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Protocol Manual Introduction and Purpose 

 Congratulations on your recent selection to become a member of the 
Associated Student Body Legislative Council! The Legislative Council plays a 
prominent role in the success of the day-to-day operations of the ASB Senate. Each 
position is vital to the overall well-being of the organization.  

 The Legislative Council Protocol Manual provides members of the 
Legislative Council with all of the information needed to be successful in each 
respective position. The policies outlined in this manual have been adopted by the 
current ASB Vice President or the ASB as a whole to ensure that the Legislative 
Council operates as effectively and efficiently as possible. Please refer to this 
manual for information regarding your duties and additional tips to help you with 
your position. If you have further questions, please see the Chief of Staff to the 
Vice President or the Vice President. 

 In addition to the policies outlined in this manual, it is vital that 
members of the Legislative Council be familiar with the ASB Senate Rules and 
appropriate portions of the ASB Constitution and Code. Members should be 
familiar with Article IV and Article X of the ASB Constitution. Members should 
also be aware of Title II, Subtitle A, Sections 102-104, 106-109, 120-121; and Title 
VI, Section 113, of the ASB Code. 

 Thank you for your service to the University of Mississippi through 
the Associated Student Body Legislative Council.  
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Campus Liaison 

Duties and Responsibilities 

The duties of the Campus Liaison expressed by the ASB Constitution and Code can be 

found in Title II, Subtitle A, Section 104, Subsection G, of the ASB Code, and are as follows: 

There shall be one (1) but no more than two (2) Senate Campus Liaisons, and this position shall 

be responsible for keeping the Senate up to date on all campus concerns and events.  He or she 

shall maintain a strong working relationship with faculty and administrators to keep the lines of 

communication open.  In addition, this person shall assign Senators as representatives to various 

organizations on campus and be responsible for ensuring that these Senators attend organizational 

meetings and represent the interest of that organization. 

Additional duties and responsibilities as determined by the ASB Vice President shall 

include the following: 

1) Constituency Outreach and Engagement. Campus liaisons must work alongside 

campus senators to ensure that student concerns are being brought to the Senate’s 

attention in a timely manner.  

a) Campus Liaisons will be responsible for creating and maintaining a GroupMe 

group message for student organization presidents that shall be expressly used 

to inform student organizations of Senate events and gathering responses from 

said organizations. Each organization’s respective senator(s) shall be notified 

prior to the upcoming Senate meeting about the student organization’s response.  
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b) Campus Liaisons shall be responsible for updating each student organization’s 

contact information and officer information into the appropriate database. 

The database can be found on Google Drive. The database shall be updated twice 

each year, both at the beginning of the fall semester and at the end of the 

Legislative Council’s term (in September and March, respectively). 

c) Additionally, Campus Liaisons shall attend student organization meetings to 

gather student input on legislation, events, etc. when asked to do so by a 

senator, vice president, or other ASB official.  

2) Report on Student Opinion Concerning a Senate Issue. Campus Liaisons must deliver 

a report of student opinion that has been gathered since the last Senate meeting on any 

legislation or other considerations on the Senate order of business. The reporting 

procedure and an example of the report to be submitted for the ASB record is 

provided on Page 12. 

3) Respond to Constituency Emails and Maintain Campus Liaison Email Account. 

Campus Liaisons shall be responsible for maintaining the Campus Liaison email account.  

a) The address for the Campus Liaison email account is umsenatecl@gmail.com. 

The password shall be provided by the Vice President and Chief of Staff.  

b) The Vice President, Chief of Staff, and Executive Assistant will check the email 

account as well to ensure that tasks are being completed in a timely manner.  

c) All emails must be answered or forwarded to the appropriate ASB official 

within forty-eight (48) hours of receipt. 

d) Courtesy Copy (CC) the Vice President and Chief of Staff in ALL emails. 
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e) The Vice President, Chief of Staff, and Public Relations Chairs shall be notified of 

any press inquiries as soon as possible. No further action shall be taken by the 

Campus Liaison until the Vice President or Chief of Staff’s approval is obtained.  

f) When student concerns or opinions are received, the Campus Liaison shall 

forward the student response to the student’s respective senators. These 

include student organization senators and academic school or college senators. 

The senators’ email addresses are already uploaded into the Campus Liaison email 

account as contacts. 

g) If a student asks for a certain senator’s contact information, Campus Liaisons may 

provide the senator’s student email account. Do not provide students with a 

senator’s phone number or personal email address.  
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Student Organization Outreach Procedure 

Student organizations are a vital part of our campus community, and engaging them is an 

essential aspect of the Campus Liaison position.  

1. Communication. When contacting student organizations, email is the preferred form 

of communication to ensure that the conversation can be documented.  

a) Use the official Campus Liaison email account to contact the organizations. 

b) When emailing a student organization, address the email to the organization 

president unless otherwise directed. 

c) Always courtesy copy (CC) the Vice President and Chief of Staff in emails. The 

Vice President or Chief of Staff may require other officials to be included as well. 

d) Do not reach out to a specific organization president in the official student 

organization GroupMe. 

e) If the president does not respond to the email in a timely manner, reach out to the 

president either in-person or via text message.  

f) When scheduling to attend a student organization meeting, contact the 

organization president NO LATER than 48 hours prior to the start of the 

meeting to inform him or her of your attendance.  

2.   Meeting Attendance.  

a) When attending a student organizational meeting, arrive a few minutes early. Let 

the president or other officer(s) know you are present. 
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b) Your goal is to gather student opinion about the legislative issue(s) at hand. Speak 

with the officers after the meeting to discuss the organization’s views of each 

respective issue.  

c) If a senator requests a Campus Liaison to attend an organizational meeting, the 

Campus Liaison’s attendance at said meeting does not count toward the total 

number of meetings required to be attended by senators.  

d) Confirm and, if necessary, update the organization’s contact information, meeting 

times, and names of officers when attending a meeting.  

e) If an organization officer or representative requests the contact information of the 

Vice President or any other ASB official, Campus Liaisons may provide the 

official’s student email address.  
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Reporting Procedure 

 At the beginning of each Senate session, the Vice President will call on the Campus 

Liaisons to present a report on student opinion regarding legislation or other Senate business 

being considered at the meeting. The reporting procedure shall be as follows:  

1. After gathering student opinion, Campus Liaisons shall compile the data into a written 

report. The report shall be as concise as possible. Campus Liaisons shall be required to 

present the report to the ASB Senate during formal Senate meetings per the ASB Senate 

Rules. 

