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Constitutional Bylaws and Procedures for the Baylor University(
Chapter of Habitat for Humanity®


Article I. Name

The name of this student organization shall be Baylor Habitat for Humanity.

Article II. Purpose and Goals

Section 1. Purpose

The purpose of Baylor Habitat for Humanity is to partner with Habitat for Humanity International and Waco Habitat for Humanity, as a non‑profit, ecumenical Christian housing ministry whose goal is to provide the students of Baylor University, regardless of age, creed, disability, ethnicity, race, religion, sex or socio-economic status, an outlet to assist in providing affordable housing and service locally to the Waco, Texas community, and the wider world.

Section 2. Goals

 The major goals shall be to:
A. Educating the chapter members, campus and local community about the work and mission of Habitat for Humanity.
B. Advocating on behalf of people in need of decent shelter and for an end to poverty housing and homelessness.  
C. Building and rehabilitating houses in partnership with Waco Habitat for Humanity and homeowners.
D. Raising funds for the work of Habitat for Humanity.  
Article III. Membership
Section1. Eligibility

All students who are members of student organizations are required to maintain a minimum 2.25 cumulative grade point average. Undergraduate student members also must be currently enrolled in at least 12 semester hours. Graduate student members must also have and maintain a minimum GPA of 2.25 and be enrolled full-time in the members' respective academic programs. 

Section 2. Admittance
 Membership will be open at the beginning of each semester and shall continue until seven meetings remain. Students seeking membership into this organization must abide by the Constitutional Bylaws and Procedures for the Baylor University Chapter of Habitat for Humanity.

Section 3. Work, Attendance, Committee, and Dues Requirements

A. Student members are required to complete at least nine total hours of service to the chapter each semester. The minimum of nine total hours of service to the chapter will consist of at least seven hours of external work directly benefiting the Waco community and of at least two hours of internal work benefiting the Baylor chapter. The officers reserve the right to designate what hours are considered external or internal.

B. Student members must attend a pre-determined number of general meetings each semester set by the officer core. Only those members who join the organization after too few meetings are left to make the requirement are exempt. These members must still attend at least 75 % of the remaining meetings. When a student wishes to be a member but has pre-existing events occurring during the scheduled meeting times, the President can make a special-case exemption and determine what method of attendance will be used.  

C. Students must complete an information sheet before being considered active.

D. Student members are required to pay semester dues in accordance with Article X. Section 1.

After predetermining the requirements for that semester, the Baylor Habitat Officers will, at a minimum at the first general meeting of each semester, announce the service hour requirements, the attendance requirements, and the dues requirements.

Article IV. Officers 
 Section 1. Candidate and Officer Requirements 

All officers/candidates are to be held to the same academic and membership requirements as general members, as outlined in Article III, and they must fulfill their duties as prescribed in Article IV (Section 5).

In accordance with the Department of Student Activities’ Guidelines, any eligible Baylor Habitat member seeking to be an officer must register and continue to be enrolled for at least twelve semester hours both at the time of election/selection and during their entire term of office. 

To be eligible to run for the elected officer positions in the Baylor Habitat Officers, a student member needs at least one semester of active membership in Baylor Habitat. One active semester shall be defined as a semester in which a member has fulfilled the seven minimum semester hours of external work as prescribed in Article III, Section 3, prior to the date set for closing of nominations. Certain exceptions may be granted by one of the advisors of this chapter if the ineligible candidate seeking an officer position proves there is a justifiable reason for a requirement(s) waiver. Such an appeal must be done within five days prior to the date set for the closing of nominations for President/Officer. The appealing candidate will promptly inform the Baylor Habitat Officers of their Advisory Appeal. Should the decision of the advisors be unsatisfactory to the appealing candidate, he or she has the option to appeal the issue in question to Baylor University's Department of Student Activities for resolution. The appeal to the Department of Student Activities must be done within two school days after the decision from the chapter’s advisors has been made and at least two days prior to the closing of nominations for President/Officer. The Baylor Habitat Officers must be informed of the objecting candidates appeal to Department of Student Activities. The final decision of the Department of Student Activities may allow the appealing candidate to run for a particular office.

In addition to the aforementioned requirements, an officer wishing to run for President of this chapter must have served as an officer of the Baylor Habitat core for at least one complete and active semester.
If there are still not any eligible officers, eligibility for Presidency shall be extended to members who have been active for two semesters, or one complete active year. Members who are interested must have paid dues and have a sufficient GPA according to the Department of Student Activities’ Guidelines. 

