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1 - AUTHORIZATION AND AUTHORITY 
 
 This Policy Manual, duly approved, and all policies within it shall constitute an act of 
the Senate to institute policies and procedures necessary and appropriate for executing the 
powers vested by the Constitution of the Student Government Assembly. All policies 
contained in this manual shall be binding upon all members and officers of the Student 
Government Assembly of the Metropolitan State College of Denver (herein referred to as 
“student government” or “SGA”). All officers shall maintain familiarity with, perform their 
duties according to, and conduct themselves within the framework of this manual. 

2 - POLICY MANUAL MANAGEMENT 
 
2.01 SGA Policies 

2.01.1 Unless otherwise stated, the President may amend any portion of this policy 
manual.  
 
2.01.2 The President must issue a written report to the Senate within one week of 
making a change to policy.  The policy change shall take effect upon adjournment of 
the Senate meeting in which it was presented. 
 
2.01.3 The Senate may deny and retract a policy amendment in its entirety made by 
the President at any time with a majority vote. 
 
2.01.4 The Senate may, at any time, choose to amend the policy manual in 
accordance with the Legislation Approval Process as defined by the Constitution and 
Senate bylaws. 
 

2.02 Protected Policy  
 The Policy Manual Management Policy may only be amended by an act of the Senate 

in accordance with the legislation approval process as defined by the Constitution 
and Senate bylaws.
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3 - SENATE BYLAWS POLICY 
 
3.01 Senate Bylaws 

3.01.1 The Legislative Branch (Senate) shall keep and maintain bylaws which shall 
be attached to this Policy Manual as Appendix A.   
 
3.01.2 These bylaws shall govern the official meetings and actions of the Senate and 
shall provide specific directions and procedures for all Legislative operations. 

 
3.02 Protected Policy  
 The Senate Bylaws Policy may only be amended by an act of the Senate in 

accordance with the legislation approval process as defined by the Constitution and 
Senate Bylaws. 
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4 - JUDICIAL OPERATIONS CODE AND BYLAWS POLICY 
 
4.01 Judicial Operations Code 

4.01.1 The Senate shall keep and maintain a Judicial Operations Code which shall be 
attached to this Policy Manual as Appendix B, and be subject to the Legislation 
Approval Process outlined in the Senate Bylaws. 
 
4.01.2 This Operations Code shall govern the official meetings and actions of the 
Student Court and shall provide specific directions and procedures for judicial 
operations, including, but not limited to: 

a. Due process 
b. Hearing procedures 
c. Rules of its proceedings 
d. Temporary orders 
 

4.01.3 Changes to the Judicial Operations Code may not affect the process, 
procedure, or rules for hearing a case initiated prior to final approval of the 
legislation. For the purpose of this policy, a case shall be considered initiated when a 
complaint or request is filed with the court. 

 
4.02 Student Court Bylaws 

4.02.1 The Student Court shall keep and maintain bylaws to govern all judicial 
operations and policies not described or mandated by the Constitution or Judicial 
Operations Code. 
 
4.02.2 Unless otherwise stated, the Student Court may amend the Student Court 
Bylaws 
 
4.02.3 The Court must issue a written report to the Senate within one week of 
making a change to policy. The policy change shall take effect upon adjournment of 
the Senate meeting in which it was presented. 
 
4.02.4 The Senate may deny and retract a policy amendment in its entirety made by 
the Court at any time with a majority vote. 
 
4.02.5 Changes to the Student Court Bylaws may not affect the process, procedure, 
or rules for hearing a case initiated prior to final approval. For the purpose of this 
policy, a case shall be considered initiated when a complaint or request is filed with 
the court. 

 
4.03 Protected Policy  
 The Judicial Operations Code and Bylaws Policy may only be amended by an act of 

the Senate in accordance with the legislation approval process as defined by the 
Constitution and Senate bylaws. 
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5 – ELECTIONS CODE AND BYLAWS POLICY 
 
5.01 Elections Code 

5.01.1 The Senate shall keep and maintain an Elections Code which shall be attached 
to this Policy Manual as Appendix C, and be subject to the Legislation Approval 
Process outlined in the Senate Bylaws. 
 
5.01.2 This Elections Code shall govern the official meetings and actions of the 
Election Commission and shall provide specific directions and procedures for 
election operations, including, but not limited to 

a. Election procedures 
b. Voting regulations 
c. Referendum and initiative regulations 
d. Election rules and regulations 
e. Procedure for complaints regarding violations of the Elections Code 

 
5.01.3 Changes to the Elections Code may not affect the process, procedure, or rules 
for elections initiated prior to final approval of the legislation. For the purpose of 
this policy, an election shall be considered initiated when the election commission 
begins accepting candidates. 

 
5.02 Election Commission Bylaws 

5.02.1 The Election Commission shall keep and maintain bylaws to govern all 
election operations and policies not described or mandated by the Constitution or 
Elections Code. 
 
5.02.2 Unless otherwise stated, the Election Commission may amend the Election 
Commission Bylaws 

5.02.3 The Commission must issue a written report to the Senate within one week of 
making a change to policy. The policy change shall take effect upon adjournment of 
the Senate meeting in which it was presented. 
 
5.02.4 The Senate may deny and retract a policy amendment in its entirety made by 
the Commission at any time with a majority vote. 
 
5.02.5 Changes to the Election Commission Bylaws may not affect the process, 
procedure, or rules for elections initiated prior to final approval. For the purpose of 
this policy, an election shall be considered initiated when the election commission 
begins accepting candidates. 

 
5.03 Protected Policy  
 The Elections Code and Bylaws Policy may only be amended by an act of the Senate 

in accordance with the legislation approval process as defined by the Constitution 
and Senate bylaws. 
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6 - EXECUTIVE COMMITTEE BYLAWS 
  
6.01 Purpose Statement 

The Executive Committee is an advisory body to the SGA President, and provides a 
forum for discussion of executive goals and strategies. 

 
6.02 Composition 

6.02.1 Voting Members 
a. President 
b. Vice President 
c. Student Trustee 
d. SACAB Representatives (2) 
e. Directors (5) 
f. Speaker of the Senate 

 
6.02.3 The President shall be the Chair of the Executive Committee.  
 
6.02.4 The Vice President shall be the Vice Chair of the Executive Committee. 
 
6.02.5 The President may appoint or remove non-voting members as s/he sees fit, 
including committee advisors. 
 

6.03 Meetings 
6.03.1 Meetings of the Executive Committee shall be open to all students of Metro 
State. 
 
6.03.2 Members of the public, including employees of Metro State, who wish to 
attend a meeting of the Executive Committee, must receive permission from the 
President. 
 
6.03.3 Executive Committee meetings and records shall be available to the public 
upon request. 
 
6.03.4 Meetings of the Executive Committee shall be carried out in accordance with 
the most recent edition of Roberts Rules of Order. 

 
6.04 Actions 

6.04.1 All official actions of the Executive Committee shall be reported to the Senate.  
 
6.04.2 Actions of the Executive Committee do not require approval by any other 
person or body. 
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7 - CODE OF CONDUCT 
 
7.01 Ethics Directive 

An officer shall not commit or omit any acts in violation of any rule, regulation, 
order or directive contained in this section; nor shall aid and abet another to do so. 

 
7.02 Lawful Conduct 

7.02.1 Officers shall conduct themselves in a lawful manner.  Officers shall obey  
the laws of the United States of America and all laws of the State of Colorado  
and local jurisdiction.  A criminal conviction for violation of a law is prima facia  
evidence of the violation of this rule. 
 
7.02.2 Officers shall remain in good standing with the college and shall abide by the 
Student Code of Conduct. 
 
7.02.3 Truthfulness 
Officers shall be truthful in all matters associated with the student government. 

 
7.03 Respect for Others 

Officers shall treat all others with civility and respect. 
 
7.04 Student Trust and Authority 

7.04.1 Officers are entrusted to non-abusively safeguard the authority and  
student trust vested in them and other officers.  Officers shall always  
use their position, office, resources, and credentials appropriately. 

 
7.04.2 Officers shall not make promises or arrangements with outside persons,  
students, or faculty without the knowledge and authorization of the President or  
designee. 

 
7.05 Gifts and Gratuities 

7.05.1 Officers shall not use their Elected or Appointed status to seek or accept  
for themselves or others, any favors, gifts, benefits, rewards or gratuities which  
may compromise the officer’s position or office and/or would not ordinarily be  
afforded the student body.  A gratuity is defined as a free or reduced price,  
service, or item given to or accepted by an identified officer of the student  
government with the anticipation of influencing or gaining additional presence or  
service from the member or other officer of the student government. 
 
7.05.2 No Officer of the student government will use their official position to secure 
privileges for themselves. 
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7.06 General Conduct 
7.06.1 Officers shall use reasonable judgment and refrain from conduct that reflects 
unfavorably upon the student government.  Regulations of this section shall apply 
while working within the SGA Office, Official Meetings, and student government 
activities in addition to time on campus in a student capacity.  This type of conduct 
includes: 

a. That which brings the student government into disrepute. 
b. That which reflects discredit upon the individual as an officer of the 

student government. 
c. That which tends to impair the operation, effectiveness, or efficiency of 

the student government. 
d. That which interferes with student government operations. 

 
7.06.2 Officers shall be courteous to the student body and faculty, be tactful and 
restrained in the performance of their assigned duties.  Officers shall exercise 
patience and discretion and shall control their temper and not engage in any 
malicious physical retaliation, even in the face of extreme provocation. 
 
7.06.3 Officers shall not abuse their position including the following: 

a. Officers shall not abuse their authority and student trust vested in them 
and are prohibited from using their credentials, identification, or 
position in an unofficial or unauthorized capacity. 

b. Officers shall not be allowed to use their name, photograph, or official 
title that identifies them as members of the student government to 
endorse or advertise any product, service, policy, or action without the 
permission of the President or designee. 

c. Officers shall not use their title or office in the student government for 
the purposes of soliciting, selling, or purchasing any product or service 
without express permission of the President or designee. 

d. Officers shall not use their title or office in the student government to 
avoid the consequences of illegal acts, or to obtain privileges not 
available to the student body or general public, except as defined in the 
performance of their duties. 

e. Officers shall not use the SGA Office address for receiving personal mail 
or as a “home address.” 

