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X.

RULES OF ORDER



ARTICLE|. PREAMBLE

This Code, adopted by the Faculty of the Department of Mechanica Engineering, College
of Engineering, University of Washington on May 2, 1991, under authority of the University
of Washington Handbook Volume Two, Section 23-43 and 23-45, is designed to serve as
aworking guide on matters of organization and procedure in the Department. No part of
this code is to be congtrued as contravening, supplanting, or otherwise negeating, either
directly or indirectly, any provison of the Faculty Code of the Universty or Code of
Organization and Procedure for the Faculty of the College of Engineering. In any case of
gpparent conflict, the Faculty Code of the Univerdty or the Code of the College of

Engineering prevails.

ARTICLE |II. MEMBERSHIP AND VOTING MEMBERSHIP OF THE
DEPARTMENT FACULTY

Members and voting members of the Mechanica Engineering Faculty shdl be asdefined in
the Faculty Code, Section 21-31 and 21-32.

The definitions of various titles and the specification of voting rights for the various types of
gppointments may be found in the Univergity of Washington Handbook, Volume 2, Section
24-34.

All nonvoting members of the faculty are encouraged and expected to participate in
departmenta affairs to the full extent permitted by the Faculty Code. It istheintention of the
faculty that the Chairperson recognize dl nonvoting members who wish to contribute during
the meetings of the faculty in discussions, nominations, and motions. Nonvoting datus shal
agoply only to meetings of the faculty and not to meetings of committees and/or
subcommittees.

ARTICLE IIl. MEETINGSOF THE DEPARTMENT FACULTY

Section 1. Chairperson of Faculty M eetings
The Chairperson for meetings of the Department Faculty shdl be the Department
Chairperson. In the absence of the Chairperson, the Associate Chairperson will
presde. In the absence of both Charperson and Associate Chairperson, the

Chairperson may designate a Chairperson pro tem.

Section 2. Frequency of Faculty M eetings



The Department Chairperson shdl cal a meeting of the faculty a least once per
quarter (excluding summer), and shdl didribute an agenda for each meseting at
least one week prior to the meeting unless a standard agenda will be followed.

Section 3. Meetings of the* Committee of the Whole”

At the written request of five voting members of the faculty, the Chairperson of the
Faculty Affairs Committee shdl cdl a meeting of the faculty. The Chairperson of
the “Committee of the Whole’ shdl be the Chairperson of the Faculty Affairs
Committee. A written announcement of the meeting and agenda shdl be
digtributed to the faculty and posted in the faculty lounge &t least one week prior
to the mesting.

ARTICLEIV. CHANGESIN THE CODE OF ORGANIZATION AND PROCEDURE

Changes in the Code of Organization and Procedure may be moved at aregularly scheduled
meeting of the faculty provided intention to propose the change has been announced at a
faculty meseting preceding the meseting by at least two weeks and that a copy of the
proposed change has been digtributed to the faculty and posted in the faculty lounge for the
same period of time. A motion to make the proposed change must be passed by a two-
thirds vote of the totd voting faculty.

ARTICLEYV. DEPARTMENT COUNCIL

There shdl be a Department Council, advisory to the Department administration and
empowered to carry out certain functions as described in this Article. The council may
consider and recommend policy and/or procedures for the faculty. The Chairperson of the
Department shal meet with the council on aregular basis, but not less than once per regular
quarter prior to the general departmenta faculty meeting. The Department Chairperson
shdl egtablish the agenda for the meetings and shdl be responsible for timely publication of
minutes and the council meetings.

The faculty of the Department may authorize the council to act on its behdf, to the extent
permitted by the Faculty Code of the Universty of Washington and the College of
Engineering. Such authorizations must be specific and must have become part of this Code
under the provisons of Article 1V, with the exception that only a mgority vote shdl be
required. Revocation of authorizations shdl be by the same procedure as authorizations.

The Department Council shdl consst of the Chairperson of the Department, the Associate
Chairperson, and the Representatives of the Interest Groups. Chairpersons of the Standing



Committees may attend mestings a the request of the Council, the Chairperson, or their
own request. The Chairperson of the Department shal serve as the Chairperson of the
Department Council.