Section 2. Vacancies of Office

If the absence of an officer exceeds two weeks, the Baylor Habitat Officers hold the right to elect a replacement officer from among the student members of Baylor Habitat for Humanity. If more than one member decides to run, the decision requires a vote by the general membership. If only one member decides they are interested, the decision may be left to a vote of the Officers.

In the absence/resignation/permanent departure of the President, the Baylor Habitat Officers will meet and decide if any officer desires to become President. If two or more officers desire to hold the position, an election shall be held among the general membership of Baylor Habitat for Humanity. If only one officer desires the position, the Baylor Habitat Officers shall appoint them as the President of the organization. 

Section 3. Officer Removal Procedure

 An officer can be removed from office if they do not satisfactorily fulfill their duty and/or are acting as a negative liability to the organization. The officer in question must first be notified of his/her fault of duty and then shall be provided the opportunity to defend his/her position in conjunction with an outside party, prior to the calling of a Removal Meeting. The advisors should be notified of a removal meeting. The Baylor Habitat Officers must then vote on the status of the officer in question. A two-thirds majority vote of the officers is required to remove the accused officer. The officer in question is allowed to vote on the matter. After the Baylor Habitat Officers votes, the officer in question has the opportunity to appeal the Committee’s decision under Article VII. Only after all the courses of action have been completed will the final decision will be announced to the general membership.
Section 4. Titles

The elected Officers of Baylor Habitat shall be: President, Secretary, Treasurer, Webmaster, Fundraising Chair, Work Chair, Service Chair, Publicity Chair, Recycling Chair, Historian and Chalking Chair. The Habitat Officers will consist of the aforementioned positions with the order designating the chain of command.  With the approval of the Advisors, the President’s duties may be split into two positions resulting in two Co-Presidents.  If the Co-Presidents disagree on an issue, and after being brought to an Officer vote with results in a tie, the issue shall be determined by the Advisors.
Section 5. Officer Responsibilities

All Officers shall:

Update a notebook each semester to be passed to the next year’s officer, detailing:

1. Officer responsibilities and events procedures and how to accomplish them.

2. Records of events during the past two semesters.

3. Suggestions for the next two semesters.

A. Attend the end of the year Officer Transition Meeting in order to orient new officers about their responsibilities.

B. Perform such other duties as their offices or the organization may require in addition to their stated duties. 
 The President Shall:

A. Serve as the liaison between the chapter and its advisors.
B. Serve as the liaison between the chapter and Student Activities, the Administration, the Faculty, and the Staff of Baylor University.
C. Serve as the primary liaison between the chapter and Waco Habitat for Humanity.
D. Serve as the liaison between the chapter and Habitat for Humanity International.
E. Serve as the official Baylor Habitat for Humanity spokesperson.
F. Serve as a mediator between officers.

G. Ensure that the duties and requirements for officers and the members of Baylor Habitat for Humanity are properly and promptly met.
H. Strive to better the chapter’s leadership to the best of his or her ability.
I. Have the authority to lead, within justifiable reason and by Baylor Habitat for Humanity standards, in times where there is no precedent to follow, no sufficient time to follow the Meeting Procedures, and/or no apparent agreement among the officers. During these special circumstances, the President should promptly explain his or her rationale for the decision(s) made to the advisors, officers, and/or the members, as the situation requires/permits.
J. Ensure that Baylor Habitat is represented at the Waco Habitat Board of Directors Meetings.
K. Create positions, as they become needed. Upon creation of the position the goal will be stated along with the expected term of the position. The position is not to last for more then the term of the officer core for that year.
L. Run General Membership Meetings.
M. Run Officer Meetings by the Meetings Procedures Guidelines as stated in Article VIII. Section 4.

N. Compile the annual report for Habitat International.

O. Possess the Baylor Habitat mailbox key and check the Baylor Habitat for Humanity on-campus mailbox, # 85577.

P. Reserve all needed facilities on campus with either Student Activities or the appropriate department.

Q. Keep all officers and advisors informed of current duties being fulfilled. 

R. Regularly check the Habitat mailbox and distribute mail to the appropriate Officers.

S. Manage the organization’s E-mail address.
The Secretary Shall:

A. Take attendance for all members at every meeting.

B. Keep records of attendance, hours, and member information for the last term and the current term.

C. Take minutes at each officer meeting, and distribute a copy of the minutes to all officers and advisors.

D. Assist publicity (and any other officer) with flyers, data sheets, sign-up sheets, information sheets, etc.
E. Maintain the online roster for Student Activities.