 
7.06.4 Members shall not maliciously coerce or maliciously intimidate any person or 
maliciously engage in speech or conduct which is discourteous, abusive, profane, 
obscene, or threatening. 
 

7.07 Special Regulations 
Officers shall not belong to, or be affiliated with any person or group that advocates 
insurrection, treason, anarchy, or the overthrow of the government through 
unconstitutional means, or supports the superiority of one race over another. 
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7.08 Security and Information 
7.08.1 Unless deemed Public Information, officers shall treat the official business of 
the student government as confidential. 
 
7.08.2 Officers shall not access, review or remove any report or record other than 
for student government purposes. 
 
7.08.3 Officers shall not communicate any sensitive or privileged information that 
may jeopardize the safety and privacy of fellow officers or students. 
 

7.09 Grooming and Appearance 
7.09.1 Officers shall maintain themselves at a level of conditioning to adequately 
perform their official duties and responsibilities. 
 
7.09.2 When meeting with a college administrator, board member, or state official, 
officers shall adhere to a strict regiment of good personal hygiene, to include breath, 
body odor, teeth, fingernails, and clean, trimmed and styled hair. 
 

7.10 Liability and Credibility 
7.10.1 Whenever an officer is involved in an incident where there may be a question 
as to student government liability or misrepresentation, the officer shall write a 
memo to the President via the Director of Internal Affairs. The memo will include 
who was involved, what occurred, who was notified and when. The Director of 
Internal Affairs will review the memo and will decide if any policy or bylaw 
violations have occurred prior to forwarding the memo to the President. 
 
7.10.2 Officers shall not publicly criticize or ridicule the student government, its 
policies or its officers where such statements are defamatory or obscene.   
 
7.10.3 Officers shall not represent the student government or any branch or body 
therein publicly without the permission of the President or the head of the body 
being represented. 
 

7.11 Attendance 
Officers shall report to official meetings and office hours at the time and place 
scheduled.  This includes student government meetings, committee meetings, 
special meetings, judicial subpoenas, and notice of hearings. 

 
7.12 Disciplinary Action 

7.12.1 If an elected officer violates any of these codes of conduct, they are subject to 
the disciplinary action including, but not limited to, suspension or removal from 
office. 
 
7.12.2 If an appointed officer violates any of these codes of conduct, they are subject 
to the disciplinary action including, but not limited to, suspension or termination. 
 
7.12.3 The Director of Internal Affairs shall be charged with the enforcement of 
these codes of conduct. 
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7.13 Good Faith 
7.13.01 Good faith shall apply when prior knowledge exists of an actionable event or 
cause and evidence thereof is received ex post facto, or; 
 
7.13.02 An officer of the SGA acts on reasonable information provided by another 
officer of the SGA and said information is discovered to be unfounded, inaccurate, or 
in error ex post facto. 
 
7.13.03 Good faith shall be an affirmative defense against all penalties described 
within this manual and/or applicable bylaws and any action or cause made under 
false claim or false pretense shall become nullified. 
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8 - EXECUTIVE OFFICERS 
 
8.01 President 

8.01.1 The President of the Student Government Assembly shall be elected to serve 
an active term from June 1st of the calendar year in which he/she was elected until 
May 31st of the following year. 
 
8.01.2 If a President completes a term and is not re-elected to an additional term, 
he/she shall serve, and be compensated for, one month of inactive, advisory service 
from June 1st until June 30th in order to orient the incoming President and conduct 
the training of the new elected officers. 
 
8.01.3 The President shall conduct his or her duties as directed by the Senate. The 
President, unless excused by the chair, shall attend all meetings of the Senate to give 
status reports and seek approval and direction from the Senate. 

 
8.02 Vice President 

8.02.1 The Vice President of the Student Government Assembly shall be elected to 
serve an active term from June 1st of the calendar year in which he/she was elected 
until May 31st of the following year. 
 
8.02.2 If a Vice President completes a term and is not re-elected to an additional 
term, he/she shall serve, and be compensated for, one month of inactive, advisory 
service from June 1st until June 30th in order to orient the incoming Vice President 
and assist with the training of the new elected officers. 
 
8.02.3 The Vice President shall act in absence of the President on any urgent matter 
and shall become President if the office is vacated. 
 
8.02.4 The Vice President shall be assigned, by the President, one (1) additional title 
and the responsibilities that accompany it for the Vice President from the director 
level positions listed under staff. The Vice President will fulfill that role as a 
component of their role as Vice President and shall not receive additional 
compensation. (i.e. Vice President and Director of Internal Affairs) 
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8.03 SACAB Representatives 
8.03.1 The SACAB Representatives shall each be elected to serve an active term from 
July 1st of the calendar year in which he/she was elected until June 30th of the 
following year. 
 
8.03.2 SACAB Representatives shall attend the mandatory training sessions offered 
in June. If an incoming SACAB Representative is entering their first term of office, or 
is not an officer of SGA during the month of June preceding the start of their term of 
office, the SACAB Representative shall serve, and be compensated for, one month of 
inactive, educational service, from June 1st until June 30th. 
 
8.03.3 In addition to the duties enumerated in the SACAB Bylaws, SACAB 
Representatives shall act as liaisons between the Student Government Assembly 
and the Administration of AHEC. SACAB Representatives shall determine how they 
will vote on an issue in the manner that they see fit, however, they shall make 
known the views and opinions of the Student Government Assembly if such views or 
opinions are known.  
 
8.03.4 Unless it contradicts or conflicts with the duties outlined in the SACAB 
Bylaws, the SACAB Representatives shall assist in the accomplishment of SGA’s goals 
and initiatives as directed by the President. 

 
8.04 Student Trustee 

8.04.1 The Student Trustee shall be elected to serve an active term from July 1st of 
the calendar year in which he/she was elected until June 30th of the following year. 
 
8.04.2 The Student Trustee shall attend the mandatory training sessions offered in 
June. If an incoming Student Trustee is entering their first term of office, or is not an 
officer of SGA during the month of June preceding the start of their term of office, 
the Student Trustee shall serve, and be compensated for, one month of inactive, 
educational service, from June 1st until June 30th. 
 
8.04.3 In addition to the duties enumerated in the Bylaws of the Board of Trustees, 
The Student Trustee shall act as a liaison between the Student Government 
Assembly and the Metro State Board of Trustees. The Student Trustee shall 
determine how they will vote on an issue in the manner that they see fit, however, 
they shall make known the views and opinions of the Student Government Assembly 
if such views or opinions are known.  
 
8.04.4 Unless it contradicts or conflicts with the duties of the Student Trustee as 
defined by the Constitution and the Bylaws of the Board of Trustees, the Student 
Trustee shall assist in the accomplishment of SGA’s goals and initiatives as directed 
by the President. 

 
8.05 Protected Policy  
 The Executive Officers Policy may only be amended by an act of the Senate in 

accordance with the legislation approval process as defined by the Constitution and 
Senate bylaws. 
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9 – EXECUTIVE STAFF 
9.01 Administrative Assistant(s) 

9.01.1 The President may employ Administrative Assistant(s) to coordinate office 
services and administrative tasks as directed by the Director of Internal Affairs 
including, but not limited to: 

a. Maintaining an informed first point of contact for inquiries and 
communication from the campus community. 

b. Attending SGA meetings and Recording the proceedings. 
c. Assembling and maintaining formal records (minutes) for public review. 
d. Maintaining office resources, including ordering supplies and submitting 

repair requests. 
e. Reserving rooms and filing paperwork for SGA functions. 
f. Other tasks as assigned by the Director of Internal Affairs. 

 
9.01.2 Administrative assistants shall: 

a. Work under the Director of Internal Affairs, and; 
b. Aid the Director in the completion of their duties as defined by this 

policy manual. 
c. Exercise independent judgment in the resolution of administrative 

problems. 
 
9.01.3 Administrative assistants shall not: 

a. Speak on behalf of the Student Government or its officers without 
approval of the President. 

b. Be required to perform any task that does not benefit the Student 
Government or aid in the accomplishment of its goals and/or initiatives. 

 
9.01.4 Hiring Procedures 

The President may exercise any methods to select administrative 
assistants within the confines of State Law and Metro State hiring 
policies. 

 
9.01.5 Removal 

The president shall have discretionary authority to terminate 
employment. The Senate may remove this officer according to the 
policies outlined in the Senate Bylaws. 

 
9.01.6 Classification 

This position shall be classified as “Executive” pursuant to Policy 12 
(Personnel Management). 
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9.02 Executive Assistant(s) 

9.02.1 The President may employ executive assistants to complete tasks and aid in 
the administration of his or her duties and communication with representatives of 
Metro State, the Auraria Campus, and the State of Colorado, including, but not 
limited to: 

a. Managing and arranging appointments and scheduling for the President 
and Vice President. 

b. Screening and responding to correspondence from the campus 
community. 

c. Researching issues and proposals and creating executive summaries 
d. Other tasks as assigned by the President. 

 
9.02.2 The executive assistant shall: 

a. Work under the direction of the President, and; 
b. Work an average of 20 hours a week. 
c. Be assigned tasks and report to the President . 

 
9.02.3 The executive assistant shall not: 

a. Speak on behalf of the Student Government or its officers without 
approval of the President. 

b. Be required to perform any task that does not benefit the Student 
Government or aid in the accomplishment of its goals and/or initiatives. 
  

9.02.4 Hiring Procedures 
The President may exercise any methods to select an Executive Assistant 
within the confines of State Law and Metro State hiring policies. 

 
9.02.5 Removal 

The president shall have discretionary authority to terminate 
employment. The Senate may remove this officer according to the 
policies outlined in the Senate Bylaws. 

 
9.02.6 Classification 

This position shall be classified as “Executive” pursuant to Policy 12 
(Personnel Management). 
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9.03 Director of Academic Affairs 

9.03.1 The President shall employ a Director of Academic Affairs to complete tasks 
and aid in the accomplishment of Student Government goals and initiatives as they 
relate to the Metro State Division of Academic Affairs and all offices and activities 
within it. Job Responsibilities may include: 

a. Acting as a liaison between SGA and the Metro State Division of 
Academic Affairs. 

b. Regular meetings with Metro State Academic Affairs Staff, including the 
Vice President of Academic Affairs. 

c. Supervising entry level staff. 
d. Sitting on SGA and College committees. 
e. Attendance at SGA and College events. 
f. Advising the President on matters of academics. 