The primary function of the Depatment Council shdl be to advise the Department
Chairperson.  Areas of counsd should include, but not be limited to: faculty needs and
recruitment, special needs related to areas of curriculum and teaching, and alocation of
Depatment resources. The Department Council shdl dso meet with the Associate
Chairperson to discuss course scheduling and teaching assignments as the need arises.

ARTICLE VI. INTEREST GROUPS

Section 1. Organization and Membership

Interest Groups shal be organized dong the lines of the research and teaching
interests of the faculty. They shdl be designated as the following:

Energy and Huids

Mechanics, Materials, and Manufacturing
Systems, Dynamics, and Desgn

Desgn

Each member of the Department faculty as defined in ARTICLE 11 shdl be a
member of a least one Interest Group. Faculty whose interests cross Group
boundaries may be a member of more than one Group. However, each faculty
member may have vating rights in only one Group — designated hisher “primary”
group. Membership in other than the Group in which the person has voting rights
shdl be desgnated as “ secondary” membership.

Desgnation of the Group memberships shdl be the responghbility of the Feculty
Affars Committee. Such designations for each academic year shdl take place at
the last Spring Quarter meeting of the Faculty Affairs Committee in the preceding
academic year. New faculty members shall be assgned to an Interest Group by
the Faculty Affairs Committee a its fird regular meeting after the new member
joins the faculty. The preference of the individud faculty member in hisher
assgnment shdl be the mgor consderation of the Faculty Affars Committee in
condtituting the Groups, but disproportionate numbers of people in the Groups are
to be avoided.

Section 2. Group Representation



As its firgt order of busness a its fird Autumn Quarter meeting each Interest
Group shdl dect a Representative from among its membership, with the
requirement that the person must be a voting member of the faculty. The Group
representative shal serve for a two-year term. He/she shdl be responsible for
organizing and carrying out the tasks that are specified in Section 3and shdl
serve as amember of the Department Council.

Section 3. Responsibilities

The Groups are assigned three mgor responsibilities:

1.

At least annudly, each Group shal examine its needs for new faculty. These
needs shdl be transmitted to the Department Chairperson. Each Group
shdl participae in the recruitment and selection of candidates for faculty
pogitions within its area of interest.

Each Group shdl meet a leest annudly to review the courses under its
purview and the number of sections to be offered the following academic
year, as proposed by the Associate Charperson. At that time,
recommendations for teaching assgnments shdl be made, subject to
quarterly review and recommendations for reassignment.

It is the responghility of individud faculty membersto indicate their teaching
interests to the Representatives of other Groups if they wish to be
consdered for teaching assgnments outside their Group. These individuds
ghdl be invited by the Representatives to attend meetings where teaching
assgnments, or reessgnments, will be discussed.

Each Group shdl be responsible for monitoring those courses which are
under its purview. This responshility shdl be shared with the
Undergraduate Education Committee and the Graduate Education
Committee. Responghility shdl include, but not be limited to, the following:

a  Review of course information on file such as up-to-date outline,
textbook prescription, desgn content (if appropriate), and
preparedness of the instructor.

b. Review of course sequences for adequacy of preparation of students,
relationship with College courses and courses in other departments,
prerequisites, and |aboratory and design content.



c.  Specification of the coordinator for each course.

ARTICLE VII. STANDING COMMITTEES
Section 1. Standing Committees
The Standing Committees of the Department shall be:

Faculty Affairs Committee
Undergraduate Education Committee
Graduate Education Committee
Research and Resources Committee

Section 2. Membership

Each Interest Group (as defined in Article VI) shdl dect one vating faculty
member to serve on each of the Standing Committees for a period of three years.
Elections shdl occur at the first meeting of the Interest Group which shdl occur by
the end of the second week of Autumn Quarter. Redlection shal be permitted.
No more than two persons from any one Interest Group may be Chairpersons of
ganding committees at any onetime. No faculty member may serve on morethan
one sanding committee.  For purposes of representation on the Standing
Committees, a Group may elect to dign itsdf with another Group for common
representation. In the case of absence from an occasonal meeting, Standing
Committee members shdl find an dternate to represent them a the Standing
Committee mesting.

