must attend a minimum of
one of these meetings to remain eligible.

2.03.3 Campaigning shall take place between the distribution of petitions by the
Commission and the end of the actual election. With respect to special elections in
which no candidates will participate, the Commission shall allow a period of time
no less than two but no more than four weeks for campaigning. No campaigning on
campus shall take place before the date set by the Commission as the beginning of
campaigning or after the final date of the actual election.

2.03.4 The Commission shall set a time period for balloting of not less than two
business days and not more than five business days during non-general elections.
The Commission shall set a time period for balloting of not less than five business
days for general elections.

2.03.5 Subiject to the other requirements of this Section with respect to balloting, the
Commission shall review the results of the election within seven business days of
the close of balloting. Such review shall include tabulation and posting of
preliminary results within twenty-four hours of the close of voting. Subject to this
requirement, the Commission shall set a time period for contestation of forty-eight
hours following the posting of preliminary results.

2.03.6 Refer to CCD Student Government Bylaws and /or Procedures Manual for
certification requirements and deadlines.

SECTION 3: Election Participants

3.01 Candidates
3.01.1 The Commission shall accept Intent Forms from students for the positions of
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President, Vice President, Treasurer, Secretary, Student Representative, SSAC or
SACAB Representative.

3.01.2 Students who have submitted Intent to Run Forms may not be elected by
write-in vote for any office other than the position sought on the Intent to Run
Form.

3.01.3 Students with petition forms shall be treated as candidates following
verification of qualifications. The Commission may choose to treat a student as a
candidate prior to verification for the purposes of campaigning and/or election
process requirements if this student is currently a member of SGA.

3.01.4 Students seeking election as a write-in candidate shall be considered
candidates upon approval of Intent to be Elected form to a position in SGA and
all applicable rules shall apply.

3.01.5 Candidates in SGA elections are expected to adhere to any and all rules of
conduct which apply to members of the association. Violation of these rules are
grounds for disqualification upon a finding by the commission that the candidate's
conduct, if already an officer, would be sufficient to warrant removal from office.

3.02 Campaign Groups

3.02.1 For general campaigning purposes, a campaign group shall consist of two or
more persons standing as candidates for positions to be filled in the same election,
who therefore choose to share campaign resources and/or campaign in any way that
gives the appearance of a joint campaign or strategy. For spending purposes,
campaign group spending limits apply only to campaign groups consisting of four
or more persons, who have jointly informed the Commission in writing that they
will be standing as candidates for positions to be filled in the same election.

3.02.2 While operating as a campaign group, all individual members and the
campaign group shall each be held accountable for the conduct of the group.

3.02.3 Campaign groups may assemble or disassemble upon the unanimous written
consent of the members thereof and upon written notice to the Commission. 3.02.4
The Commission may assemble or disassemble a campaign group based on its
judgment by simple majority that members exhibit the characteristics of a
campaign group or of individuals campaigning, based on such members'
operation under the provisions of this section. The endorsement of one candidate
for another shall not be considered sufficient for such a judgment.

3.03 Referendum Sponsors

3.03.1 Any person, group, committee, organization or political entity, including
the Student Government Association or any part thereof, having participated in
drafting, petition or other advocacy of any referendum, shall be considered a
sponsor of said referendum.

3.03.2 It is the intention of this Code, through any and all provisions herein, to
increase rather than limit debate on referenda. As such, the Commission shall
interpret the provisions of Article 11 of this Code to provide the maximum
reasonable participation on all referendum issues.

3.04 Third Parties
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3.04.1 Any person or group, participating in the election process for the purpose of
campaigning or otherwise publicly expressing an opinion, without being adopted
by a particular candidate or campaign group as an active supporter shall be
classified as a third party upon written registration with the Commission or upon
the commission judgment that the party is committing resources or significant time
to such efforts.

3.04.2 Upon classification as a third party, the commission shall notify the party
that all election activity must be in compliance of campus and SGA regulations.

3.04.3 Individuals considered third parties by these provisions may not share
resources or coordinate a joint strategy unless they register as a campaign group or
assembled as one by the Commission.

3.04.4 All persons and groups choosing to participate in the campaign and/or
election process in any way, lack of status as a candidate, campaign group or
referendum sponsor notwithstanding, voluntarily avail themselves of the
jurisdiction of the Commission, and are thus subject to each and every provision
of this Code and all other policy issued by the Commission.

SECTION 4: Campaigning

4.01 Spending

4.01.1 No individual may contribute or spend more than two hundred and fifty dollars
($250.00) total to the campaign of any single candidate or campaign group,
including themselves. Such limits shall include reasonable assessment of the value of
in-kind donations.