 
9.03.2 The Director of Academic Affairs shall: 

a. Serve a single term beginning on July 1st and ending on May 30th. 
b. Be paid a monthly stipend in accordance with the approved SGA 

personnel budget. 
c. Work under the direction of the President, and;  
d. Work a minimum of 15 hours a week. 
e. Be assigned tasks and submit progress reports to the President. 

 
9.03.3 The Director of Academic Affairs shall not: 

a. Speak on behalf of the Student Government or its officers without 
approval of the President. 

b. Be required to perform any task that does not benefit the Student. 
Government or aid in the accomplishment of its goals and/or initiatives. 

 
9.03.4 Hiring Procedures 

The President may exercise any methods to select a Director of 
Academic Affairs within the confines of State Law and Metro State hiring 
policies. 

 
9.03.5 Removal 

The president shall have discretionary authority to terminate 
employment. The Senate may remove this officer according to the 
policies outlined in the Senate Bylaws. 

 
9.03.6 Classification 

This position shall be classified as “Executive” pursuant to Policy 12 
(Personnel Management). 
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9.04 Director of Administration and Finance 

9.04.1 The President shall employ a Director of Administration and Finance to 
complete tasks and aid in the accomplishment of Student Government goals and 
initiatives as they relate to the Metro State Division of Administration and Finance 
and all offices and activities within it. Job Responsibilities may include: 

a. Acting as a liaison between SGA and the Metro State Division of 
Administration and Finance. 

b. Regular meetings with Metro State Administration and Finance Staff, 
including the Vice President of Administration and Finance. 

c. Supervising entry level staff. 
d. Sitting on SGA and College committees. 
e. Attendance at SGA and College events. 
f. Advising the President on matters of College Administration and 

Finances. 
 
9.04.2 The Director of Administration and Finance shall: 

a. Serve a single term beginning on July 1st and ending on May 30th. 
c. Be paid a monthly stipend in accordance with the approved SGA 

personnel budget. 
b. Work under the direction of the President, and;  
c. Work a minimum of 15 hours a week. 
d. Be assigned tasks and submit progress reports to the President. 

 
9.04.3 The Director of Administration and Finance shall not: 

a. Speak on behalf of the Student Government or its officers without 
approval of the President. 

b. Be required to perform any task that does not benefit the Student. 
Government or aid in the accomplishment of its goals and/or initiatives. 

 
9.04.4 Hiring Procedures 

The President may exercise any methods to select a Director of 
Administration and Finance within the confines of State Law and Metro 
State hiring policies. 

 
9.04.5 Removal 

The president shall have discretionary authority to terminate 
employment. The Senate may remove this officer according to the 
policies outlined in the Senate Bylaws. 

 
9.04.6 Classification 

This position shall be classified as “Executive” pursuant to Policy 12 
(Personnel Management). 
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9.05 Director of Information Technology 

9.05.1 The President shall employ a Director of Information Technology to 
complete tasks and aid in the accomplishment of Student Government goals and 
initiatives as they relate to the Metro State Division of Information Technology 
and all offices and activities within it. Job Responsibilities may include: 

a. Acting as a liaison between SGA and the Metro State Division of 
Information Technology. 

b. Regular meetings with Metro State Information Technology Staff, 
including the Vice President of Information Technology. 

c. Supervising entry level staff. 
d. Sitting on SGA and College committees. 
e. Attendance at SGA and College events. 
f. Maintenance of the SGA Website. 
g. Advising the President on matters of technology. 

 
9.05.2 The Director of Information Technology shall: 

a. Serve a single term beginning on July 1st and ending on May 30th. 
b. Be paid a monthly in accordance with the approved SGA personnel 

budget. 
c. Work under the direction of the President, and;  
d. Work a minimum of 15 hours a week. 
e. Be assigned tasks and submit progress reports to the President. 

 
9.05.3 The Director of Information Technology shall not: 

a. Speak on behalf of the Student Government or its officers without 
approval of the President. 

b. Be required to perform any task that does not benefit the Student. 
Government or aid in the accomplishment of its goals and/or initiatives. 

 
9.05.4 Hiring Procedures 

The President may exercise any methods to select a Director of 
Information Technology within the confines of State Law and Metro 
State hiring policies. 

 
9.05.5 Removal 

The president shall have discretionary authority to terminate 
employment. The Senate may remove this officer according to the 
policies outlined in the Senate Bylaws. 

 
9.05.6 Classification 

This position shall be classified as “Executive” pursuant to Policy 12 
(Personnel Management). 
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9.06 Director of Internal Affairs 

9.06.1 The President shall employ a Director of Internal Affairs to complete tasks 
and aid in the accomplishment and management of Student Government goals and 
initiative. Job Responsibilities may include: 

a. Regular meetings with the administration appointed SGA Fiscal 
Authority. 

b. Supervising entry level staff. 
c. Monitoring the SGA Operating and Personnel Budgets. 
d. Sitting on SGA and College committees. 
e. Attendance at SGA and College events. 
f. Advising the President on matters of policy. 

 
9.06.2 The Director of Internal Affairs shall: 

a. Serve a single term beginning on July 1st and ending on May 30th. 
b. Be paid a monthly stipend in accordance with the approved SGA 

personnel budget. 
c. Work under the direction of the President, and;  
d. Work a minimum of 15 hours a week. 
e. Be assigned tasks and submit progress reports to the President. 

 
9.06.3 The Director of Internal Affairs shall not: 

a. Speak on behalf of the Student Government or its officers without 
approval of the President. 

b. Be required to perform any task that does not benefit the Student. 
Government or aid in the accomplishment of its goals and/or initiatives. 

 
9.06.4 Hiring Procedures 

The President may exercise any methods to select a Director of Internal 
Affairs within the confines of State Law and Metro State hiring policies. 

 
9.06.5 Removal 

The president shall have discretionary authority to terminate 
employment. The Senate may remove this officer according to the 
policies outlined in the Senate Bylaws. 

 
9.06.6 Classification 

This position shall be classified as “Executive” pursuant to Policy 12 
(Personnel Management). 
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9.07 Director of Student Affairs 

9.07.1 The President shall employ a Director of Public Affairs to complete tasks and 
aid in the accomplishment of Student Government goals and initiatives as they 
relate to the Metro State Division of Student Services and all offices and activities 
within it. Job Responsibilities may include: 

a. Acting as a liaison between SGA and the Metro State Division of Student 
Services. 

b. Regular meetings with Metro State Student Services Staff, including the 
Vice President of Student Services. 

c. Supervising entry level staff. 
d. Sitting on SGA and College committees. 
e. Attendance at SGA and College events. 
f. Advising the President on matters of student services. 

 
9.07.2 The Director of Public Affairs shall: 

a. Serve a single term beginning on July 1st and ending on May 30th. 
b. Be paid a monthly stipend in accordance with the approved SGA 

personnel budget. 
c. Work under the direction of the President, and;  
d. Work a minimum of 15 hours a week. 
e. Be assigned tasks and submit progress reports to the President. 

 
9.07.3 The Director of Public Affairs shall not: 

a. Speak on behalf of the Student Government or its officers without 
approval of the President. 

b. Be required to perform any task that does not benefit the Student 
Government or aid in the accomplishment of its goals and/or initiatives. 

 
9.07.4 Hiring Procedures 

The President may exercise any methods to select a Director of Public 
Affairs within the confines of State Law and Metro State hiring policies. 

 
9.07.5 Removal 

The president shall have discretionary authority to terminate 
employment. The Senate may remove this officer according to the 
policies outlined in the Senate Bylaws. 

 
9.07.6 Classification 

This position shall be classified as “Executive” pursuant to Policy 12 
(Personnel Management). 
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9.08 Director of Public Relations 

9.08.1 The President shall employ a Director of Student Relations to complete tasks 
and aid in the accomplishment of Student Government goals and initiatives as they 
relate to the Metro State Division of Institutional Advancement and all offices and 
activities within it. Job Responsibilities may include: 

a. Acting as a liaison between SGA and the Metro State Division of 
Institutional Advancement. 

b. Regular meetings with Metro State Institutional Advancement Staff, 
including the Vice President of Institutional Advancement. 

c. Supervising entry level staff. 
d. Sitting on SGA and College committees. 
e. Attendance at SGA and College events. 
f. Regularly communicating with the student body and members of the 

press. 
g. Advising the President on matters of the press and general student 

opinion. 
 
9.08.2 The Director of Student Relations shall: 

a. Serve a single term beginning on July 1st and ending on May 30th. 
b. Be paid a monthly stipend in accordance with the approved SGA 

personnel budget. 
c. Work under the direction of the President, and;  
d. Work a minimum of 15 hours a week. 
e. Be assigned tasks and submit progress reports to the President. 

 
9.08.3 The Director of Student Relations shall not: 

a. Speak on behalf of the Student Government or its officers without 
approval of the President. 

b. Be required to perform any task that does not benefit the Student 
Government or aid in the accomplishment of its goals and/or initiatives. 

 
9.08.4 Hiring Procedures 

The President may exercise any methods to select a Director of Student 
Relations within the confines of State Law and Metro State hiring 
policies. 

 
9.08.5 Removal 

The president shall have discretionary authority to terminate 
employment. The Senate may remove this officer according to the 
policies outlined in the Senate Bylaws. 

 
9.08.6 Classification 

This position shall be classified as “Executive” pursuant to Policy 12 
(Personnel Management). 
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9.09 Associate Staff 

9.09.1 The President may employ associate staff to complete tasks and aid in the 
accomplishment of Student Government goals and initiatives including, but not 
limited to: 

a. Organizing and attending events. 
b. Sitting on committees. 
c. Promoting Student Government initiatives. 

 
9.09.2 Associate staff shall: 

a. Work under the Director to which they are assigned by the President, 
and; 

b. Aid the Director in the completion of their duties as defined by this 
policy manual. 