2. Reports must be submitted to the Vice President and Chief of Staff no later than 

twenty-four (24) hours prior to the Senate meeting for approval. 

3. Campus Liaisons shall list each piece of legislation or Senate business being considered 

and shall provide positive and negative comments as needed in the report. The comments 

shall be summaries of expressed student opinion. 

4. Students may not be quoted directly in the report unless the student gives his or her 

permission in order to protect student privacy. Student comments may not be shared if 

vulgar language or references are used as well. Students or student organizations shall not 

be named or referenced in the Campus Liaison Report.  

5. Each report shall be submitted to the Vice President, ASB Secretary, and Chief of Staff 

after the Senate meeting to be included in the official ASB record. 
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Sample Campus Liaison Report 

May 2nd, 2017 Formal Senate Meeting Campus Liaison Report: 

  

  

1.         A Resolution requesting the indefinite suspension of the Chancellor’s Advisory Committee on History 

and Context: Coco McDonnell 

  

Propositional Comments: N/A 

Oppositional Comments: Hostility towards the past, work against the UM Creed and serve zero merit for 

consideration or action 

  

  

2.         A Resolution expressing gratitude to Mr. Stephen Wilkerson for his dedication to the student of the 

University of Mississippi: Senator Taylor Story  

   

Propositional Comments: N/A 

Oppositional Comments: N/A 

3 .A Bill to overhaul electron process and fix inconsistencies within the Associated Student Body Code: Senator 

Ty Deemer 

  

Propositional Comments: N/A 

  

Oppositional Comments: Clarification was needed on exact details and changes made to the election 

process, but could be clarified within legislation 
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Chief of Staff 

Duties and Responsibilities 

The duties of the Campus Liaison expressed by the ASB Constitution and Code can be 

found in Title II, Subtitle A, Section 104, Subsection A, of the ASB Code, and are as follows: 

A)    The responsibilities of the Chief of Staff shall include but not be limited to: 

1.            Assist the Vice President with overseeing the Legislative Council 

2.            In conjunction with the President Pro Tempore, collect weekly reports from each   

 committee chair at every Senate meeting. 

3.            Prepare and assist the President Pro Tempore for any meeting which he or she must 

  conduct in the absence of the Vice President. 

Additional duties and responsibilities as determined by the ASB Vice President shall 

include the following: 

1. Ensure all Senate meetings run smoothly. As the Vice President presides over the 

Senate, it is vital that the Chief of Staff be able to handle the mechanics of the Senate 

meetings. This includes ensuring that all needed materials, paperwork, or other resources 

are available to senators; aiding the Vice President with any task he or she needs; and 

overseeing all Legislative Council members in their duties during the meeting. 

2. Develop Quarterly Reports. Four times throughout the academic year, the Chief of Staff 

shall be required to develop and submit a quarterly report to the Vice President and ASB 
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Advisor (currently Mrs. Valeria Beasley-Ross). More information on the reporting 

procedure can be found on page 16.  

3. Provide Senators and Legislative Council Members with any Resources Needed. In  

addition to aiding the Vice President, the Chief of Staff is responsible for providing any and all 

support to senators to ensure their success. 

a)  The Chief of Staff must help senators plan for public forums each semester. This 

includes identifying university contacts, assisting with reserving a room for the 

forum, and developing an agenda that includes upcoming Senate legislation or 

business.  

b) The Chief of Staff shall also aid senators with any issues they experience 

concerning Senate processes; drafting, amending, or passing legislation; provide 

contact information when requested by senators; and constituency outreach. The 

Chief of Staff does not have to directly resolve each issue, but should at least be 

able to direct the senator to the appropriate university or ASB official.  

4.  Plan and Lead New Senator Training Sessions. After an Open Senate Seat Election or  

Special Election in which new senators are elected, the Chief of Staff and Executive  

Assistant shall be responsible for planning and leading new senator training. The senators 

should receive a copy of the Senate Rules, Parliamentary Procedures Cheat Sheet, and 

Legislation Writing Guide. New members should also have the opportunity to ask 

questions regarding their positions.  
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Quarterly Reporting Procedure 

The report shall provide an update on the workings of the Legislative Council, list any 

members who resigned or were removed from the council in addition to their replacement, and 

provide details concerning upcoming plans for the next quarter.  

1. Each report shall include the following sections:  

a. Overview- brief summary of the report that highlights most important 

components of the report; no longer than three or four sentences. 

b. Review of Past Quarter- this section should list the accomplished and attempted 

tasks of the Legislative Council over the past quarter. 

c. Remaining Tasks- this section should list the incomplete tasks of the Leg. 

Council that need to be completed. 

d. Plan for Upcoming Quarter- this section should establish a roadmap for the next 

quarter by listing tasks to be accomplished by the time of the next report. Specific 

details about how to accomplish these tasks are recommended for follow-up. 

e. Policy and Staff Recommendations- this section should highlight policy 

changes or changes to Legislative Council staff that the Chief of Staff feels would 

increase the productivity or efficiency of the Leg. Council. The Chief of Staff can 

also recommend new initiatives or programs that could be used to help the 

Legislative Council, the Senate, or ASB.  

2. The report may include samples, reports, or other data from the Legislative Council. 

!14



3. The reports must be submitted by 6 PM via email to the Vice President and ASB 

Advisor on the second Friday of the following months: February, April, September, 

and December. 

4. Reports will be submitted to the Vice President via email, and shall be added to the ASB 

record.  

5. A sample report is attached to this protocol manual in Appendix A on page 51. 
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Legislative Council Resignation or Removal Procedure 

 Throughout the course of the Legislative Council term, an individual may resign from the 

council or need to be removed. These procedures are explained in the following sections. 