F. Return the Baylor Habitat roster to the other officers in the roster circuit in a timely manner.

 The Treasurer shall:

A. Receive all funds (dues, donations, etc.) 

B. Deposit all funds in Baylor Habitat’s checking account. 

C. Record all financial transactions (deposits and withdrawals). 
D. Reimburse approved officer and member expenditures. 

E. Ensure that all records are turned into the secretary.
The Webmaster shall:
A. Send weekly E-mails to all Baylor Habitat members. 
B. Keep the organization’s web-page current with all available information, including hours, attendance, and dues.

C. Manage the organization E-mail address.

D. Help facilitate communication within the officer core and the membership by acting as a gateway for e-mails. 
The Fundraising Chair Shall:

A. Supervise and be responsible for running all fundraisers.

B. Work with the Treasurer to make sure the proceeds from all fundraisers are accurately and promptly deposited.

C. Work with the Publicity Chair to make sure that all fundraisers are adequately publicized.

D. Organize Fellowship/Fundraising Dinners. 

E. Chair the Fundraising Committee if exists.

F. Ensure that all fundraising hours are turned into the secretary.

The Work Chair shall:

A. Establish work times, manage sign-ups, and keep a record of all workdays.

B. Keep an accurate and up-to-date external hour record of all members.

C. Serve as the primary work contact with Waco Habitat for Humanity.

D. Ensure that all work hours are turned into the secretary.
The Service Chair shall: 

A. Act as a liaison between Student Activities and Baylor Habitat for Humanity.

B. Attend all meetings required by Student Activities. If unable to attend the required meetings by Student Activities, Service Chair may request that another officer attend instead.

C. Enter the service and fundraising hours for the organization monthly on the Student Activities website.

D. Ensure that all of the necessary forms for events and media are filed by the organization and approved by Student Activities.

The Publicity Chair Shall:

A. Promote publicity for the organization throughout the campus and the Waco community.

B. Organize and attend publicity events to ensure productivity and effective presentation.

C. Purchase, maintain and store publicity supplies, posters, banners, etc.

D. Oversee and assist with chalking, flyers, and contacts. 

E. Chair the Publicity Committee if exists.

F. Ensure that all chalking days are advertised to members, and hours turned in to secretary.

G. Ensure that all publicity hours are turned into the secretary.
The Recycling Chair Shall:

A. Oversee Baylor Habitat’s Recycling Program.

B. Be responsible for making sure that recyclable materials reach the appropriate recycling facility and that the money from the recycling gets to the Treasurer.
C. Serve as liaison between Baylor Habitat and the management officials of participating recycling locations.

D. Ensure that all recycling hours are turned into the secretary.
The Historian Shall:

A. Record all activities of the organization for present and future members to see. 

B. Ensure that pictures are taken at meetings, workdays, fundraisers, fellowship events and any other historically significant occasions. 

C. Collect and preserve any appropriate Baylor Habitat mementos.

D. Help update and preserve Baylor Habitat’s scrapbook.

E. Present an end-of-the-semester slideshow presentation of what the chapter has accomplished.

F. Be in possession of any and all photographs.

G. Ensure that all picture hours are turned into the secretary.

 Chalking Chair shall:
A. Plan and execute all Chalking Events

B. Chalk messages around campus to promote meetings and events. 

C. Assist Baylor Habitat Officers and other committees as needed. 

D. Any other activities deemed necessary or important by the Publicity Chair.
Article V. Election Process

Section 1. Eligibility of Voters 

Student members of Baylor Habitat for Humanity, who have paid their semester dues, prior to the election, will be eligible to vote for candidates. Eligible members must be present at the election to vote. Members may pay for their semester dues on Election Day. 

Section 2. Candidates
Candidate eligibility to run for/hold an office is stated in Article IV. Candidates should be present for the election so that they may present their campaign statements. If a candidate is unable to attend the elections meeting, a candidate may have a chosen delegate present their campaign statement for them. Candidates are permitted to vote in the election.

Section 3. Election Supervisor(s)
The general purpose of the Elections Supervisor is to oversee that the voting procedure is fair, unbiased, and accurate. Unless otherwise disputed, the election supervisor(s) will be the president and/or a Faculty Advisor.

Section 4. Election Schedule and Officer Succession

Officer elections shall be held at the end of the academic term. All officers not elected to the presidency shall still be eligible to run for other officer positions. The term of office for newly elected officers will start on the first day of the spring academic term and end on the last day of the fall academic term.