 
9.09.3 Associate staff shall not: 

a. Speak on behalf of the Student Government or its officers without 
approval of the President. 

b. Be required to perform any task that does not benefit the Student 
Government or aid in the accomplishment of its goals and/or initiatives. 

 
9.09.4 Hiring Procedures 

The President may exercise any methods to select associate staff within 
the confines of State Law and Metro State hiring policies. 

 
9.09.5 Removal 

The president shall have discretionary authority to terminate 
employment. The Senate may remove this officer according to the 
policies outlined in the Senate Bylaws. 

 
9.09.6 Classification 

This position shall be classified as “Executive” pursuant to Policy 12 
(Personnel Management). 
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9.10 Special Employment 

9.10.1 All special employees shall be under the direct supervision of the Director of 
Internal Affairs unless otherwise stated in the job description.  
 
9.10.2 Before accepting applications, a special project shall first be established and 
identified as needing contractual employment for the implementation and a job 
description must be approved by the Senate which shall include: 

a. The specific project to be accomplished. 
b. A job title. 
c. A clearly stated job description. 
d. A timeline by which the project shall be completed from start to finish 
e. The compensation the contractor shall receive; and when they shall 

receive compensation. 
f. The Classification for the contractor, pursuant to Policy 12 (Personnel 

Management). 
 
9.11 Protected Policy 

9.11.1 Any changes to the Executive Staff policy must be approved by the Senate 
Finance and Personnel Committee.  
 
9.11.2 The creation of new positions, the elimination of existing positions, or any 
major changes to existing positions must be approved by the Senate. 
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10 - SGA OFFICE POLICIES 
 
10.01 SGA Office Space 

The President may, at his or her discretion, assign office space to individuals or 
groups. 

 
10.02 Common Space 

Any officers of SGA may use any shared or common space in the office. Shared space 
should be cleaned and vacated of personal belongings and records after use. 

 
10.03 Desk Space 

Officers are welcome to keep belongings or other personal property in or on their 
desks. SGA is not responsible for lost or stolen belongings left unattended in the 
office. Desk should maintain an appearance of professionalism and avoid 
unnecessary clutter. Keys to the desk drawers shall be signed out to officers. There 
is a $50 fine for unreturned keys. 

 
10.04 Office Computers 

Each officer will be given a unique log in to the admin1 domain which should not be 
shared with anyone. Officers are responsible for all activities conducted under their 
user name on the computers. 

 
10.05 Key Card Access 

Officers may be granted key card access to the SGA suite and/or one or more of the 
offices within it. Officers with Key Card access must report the loss of the ID 
immediately.  

 
10.06 Operating Hours 

The operating hours for the SGA office are 9am to 5pm Monday through Friday. 
Officers must have permission from the President to be present in the office outside 
of those times.  
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11 - FISCAL MANAGEMENT 
 
11.01 Personnel Budget 

11.01.1 In March of each year, the President shall submit a personnel budget for the 
following fiscal year to the Senate for approval.  
 
11.01.2 The personnel budget shall include the pay rates, working hours, and 
benefits of all elected and appointed officers.  
 
11.01.3 The Senate may amend the budget presented by the President before 
approval.  
 
11.01.4 Once approved, the personnel budget may be amended by the Senate with a 
2/3 vote. 

 
11.02 Operating Budget 

11.02.1 In June of each year, the President shall submit an operating budget for the 
following fiscal year to the Senate for approval.  
 
11.02.2 The President shall have final approval authority for all spending within the 
approved SGA Operating Budget.  
 
11.02.3 The operating budget may be amended at any time in accordance with the 
legislative approval process out lined in the Senate bylaws. 
 
11.02.4 The Senate may mandate spending in accordance with the legislative 
approval process out lined in the Senate bylaws. 

 
11.03 Protected Policy  
 The Fiscal Management Policy may only be amended by an act of the Senate in 

accordance with the legislation approval process as defined by the Constitution and 
Senate bylaws. 
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12 - PERSONNEL MANAGEMENT 
 
12.01 Presidential Authority 

12.01.1 The President, as Chief Executive, may designate duties for all other elected 
or appointed executives and staff, as appropriate within the boundaries of their job 
description. With regard to the Student Trustee and the SACAB Representatives, 
these duties may not infringe or conflict with that officer’s responsibilities as 
defined by the bylaws of the Board of Trustees and the SACAB, respectively. 

 
12.01.2 The President may add or remove staff positions with the approval of the 
Senate. The President may alter the job descriptions of any appointed staff with the 
approval of the Senate. 

 
12.01.3 The President may suspend any appointed staff, with or without pay, for no 
more than thirty days.  
 
12.01.4 The President shall have discretionary authority to terminate appointed 
executive staff. 

 
12.02 External Appointments 

12.02.1 The president shall have the final authority concerning appointments to 
external/campus-wide committees, except where Senate approval is required by 
policy. 

 
12.03 Resignation 

12.03.1 Members of the Student Government Assembly who wish to resign must 
express to all members of the Student Government Assembly, in writing, their intent 
to resign and the date in which the resignation takes effect. 
 
12.03.2 Submission of a resignation to the President with a request to distribute to 
the members of SGA shall be sufficient to satisfy this requirement. 

 
12.04 Senate Authority 

12.04.1 The Senate may suspend any officer, with or without pay, for no more than 
thirty days. 
 
12.04.2 The Senate may remove any officer with a 2/3 vote.  
 
12.04.3 The Senate bylaws shall outline the procedure for suspension and removal 
of SGA officers. 
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12.05 Vacancy Procedures  

12.05.1 SACAB Representatives and Student Trustee 
a. The positions of SACAB Representative and Student Trustee must be 

filled via a special election.  
b. Until the vacancy can be filled by a special election, the President shall 

appoint a temporary delegate to the respective board. The respective 
board may choose whether or not to recognize such an appointment. 
Such an appointment shall have all privileges of the position they are 
filling until a permanent replacement may be elected. 
  

12.05.2 Other Elected Positions 
The President may appoint a student to act as interim for an elected 
position, except the Student Trustee and SACAB Representatives, with 
Senate confirmation, until the next election that occurs. 

  
12.05.3 Executive Positions 

The President shall refer to staff policies in order to fill vacancies in a 
reasonable period of time. 

 
 12.05.4 Deliberative Positions 

The President shall have final authority to appointment members to fill 
vacancies in the Election Commission and Student Court, but should 
allow the head of the respective body to have significant input into the 
selection process.  

 
12.06 Classifications 

12.06.1 Elected 
Positions which are elected by a vote of the student body shall be 
classified as “Elected”.  
 

12.06.2 Executive 
Positions filled by presidential appointment for executive purposes shall 
be classified as “Executive”.  
 

12.06.3 Deliberative 
Positions filled by presidential appointment in the Judicial branch or on 
the Election Commission shall be classified as “Deliberative”.  
 

12.06.4 External 
Positions which represent SGA to external organizations, and are filled 
by “student-at-large” appointments shall be classified as “External”. 
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13 - PUBLIC JOURNAL  
 
13.01 Official Record 

13.01.1 All official and public meetings shall be recorded with an audio recording 
device. The recording of the meeting shall be posted on the SGA website for 60 days 
following the meeting, and kept on file and available, upon request, for no less than 
3 years. 
 
13.01.2 The Election Commission shall, upon completion of an election and 
certification of results, file all records and original documents with the Director of 
Internal Affairs for storage. These records shall be considered public record and, 
with the exception of documents containing protected personal information, will be 
made available to the public, upon request. 
 
13.01.3 The Student Court shall, upon completion of a case, interpretation, or other 
request of the court, file all records and original documents with the Director of 
Internal Affairs for storage. These records shall be considered public record and, 
with the exception of documents containing protected personal information, will be 
made available to the public, upon request. 
 

13.02 Meeting Minutes 
13.02.1 The Administrative Assistant(s) shall be responsible for all activities 
concerning meeting minutes. This includes, but is not limited to, recording; 
distributing; and correcting official minutes. 
 
13.02.2 All minutes shall be approved by the voting members of the body in 
question. 
 
13.02.3 All minutes are public record and shall be kept in a public journal alongside 
the agenda for the meeting in question, as well as any materials distributed during 
the meeting which pertain to Senate business. 

a. The Administrative Assistant(s) shall be responsible for upkeep and 
updating this journal. 

b. There shall be both a hard copy and an electronic copy of the public 
journal. 

c. The public journal, both the electronic and hard copies, shall be made 
easily available for all students. 
 

13.02.4 Executive Session 
Anything discussed in executive session shall not be recorded in meeting 
minutes and shall not be considered public record. 

 
13.03 Protected Policy  
 The Public Journal Policy may only be amended by an act of the Senate in 

accordance with the legislation approval process as defined by the Constitution and 
Senate bylaws. 
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14 - SGA ADVISORS POLICY 
 
14.01 Any SGA officer or body may select and appoint advisors at their own discretion.  

 
14.02 Advisors may never be granted the right to vote or otherwise interfere with SGA 
business.  

 
14.03 An advisor may be dismissed at the discretion of the officer or body which appointed 
them. 
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15 - SGA OFFICIAL SEALS POLICY 
 
15.01 Approved Seals 

15.01.1The Senate approves the use of the following Student Government Seals for 
the transaction official business and transmission of official communication.  

a.  Student Government Assembly 
b. Student Government Assembly President 
c. Student Government Assembly Senate 
d. Student Government Assembly Student Court 

 
15.01.2 Each of the approved seals is authorized for use by the branch or officer 
designated in the seal. 
 
15.01.3 Seals may only be modified, replaced, removed, or added with approval of 
the Senate. 

 
15.02 Use of Seals 

15.02.1 Approved seals are to be used for transaction of official SGA business and 
transmission of official SGA communication only.  
 