Resignation Procedure: 

1. Upon learning of the member’s intent to resign, set up a meeting with the resigning 

member and Vice President. In the meeting, determine if the member can stay on through 

a redress of policy or changes to the workload.  

2. If the member retains his or her intent to resign after the meeting, inform the said member 

that a formal letter of resignation must be submitted to the Chief of Staff in order to 

effectuate the resignation.  

3. Upon receipt of the letter of resignation, said member shall be considered officially 

resigned and his or her position shall be considered open.  

4. The Chief of Staff shall then work with the Vice President to identify a replacement as 

soon as possible. Other members of the Legislative Council may be considered to fill the 

open position. The nominee must be approved by the ASB Senate as prescribed by the 

ASB Code, Title II, Subtitle A, Section 103, Subsection C. 

Removal Procedure: 

1. Members of the Legislative Council can be removed only on the grounds of not 

completing their responsibilities and duties satisfactorily OR on the grounds of 

inappropriate behavior that does not reflect the values of the ASB.  
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2. To begin the process of removing a member of the Legislative Council, the Chief of Staff 

shall issue, at most, two (2) written warnings citing the troublesome behavior or 

unsatisfactory job performance. The warnings must contain possible remedies to 

improve the unsatisfactory behavior or job performance.  

a. If the behavioral issue is serious enough, the Vice President reserves the right 

to immediately remove the member in question. Some examples may include, 

but not be limited to, any crime or offense considered to be a felony, verbal 

assault or threats to a member of the university community, or a physical 

altercation with another member of the university community. 

3. The Chief of Staff shall then meet with the member under review with the Vice President. 

The meeting can be convened after the second (2nd) written warning has been issued if 

approved by the Vice President. At this meeting, the Chief of Staff shall cite the issue of 

the member’s unsatisfactory performance or behavior that required the meeting. The 

Chief of Staff shall also present the previous written warnings issued to the respective 

member. 

4. After the meeting, the Vice President may request a letter of resignation from the member 

in question OR the Vice President may request a letter of termination be drafted for the 

member in question. 

a. A sample of the letter of termination is included in Appendix B on page 54. 

b. The letter of termination must include the reason for the termination of the 

member’s tenure with the Legislative Council, cite the date and number of 
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warnings issued, and include a clause that recommends the respective member be 

terminated.  

5. The letter of termination must be signed by both the Vice President and the Chief of Staff 

to be effective. Once signed, the letter shall be delivered to the member in question 

within five (5) business days of being signed.  

6. Upon receipt of the letter of termination, the member’s termination shall be effective 

immediately. The Chief of Staff shall record the date of delivery and mode of delivery of 

said letter in the quarterly report in addition to a copy of the letter.  

7. The Chief of Staff shall then work with the Vice President to identify a replacement as 

soon as possible. Other members of the Legislative Council may be considered to fill the 

open position. The nominee must be approved by the ASB Senate as prescribed by the 

ASB Code, Title II, Subtitle A, Section 103, Subsection C. The replacement shall serve 

for the remainder of the term in conjunction with the Vice President’s term. 
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Executive Assistant 

Duties and Responsibilities 

The duties of the Campus Liaison expressed by the ASB Constitution and Code can be 

found in Title II, Subtitle A, Section 104, Subsection B, of the ASB Code, and are as follows: 

A)   The responsibilities of the Executive Assistant shall include but not be limited to: 

  

1.     Coordinate special events such as the Fall Retreat. 

2.     List order of Senators to debate for the Vice-President. 

3.     Help to prepare for the Senate meetings. 

4.      Perform any immediate task with which the Vice-President requires assistance. 

5.     Responsible for overseeing attendance for all Senators and Legislative Aides at their 

respective meetings or public forums. 

Additional duties and responsibilities as determined by the ASB Vice President shall 

include the following: 

1. Provide Senators and Legislative Council Members with any Resources Needed. In  

addition to aiding the Vice President, the Executive Assistant is responsible for providing 

any and all support to senators to ensure their success.  
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a) The Executive Assistant must help senators plan for public forums each semester 

in conjunction with the Chief of Staff. This includes identifying university 

contacts, assisting with reserving a room for the forum, and developing an agenda 

that includes upcoming Senate legislation or business.  

b) The Executive Assistant shall also aid senators with any issues they experience 

concerning Senate processes; drafting, amending, or passing legislation; provide 

contact information when requested by senators; and constituency outreach. The 

Executive Assistant does not have to directly resolve each issue, but should at 

least be able to direct the senator to the appropriate university or ASB official.  

2.  Plan and Lead New Senator Training Sessions. After an Open Senate Seat Election  

or Special Election in which new senators are elected, the Chief of Staff and Executive 

Assistant shall be responsible for planning and leading new senator training. The senators 

should receive a copy of the Senate Rules, Parliamentary Procedures Cheat Sheet, and 

Legislation Writing Guide. New members should also have the opportunity to ask 

questions regarding their positions.  
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Legislative Aide Protocol 

 The Legislative Aide Protocol is attached below, and it can also be found in the ASB 

Code, Title II, Subtitle A, Section 109: 

Section 109. Legislative Aides 

  

A)   Each standing committee, except the Committee on Research and Development will 

receive one (1) Legislative Aide. The Legislative Aide, a position primarily offered to 

freshmen and first year transfer students, serves as the secretary to the committee, debates 

in committee, and may author legislation. The Legislative Aide cannot vote nor cannot 

speak on the Senate floor unless approved by Rules Committee. The Legislative Aide’s 

term ends following the election of a new Senate. 

  

B)   During the fall semester, the Vice President will put out an application, conduct an interview 

process and select Legislative Aides no later than four (4) weeks into the semester. The 

Legislative Aides must be approved by a majority of the Senate. 

  

C)   All Legislative Aides will serve as the Research and Development Council. Chaired by the 

Executive Assistant, the Research and Development Council will be responsible for conducting 

research on ASB initiatives and developing potential solutions to problems. 
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D)   All Legislative Aides must submit minutes from each committee meeting to the 

Associated Student Body Secretary within one (1) week following the date of the 

meeting. 