4.01.2 No individual candidate may spend in excess of five hundred dollars
($500.00) on campaign materials and related expenses. No campaign group may
spend in excess of two thousand dollars ($2,000.00) on campaign materials and
related expenses.

4.01.3 Individual candidates, by virtue of participation in a campaign group,
waive all rights to individual spending.

4.01.4 No referendum sponsor or third party may spend in excess of two
hundred and fifty dollars ($250.00) on campaign materials and related expenses.

4.01.5 The Commission shall designate an e-mail address and a physical location for
expense reporting. Each candidate, campaign group, referendum sponsor, and third
party shall be responsible for providing, by e-mail or paper submission, a list and
summary of expenses spent throughout the entire campaign period by the first
business day following the close of the voting polls This reporting must describe the
sources of all funds and donations and the use to which each is put, as well as provide
contact information for verification of these sources. The Commission may further
provide guidelines to direct the formation of such reporting.

4.01.6 All parties to elections may receive donations of money and/or resources in
kind from any person except another election party.

4.01.7 Donations in kind must be assigned a reasonable value and deducted from the
party's spending limit. The Commission may, upon a finding of an incorrectly
calculated value by simple majority, revise any party's assigned value. However, the

CCD SGA Operational Procedures Manual



1009
1010
1011
1012
1013
1014
1015
1016
1017
1018
1019
1020
1021
1022
1023
1024
1025
1026
1027
1028
1029
1030
1031
1032
1033
1034
1035
1036
1037
1038
1039
1040
1041
1042
1043
1044
1045
1046
1047
1048
1049
1050
1051

27

Commission shall not revise an assigned value without substantial evidence.

4.01.8 Donations of non-consumable resources, such as the use of audio equipment
or a space in which to conduct campaign activities, shall be assigned a zero value
unless a specific fee for such use is paid by the campaigner in receipt or the donating
party.

4.01.9 The Commission shall make reasonable efforts to verify and supervise
election expenses to ensure compliance with applicable regulations.

4.02 Materials

4.02.1 Campaign materials consist of all physical resources and electronic media
used to deliver a campaign message or otherwise express an opinion intended to
influence a vote, including, but not limited to, flyers, posters, handbills, signs,
printed statements, novelty items such as key chains or pens, and clothing.
Campaign materials may be designed for delivery to constituents, posting, or
continual use by campaigners.

4.02.2 "State resources" for the purposes of this section, consist of any materials or
equipment paid for by tuition, student fees, or state funds. Except as described in this
section, no state resources may be used for any campaign purposes. This requirement
shall not apply to physical space which is not diminished or damaged by its use.

4.02.3 Campaigners shall not accept donations of funds or materials from campus
offices or departments. Any non-consumable resources provided for the use of
campaigners free of charge, such as a computer or a space on campus for
campaigning, shall be assigned a null value for spending purposes.

4.02.4 With respect to resources available to all students indiscriminately, such as the
computer labs and student lounges, campaigners may make use of all resources
without penalty, provided they do not interfere with normal use by non-campaigners.
Any printing in CCD computer labs shall automatically be assigned a value of $0.05
per 8.5 x 11 page for black and white and $0.10 per page for color on all expense
reporting.

4.02.5 The Commission shall not restrict the freedom of speech in campaigning,
except as to require compliance with applicable college policy, campus policy, and
state and federal law

4.02.6 Campaign materials shall not be posted in any way that violates campus
posting policies.

4.02.7 The Commission will attempt to regulate campaigning which takes place
off campus or online, and it may use such instances as evidence of campaign
spending and adherence to CCD Code of Conduct and SGA Bylaws and Election
Code. CCD resources, such as the email server, incoming or outgoing, and college
provide web space shall be considered on-campus for the purposes of campaign
regulations.

4.03 Communications

4.03.1 Campaign communications consist of all person-to-person correspondence,
whether directed individually or indiscriminately to members of a larger group,
including, but not limited to, emails, letters, mailings, and phone calls.
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4.03.2 Campaigners shall comply with all college and campus policies regarding the
use of "spam™ and consumer mailing, and with all state and federal law. However,
students sharing a pre-existing relationship with the campaigner, such as classmates,
teammates, or club membership, may be included in mass communications unless
the student expressly requests not to be.

4.03.3 Campaigners shall not use any communication method that intrudes on the
privacy of students outside the campus or college electronic forum, such as phone
calls and home mailings.