15.02.2 Approved seals may not be used on promotional material or unofficial 
communication. 
 
15.02.3 No seal may be used on official documents unless the seal design and use 
has been approved by the Senate and included in Policy 16.01.1. 
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16 – PRESIDENTIAL APPOINTMENTS 

16.01 Presidential Appointments requiring approval of the Senate  
16.01.1 Positions within SGA: 

a. Interim Senator 
b. Interim Vice President 
c. Temporary Representative to the Board of Trustees 
d. Temporary Representative to SACAB  
e. Chief  Justice of the Student Court 
f. Associate Justice of the Student Court 
g. Election Commission Chair 
h. Election Commissioner 
i. Director of Internal Affairs 
j. Director of Academic Affairs 
k. Director of Student Affairs 
l. Director of Information Technology 
m. Director of Student Relations 
n. Director of Administration and Finance 

 
16.01.2 Non-voting positions on campus-wide committees: 

a. SGA Representative to the Faculty Senate 
 
16.01.3 Voting positions on campus-wide committees: 

a. Academic Council (if not Dir. of Academic Affairs) 
b. Strategic Technology Advisory Committee (If not Dir. of IT) 
c. Communication Advisory Council (If not Dir. of Student Relations) 
d. Any search committee for positions at or above the Vice President Level 
e. Seven voting members of the Student Affairs Board. 
f. Any other positions except those listed in section 16.02.3 

 
16.01.4 Other: 

a. Director - Associated Students of Colorado (If not President or Trustee) 
b. SGA Representative to the Colorado Legislature 

 
16.02 Presidential Appointments not requiring the approval of the Senate 

16.02.1 Positions within SGA: 
a. Advisor to the Executive Committee 
b. Associate Staff 
c. Executive Assistant 
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d. Administrative Assistants 
 
16.02.2 Non-voting positions on campus-wide committees: 

a. Any positions not listed in section 16.01.2 
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16.02.3 Voting positions on campus-wide committees: 
a. Co-Curricular Funding Committee 
b. Student Travel Committee 
c. Academic Lab Advisory Group 
d. Web and Portal Advisory Committee 

 
16.02.4 Other: 
 

16.03 Senate Confirmation 
The Senate reserves the right to confirm all presidential appointments, but may 
wave that right for specific positions by their inclusion is section 16.02. Any 
position(s) not listed in section 16.02 shall require a confirmation vote of the 
Senate.  

 
16.04 Protected Policy  
 The Presidential Appointments Policy may only be amended by an act of the Senate 

in accordance with the legislation approval process as defined by the Constitution 
and Senate bylaws. 

 



34 

 

APPENDIX A: SENATE BYLAWS 

STUDENT GOVERNMENT ASSEMBLY  
METROPOLITAN STATE COLLEGE OF DENVER 

Senate Bylaws 
 

SECTION 1: DEFINITIONS 
 

1.01 The Senate 

The Senate, as the governing board of the Student Government Assembly (SGA), has 
the authority to direct all business of SGA, including the establishment of goals and 
initiatives. The Senate has the full authority to issue directives to the President 
regarding spending, executive staff, and the official SGA position on any issue. 

 

SECTION 2: THE SENATE STRUCTURE 
 
2.01 Composition 

2.01.1 The Senate is comprised by no more than 10 Senators.  
 
2.01.2 The SGA President shall be the Executive Advisor to the Senate. 

a. The President may designate an officer to attend the Senate meetings in 
their place should they be unable to attend a meeting. 

 
2.01.3 The Senate may appoint other advisors in accordance with these by-laws. 

 
2.02 The Speaker of the Senate 

2.02.1 The Speaker shall be the presiding officer over the Senate. 
 
2.02.2 The Speaker shall be the chair of all meetings of the Senate according to the 
most current edition of Robert’s Rules of Order and set the meeting agenda. 
 
2.02.3 The Speaker of the Senate may cast a vote only if it changes the outcome of 
the vote. 
 
2.02.4 The Speaker shall be the official spokesperson for the Student Senate on any 
matter before the Executive Branch and/or the Student Court. 
 
2.02.5 The Speaker shall appoint Senators to standing and non-permanent sub-
committees of the Senate.  
 
2.02.6 The Speaker shall serve on the Executive Committee in accordance with 
Executive Committee by-laws. 
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2.02.7 The Speaker shall enforce senate bylaws regarding the format of legislation 
presented to the Senate. 

 
2.03 Speaker Pro Tempore 

2.03.1 The Speaker Pro Tempore shall be responsible for chairing the Senate 
meetings in absence of the Speaker. 
 
2.03.2 The Speaker Pro Tempore shall only make temporary appointment of 
Senators to standing and non-permanent sub-committees of the Senate only if there 
are exigent circumstances for such appointment to be made in the absence of the 
Speaker. The Speaker shall make appointments permanent by the next regular 
Senate meeting. The Speaker has the authority to reverse such appointments. 
 
2.03.3 The Speaker Pro Tempore shall only represent the Senate to the Executive 
and/or Judicial Branch if there is exigent circumstance for the Speaker not to be 
present. 
 
2.03.4 In the case of a vacancy in the office of Speaker, the Speaker pro tempore 
shall act as Speaker until the election of a new Speaker. Pending such election, the 
Speaker pro tempore shall exercise such authorities of the Office of Speaker as may 
be necessary and appropriate to that end.  
 
2.03.5 In the event that the offices of both speaker and speaker pro tempore become 
vacant simultaneously, the SGA president shall call to order and chair the next 
meeting of the senate with the first order of business, following roll call, being the 
election a new speaker. 

2.04 Election Speaker of the Senate and Speaker Pro Tempore 
2.04.1 The Senate shall elect from among themselves with a majority vote a Speaker 
of the Senate. 
 
2.04.2 The President shall chair the first meeting and conduct the election of the 
Speaker.  
 
2.04.3 The following process shall be used in the election of the Speaker of the 
Senate 

a. The President shall call for those desiring to be Speaker to make their 
intentions known verbally.  

b. Each candidate shall then have the opportunity to speak to their fellow 
Senators on why they would make an appropriate Speaker. 

c. The election for a Speaker shall be done by secret ballot voting. The 
President shall ask each Senator to write on a piece of paper their choice for 
Senate Speaker. 

d. The President shall then count the votes. 
e. One Senator, who is not a candidate, shall verify the count. 
f. If any candidate receives a majority of the votes cast, they shall be declared 

the winner. 
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g. If no candidate receives the requisite votes, a yes or no ballot vote shall be 
taken on the candidate that received the most votes. 

h. If a majority of the Senators vote yes, the candidate shall be declared the 
winner. 

i. If no winner can be declared, the President shall continue to chair the 
meeting and a new vote shall be taken at the next meeting of the Senate. 

 
2.04.4 The Speaker shall replace the President as the chair at the next meeting of the 
Senate. 
 
2.04.5 The Speaker shall then utilize this same electoral procedure in the election of 
the Speaker Pro Tempore to chair the Senate in the absence of the Speaker. 

 
2.05 Parliamentarian 

2.05.1 The Parliamentarian shall be elected by the same method as the Speaker at 
the first meeting in which the Speaker of the Senate serves as chair. 
 
2.05.2 The Parliamentarian shall ensure the Senate meeting is being conducted in 
accordance with these by-laws and answer point of order questions referred to 
them as well as any other clarification on parliamentary procedure. 
 
2.05.3 The Parliamentarian has the authority to enforce the rules as needed, 
including overriding a ruling of the Speaker. 

 
2.06 Removal of Officers 

2.06.1 The Speaker, Speaker Pro-tempore, or Parliamentarian may be removed from 
their position with a two-thirds (2/3) vote of the Senate. 
 
2.06.2 The removed officer shall not lose his/her Senate position by being removed 
as Speaker, Speaker Pro Tempore, or parliamentarian. 

 
2.07 Senate Advisor(s) 

2.07.1 The Senate may identify an individual or individuals who can contribute 
insight or information to the deliberative process of the Senate to be recognized to 
speak during meetings of the Senate. 
 
2.07.2 Advisors shall be considered non-voting members of the Senate. 
 
2.07.3 Any person may be nominated to be a Senate Advisor by any two Senators. 
 
2.07.4 Advisors are appointed with a majority vote of the Senate following 
nomination. 
 
2.07.5 The Senate may, but is not required to, recognize Metro State Administration 
appointed advisors. 
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2.07.6 An appointed advisor shall serve until resignation, removal, or the end of the 
academic year in which they were appointed. 
 
2.07.7 An advisor may be removed by a majority vote of the Senate. 

 

SECTION 3: DUTIES AND RESPONSIBILITIES OF A SENATOR 
 
3.01 Preparation 

Senators shall prepare for meetings by reviewing minutes and other materials and 
become well informed on subject matters to be discussed in order to participate 
actively in decisions. 
 

3.02 Attendance 
Senators shall attend all meetings of the Senate and all committees to which they are 
appointed. 

 
3.03 Working Hours 

Senators shall be available to attend the senate meeting and the meetings of their 
respective committees with fellow students and SGA personnel every Friday during 
Summer, Fall, and Spring semesters from 9:00 AM to 5:00 PM Mountain Standard 
Time. 

 
3.04 Public Support 

Senators shall support and participate in SGA sponsored programs and activities as 
their professional and personal schedules allow. 

 
3.05 Advocacy 

Senators shall be an advocate for the SGA and the students it serves. 
 
3.06 Responsibility 

Senators shall assume responsibilities willingly. 
 
3.07 Collaboration 

Senators shall work collaboratively and cooperatively with fellow Senators and 
Officers of the SGA. 

 

SECTION 4: MEETING AND VOTING PROCEDURE 
 
4.01 Regular Meetings of the Senate 

4.01.1 Senate meetings shall be held each Friday at 3:00PM during Summer, Fall, 
and Spring semesters. 
 
4.01.2 The Senate shall only meet during weeks when classes are not in session if 
urgent matters require such a meeting. Senators are automatically excused from 
such meetings unless notice of the meeting is distributed at least four weeks in 
advance. 
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4.01.3 The senate ought to remain in session until all scheduled business is 
completed. 

 
4.02 Special Meetings of the Senate 

4.02.1 Special meetings of the Senate may be called at any time by the Senate 
Speaker or shall be called by the Senate Speaker upon the written request of a 
majority of Senators.  

 
4.02.2 Upon the call for a special meeting, the Secretary shall provide such notice to 
each member, stating the time, place and purpose of the meeting; such notice shall 
be received no later than twenty-four (24) hours prior to the hour set for the 
meeting.  
 