  

E) All Legislative Aides are required to attend Senate meetings. Each Legislative Aide is 

entitled to two (2) absences in the Fall Semester and two (2) in the Spring Semester. Two 

(2) committee meeting absences shall equal one (1) Senate meeting absence. A record of 

all Legislative Aide absences shall be maintained by the Senate Clerk and be made 

available upon request. The Chairman of the Rules Committee shall be notified by the 

Senate Clerk when any Legislative Aide has accumulated more than two (2) unexcused 

absence. 

  

F) If a Legislative Aide misses a Senate meeting after accumulating the allowed absences, 

the Rules Committee shall issue a recommendation for immediate expulsion. 

  

1) A two-thirds (2/3) vote by all Senate members present shall be required to expel a 

Legislative Aide. 

2) A Legislative Aide recommended for expulsion has the option to resign or speak 

for him-or-herself at the Senate meeting before the vote on expulsion. 

G)  At the end of each month, the Executive Assistant will contact each Legislative Aide to 

confirm or deny his-or-her further involvement with the Senate.  Legislative Aides who 

deny further involvement with the Senate will be removed from the Legislative Aide 
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position and Senate roster.  Legislative Aides who confirm further involvement will 

remain in said position and on the roster for the following month.   

H) If a Legislative Aide decides to resign or is expelled from his-or-her position, the Vice 

President is responsible for filling the vacant position within four (4) weeks following 

his-or-her date of resignation or expulsion via one of the following methods: 

1.     The Vice President may contact any of the former applicants that had applied for the 

position in the beginning of the year.  If the applicant is a freshman or a first year transfer 

student in his-or-her second semester at the University of Mississippi, the student must be 

in good academic standing, maintain at least a 2.5 GPA, and must not have ever held an 

office in the Associated Student Body at the University of Mississippi.  The Vice 

President is responsible for conducting an interview process and selecting a new 

Legislative Aide. 

2.     The Vice President may start a new application process for the specific seat.  Freshman 

and first year transfer students will be allowed to apply first. In the case that there is a 

lack of applications from freshmen and first year transfer students, the application 

process will then be opened up to sophomores and juniors.  If the student is a freshman or 

first year transfer student in his-or-her second semester at the University of Mississippi, a 

sophomore, or a junior, the student must be in good academic standing, maintain at least 

a 2.5 GPA, and must not have ever held any previous office in the Associated Student 

Body, including the Legislative Aide position, at the University of Mississippi.  The Vice 
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President is responsible for conducting an interview process and selecting a new 

Legislative Aide.   

3.     The Vice President may appoint a student to the position of Legislative Aide.  This 

student may be a freshman, sophomore, junior, and/or first year transfer student.  If the 

student is a freshman, a first year transfer student in his-or-her second semester at the 

University of Mississippi, a sophomore, or a junior, the student must be in good academic 

standing, maintain at least a 2.5 GPA, and must not have ever held any previous office in 

the Associated Student Body, including the Legislative Aide position, at the University of 

Mississippi.  This appointment must be reviewed and approved by a majority of the 

Senate in a process similar to that of open seat elections.   

I) During the time between the resignation or expulsion of a Legislative Aide and the 

appointment of a new Legislative Aide, a Senator must volunteer or be appointed by the 

Vice President to record and submit committee minutes to the Executive Assistant within 

one (1) week following the date of the meeting.  

J)  Legislative Aides are allowed to designate proxies only in extreme situations, such as a 

death in the family, serious illness, academic functions, or having to represent the 

University at an official university function. 
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Historian 

Duties and Responsibilities 

The duties of the Campus Liaison expressed by the ASB Constitution and Code can be 

found in Title II, Subtitle A, Section 104, Subsection H, of the ASB Code, and are as follows: 

H) The Historian will be responsible for maintaining accurate records on legislation and  

record debate on all legislation to serve as a reliable reference for inquiries into previous  

legislation that Senators have debated and voted upon. Additionally, the Historian shall  

conduct the portion of senate training as it relates to the history and culture of The 

University of Mississippi, administering the Senatorial examination, serving as a reliable 

reference for factual inquiries during informal discussion and points of information 

during formal debate, and chairing Research and Development Council. 

Additional duties and responsibilities as determined by the ASB Vice President shall 

include the following: 

1. Record the Meeting Minutes for all Formal Senate Meetings and Legislative Council 

Meetings. One primary duty of the Historian is to record the minutes of all official 

meetings. This includes all formal Senate meetings; formal Legislative Council meetings; 

and meetings between the Vice President, Chief of Staff, and Executive Assistant.  
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a. The Historian should use the official ASB meeting memo template. A sample of 

the template is included on page 31 and can be found on the ASB Blackboard 

page online.  

b. The meeting memo should be completed and submitted via email to the Vice 

President and Chief of Staff within forty-eight (48) hours after the respective 

meeting ends.  

2. Be Knowledgeable About Past Legislation, Senate Actions, and Procedures. As the 

“expert” on Senate history, the Historian must be knowledgeable of previous Senate 

actions. While it is not expected for the Historian to remember every detail, it is 

important for the Historian to have a firm understanding of key past legislation and 

current or former Senate proceedings.  

a. The Historian should regularly read over and ensure the accuracy of ASB 

documents, especially those pertaining to the Senate, in the ASB Records Archive.  

b. The Historian should also be familiar with the Senate Rules and be prepared to 

assist the Vice President by answering technical questions about a given 

procedure.  

3. Lead the Part of the Senate Retreat Concerning the History and Culture of ASB at 

the University of Mississippi. During Senate Retreat, the Historian shall lead the 

discussion on the history of the university and provide context concerning why certain 

policies or procedures are currently followed.  

Meeting Minutes Reporting Procedure 
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See the following sections for instructions on what to do in each situation. 

Formal Senate Meeting Minutes: 

1. Use the official ASB Meeting Memo Template, which can be found on the ASB 

Blackboard page. 

2. Fill out the memo and make any corrections necessary during or immediately after each 

meeting. The primary items to include are motions made and the name of the senator 

making the motion, the matter of business being considered/voting upon, and vote totals. 

3. The completed memo is due via email to the Vice President and Chief of Staff within 

forty-eight (48) hours after the meeting has adjourned.  