Section 3. Leadership

Each Standing Committee shdl ect its Chairperson from among its membership,
with the requirement that the Chairperson of a Standing Committee must be a
voting member of the faculty and that the same person may char only one
Standing Committee. The Chairperson for the one-year term beginning in Autumn
Quarter shdl be dected no later than the end of the third week of the Autumn
Quarter by the current members of the Committee.

Section 4. Absenceor Inability to Serve

It shdl be the responshility of each faculty member to anticipate periods of
absence from the Committee due to leave, research gppointment, adminidrative



work, or other reasons. |f the period of absenceisto be equa to or greater than
one year, the faculty member shdl submit a resignation to the Interest Group
Representative with a copy to the Committee Chairperson. The Interest Group
Representative shdl hold a timely eection of areplacement for the remainder of
the unfulfilled term. For periods of absence less than one year, the Committee
may choose to function without a replacement, elect a substitute Chairperson from
its membership if the absentee s Chairperson, or request a temporary subgtitute
from the Interest Group.

Section 5. Duties and Responsibilities

The duties and responghilities are ddineated in Article VIII of this Code. In
addition, it is understood that the members of Standing Committees shdl function
as liason between their respective Interest Groups and the various Standing
Committees.  Communication between the Interest Groups and the Standing
Committeesisto be carried out by the Committee members on aregular basis.

ARTICLE VIII. STANDING COMMITTEE DUTIESAND RESPONSIBILITIES
Section 1. Faculty Affairs Committee

Purpose: The purpose of the Faculty Affairs Committee is to promote the
generd wedfare of the faculty and to facilitate professond development in the
areas of teaching and research.

Responsibilities: The Faculty Affars Committee shdl be responsble for
congdering and recommending policy and/or procedures to the faculty in dl
meatters within the purview of the Department reating to the interests of the faculty,
induding:

New gppointments to the faculty.

Promotions and merit increases of the faculty.
Granting of tenure.

Professond leave.

Teaching and grading standards.

Professond ethics.

Affirmative ection.

@ "o o0op

A principd function of the Committee shal be to promote faculty development,
induding:



a.  Providing introductory information to new faculty.

b.  Hdping junior faculty in determining their roles, and assdting them in ther
professiond growth.

c.  Ensuring that established annua review procedures are completed.

d. Nominating candidates for Univerdty committees, and for Faculty Senate
representatives.

e.  Surveying results showing Department course grades and making a report
to the faculty.

The Committee shdl specify the membership of the Interest Groups. The
composition of these groups shdl be such that every member of the Faculty is
assgned to a least one group, and the assgnment shal be acceptable to the
faculty member. The Committee shall aso suggest reorganization of the Interest
Groups when warranted by changes in faculty makeup or interests.

The Committee shdl be respongble for generd oversight of this Code.

The Committee may dso serve an informa conciliatory role on any matter upon
request from an individua member of the Faculty.

Membership and Chairperson Selection: The Committee shal consst of one
representative from each Interest Group. The Committee shdl dect its
chairperson in accord with Article VI1, Section 3.

Organization: The Committee shal organize itsdf such that it can meet its
respongbilities. It may form subcommittees to propose policy and/or procedures
and to carry out palicy.

Section 2. Undergraduate Education Committee

Purpose: The purpose of the Undergraduate Education Committee shdl be to
condder and recommend policy and/or procedures to the faculty related to
undergraduate curricular matters and undergraduate student affairs.

Responsibilities: The Committee shdl periodicdly review the existing program
of sudies to determine its adequacy with respect to the current and future
requirements of the professon and its compliance with the reguirements of the
accrediting agency. It shdl report its findings and recommendations to the faculty
at least once per academic yesr.



The Committee shall have direct repongbility for the following:

a.  Undergraduate curriculum, procedures for the introduction of new courses,
and review of new course proposals.

Standards of student academic performance.

Admissons.

Continuetion palicy.

Student part-time status.

Student scholarships.

Minority admissons and continuation.
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Member ship and Chairperson Selection: The Committee shdl conss of one
representative from each Interest Group, and the Undergraduate Advisor (ex
officio, with vote). The Committee shdl dect its Charperson in accord with
Article VI, Section 3.

Organization: The Committee shdl organize itsdlf such that it can meet its
respongbilities. It may form subcommittees to propose policy and/or procedures,
and to carry out palicy.