4.02.3 No business other than that stated in the notice shall be transacted unless all 
members of the Senate are present and consent to the consideration that other 
business be discussed. 

 
4.03 Voting Procedure 

4.03.1 Each Senator shall have one (1) vote. 
 
4.03.2 The Speaker of the Senate may cast a vote only if it changes the outcome of 
the vote, as illustrated in the following situations:  

a. The Senate is equally divided on a vote requiring a simple majority. The 
Speaker’s “Yes” vote would cause the motion to pass, whereas a “No” 
vote or a decision not to vote would cause the motion to fail. 

b. The Senate is divided 4-2, 5-2, or 6-3 on a matter requiring a two-thirds 
majority.  The Speaker’s “No” vote would require the motion to fail, 
whereas a “Yes” vote or a decision not to vote would cause the motion to 
pass. 

c. The Senate is divided 5-3 on a matter requiring a two-thirds majority. 
The Speaker’s “Yes” vote would cause the motion to pass, whereas a “No” 
vote or a decision not to vote would cause the motion to fail. 

 
4.03.3 Senators may abstain from voting when a conflict of interest or exigent 
circumstances warrant it. 
 
4.03.4 The Senate shall vote by acclimation on all matters unless otherwise 
specified. 
 
4.03.5 Official actions of the Senate shall require a simple majority (>50%) unless 
other specified. 
 
4.03.6 Senators may not vote in absentia or by proxy. 
 
4.03.7 If 50% or more of the current Senators either abstain from or are absent for 
any vote, the vote shall be considered invalid. 
 
4.03.8 If 30% or more of the current Senators either abstain from or are absent for 
any vote requiring a two-thirds majority, the vote shall be considered invalid. 
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4.03.9 For the purposes of sections 4.03.7-8, the Speaker of the Senate shall be 
considered to have voted unless he specifically chooses not to after having been 
afforded the right by section 4.03.2. 

 
4.04 Participation 

4.04.1 Only Senators, the SGA President, and duly approved Senate Advisors shall 
have the right to participate in Senate meetings. 
 
4.04.2 Other individuals may only address the Senate if recognized by the Speaker.  
 

4.05 Quorum 
4.05.1 Quorum shall be obtained with a simple majority (>50%) of the Senators and 
either the Speaker of the Senate or Speaker Pro Tempore present. 

 
4.05.2 No official business shall be conducted without quorum.  

 
4.05.3 If a meeting loses quorum for more than ten (10) minutes, the Speaker shall 
adjourn the meeting. 

 
4.06 Public Interaction 

4.06.1 The Speaker may allow for public comment and interaction prior to voting on 
any business. 
 
4.06.2 The Speaker may recognize members of the public to speak during discussion 
and debate. 

 
4.07 Robert Rules of Order 
 4.07.1 Unless otherwise specified, the Senate shall conduct all meetings in 

accordance with the most current edition of Robert’s Rules of Order. 
 

 

SECTION 5: DISCIPLINARY PROCEDURES 
 
5.01 Official Reprimand 

5.01.1 The Senate may issue an official reprimand to an officer that has violated the 
SGA Constitution and/or Policies in the form of a resolution. The accused officer 
named in the reprimand shall not vote in any matter concerning said reprimand. 
 
5.01.2 The Senate may suspend an officer, with pay, as part of the resolution of 
reprimand. If appealed to the student court, the suspension shall expire after a 
ruling is issued, but the suspension shall not last more than 30 days from the 
original date of issuance. If the officer does not appeal the reprimand, then the 
suspension shall expire after 7 days. 
 
5.01.3 A two-thirds (2/3) vote of the Senate is required to include a suspension 
clause in a resolution of reprimand. 
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5.01.4 The Speaker or a designee shall notify an officer issued a reprimand in 
writing within 24 hours of the reprimand being issued. Metro State email shall be an 
acceptable form of notification. If the officer was in attendance of the Senate 
meeting when the reprimand was passed, he or she shall be considered notified 
upon adjournment of the meeting. 
 
5.01.5 An officer to whom a reprimand has been issued shall have the right to 
dispute all or part of the reprimand to the Student Court within 5 business days of 
notification.  
 
5.01.6 If the Student Court upholds the reprimand or the officer fails to dispute it, a 
suspension or removal hearing may be initiated by a majority vote of the Senate at 
the next regular meeting.  Such a vote shall require a motion and second and may 
not be debated by the Senate. 

 
5.02 Suspension Hearings 

5.02.1 The Speaker of the Senate shall schedule a suspension hearing within 10 
business days of the Senate action initiating it. 
 
5.02.2 Suspension hearings shall adhere to the following procedure: 

a. Call to Order. 
b. Roll Call 
c. Reading of the reprimand(s) and any Student Court opinions or rulings 

concerning to the reprimand(s). 
d. The officer in question shall be recognized to speak for no more than five 

(5) minutes during each portion of the hearing. 
e. The Senate shall decide whether or not to suspend the officer in question. 

(Requires two-thirds vote). 
f. Upon an affirmative decision to suspend the officer, the Senate shall decide 

the duration of the suspension, which shall not exceed 30 days. (Requires 
simple majority vote). 

g. Upon an affirmative decision to suspend the officer, the Senate shall then 
decide whether the suspension shall occur with or without pay. (Requires 
simple majority vote). 

 
5.02.3 During parts D, F, and G of a suspension hearing, an officer recognized by the 
Speaker shall speak for no more than two minutes on their first recognition and 
debate shall be limited to no more than 25 minutes. The parliamentarian shall 
enforce this rule. 
 
5.02.4 During part E of a suspension hearing, an officer recognized by the Speaker 
shall speak for no more than 5 minutes and debate is limited to no more than 1 
hour. The parliamentarian shall enforce this rule. 

 
5.03 Removal from Office 

5.03.1 The Speaker of the Senate shall schedule a removal hearing within 10 
business days of the Senate action initiating it. 
 
5.03.2 The removal hearings shall adhere to the following procedure: 
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a. Call to Order. 
b. Roll Call 
c. Reading of the reprimand(s) and any Student Court opinions or rulings 

concerning to the reprimand(s). 
d. The officer in question shall be recognized to speak for no more than 5 

minutes during each portion of the hearing. 
e. The Senate shall decide whether or not to remove the officer in question. 

(Requires two-thirds vote). 
 

5.02.3 During part D of a removal hearing, an officer recognized by the Speaker shall 
speak for no more than two minutes on their first recognition and debate shall be 
limited to no more than 25 minutes. The parliamentarian shall enforce this rule. 
 
5.02.4 During part E of a removal hearing, an officer recognized by the Speaker shall 
speak for no more than 5 minutes and debate is limited to no more than 1 hour. The 
parliamentarian shall enforce this rule. 
 

 

SECTION 6: SENATE COMMITTEES 
 
6.01 Standing Committees 

6.01.1 The Senate may establish standing committees for specific purposes. 
 
6.01.2 Each standing committee shall be composed of no less than four Senators, 
appointed by the Speaker of the Senate. 
 
6.01.3 The Speaker shall appoint one member of the committee to serve as chair. 
 
6.01.4 The Speaker shall, in consultation with the chair, select a weekly meeting 
time for each standing committee between 9am and 3pm MST on Fridays. 
 
6.01.5 Standing committees ought to allow Metro State Students to participate in 
meetings AS GUESTS in a non-disruptive manner. 
 
6.01.6 The Senate hereby establishes the Board Representative Advisory 
Committee, with the following directives: 

a. Meet regularly, year-round, with the SGA President, Student Trustee and 
SACAB Representatives. 

b. Take official positions, as appropriate, on pending decisions of the 
College President’s Cabinet, Metro State Board of Trustees, the Auraria 
Board of Directors, and the Student Advisory Committee to the Auraria 
Board. 

c. Request research to be conducted by the executive branch, as necessary 
to form such opinions. 

d. Bring issues to the attention of the full Senate as it deems necessary and 
recommend action.  

 
6.01.7 The Senate hereby establishes the Finance and Personnel Committee, with 
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the following directives: 
a. Meet with the SGA President, as needed, to review proposed budget, 

spending, and personnel decisions. 
b. Review the proposed SGA Operating Budget and any revisions, and issue 

a recommendation to the Senate. 
c. Issue recommendations to the President on finance and personnel 

matters. 
d. Issue recommendations to the Senate on finance and personnel matters 

which require Senate approval. 
e. Conduct interviews with all finalists for appointment to SGA positions, if 

the President makes such finalists available. 
f. Conduct interviews with all Presidential appointments requiring Senate 

approval prior to confirmation and issue a recommendation to the 
Senate. 

 
6.01.8 The Senate hereby establishes the Student Fee Review Panel, with the 
following directives: 

a. Review existing student fees during the summer semester and compile a 
list of recommended changes. 

b. Draft and submit proposals to the Metro State Vice President of Student 
Services for any changes to student fees during the fall semester. Each 
proposal requires Senate approval before being submitted to the Vice 
President. 

c. Review all proposed student fee changes drafted by other departments 
and submit recommendations to the President and Board of Trustees. 
This action does not require Senate approval. 

 
6.02 Temporary (Ad Hoc) Committees 
 6.02.1 The Senate may, from time to time, establish temporary committees to fulfill 

a specific purpose.  
 
 6.02.2 Ad hoc committees may be established by Senate action or, without 

objections, by an announcement issued from the Speaker of the Senate at a public 
meeting. 

 
 6.02.3 The Speaker shall appoint no less than three (3) Senators, to an established 

ad-hoc committee. 
 

6.02.4 The speaker shall then appoint one member of the committee to serve as 
chair. 

 
 6.02.5 An ad hoc committee shall be provided, as part of the action which created it, 

with the specific goals to be accomplished and a time frame for each objective. 
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6.03 Other Committees 
6.03.1 The Senate recognizes the Student Affairs Board of Metro State with the 
following acknowledgments: 

a. The Student Affairs Board maintains its own bylaws, not subject to 
Senate or SGA approval, which may require the membership and 
participation of certain officers of SGA. All officers of SGA shall comply 
with these bylaws unless they conflict with the SGA Constitution or 
policies. 

b. The Student Affairs Board currently makes recommendations regarding 
the annual budget of SGA. Officers of the SGA who are voting members of 
this committee are to be instructed to evaluate budget requests from 
SGA with the same criteria as all other budget requests.  