4. Maintain a copy of the memo in case the Vice President or Chief of Staff direct you to 

send it to another ASB official.  

Formal Legislative Council Meeting Minutes: 

1. Use the official ASB Meeting Memo Template. 

2. When completing the memo, the primary items to include are tasks assigned to certain 

council members or groups, any changes in policy or procedure from the Chief of Staff, 

and any tasks that require immediate or long-term follow-up action. 

3. The completed memo is due via email to the Vice President and Chief of Staff within 

forty-eight (48) hours after the meeting has adjourned. This memo shall serve as the 

official record of the Legislative Council meeting. 
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Executive Legislative Council Meetings (Meetings b/t the Vice President, Chief of Staff, and 

Executive Assistant): 

1. Use the official ASB Meeting Memo Template.  

2. When completing the memo, the primary items to include are completed tasks, new tasks 

that require follow-up action, and policies or procedures that need to be researched or re-

evaluated.  

3. The completed memo is due via email to the Vice President, Chief of Staff, AND the 

Executive Assistant within forty-eight (48) hours after the meeting has adjourned. 
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Sample Meeting Memo Template 

(See ASB Blackboard webpage for actual template) 

memorandum 

  

I.               MEETING MEMO – RE: Click to enter the subject of the meeting 

  

II.             DATE/TIME: Date  Time 

  

III.           LOCATION: Click to enter location         

  

IV.           SENATORS: Include those in attendance and their committee      

  

V.             ADMINISTRATOR/STAFF: Include name, position, email address,  phone number                  

  

VI.           DISCUSSION: Include positions and requests from both Administrators and Senators. 

  

VII.         NEXT STEPS: How are you going to follow through? What is required of 

Administrator? 
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Legislation Monitor 

Duties and Responsibilities 

The duties of the Campus Liaison expressed by the ASB Constitution and Code can be 

found in Title II, Subtitle A, Section 104, Subsection C, of the ASB Code, and are as follows: 

C) There shall be one (1) but no more than two (2) Legislation Monitors.  His or her duty  

shall be to monitor, and if necessary lobby, for acts passed by the Senate, and at all times 

have knowledge of the disposition and progress of each bill and resolution which has 

been sent to the proper university officials for final approval. The term of the Legislation 

Monitor shall be concurrent with that of the Senate President, or shall be with his or her 

resignation, dismissal by the Senate President, or by a three-fifths (3/5) vote of the 

Campus Senate, terminated. The responsibilities of the Legislation Monitor(s) shall 

include but not be limited to: 

1)     Accurately detail ASB legislation to administrators as needed. 

2)      Inform the ASB Senate on a periodic basis as to the status of legislation that has been   

distributed to appropriate offices. 

3) Work in conjunction with the Department of Justice to facilitate the signatory process of   

legislation so that it may be recorded in a timely manner. 

4) Distribute Senate Resolutions to the appropriate officials either by hand or through 

appropriate correspondence sources. 
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5) Follow through with legislation along with Senate and Cabinet to ensure that    

 legislation is properly put in place. 

The Legislation Monitor position shall be divided into two positions: the Internal 

Legislation Monitor and the External Legislation Monitor. Additional duties and responsibilities 

as determined by the ASB Vice President for each position shall include the following: 

General Legislation Monitor Duties: 

1. Utilize the Legislation Monitor Email Account for All Official ASB Business. Both 

Legislation Monitors will have access to the official Legislation Monitor email account. 

When contacting university administration officials, ASB officials, and constituents, 

Legislation Monitors shall use the email account.  

a. Courtesy Copy (CC) the Vice President and Chief of Staff in ALL emails sent 

from the official email account.  

b. No emails will be sent to university administration officials or any ASB 

official after 6 PM unless the situation at hand is exceptionally urgent and 

important.  

c. All emails shall be answered or forwarded to the appropriate official within forty-

eight (48) hours of being received.  

2. Follow the Legislation Routing Guide When Handling Legislation. The Legislation 

Routing Guide is the official process for attaining the appropriate signatures for 

legislation. If you have questions, contact the Chief of Staff or Graduate Assistants. 
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Internal Legislation Monitor: 

1. Make any Necessary Amendments to Legislation in Formal Senate Meetings. If 

amendments to the legislation under consideration are approved by the Senate in a formal 

Senate meeting, then the Internal Legislation Monitor is responsible for ensuring those 

amendments are added to the legislation immediately. 

2. Attend All Rules Committee Meetings. The Rules Committee shall meet on Thursdays 

at 6 PM. The Internal Legislation Monitor shall attend all Rules Committee meetings to 

ensure that the correct forms of legislation are being considered, to ensure that all 

legislation before the committee has passed the vetting standards established in the 

ASB Code and Constitution, and is in accordance with Senate policies. 

3. Work with the External Legislation Monitor to Ensure that Passed Legislation Is in 

the Correct Format. Both Legislation Monitors shall examine the passed legislation to 

ensure that all amendments were added and that the legislation is in the correct format.  

External Legislation Monitor: 

1. Contact and Meet with University Administration Officials. The External Legislation 

Monitor shall be the face of the Legislative Council to the university administration. He 

or she will send all legislation in need of the appropriate signatures to members of the 

administration. Some officials that he or she may interact with frequently will be 

Chancellor Vitter, Vice Chancellor for Student Affairs Dr. Brandi Hephner-LeBanc, Dean 

of Students Dr. Mindy Sutton-Noss, and ASB Advisor Valerie Beasley-Ross. 
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2. Obtain the Official Opinion of the University Leadership on Legislation. In some 

cases, the University may want to issue a statement or opinion on legislation that is 

coming before the Senate for consideration. In these instances, the External Legislation 

Monitor shall obtain that opinion or statement in the form of an official memo authorized 

and provided by the University.  

a. Immediately after the Rules Committee has approved legislation to come to the 

floor on Thursdays, the External Legislation Monitor shall prepare the 

legislation to be sent to University leadership officials via email by the next 

day, Friday, at 12 PM. The leadership may issue a statement on the legislation if 

they so choose.  

b. The statement, in order to be presented to the ASB Senate, must be signed by 

Chancellor Vitter and Vice Chancellor of Student Affairs Dr. Brandi 

Hephner-LeBanc. 

c. Upon receipt of an official statement from the University leadership, the External 

Legislation Monitor shall present the statement to the ASB Senate at a formal 

Senate meeting during the allotted time in the Senate Order of Business. The 

statement shall also be submitted to the ASB Secretary, Vice President, and Chief 

of Staff for deposit into the ASB Document Archive.  