Section 3. Graduate Education Committee

Purposes  The purpose of the Graduate Education Committee shdl be to
consder and recommend policy and/or procedures to the faculty related to
graduate curricular matters and graduate student affairs. The Committee shdl aso
make recommendations regarding the graduate research environment of the
Department. It shadl have overdght of dl graduate adminidrative functions within
the Department and interactions with the Graduate School and other Graduate
Programs.

Responsibilities: The Graduate Education Committee shdl meet a least
annudly to review al aspects of the Graduate Program. It shdl prepare a report
to the Department Chairperson and the Faculty stating the numbers and kinds of
graduate degrees conferred, the numbers of graduate students, and the qudity of
fecilities. The report shall comment on the generd well-being of the program and
the research environment and make recommendations for improvements.



The Committee shall dso have direct responsibilities over the following:

Graduate curriculum.

Admissons,

Review of progress of graduate students toward degrees.
Enforcement of the continuation policy.

PhD examinations.

Graduate student affairs.

Minority admissions and continuetion.
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Membership and Chairperson Selection: Members must be members of the
Graduate Faculty. The Committee shdl consst of one representative from each
Interest Group, and the Graduate Program Advisor (GPA) or higher dternate in
higher absence. The Alternate GPA shdl atend meetings of the Committee. The
Committee shdl eect its Chairperson in accord with Article V11, Section 3.

Organization: The Committee shal organize itsdf such that it can met its
respongbilities. It may form subcommittees to propose policy and/or procedures
and to carry out policy.

Section 4. Resear ch and Resour ces Committee

Purpose:  The purpose of the Research and Resources Committee is twofold:

1. To mantan generd overdght of matters related to research in order to
improve the research and education environment within the Department.

2. Torecommend policy and procedures to the Faculty for the utilization of the
physica resourcesin the Department.

Responsibilities:  Research concerns of the Committee include, but are not
limited to the following:

a.  Encouragement of a scholarly research environment among faculty in the
Department and with faculty in other departments.

b.  Coordination with the College Research Committee.

c. Congddedion of policy and procedures for the granting of funds for
research programs supported from Department resources.



d. Dissamination of information regarding the avallability of research funds.

e. Efficient and orderly processng of proposds for research grants and
contracts.

Severd departmenta support functions are closdly related to an active research
environment and are aso the respongibility of the Committee.  These functions
include the following:

a  Affiliates Program.
b.  Deveopment Fund.

Cc.  Alumni Rdations.

d. Rdationswith the Washington Technology Center.

The Committee shall dso be responsble for policy and procedures regarding
departmenta resources related to the security and utilization of items including, but
not limited to, the following:

Computer facilities not owned by faculty or Saff.

L aboratory space and equipment.

Teaching, research, and meeting space controlled by the Department.
Office gpace for faculty, students, and staff.

Student and faculty lounges.

Parking aress.

0 Q0T

The Research and Resources Committee shall recommend policy to the Faculty
and Department Chairperson with regard to the utilization of the nonacademic
daff in the Depatment. However, it is recognized that the Department
Chairperson has direct iespongbility for, and authority over, the nonacademic
daff of the Department.

The Research and Resources Commiittee shal meet at least annudly to review
research matters and the utilization of resources. The Committee shal produce an
annud report to the Charperson and Faculty that summarizes the uses and
condition of resources and the recommendations for future acquisitions and
dlocations. The report shdl aso include a report of research funding within the
Depatment, and financid reports of the Affiliste Fund and the Development
Fund.
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MEMBERSHIP AND CHAIRPERSON SELECTION: The Committee
shdl consst of one representative from each Interest Group. The Committee shdll
elect its chairperson in accordance with Article VI, Section 3.

Membership on the Committee shal be as sated in Article VII, Standing
Committees, except that gecid requirements of the Committee function may
make it dedrable to sdect one or more members of the faculty for specid
assgnments.  Such gppointments are dlowed and may be made by a smple
mgority of the Committee membership. Specid agppointments are to be for a
one-year term, but they may be renewed each year.

Organization: The Committee shal organize itsdf such that it can meet its
respongbilities, and it may include subcommittees for computer fecilities, faculty
lounge, student lounge, key policy, various laboratories spaces, parking and space
planning or other subcommittees that are deemed useful by the Committee.