 
SECTION 7: LEGISLATION APPROVAL PROCESS 
 
7.01 Format of Legislation 

7.01.1 All official Senate actions shall be in the form of written legislation and shall: 
a. Be numbered according to its type (SB for bills and SR for resolutions), 

year (last two digits of the current year), and, separated by a dash (-), 
successive number (01, 02, 03, etc.). The number is a reference from one 
onward, one succession for bills and another for resolutions) for the 
current year. 

b. Contain the substantive language of the legislation, formatted with each 
line numbered successively beginning at one (1). 

c. Be drafted and maintained by the Director of Internal Affairs. 
 
7.01.2 Legislation to amend a Senate bylaws or Student Government Policy shall be 
in the form of a bill containing the following: 

a. An enacting clause, in italics, to read, “Be it enacted by the Student 
Government Assembly of Metropolitan State College of Denver”. 

b. The effective date, which shall be the date of passage by the Senate 
unless otherwise required by the Student Government Constitution or 
Policy. 

c. All language added shall be underlined and in all capital letters. 
d. All language to be removed shall be stricken through. 

 
7.01.3 Legislation to allocate funds, make official recommendations, express support 
or opposition, confirm appointments, make endorsements, join an external 
organization, and any other official action taken by the Senate shall be in the form of 
a resolution containing the following: 

a. The date of passage. 
b. The preambuler clause beginning with, “WHEREAS,” followed by a 

numbered list. 
c. The operative clause beginning with “BE IT THEREFORE RESOLVED”, 

followed by a numbered list. 
 

7.02 Sponsorship 
 7.02.1 All legislation shall be sponsored by at least one (1) Senator. 
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7.02.2 Sponsors shall have the responsibility of drafting the legislation, in 
consultation with the Speaker of the Senate, if necessary, and carrying the 
legislation, including submitting the legislation to the Senate for consideration, 
being the primary spokesperson for the legislation, and seeking input from 
interested parties regarding the legislation. 
 
7.02.3 Any student may propose legislation to the Senate, but shall secure one (1) 
Senator to act as the legislation’s sponsor. In such a case, the student shall have the 
right to speak on the legislation’s behalf during the first reading. 

 
7.03 Submission of Legislation 

7.03.1 Legislation shall be submitted electronically to the Speaker of the Senate for 
consideration by the Senate. The Speaker shall place submitted legislation on the 
agenda of the next meeting of the Senate, and see that the submitted legislation is 
delivered by student government staff to all voting and non-voting members of the 
Senate. 
 
7.03.2 The Speaker of the Senate may deny a submission if the legislation does not 
meet the approved format or if the legislation would violate the Student 
Government Constitution or Policies. 
 
7.03.3 A sponsoring Senator may move, during approval of the agenda of any 
regular meeting, to have their legislation listed for first reading. 

 
7.04 Introduction of Legislation (First reading) 

7.04.1 Submitted legislation shall be introduced in a meeting of the Senate. When 
legislation is introduced to the Senate the meeting secretary shall read aloud the bill 
number and bill title. The legislation’s sponsor may briefly summarize the 
legislation, but no discussion or debate may occur. 
 
7.04.2 Upon introduction, the Senate Speaker may refer legislation to an appropriate 
Senate committee or committees for review, or establish a committee to review the 
legislation.  
 
7.04.3 The Senate may choose to bring introduced legislation to discussion and 
debate immediately with a 2/3 majority vote.   
 
7.04.4 Following introduction, changes to the legislation may only be made by the 
referred committee or the Senate as a whole. 
 
7.04.5 Committees shall review and/or amend referred legislation promptly. 
 
7.04.6 Once committee review is completed, the legislation shall be brought before 
the Senate for a second reading with a written summary of any changes made by the 
committee. 
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7.05 Final Passage of Legislation (Second reading or further readings) 
7.05.1 At the time that legislation comes before the Senate for a second reading, the 
chair of the committee that reviewed the legislation (if any) shall report any changes 
made and any committee recommendations regarding the legislation.  

 
7.05.2 The Senate shall then enter into discussion and debate of the legislation.  
 
7.05.3 Unless the legislation is postponed or otherwise delayed, the Senate shall 
proceed to a vote upon conclusion of debate.  
 
7.05.4 Legislation passed by the Senate shall be printed as an enactment and signed 
by the Senate Speaker. Upon signature by the Senate Speaker, the enactment shall 
be delivered to the President for approval or veto, as outlined in the SGA 
Constitution, Article vii, Section 4. 
 
7.05.5 The Senate may override a presidential veto and enact the legislation with a 
two-thirds (2/3) majority vote. 
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APPENDIX B – JUDICIAL OPERATIONS CODE 

STUDENT GOVERNMENT ASSEMBLY  
METROPOLITAN STATE COLLEGE OF DENVER 

Judicial Operations Code 
 
SECTION 1: PURPOSE 
 
1.01 Judicial Operations Code 

The purpose of this Code is to provide specific directions and procedures for 
matters related to the operations of the Student Court of the Metro State Student 
Government Assembly.  The Student Court shall also follow such other procedures 
as may be established by appropriate legislation. 
 

SECTION 2: GENERAL RULES OF PROCEEDINGS 
 
2.01 Student Court Quorum 

The presence of three justices shall constitute a quorum for the conduct of all 
business, conferences, trials, and deliberations, and for the exercise of all powers 
and responsibilities vested in the Student Court.  The Chief Justice shall preside 
during business meetings, conferences, trials, and deliberations except as otherwise 
provided. 
 

2.02 Business Meetings 
2.02.1 Meetings of three or more justices during which business is conducted are 
open to the public. This provision does not apply to any chance meeting or to any 
social gathering at which the discussion of public business is not the central 
purpose. 
 
2.02.2 The purpose of the business meetings is to conduct administrative duties and 
address other matters deemed necessary by the Court. 
 
2.02.3 The Student Court, prior to the beginning of each new semester, shall 
convene to schedule a minimum of one business meeting time per month for said 
semester. 
 
2.02.4 Notice of all business meetings shall be written and posted at least three 
business days in advance in accordance with the following requirements: 

a.  Said notice shall be posted at the front of the SGA Office, located in the Tivoli 
  Student Union, Suite 307; 
b.  In situations when an emergency meeting must be convened, notice shall be 
  posted in the same location 2 hours before said meeting takes place, and the 
  Chief Justice shall also notify the Speaker of the SGA Senate, the President of 
  the SGA, and the Editor-in-Chief of the student newspaper. 
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2.02.5 2ÏÂÅÒÔȭÓ 2ÕÌÅÓ ÏÆ /ÒÄÅÒȟ .Å×ÌÙ 2ÅÖÉÓÅÄ shall serve as a source of relief for 
procedural disputes during business meetings. 

 
2.03 Deliberations and Private Conferences 

2.03.1 Following arguments, all deliberations of the Court shall be conducted in 
private, without party, press, or public access.  The advisor(s) may be allowed in 
deliberations, but only by invitation of the Court. 
 
2.03.2 The Student Court shall convene in private conference for the purpose of 
responding to a request for interpretation that is not part of a complaint or appeal.  
Private conferences shall be regarded as deliberations. 
 
2.03.3 In all matters pending before the Court, any student is at liberty to submit 
amicus curiae briefs to the Court prior to private deliberations or conferences.  The 
purpose of an amicus curiae brief is to inform the Court of the opinions and 
viewpoints of persons who are not parties to a case or request, and to persuade the 
Court of the validity of such view points. 
 

2.04 Judgments and Decisions 
The Student Court has the authority to hear arguments and enter judgment in all 
cases arising under its jurisdiction, and to fashion appropriate, just, and equitable 
remedies to implement its decisions. 
 

2.05 Subpoena 
The Student Court has the authority to issue subpoenas requiring the attendance of 
witnesses to testify or requiring the presentation of evidence in any matter or case 
pending before the Court. 
 

2.06 Contempt of Court 
The Student Court has the authority to find a student in contempt of court and, 
consistent with practices of the College, to request that a hold be placed on the 
records of the student pursuant to such finding. 
 

2.07 Voting 
Each justice shall have one vote, and the concurrence of a majority of those justices 
present and voting on any matter before the Court shall be sufficient to effect a 
decision. 

 
SECTION 3: DUE PROCESS 
 
3.01 Introduction 

Any student may ask the Court to adjudicate a complaint, hear an appeal, or fulfill a 
request.  Upon receipt of a complaint, appeal, or request, the Court shall have 
authority to decide if all appropriate resources have been sought for remedy prior 
to litigation, as well as to rule on the appropriateness of such resources.  If the Court 
determines the matter to be within its jurisdiction, it shall proceed accordingly. 
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3.02 Requests of the Court 
3.02.1 Requests may be submitted to the Court regarding the SGA Constitution, 
policies, legislation, bylaws, or other measures without being a part of a case or 
complaint.  Request forms and guidelines for filing a request may be obtained in the 
Office of the Student Government Assembly, and will be provided in an electronic 
format upon request. 
 
3.02.2 Purposes of requests may include (but are not necessarily limited to) 
interpretation, definition, or clarification of intent, proper procedures, or due 
process. 
 
3.02.3 Requests may be made by any student and shall be delivered to the Chief 
Justice in writing or via Student Court email.  This shall occur by using a “Request of 
the Court” form.  All applicable guidelines for filing a request shall apply. 
 
3.02.4 The Chief Justice shall communicate via Student Court email to the Speaker of 
the SGA Senate and the SGA President that the Court is in receipt of a request within 
two business days of such receipt; the Speaker and President shall thereupon 
coordinate efforts to inform the student body of the matter with a view toward 
affording interested students of the opportunity to submit amicus curiae briefs on 
the matter. 
 
3.02.5 The Court shall meet within six business days of receipt to determine 
jurisdiction and accept or reject a request.  If the request does not fall within the 
jurisdiction of the Court, it shall be rejected and the requestor(s) shall be notified 
within one business day. 
 