!33



Legislation Routing Guide 

ASSOCIATED STUDENT BODY GOVERNMENT 

Legislation Routing Process 

(Developed Fall 2015, Amended Summer 2017) 

  

1.   Legislation is passed through the ASB Senate. 

a.    This includes the following: 

i. Written document discussed and passed in Committee Meeting during Informal 

Senate. 

ii. This information is reported as legislation that will be submitted to rules for 

consideration during the next Rules Meeting. 

iii. Legislation (along with supporting documentation) must be provided to the 

Internal Legislation Monitor no later than 7 pm on the Wednesday following 

the Informal Senate Meeting 

iv. Rules Meeting takes place on Thursday’s at 6 pm. 

v. If legislation is passed through Rules, the legislation title and contact 

information for questions, etc. are placed on ASB Facebook page at noon (12 

PM). 

●    Communications protocol should be used at all times where applicable 
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●    When sending emails to any non-ASB personnel or members of the   

university administration, DO NOT send emails after 6 PM unless it   

is an emergency. 

2.     Upon final passage from the Senate, the Internal Legislation Monitor shall attain the 

signatures of the committee chair, the ASB Secretary, and the ASB Vice President at the 

meeting on a physical copy of the passed legislation. The Graduate Assistant shall assist 

the Legislation Monitors in printing a physical copy. After the appropriate signatures are 

attained at the Senate meeting, the Internal Legislation Monitor shall give the signed 

physical copy to the ASB President for review. After the ASB President has reviewed the 

legislation, the External Legislation Monitor will collect the document. 

3.   The External Legislation Monitor emails General ASB Graduate Assistant to schedule 

time to drop off legislation. 

4.   External Legislation Monitor brings legislation to General ASB Graduate Assistant. 

5.   General ASB Graduate Assistant makes a copy of legislation and gives original and 

memo (which is found in ASB legislation binder) to External Legislation Monitor. 

6.   External Legislation Monitor signs the legislation out and the General ASB Graduate  

Assistant keeps copy of legislation in legislation binder under incomplete legislation tab. 

7.   External Legislation Monitor brings the legislation to Adam Brady to begin the routing 

process. The legislation should include a memo or cover letter explaining that the 

document should be signed by the appropriate leadership officials, passed to the next 

office, and returned to Adam Brady. Different officials may be added to the routing list as 

needed. 

!35



8.   Lyceum routing ………Upper level leadership may have questions or may simply sign 

legislation and pass along to next person.  

9.   Once all staff in the Lyceum have signed Legislation the document is return to Adam 

Brady, Office of the Vice Chancellor for Student Affairs. 

10. Adam Brady will contact the ASB Graduate Assistant who will alert the External 

Legislation Monitor that finalized legislation has been received. 

a.    The External Legislation Monitor will visit Adam Brady and pick up the finalized   

legislation. At this time the legislation will be added to the website. 

b.   The finalized legislation is kept in the legislation binder under the complete    

legislation tab for review and compilation at the end of the ASB Senate term. 
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University Leadership Contact Information 

Name:         Email Address: 

Vice Chancellor for Student Affairs- Dr. Brandi Hephner-LeBanc  bhl@olemiss.edu 

Dean of Students- Dr. Mindy Sutton-Noss                          mjsutton@olemiss.edu 

ASB Advisor/Associate Dean of Students- Valerie Beasley-Ross  vross@olemiss.edu 

Parliamentarian 
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Duties and Responsibilities 

The duties of the Campus Liaison expressed by the ASB Constitution and Code can be 

found in Title II, Subtitle A, Section 104, Subsection D, of the ASB Code, and are as follows: 

D) There shall be a Senate Parliamentarian whose responsibilities shall include but not be limited 

to educating the Senators regarding parliamentary procedure through required workshops at 

the beginning of the full Senate term.  The Parliamentarian shall be present at each meeting 

and assist the Sergeant-at-Arms in regulating the procedure of the meeting. When necessary, 

the Parliamentarian shall be allowed to interrupt any Senator to inform the Senate body of the 

proper parliamentary procedure for the situation. 

Additional duties and responsibilities as determined by the ASB Vice President for each 

position shall include the following: 

1. Update and Maintain the Current Senate Parliamentary Procedure Guide. At the 

beginning and end of the Parliamentarian’s term, he or she shall review the Senate 

Parliamentary Procedure Guide and update the guide where necessary. An alteration to 

the guide must be approved by the Vice President.  

Public Relations Chair 
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Duties and Responsibilities 

The duties of the Campus Liaison expressed by the ASB Constitution and Code can be 

found in Title II, Subtitle A, Section 104, Subsection F, of the ASB Code, and are as follows: 

F) There shall be one (1) but no more than two (2) Campus Senate Public Relations Chairmen.  

This position shall be responsible for maintaining good relations and lines of communication 

between the Daily Mississippian, NewsWatch, Rebel Radio, and the Campus Senate.  The 

Public Relations Chairman shall be responsible for ensuring that the agenda for an upcoming 

meeting is made available to the public the Monday before each regular meeting.  He or she 

shall ensure that each Senate meeting is covered by the media, and shall be available to 

answer all questions pertaining to bills, resolutions, and other legislation at the Senate 

meetings. He or she shall be the administrator of the official ASB Senate social media 

accounts. He or she shall ensure that the ASB website is accurately updated as it pertains to 

the Legislative Branches contact information and legislative efforts.  