Article VI. Faculty Advisors

Section 1. Role and Requirements
According to Baylor University’s Advisor’s handbook, the faculty advisors’ role is as follows:

A. To interpret Baylor University Regulations and Policies and to provide leadership for the adherence to those rules by the organization. 

B. To act as consultants in the areas of setting goals, problem solving, policy making, and upholding guidelines and purposes. 
C. To attend as the University representative for all long-term (more than one day), off-campus and overnight activities, acting as a chaperone and assuming responsibility in emergencies. In cases where an event is not for the entire membership (such as small service projects, delegations to meetings, etc.), the advisors are to use discretion about whether or not advisor attendance is required. The advisors are to provide positive leadership at the official activity, and if the event is overnight, at the approved overnight facility. 

D. To notify the Department of Student Activities if the student organization fails to assume any of the responsibilities as outlined in the procedures manual. 

Baylor Habitat will abide by all applicable guidelines as stated in Baylor University’s Policies and Procedures Manual for Student Organizations and Advisors.

 
In accordance with Baylor University policy, Baylor Habitat for Humanity must have at least two advisors.

 
Baylor Habitat requests that the advisor shall make him or herself available to assist, advise, and support the Baylor Habitat Officers and the General Membership. The advisors shall uphold all the goals, principles, and procedures of this Constitution. The Baylor Habitat Officers reserve the right to seek/add and/or to disaffiliate with advisors in accordance with the set guidelines inside this Constitution.

Section 2. Nomination and Approval
After a nomination of an advisor from the Baylor Habitat Officers, the officers will then hold a meeting with the nominated advisor to discuss compatibility, time commitment, expectations, responsibilities, and any questions that both the advisor and the Baylor Habitat Officers may have. After the nomination meeting, the Baylor Habitat Officers will need a unanimous vote to approve affiliation with that Advisor. 

Section 3. Advisory Meeting 


Should there be a situation where the advisor(s) or the Baylor Habitat Officers feel that the other is doing an inadequate/unsatisfactory job in terms of their duties or responsibility, then that party may request an official Advisory Meeting to resolve the concerns. If the Advisory Meeting is initiated by the Baylor Habitat Officers, the Committee must then vote to keep or to disaffiliate with that advisor. This vote requires a two-thirds majority in the Baylor Habitat Officer core to approve the disaffiliation with an advisor. 

Article VII. The Appeal Process

Section 1. Mediation and Resolution 

Should any issue arise that cannot be resolved among the Baylor Habitat Officers, the advisors will then be called upon to mediate the issue in question.

Should any member of the Executive Committee, find the mediation under the direction of the advisors be unsatisfactory in resolving the problem, the officer then has two weeks to refer the issue in question to Baylor University's Department of Student Activities for resolution.

Section 2. Removal Appeal
An officer that has been removed under Article IV, Section 3., may appeal the decision of the Baylor Habitat Officers by referring the matter, within two weeks after being removed, to Baylor University's Department of Student Activities for resolution. The removed officer must inform the Baylor Habitat Officers of his/her decision to appeal.

Article VIII. Meetings
Section 1. General Membership Meetings

The Baylor Habitat Officers shall determine the time and location of the general membership meetings.


Section 2. Executive Meetings

The Executive Meetings will be lead by the chapter President who will run the meeting in accordance to the below mentioned Meeting Procedures Guidelines. The President will serve as the discussion mediator and will determine the method of discussion and voting accordingly. 

Section 3. Functions 
 
The Baylor Habitat Officers will hold weekly meeting(s) at a time specified by the President with consent of the Executive Officers. The Baylor Habitat Officers shall perform the following activities: 

Weekly updates of committee activities, problems, and upcoming events or activities planned by the committee. 

A. Oversee all the activities of the organization. 

B. Set goals and responsibilities for the officers. 

C. Set goals for the organization. 

D. Any other activities deemed necessary or important by the President. 
Section 4. Meeting Procedure Guidelines

Guidelines and Types of Discussion:

 The President shall utilize these three methods of discussion to keep order and foster expression from his or her fellow officers.

· Open Discussion - Free Order Input

· Officer Order - Set Order Input starting with the President and ending with the Chalking Chair

· Private Writing - Members/Officers write opinions on specified topic before sharing thoughts with the other officers

Guidelines and Types of Voting:

 
The President will be the one to set the method and the exact topic to be voted on. The President will clarify and explain the topics as needed. Input from fellow officers will be determined by the discussion method.