ARTICLE IX. IMPLEMENTATION OF THE CODE

Prior to Autumn Quarter 1984, the Department Chairperson designated the membership
and leadership of the Interest Groups — pro tem — for the purpose of electing representation
to the Standing Committees. During a meeting of the faculty prior to Autumn Quarter 1984,
the Interest Groups met and eected two representatives to each of the Standing
Committees.

In order to create overlapping terms, dections following Autumn Quarter 1984 shdl be for
terms (years) as shown in the following table.

E&F MM&D SD&D M&IE

Faculty Affairs Committee 2,3 1,2 1,3 2,3
Undergraduate Education Committee 1,2 1,3 2,3 1,3
Graduate Education Committee 1,3 2,3 2,3 1,2
Research and Resources 2,3 2.3 1,2 13

Subsequent terms of office shdl be for the normd three-year term as stated in Article VII.

RULES OF ORDER
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Parliamentary Rules

The Rules of Parliamentary Procedure for the meetings of faculty, the Department
Council, the Standing Committees, their subcommittees, the Interest Groups, and dl
other committees of this Department shdl be the latest revison of Roberts Rules of
Order. If thereis conflict with the Rules of Order adopted by the Faculty, the duly
adopted Departmentd Rules of Order shdl prevail.

Minutes of Department Faculty meetings

Minutes of Department Faculty meetings shdl be kept by a recording secretary or an
dternate, who is a voting member of the faculty, and who shdl be eected by the
faculty esch year. The secretary shdl digtribute the minutes to the faculty before the
next meeting. The fird item of busness a each meeting of the faculty shdl be the
correction and gpprova of the minutes of the last meeting.

Procedure for Recommendation for Promaotion

The Chairperson of the Department shal preside over dl meetings where promotion
and tenure recommendations are being made. The lig of digible faculty shal be
announced, and each candidate shal be reviewed. After the review of faculty
candidates of one rank has been completed, the Chairperson shdl call for a motion
that the first candidate be “ considered as a candidate for promotion.” If no motion is
made, the Chairperson shall pass to the next candidate, and so on. If a notion is
made and seconded, voting shall be done by secret balot. A two-thirds favorable
vote of al balots shdl be required to carry this motion. After dl candidates of the
same rank have been consdered in this way, each candidate who was chosen for
congderation shall be voted on for recommendation for promation, and this shdl be
the vote of record.

Absentee Ballots

If it happens that an digible voting member of the faculty cannot be present at afaculty
meeting, absentee balots will be accepted provided that the absent voter has had the
opportunity to study al information relevant to the action under consderation. The
information may be supplied by mail if necessary. If absentee bdlots are used, they
shdl be handled in the following manner:

a. Absentee bdlots must be recelved before the beginning of the meeting a which
the vote isto be taken. If the vote is postponed to a later meeting by action of the
faculty present, the bdlot shdl be counted a the later meeting unless it is
withdrawn by the voter.
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b. The balot must be exactly of the same form used by those present a the meeting,
and it shdl be enclosed in a plain envelope seded by the voter. The plain
envelope containing the ballot shal be enclosed in another seded envelope which
shdl carry the name of the voter and the specific action for which the vote is cad.

c. Thebalotsand envelopes may be requested from the Department Chairperson by
an digible faculty member who expects to be absent, and they may be mailed to
hinvher upon request.

d. The seded envelopes containing the bdlots shdl be removed from the outer
envelopes and given to the tellers a the time the vote is taken. The tdlers shdl
remove the inner envelopes and add the bdlots to those cast by the faculty
present before counting the votes.

Record Keeping

The Charperson of the Department shall be responsible for the repostory of dl
minutes generated by Department committees and al policy statements adopted by
the faculty. He/she shdl take direct respongbility for the production of minutes of the
Department Council. Any committee, subcommittee, ad hoc committee, or specia
committee shdl be responsible to an Interest Group or a Standing Committeg, and it
shall be the respongbility of the Group Representetive or the Standing Committee
Chairperson to ensure that al meetings of the committees are documented in the form
of minutes and that these are properly filed in the Department Office.
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