Additional duties and responsibilities as determined by the ASB Vice President for each 

position shall include the following: 

1. Utilize the Official Public Relations Email Account. All emails from the Public 

Relations Chairs concerning Senate business must be sent from the official Public 

Relations email account.  
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a. Courtesy Copy (CC) the Vice President and Chief of Staff in ALL emails sent 

from the official account. 

b. The account will be the official outlet to process all media requests and inquiries.  

c. All emails must be answered or forwarded to the appropriate official within 

forty-eight (48) hours of receipt.  

d. Media request and inquiries must be forwarded to the Vice President and Chief of 

Staff as soon as possible. The Public Relations Chairs may respond to media 

inquiries if he or she knows the answer to the respective inquiries. Otherwise, 

he or she should forward the email to the Vice President and Chief of Staff and 

await further instructions.  

2. Live-Stream All Senate Meetings on the Official ASB Facebook Webpage. Each 

formal Senate meeting shall be live-streamed via the ASB Facebook Page. Both Public 

Relations Chairs will be able to access the account. Further details on this issue are 

explained in the Social Media Protocol on page 44. 

3. Monitor Social Media for Information Concerning the ASB Senate. Additional 

information on this issue can be found in the Social Media Protocol on page 44.  

4. Ensure that a Staff Member of the Daily Mississippian Attends Each Senate 

Meeting. Press coverage of ASB Senate meetings is vital to ensure that the general 

student body is informed on all legislation and Senate events. The Public Relations Chair 

shall reach out the Daily Mississippian, Newswatch 99, and other campus media outlets 

to ensure at least one agency can cover the meeting.  
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a. If a representative or staff member of the Daily Mississippian or Newswatch 99 

cannot be secured to attend the meeting, the Vice President and Chief of Staff 

must be notified immediately.  

5. Develop Graphics for ASB Events, Legislation, and More. Public Relations Chairs 

will be asked to periodically develop a graphic as needed by ASB or the Senate.  

a. In some cases, the Public Relations Chair may publish the graphic on an ASB 

social media page. In other cases, the Public Relations Chair may only produce 

the graphic, then send it to the ASB Director of Communications for official 

publication. 
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Social Media Guide 

 Social media is a key part of the ASB mission to be transparent with the general student 

body. The guidelines for Public Relations Chair management of Senate social media include the 

following regulations: 

1. Facebook Live-Streaming Policies. All formal Senate meetings shall be live-streamed 

on the official ASB Facebook webpage.  

a. Public Relations Chairs, prior to the Senate meeting, may encourage campus 

media outlets such as the Daily Mississippian and Newswatch 99 to share the 

live-stream online. Campus media outlets should be notified prior to the Senate 

meeting as to the time that the live-stream is expected to begin.  

i. The live-stream of the Senate meeting is expected to begin approximately 

five (5) minutes prior to the official Senate meeting commencement 

time. This means that the live-stream should be up on the webpage by 

6:55 PM. 

b. During the live-stream, members of the University of Mississippi community may 

post comments or share the post. Do not respond to any comments posted 

during the live-stream. 

c. If campus media outlets post articles concerning events presently occurring in the 

Senate meeting, the Public Relations Chairs shall check them for inaccuracies.  

i. If an inaccuracy is found in the reporting, the Public Relations Chair 

should privately message the campus media outlet with the correction to 
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the mistake. Inform the Chief of Staff of the inaccuracies and actions taken 

to correct them as soon as possible. 

2. Upcoming Legislation Release on Social Media Policy. Information regarding 

upcoming legislation shall be released to ensure the public remains updated on Senate 

proceedings.  

a. Once legislation is approved by the Rules Committee to come before the entire 

Senate for a vote, the title and author(s) of their respective piece or pieces of 

legislation shall be compiled into a graphic consistent with ASB marketing 

standards. 

b. The graphic must be sent via email to the Vice President and Chief of Staff 

by 10 AM on the Friday immediately after the Rules Committee convenes for 

approval.  

c. The graphic shall be released at 12 PM on the Friday immediately after the 

Rules Committee meeting convenes.  

d. The graphic should include the author of the legislation, the title of the 

legislation, and the Public Relations email account address for constituents to 

contact when if they wish to share their views with their senator(s).  

i. If emails from constituents are received, they shall be forwarded to 

the constituents’ respective academic and student organization 

senators. Public Relations Chairs will contact the constituent to identify 

his or her major and two student organizations of which he or she is a 

member. Use this information to find the student’s senators.  
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ii. All emails must be answered or forwarded within forty-eight (48) 

hours of receipt.  

3. Shared Social Media Account Policy. The Public Relations Chairs must work in 

conjunction with the ASB Director of Communication to ensure that all social media 

posts, graphics, and other information are consistent with ASB marketing standards. 

Likewise, both parties must share responsibility for ASB social media accounts as both 

will have access to the accounts. 

a. Communication is key. If the Public Relations Chairs are going to post something 

on the ASB account, inform the Director of Communication of this action prior to 

posting it.  

b. When developing a graphic, ensure that the Director of Communication is 

involved in the process. Prior to posting a graphic, obtain approval from the Vice 

President or Chief of Staff AND the Director of Communication. 
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Sergeant-At-Arms 

Duties and Responsibilities 

The duties of the Campus Liaison expressed by the ASB Constitution and Code can be 

found in Title II, Subtitle A, Section 104, Subsection E, of the ASB Code, and are as follows: 

E) There shall be a Sergeant-at-Arms, who cannot also serve as Senator, who shall be charged 

with the logistical operation of the Senate including maintaining time constraints within the 

senate meetings.  Ultimately he or she shall have the power of disciplinary enforcement of 

the rulings of the Chair. 
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Requested Or Required Intervention Protocol 

 At some point, the Vice President may request the Sergeant-at-Arms to intervene in a 

certain situation OR a situation may require the Sergeant-at-Arms to intervene. In these 

situations, the intervention protocol is as follows: 

Requested Intervention (Noise Control/Disturbance): 

1. The Vice President or Chief of Staff may request that the Sergeant-at-Arms maintain 

order due to excessive noise or disturbances in the Senate chamber.  

2. In this situation, the Sergeant-at-Arms shall: 

a. Issue a Warning- politely yet firmly ask the individual or group causing the 

disturbance to quiet down.  

b. Issue a Second Warning- inform the individual or group that they will be 

required to leave if they continue disrupting the Senate meeting. Only two (2) 

warning will be issued. 

c. Remove Cause of Disruption from the Chamber- firmly ask the individual or 

group to leave the room for their continued disruption of the Senate meeting. 