· General Consensus

· Anonymous Ballot 

· Officer Order Vote - Set Order Vote and explanation for vote starting with the President and ending with the Chalking Chair

Article IX. Voice of General Membership

 Any member of the general membership wishing to express their desire to make positive changes to the organization may attend an executive meeting to voice their opinion. Any member wishing to attend an executive meeting must first notify the President, so that arrangements can be made to insure the orderliness of the executive meeting. At this prearranged meeting, general members may urge the Baylor Habitat Officers to sponsor an amendment to better the organization.
Article X. Finances

Section 1. Dues

 The Treasurer will collect dues from all members of Baylor Habitat for Humanity. The cost of semester membership will be announced at the first general meeting of each semester. If a member can prove that they are unable to afford the dues, other methods of payment shall be considered. 

The Baylor Habitat Officers may raise dues from the previous semester if there is financial need to properly run the organization. An increase in semester dues may not be done three consecutive semesters in a row and/or may not exceed 25% from the previous semester cost, without a two-thirds majority vote of the present general membership. This type of financial amendment will be considered according to Article VIII, Section 1.

Section 2. Banking

 All funds belonging to this organization shall be deposited and dispersed through a bank account established for this organization. The Baylor Habitat Officers shall decide upon the financial matters of the organization. The Treasurer and/or the President shall carry out the activities.

Article XI Amendments 

Section 1. Major Amendments 

 Major constitutional amendments that directly affect the entire membership may only be amended by a unanimous vote by the Baylor Habitat Officers and a two-thirds vote of members present at meeting subject to the approval of the Department of Student Activities. Passing a Major Amendment requires a two-step process. First, the proposed Major Amendment, in written format, must be voted on by the Baylor Habitat Officers. Once it has unanimously passed through the Baylor Habitat Officers, a written form of the amendment shall be promptly presented to the members at a general meeting. It is the responsibility of the Baylor Habitat Officers to inform the general members that a Major Amendment Vote will take place prior to the day of the designated general meeting. The writer(s) of the amendment(s) shall discuss and answer questions on the purpose of the proposed amendment(s) with the general members. Once the amendment(s) has been presented to the general members, a vote on the amendment(s) will take place. Present members who have paid semester dues and are on the attendance roster will be allowed to vote on the proposed amendment(s). 

 The Baylor Habitat Officers shall be responsible for designing the amendment ballot used for this voting format.

 The President will act as the Amendment Supervisor. It is the responsibility of the Amendment Supervisor to count the amendment ballots. Once the count has been determined, the Amendment Supervisor will inform the Baylor Habitat Officers of the results of the vote. The Baylor Habitat Officers will then promptly inform the general membership of the Major Amendment Vote results.

 After the election results have been announced, ballots are to be stored by the Amendment Supervisor for at least four school days after the announcement. Should any member have questions to the fairness or accuracy of the Major Amendment Vote, he or she may request a recount vote, within three school days of the announcement of results. The Amendment Supervisor will promptly administer the recount-vote, with the presence of the Baylor Habitat Officers, the objecting member and a witness that the objecting member may bring. 

 If the Major Amendment passes with a two-thirds majority vote of the number of members present at meeting, it will then be added to the Constitutional Bylaws and Procedures for the Baylor University Chapter of Habitat for Humanity upon approval by Student Activities.
 Section 2. Minor Amendments

 Minor constitutional amendments can be passed by a unanimous vote by the Baylor Habitat Officers. Minor constitutional amendments will be defined as amendments that: solve minor constitutional errors (misspellings, grammatical errors, order of articles etc.), OR that better define leadership roles, articles, sections or amendments in the constitution. Minor amendments that fulfill any of the above requirements can still be passed even if they affect the entire membership. A minor amendment, that does not receive the needed unanimous officer votes to pass, may be reconsidered if it is rewritten as a major amendment. 
 Section 3. Submission of Constitution with Amendments

Whenever the constitution is amended, a new copy of the constitution must be submitted to Student Activities for their records.  The constitution must also be kept current in regulation with the guidelines of Student Activities.  
 Article XII. Constitutional Crisis Clause

 Should there be any issue, that may cause problems, confusion, or disputes among the Baylor Habitat Officers or General Assembly and there is no written basis in the Constitution, the Baylor Habitat Officers may schedule outside meetings to resolve the situation. This provision gives first and final authority to the Officers of Baylor Habitat, unless Student Activities or Baylor University policies dictate otherwise.  The Officers may consult/invite outside mediation when in a crisis situation, but the Officers retain autonomy over decisions made in these meetings. 
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