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Article I: Administrative Professional Committee

1. Purpose

The Administrative Professional (AP) Committee is the representative body for AP staff, the purpose of
which is:

A. To review and make recommendations on GVSU policies that affect AP staff
B. To facilitate dialogue between the AP staff and others at GVSU.
C. To consider questions, concerns, and recommendations from AP staff.

The recommendations made by the Committee will be reported to the appropriate member of the
Senior Leadership Team.

2. Composition

The AP Committee is composed of members elected by and from the AP staff to the AP Executive
Committee and all subcommittees.

Article II: AP Executive Committee
1. AP Employee Groups

The AP staff is organized into employee groups; each employee group will elect representative(s) to the
AP Executive Committee. Current employee groups and elected representatives are listed online each
year. A representative from the Office of the Provost and an AP representative from the Human
Resources office will serve as non-voting ex officio members.



Elections and Vacancies
Elections

Member(s) from each AP employee group will be elected by that employee group for a three
year term on the AP Executive Committee. Election of new members will take place during the
Winter semester, with the term beginning in Spring Semester. Terms are staggered with elections
to occur as terms expire. The AP Executive Committee will ask for nominations from the
employee groups and prepare an online ballot reflecting those nominations for the election. If
insufficient nominations are received, the AP Executive Committee will determine next steps or
may fill open positions by appointment. In the event of a tie, a coin flip witnessed by the HR ex
officio member or that person’s designee will decide the successful candidate.

B. Vacancies

1. Should an elected member of the AP Executive Committee be unable to complete their
term, mid-term vacancies will be filled as soon as possible through appointment ratified
by the AP Executive Committee.

2. Should an elected member of the AP Executive Committee change AP employee group
during that representative’s term so as to fall into a different employee group, the AP
Executive Committee, with the representative’s permission, may vote to allow that
elected representative to continue representing the original employee group. If the
representative prefers to step down, the AP Executive Committee will fill the mid-term
vacancy.

Officers

Officers of the AP Executive Committee include the Chair, Vice Chair, and Secretary. Officers shall be
elected for a term of one year by the newly elected and current members of the AP Executive
Committee.

A. Chair - The Chair shall prepare the agenda for and preside over all regular and special
meetings of the membership and the committee, and be responsible for the general program of
the AP Committee and represented membership. The Chair shall, in general, perform all the
duties incident to the office as may be prescribed by the committee from time to time.

B. Vice Chair - The Vice Chair assists with the governance responsibilities of the Chair and
presides over meetings in the absence of the Chair. If for any reason the Chair is unable to serve
a full term, the Vice Chair will become the Chair for the unexpired term. If the Vice Chair
becomes Chair, or for any other reason is unable to serve a full term, the AP Executive
Committee will nominate and elect one of its members during a regular meeting to serve as Vice
Chair for the unexpired term.

C. Secretary — The Secretary shall keep a record of the proceedings of the meetings of the
committee and conduct such other correspondence as may be requested by the Chair, the
membership, or the committee. The Secretary or designee is responsible for posting minutes to
the AP Committee website.
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Responsibilities

Members of the AP Committee are to:

A. attend AP Executive Committee meetings. If a member is not able to attend a meeting, a
substitute should be selected. Substitutes may act as voting members;

B. participate in AP Executive Committee discussions and decisions;

C. represent the opinions and interests of their constituents at meetings and in AP
Executive Committee decisions;

D. assist in executing the general purposes of the AP Committee;

E. contact new AP members within their employee group to welcome them to the
university and share with them the purpose of the AP Committee.

Meetings
A. Frequency, time, place, and order

The Chair, along with the AP Executive Committee, will determine the frequency, time, and place
of meetings. Robert's Rules of Order will be adopted for Committee procedure.

B. Quorum

A quorum of the majority of eligible voters is required to conduct business. A majority is defined
as 50% plus 1. An invited speaker may be heard by less than a quorum if rescheduling is
impractical.

Article Ill: Bylaws Amendments

1.

A proposed amendment shall be submitted to the AP Executive Committee as a matter to be
presented to the AP Committee. Any proposed amendment must be consistent with the format
and organization of these Bylaws. If the proposed amendment receives the support of the AP
Executive Committee, the AP Executive Committee will take it to a vote for the entire AP
Committee.