4.03.4 No mass emails shall be sent to addresses contained in established campus
lists, such as those independently managed by the Information Technology division
of the college or those available on CCD Connect and D2L

4.04 Forums

4.04.1 A campaign forum shall consist of any public event, whether held
electronically or at a physical location, at which the distribution of campaign
materials, issuance of campaign communications, and/or a general discussion of
campaign parties and positions is part of the planned activity.

4.04.2 The hosting individual(s) and/or group(s) must be publicly and frequently
made clear to all persons attending or participating in each forum. Forums hosted by
the Commission, or otherwise purporting impartiality, shall only be conducted
provided vigorous and defensible efforts to ensure a fair and impartial process is
made.

4.04.3 Individuals or groups hosting campaign forums may not do so using
student organization funds without express approval of the governing body of that
student organization, as reflected in their constitution. Individuals or groups hosting
campaign forums may not do so using any funds received from SGA, student fee or
general fund departments, including in kind like copies, paper, etc.

4.04.4 Candidates or campaign groups must include expenses incurred by a campaign
forum which can be reasonably attributed to the campaign on their expense reports to
the commission.

4.05 Conduct

4.05.1 All parties to an election shall be responsible for full compliance with this
Code, all college and campus policies relevant to election proceedings and all state
and federal laws applicable to conduct within such proceedings. However, violation
shall only be determined by the Commission upon finding of a.) Clear intent and/or
b.) Failure to be aware of applicable rules.

4.05.2 In the interest of free and open elections, except as necessary to the basic
functioning of the election process, the Commission shall not regulate general
standards of behavior of campaigners. Specifically, except as violations as described
herein and in the Student Code of Conduct, no campaigner may be punished for
behavior generally regarded as inappropriate.

4.06. Commission Oversight

4.06.1 The Commission shall be responsible for the oversight of all election
related activities, and may investigate any activity on its own initiative or upon
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request by another party. The Commission may request college assistance in
investigating violations or enforcing its Code.

SECTION 5: Violations

5.01 Reporting
5.01.1 Upon discovering a believed violation of any provision of this Code, a
Commissioner shall report the violation, in writing, to all other Commissioners.
The Chair shall then issue temporary orders, if believed necessary, and shall
convene a hearing pursuant to section 4.03.
5.01.2 Upon discovering a believed violation of any provision of this Code
individuals may report the violation, in writing, to the Chair. The Chair shall then
distribute this writing to all other Commissioners, issue temporary orders, if believed
necessary. Complaints not delivered in writing as described herein shall not be
considered.
5.02 Temporary Orders
5.02.1 Upon becoming aware of an activity alleged to be in violation of any provision
of this Code, the Chair may issue a temporary order, calling for the cessation of such
activity until a hearing can be convened. The Chair may only issue such order upon
the belief that such order is necessary to prevent substantial harm to a fair and
impartial election, and that such order will not cause such harm in itself.
5.02.2 Upon convening of a hearing, the Commission may reverse any such
temporary orders.
5.03 Hearing
5.03.1 A hearing regarding an alleged violation may only be held following a minimum
of two business days’ written notice to the campaigner against whom allegations are
made, the party harmed by the alleged activity (if any), and all Commissioners.
5.03.2 A hearing shall operate as a normal meeting of the Commission, but shall
include, in this order:
a. Presentation of evidence of violation
b. Presentation of the party's evidence
c. Statements by all persons
e. Deliberation by the Commission on its finding
f. Issuance of a finding
g. Statement by all persons with respect to disciplinary measures
h. Deliberation by the Commission on disciplinary measures
i. Issuance of disciplinary measures
5.03.3 The Commission's findings shall be published in writing and made
publicly available within two business days of decision, and must include findings of
fact and violation. Findings of fact shall include a thorough description of all actions
found by the Commission to have been taken by the accused. Findings of violation
shall include a thorough explanation of the Commission's application of policy or
law to these found facts.
5.03.4 Hearings may be carried over to a second day if necessary.
5.03.5 Standard disciplinary measures may include any combination of the following:
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a. The immediate removal of all materials and/or postings in violation;

b. The reduction of an individual/campaign groups spending limit of up to
95%;

c. Prohibition further campaign participation.

d. Expulsion from the election process and disqualification.

5.03.6 Candidate(s) whose spending limits have been reduced below the amount
already spent must remove and forfeit materials, at the Commission's discretion, to
decrease their total outstanding campaign spending below the new limit. Any found
in violation must provide a new statement of spending and must forfeit any such
materials to any Commissioner within one business day of such a finding.

5.03.7 The Commission shall disqualify a candidate from further participation in
campaigning or in the election itself only upon a finding that the harm caused by
that candidate's violation has substantially and irreparably harmed the progress of
a fair and impartial election.