Escort the offending party out of the room, and do not allow them to re-enter the 

Senate chamber unless directed by the Vice President to do so. 

Required Intervention:  

1. In some instances, the Sergeant-at-Arms may need to intervene in a situation without 

being asked. Some of these situations may include, but not be limited to: 

!46



a. A Physical Altercation 

b. Objects Being Thrown at Someone 

c. Other Exceptional Circumstances that Threaten the Safety of the Senate 

Special Situation Intervention: 

1. In some instances, the Vice President may direct the Sergeant-at-Arms to intervene in a 

non-typical way. This type of situation may require the Sergeant-at-Arms to deny an 

individual or group of individuals entry to the Senate chamber or remove objects from the 

Senate chamber that are prohibited by applicable ASB policy. In these situations, it is 

vital to follow the Vice President’s directions as given. 
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Legislative Council Communication Protocol: 

Email Policy 

 Email is an essential part of ASB communication. The following guidelines apply to all 

members of the Legislative Council. 

1. Courtesy Copy (CC) the Vice President and Chief of Staff in ALL emails. 

2. When sending or receiving emails regarding ASB business, use the official ASB email 

account if one is provided to you. 

3. No email may be sent to a member of the University leadership after 6 PM. Members 

of the University leadership may only be contacted after 6 PM via email if the situation is 

especially urgent and important.  

4. When contacting members of the administration, provide them with AT LEAST forty-

eight (48) to seventy-two (72) hours to respond to the email, especially if the email 

requests leadership action on an issue, though providing as much time as possible is 

preferred. Do not send an email to an leadership official if he or she will have less 

than forty-eight (48) hours to respond.  

5. Follow the official ASB Communications Protocol found on the ASB Blackboard page 

when contacting members of ASB, faculty, or the leadership.  

6. If you ever have questions or need assistance with anything related to ASB or the 

university as a whole, please reach out to Mrs. Valerie Ross or the ASB graduate 

assistants. They are more than willing to help you with any issue you may have. 
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Appendix A: 

Sample Chief of Staff Quarterly Report 

Chief of Staff Summer Quarterly Report (April 14- September 8) 

September 8, 2017 

I. Overview: 

The Legislative Council prepared extensively for the upcoming Fall 2017 semester 

during the summer break. Executive Assistant Claire Ammentorp reviewed and amended 

the Legislative Aide application, and the application is ready to be released. Chief of Staff 

Levi Bevis developed a Legislative Council Protocol Manual, and it is currently being 

reviewed by Vice President Elam Miller and ASB Advisor Ross. 

II. Review of Past Quarter: 

 The Legislative Council has achieved the following since the previous Quarterly Report: 

1. Legislative Council successfully held its first formal and informal Senate 

meetings. 

2. Legislative Council successfully held a Senate meeting in which legislation was 

voted upon and passed. 

3. Legislative Council created separate email accounts for the Campus Liaisons and 

Public Relations Chairs. 

4. The Chief of Staff Levi Bevis developed a protocol manual for Legislative 

Council policies and procedures. 
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5. The Executive Assistant Claire Ammentorp amended and prepared Legislative 

Aide applications for release. 

6. Public Relations Chairs Savannah Day and Terrence Johnson successfully live-

streamed the first Senate meeting on the ASB Facebook webpage. 

7. Campus Liaisons Mary Margaret Strange and Anderson Helton developed a 

GroupMe for student organization presidents to voice opinions on legislation. 

8. Parliamentarian Austin Fiala led the required parliamentary procedure 

presentation with all senators. 

9. Historian Caroline McLeod documented the first Legislative Council meeting and 

formal ASB Senate meeting. 

III.  Remaining Tasks: Tasks that were planned to be completed but were not completed at 

the time of this report include: 

1. ASB Senate must hold an open seat election to fill one (1) empty Senate seat. 

2. Chief of Staff Levi Bevis must issue the Legislative Council Protocol Manual to 

council members. 

3. Executive Assistant Claire Ammentorp must release the Legislative Aide 

applications to the public once they are approved by Mrs. Ross and Vice President 

Elam Miller. 

IV.  Plan for Upcoming Quarter: Over the course of the upcoming quarter, the Legislative 

Council plans to accomplish the following tasks: 

1. Attain a camera or phone stand for the Facebook live-streaming sessions.  
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2. Ensure that all senators hold a public forum or attend their respective required 

student organization meetings per ASB Code, Title II, Subtitle A, Section 109.. 

3. Add student organization presidents to the Campus Liaison GroupMe and engage 

with student organizations and groups concerning legislation. 

4. Promptly inform the University leadership of all legislation coming to the floor at 

least three (3) days prior to the Senate meeting. 

V.  Policy and Staff Recommendations: The Chief of Staff would like to recommend the 

following policy changes over the next quarter: 

1. Approval of the Legislative Council Protocol Manual for the 2017-2018 academic 

year. 

2. Implementation of an initiative where ASB Senators have lunch with constituents 

to engage with student concerns once each month or semester. 

VI.  Additional Notes/Comments: There are no additional comments at this time. 
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Appendix B: 

Sample Letter of Termination 

Dear _______________: 

 We regret to inform you that this letter is to serve as your notice of termination from the 

position of ________________ on the Legislative Council. This notice is received after a First 

Written Warning was issued for ___(list offense(s) here)____ on ___(date warning was 

issued)___, a Second Written Warning was issued for ___(list offense(s) here)___ on ___(date 

warning was issued)___, and a meeting concerning the above stated offense(s) with ASB Vice 

President Elam Miller and Chief of Staff Levi Bevis.  

 Following these proceedings, it was determined that you should be removed from the 

__________ position of Legislative Council. Your termination from this position is effective 

immediately. 

We thank you for your service to the Legislative Council and ASB, and we wish you the 

best of luck in all of your future endeavors.  

Sincerely, 
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_______________________________ 

 ASB Vice President Elam Miller 

_______________________________ 

Chief of Staff to the ASB Vice President Levi Bevis 

Signed on this _______ day of __(month)__, 2017
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