If in the course of its deliberations the AP Committee alters the proposed amendment
substantially, it shall be referred back to the AP Executive Committee for further consideration.
A recommendation to amend the Bylaws shall be decided by the affirmative vote of an absolute
majority of the voting members of the AP Committee (i.e., a majority of the entire voting
membership). The recommendation takes effect when it has been published on the AP
Committee site, unless another effective date has been specified. If applicable, the Senior
Leadership Team will be notified.

Article IV: Subcommittees



There are four standing subcommittees of the AP Committee: Salary & Benefits, Professional
Development, Awards, and Social Justice.

Subcommittee members cannot concurrently serve on the AP Executive Committee or other
subcommittees. If elected to more than one committee, the successful candidate must choose a single
committee or subcommittee on which to serve. AP staff who received the next highest vote count will fill
the open position.

1. Salary and Benefits Subcommittee
A. Purpose

To act as a representative body for the AP Executive Committee on issues regarding Salary and
Benefits. To report to the AP Executive Committee any recommendations on Salary and Benefits
policies that affect the AP staff. The AP Executive Committee will review and make final
recommendations, which are reported to the appropriate Senior Leadership Team member.

B. Composition

The Salary and Benefits Subcommittee is composed of up to nine elected AP staff members who
will serve three-year terms with no more than two representatives elected from each of the AP
employee groups and one representative from Human Resources, ex-officio, non-voting.

C. Election Guidelines

Terms are for three years and staggered with elections to occur as terms expire. Mid-term
vacancies will be filled with appointments ratified by the AP Executive Committee as needed.

D. Officers

The officers will include a Chair, a Vice Chair, and a Secretary. The Chair or designee may attend
the AP Executive Committee meetings as a nonvoting participant. Officers shall be elected for a
term of one year by the newly elected and current members of the Salary and Benefits
Subcommittee. Officer terms will be for one year. The Chair or a designee is responsible for
posting minutes to the AP Committee website.

E. Responsibilities

The Salary and Benefits Subcommittee will report to the AP Executive Committee and have the
following responsibilities:

a. to report to the AP Executive Committee any findings and recommendations
which are relevant to AP Salary and Benefits;

b. to review the AP Salary Adjustment Program and make recommendations to the
AP Executive Committee for further action;

C. to review the AP Personnel Structure which includes the evaluation of salary and
title categories and to report these findings with recommendations to the AP Executive
Committee for further action;



d. to review the benefits for AP staff and make recommendations for adjustments
or additions;

e. to review and make recommendations to the AP Executive Committee any
additional matters that are assigned to the Salary and Benefits Subcommittee.

2. Professional Development Subcommittee
A. Purpose

To act as a representative body for the AP Executive Committee on issues regarding Professional
Development. To report to the AP Executive Committee any recommendations on Professional
Development policies that affect the AP staff. The AP Executive Committee will review and make
final recommendations to the appropriate Senior Leadership Team member.

B. Composition

The Professional Development Subcommittee is composed of up to nine elected AP staff
members who will serve three-year terms with no more than two representatives elected from
each of the AP employee groups and one representative from Human Resources, ex-officio,
non-voting.

C. Election Guidelines

Terms are for three years and staggered with elections to occur as terms expire. Mid-term
vacancies will be filled with appointments ratified by the AP Executive Committee as needed.

D. Officers

The officers will include a Chair, a Vice Chair, and a Secretary. The Chair or designee may attend
the AP Executive Committee meetings as a nonvoting participant. Officers shall be elected for a
term of one year by the newly elected and current members of the Professional Development
Subcommittee. Officer terms will be for one year. The Chair or a designee is responsible for
posting minutes to the AP Committee website.

E. Responsibilities

The Professional Development Subcommittee will report to the AP Executive Committee and
have the following responsibilities:

a. To report to the AP Executive Committee any findings and recommendations
which are relevant to the professional development of AP staff;

b. To review and propose additional training and development opportunities for AP
staff and make recommendations to the AP Executive Committee for further action;

C. To review funding sources for AP staff development and to report these findings
with recommendations to the AP Executive Committee for further action;



d. To review and make recommendations to the AP Executive Committee any
additional matters that are assigned to the Professional Development Subcommittee.