5.03.8 The Commission shall order a new election, to determine a position or
referendum, only upon a finding that the democratic process has been
substantially and irreparably harmed to the extent that a certifiable election
outcome is no longer possible.

5.03.9 Any findings issued or punitive measures affected under this Section shall be
subject to appeal to the Dean of Student Life only on the basis described in Section
6 of this Code.

SECTION 6: Election Results

6.01 Tabulation

6.01.1 The Commission shall generate a ballot and make available for public no later
8:00 am of the first day of balloting. The Commission shall make all reasonable
efforts to generate a simple, understandable, fair, and impartial ballot, including
random or alphabetical selection of the order of candidates for each position and the
presentation of referendum language without description or proponent speech. All
incumbent candidates shall be denoted as such thereon. The Commission shall hear
all complaints regarding the nature of the ballot received in writing with the Chair
within three business days of its public availability. The ballot must include a method
whereby voters can write in a student's name which does not appear on the ballot.

6.01.2 It is the sponsoring party's responsibility to provide ballot language for
referendum or initiative. However, the election commission, SGA, and CCD
Administration are responsible for ensuring that such language is accurate and
impartial and may require revision of the language within reasonable
deadlines.

6.01.3 The Commission may solicit volunteers for assistance with the process of
balloting, regulation enforcement, and vote counting, and may certify such volunteers
as election judges, following an inquiry into such volunteer's impartiality. The
Commission Chair shall have final authority to appoint Election Judges.

6.01.4 The Commission may check ballot count and results during and/or after
balloting. Any ballot counting must have permission from the election commissioner
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or SGA Advisor. For the purpose of counting, advisors may serve as election
judges.

6.01.5 Following counting, the candidate with the largest number of votes for each of
the elected executive positions (President, Vice President, Treasurer, Secretary, seven
Student Representative, two SACAB Representatives and two SSAC
Representatives) shall be named the preliminary victor. In the case of SACAB and
SSAC representatives, the two candidates with the most votes for each position will
be declared the victors.

6.01.6 The Commission shall release preliminary results, including the designation of
preliminary victors, within twenty-four hours of the completion of balloting. The
Commission may also, at its discretion, release partial preliminary results before
balloting is complete, except that such preliminary results must include all questions
and positions on the ballot.

6.01.7 The commission may make use of campus and college resources, or other
external business or organization in order to ensure that balloting is conducted
professionally and accurately. The commission may allocate funds for such services
within their approved budget and with the approval of the SGA President.

6.02 Contestation

6.02.1 Contestations and allegations of violations under Section 4 must be filed with the
Chair before completion of balloting. The Commission shall consider all allegations
within two business days following the release of preliminary results. The
Commission shall first consider whether the allegations, if true, would result in
punitive measures that would substantially alter the outcome of the election, then
proceed to a hearing consistent with the provisions of Section 5 only if it determines
in the affirmative by simple majority.

6.02.2 Any group of three candidates, three referendum sponsors, or ten students’ may
petition the Commission for a first recount. Upon receiving such a request, in writing,
naming one specific position or referendum to be recounted, the commission shall
seek a letter from the company, department, or entity which was used to conduct
balloting which certifies that results are accurate.

6.03 Certification

6.03.1 It is recognized that certification of a vote is necessary to the assurance of a fair
and impartial election system. As such, the Commission shall not sacrifice the
principles of a fair and impartial election in any way in the interest of meeting a
Certification deadline.

6.03.2 Certification of a vote by the Commission shall require an affirmative vote of
three commissioners.

6.03.3 If the number of commissioners should be reduced to less than three during the
course of an election, the SGA president shall convene a committee of impartial
students to review all documents pertaining to the election and issue a Certification in
place of the Election Committee.

6.03.4 Refer to the CCD Student Government Bylaws and/or Policy Manual for
requirements regarding inauguration.

SECTION 7: Appeal
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7.01. Student Court

7.01.1 Any decision made by the Commission, including interpretations, appointments,
removals, findings, punitive measures, certification, and all other actions requiring a
vote may be appealed to the SGA, in writing, within five business days following
such decision. For the purpose of notice, the Chair shall be the representative of the
Commission, receive service, and may present the Commission's case or delegate this
task.

7.01.2 For the purposes of review of Commission decisions, the Dean of Student Life
shall be the appellate body. As such the Student Appeal Committee shall review
cases on appeal to determine whether the Commission correctly applied the Student
Government Association Bylaws and this Code, but shall not make determinations of
facts already made by the Commission.
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