3. AP Awards Subcommittee

F.

A. Purpose

To act as a representative body for the AP Executive Committee in the selection of AP Awards
recipients that will be presented at the annual AP Luncheon. The AP Awards Subcommittee will
provide the list of awardees to the AP Executive Committee Chair, who notifies Human
Resources for appropriate recognitions.

B. Composition

The Awards Subcommittee is composed of up to nine elected AP staff members who will serve
three-year terms with no more than two representatives elected from each of the AP employee
groups and up to two former recipients of the AP Achievement Award, as appointed by the AP
Awards Subcommittee Chair (for the sole purpose of assisting in the selection of the AP
Achievement Award).

C. Election Guidelines

Terms are for three years and staggered with elections to occur as terms expire. Mid-term
vacancies will be filled with appointments ratified by the AP Executive Committee as needed.

D. Officers

The officers will include a Chair, a Vice Chair, and a Secretary. The Chair or designee may attend
the AP Executive Committee meetings as a nonvoting participant. Officers shall be elected for a
term of one year by the newly elected and current members of the AP Awards Subcommittee.
Officer terms will be for one year. The Chair or a designee is responsible for posting minutes to
the AP Committee website.

E. Responsibilities

The Awards Subcommittee will report to the AP Executive Committee and have the following
responsibilities:

a. To report to the AP Executive Committee any findings and recommendations
regarding the AP Award process;

b. To coordinate the nomination process and related publicity;

c. To select annual AP Award recipients for all awards;

d. To provide the AP Executive Committee Chair with the list of award recipients for
review.

Voting Privileges, Definition of Quorum



The elected members have voting privileges related to the selection of all AP awards. The former
recipients of the AP Achievement Award have voting privileges related solely to the AP Achievement
Award selection.

A quorum of the majority of eligible voters is required in the selection of awards; a majority is defined as
50% plus one. The expectation, however, is that all elected members will participate fully in the selection
of all awards.

G. Subcommittee Members Eligibility for Awards

If an Awards Subcommittee member is nominated for an award, they have an option to either accept the
nomination and step down from the subcommittee or decline the nomination and remain on the
committee. In the event a subcommittee member is nominated for the Outstanding Team Project award,
they have an option to accept the nomination and step down from the subcommittee or decline the
nomination, have their name removed from the Outstanding Team Project nomination, and remain on
the committee. In the event a subcommittee member accepts a nomination and steps down from the
subcommittee, the AP Executive Committee will fill the mid-term vacancy.

4. Social Justice Subcommittee

The Social Justice Subcommittee's purpose is to act as a representative body for the AP Executive
Committee on issues regarding Social Justice. The committee's objectives include creating awareness to
inspire action for Social Justice issues through program offerings, advocacy, and reporting to the AP
Executive Committee any recommendations on Social Justice policies that affect the AP staff. The AP
Executive Committee will review and make final recommendations reported to the appropriate Executive
Officers for approval.

1. Composition

The Social Justice Subcommittee is composed of up to nine elected AP staff members who will
serve three-year terms with no more than two representatives elected from each of the AP
employee groups and one representative from the Division of Inclusion and Equity, ex-officio,
non-voting.

2. Election Guidelines

Terms are for three years and staggered with elections to occur as terms expire. Mid-term
vacancies will be filled with appointments ratified by the AP Executive Committee as needed.

3. Officers

The officers will include a Chair, a Vice Chair, and a Secretary. The Chair or designee may attend
the AP Executive Committee meetings as a nonvoting participant. Officers shall be elected for a
term of one year by the newly elected and current members of the Social Justice Subcommittee.
Officer terms will be for one year. The Chair or a designee is responsible for posting minutes to
the AP Committee website.

4. Responsibilities



The Social Justice Subcommittee will report to the AP Executive Committee and have the
following responsibilities:

a. Toreport to the AP Executive Committee any findings and recommendations related to
social justice matters of AP staff;

b. To review and propose additional social justice related training and development
opportunities for AP staff and make recommendations to the AP Executive Committee
for further action;

c. Toreview funding sources for AP staff on social justice related development and to
report these findings with recommendations to the AP Executive Committee for further
action;

d. To review and make recommendations to the AP Executive Committee any additional
matters that are assigned to the Social Justice Subcommittee.