3.02.6 A request shall be fulfilled within six business days of its acceptance by the 
Court. 
 
3.02.7 Conferences of the Court for the purpose of fulfilling requests shall be 
considered private deliberations. 
 

3.03 Appeals 
Appeals shall follow the same procedures and protocol set forth herein for 
complaints, except that a separate form shall be utilized for filing purposes. 
 

3.04 Complaints 
3.04.1 Complaint forms and guidelines for filing a complaint may be obtained in the 
Office of Student Government Assembly, and will be provided in an electronic 
format upon request.  Contact information for the Court and the Court’s procedures 
shall be attached.  Complaints shall be submitted in accordance with the appropriate 
guidelines. 
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3.04.2 A complaint shall name at least one plaintiff and one defendant.  For purposes 
of this code, he term “plaintiff” is inclusive of the term “petitioner,” and the term 
“defendant” is inclusive of the term “respondent.”  Any student(s), student 
organization(s), or any division(s) of student government may be named as parties.  
Parties named shall remain constant until a decision or judgment has been rendered 
or a settlement has been accepted by the Court. 
 
3.04.3 The complaint shall specify each allegation, be accompanied by supporting 
evidence, and include a specific request for relief.  The complaint shall also cite 
necessary documentation that may serve as the basis for complaint and/or relief. 
 
3.04.4 Complaints filed with the Court are not amendable.  If there is an error or 
reconsideration, the plaintiff(s) shall be required to re-file. 
 
3.04.5 The Chief Justice shall communicate via Student Court email to the 
defendant(s), the Speaker, and the President that the Court is in receipt of a 
complaint within two business days of such receipt; the Speaker and President shall 
thereupon coordinate efforts to inform the student body of the matter with a view 
toward affording interested students of the opportunity to submit amicus curiae 
briefs on the matter. 
 
3.04.6 The Court, within six business days of receipt of a complaint, shall meet to 
determine jurisdiction.  If the complaint does not fall within the jurisdiction of the 
Court, it shall be rejected and the plaintiff(s) shall be notified within one (1) 
business day. 
 
3.04.7 If the Court finds the complaint falls within the purview of the Court’s 
jurisdiction, the complaint shall be accepted as a case and the Court shall continue 
with service of the defendant(s) named.  
 

3.05 Service of Complaint 
3.05.1 When a complaint is accepted as a case, the defendant(s) named shall be 
served an exact copy of the complaint and accompanying evidence within five 
business days of the case being accepted. 
 
3.05.2 When served, the defendant(s) shall sign and date a letter of receipt.  If the 
defendant cannot be served in person, Student Court email must be used for 
delivery of an exact copy of the complaint with evidence.  A printed copy of the sent 
email shall constitute a letter of receipt, and shall be filed with the other 
documentation related to the case. 
 
3.05.3 When served, the defendant(s) shall be informed in writing that a response to 
the complaint must be filed with the Court no later than one business day prior to 
the time set for convening the pretrial conference.  Said notification shall include the 
guidelines for response.  The response shall address each of the allegations made 
and shall include supporting evidence. 
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3.05.4 The notification to the defendant(s) shall stipulate that failure to respond 
within the timeframe allotted shall result in the defendant(s) being found to be in 
default.  Should defendant(s) default, the Court shall enter a summary judgment. 
 
3.05.5 Service of the complaint upon the named defendant(s) begins the motion 
period.  The purposes for a motion may include (but are not limited to) change of 
venue; requests for extension of the period for responding to a complaint; and 
dismissal of a case.  Motions must be made in writing and shall be delivered directly 
to the Chief Justice in the Student Government Assembly office or sent to the Chief 
Justice via the Student Court email account; in no case, however, may a motion be 
submitted after the close of the pretrial conference.  Upon receipt of a motion, the 
Chief Justice shall forward it either in person or via Student Court email to the 
opposing party within two business days. 
 
3.05.6 An opposing party to a motion shall have the right of response for a period of 
time extending no further than the close of the pretrial conference.  Responses to 
motions shall be delivered and forwarded according to the same procedures 
established for the delivery and forwarding of motions themselves.  All motions and 
responses shall be considered by the Court on the date initially set for the pretrial 
conference, provided that if a motion for the extension of the period for responding 
to a complaint is brought forth, it shall be given precedence of consideration by the 
Court. 
 

3.06 Pretrial Conference 
3.06.1 The Chief Justice shall coordinate with the associate justices and the parties 
to a case for the purpose of setting a date for a pretrial conference.  The date set for 
a pretrial conference shall be neither more than twelve business days nor be less 
than six business days from the time of service.  However, the Court may grant an 
extension for responding to a complaint that may allow a defendant up to twelve 
additional business days.  An extension may be granted upon demonstration of an 
inability to obtain evidence within the allotted time or other such barrier.  Upon the 
granting of an extension, the Chief Justice shall coordinate with the associate justices 
and the parties to a case for the purpose of rescheduling the pretrial conference. 
 
3.06.2 The parties will be expected to indicate their readiness for trial at the pretrial 
conference. 
 
3.06.3 The purposes of a pretrial conference include (but are not limited to) 
consideration by the court of motions and responses; acknowledgement of 
uncontested facts; determination of claims to be tried; establishment of the agenda 
for the subsequent trial; establishment of agreement among the parties regarding 
witnesses and documentation to be employed at trial; and facilitation of a 
settlement.  A genuine issue of material fact is an issue that can be sustained by 
substantial evidence if the facts alleged are such as to constitute a legal defense or 
are of such nature as to affect the result of the action. 
 
3.06.4 All sitting justices of the Court shall attend the pretrial conference in addition 
to all involved parties and accompanying representation/advocates, provided that a 
justice who recuses him/herself from participation shall not attend. 
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3.06.5 Either party has the right to the process of subpoena.  In order for the Court 
to issue a subpoena, a party must submit a request in writing.  Requests must 
usually be submitted no later than the recess that follows first-day deliberations; 
however, the Court may, at its own discretion, accept and consider requests for 
subpoenas at subsequent intervals.  The requestor must show that the person(s) 
named in the request would provide testimony and/or evidence pertinent to the 
pending case.  The Court shall consider a request for, and may issue, a subpoena 
immediately following the close of the court session during which the request shall 
have been submitted.  The physical address, e-mail address, and phone number of 
the witness should be included in the request for subpoena if available.  In addition, 
the following rules shall apply: 

a.  If a subpoenaed witness cannot attend at the appointed time, the witness 
  shall submit to the Court a reason for the absence before the trial date; 
b.  A witness may submit a written statement in the event that said witness is 
  unable to attend.  The statement shall include contact information of the 
  witness for the purpose of validation; 
c.  If a witness is unresponsive to a subpoena without good cause, the Court 
  may so find, and it may request the College to compel the student to attend, 
  the Court may further refer matters of noncompliance to the College Judicial 
  Officer. 
 

3.07 Trial 
3.07.1 At trial, the Court considers the plaintiff(s) request for judgment after careful 
consideration of all evidence and testimony introduced in trial, without regard for 
the differences in the legal expertise of the parties or their representation. 
 
3.07.2 The method of proceeding at trial is arranged at the pretrial conference.  The 
following procedure shall be used if the parties do not agree to an alternate 
procedure: 

First day of trial proceedings – 
a.  Introduction of the Justices 
b.  Introduction of plaintiff(s) and defendant(s) 
c.  Introduction of parties’ representation 
d.  Opening statements by plaintiff(s) 
e.  Opening statements by defendant(s) 
f. Witnesses and evidence for plaintiff(s), and cross-examination by 

defendant(s), redirection of questions by plaintiff(s), rebuttal by 
defendant(s) 

g.  Questions from the Bench 
h.  Witnesses and evidence for defendant(s) and cross-examination by 

plaintiff(s), redirection of questions by defendant(s), rebuttal by plaintiff(s) 
i.  Questions from the Bench 
j.  Summation by plaintiff(s) 
k.  Summation by defendant(s) 
l.  Trial recess 
m.  Private Court conference for consideration of second-day matters 
n.  Court issues necessary subpoenas 
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Second day of trial proceedings (second day need not be the immediate next 
calendar or business day) – 

o.  Court hears additional testimony or presentation of evidence from parties 
p.  Summation by Court 
q.  Trial Adjournment 
r.  Private Deliberations by Court 
 

3.07.3 Parties shall restrict their arguments to facts and issues pertinent to the 
matter under consideration.  Except in the instance of a Court-issued subpoena, 
parties may bring to trial only those witnesses, documents, and other items agreed 
to at the pretrial conference. 
 
3.07.4 Trials shall begin neither more than twelve business days nor less than six 
business days after the pretrial conference.  Exceptions shall be allowed only in the 
form of Student Court-approved extensions, which shall be for a duration not to 
exceed twelve business days. 
 

3.08 Temporary Orders 
3.08.1 Any student has the right to request a temporary restraining order, 
injunction, order to show cause, or other such judicial orders at any time.  The Chief 
Justice or a majority of the Court shall have the authority to issue such a judicial 
order within six business days of the submission of a request; and the order must 
include a date for a continuance hearing within twelve business days of issuance for 
the purpose of considering continuance of the order.  The opposing party shall be 
permitted to dispute the continuance of a temporary judicial order at a continuance 
hearing. 

 
3.08.2 A temporary judicial order is extraordinary in nature and shall not be granted 
unless the granting authority finds that the petitioning party may be entitled to 
judgment; that the commission or continuance of an act would injure the petitioning 
party; or that a party is committing, or about to commit, an act that would result in 
irreparable harm to the petitioning party, or in harm that would tend to render a 
later judgment ineffectual.  Evidence shall be provided for allegations of irreparable 
harm at the time of request. 

 
3.08.3 The form for requesting a temporary judicial order, and guidelines for filing 
such a request, may be obtained in the Office of the Student Government Assembly, 
and will be provided in an electronic format upon request.  The Chief Justice shall, in 
person or via Student Court email, provide a copy of a temporary judicial order to 
the opposing party within two business days for use in the continuance hearing.  A 
complaint further to decide the matter in a trial may be filed within twelve business 
days after the continuance hearing. Should a complaint not be filed, the continuance 
of the temporary judicial order shall cease twelve business days after the 
continuance hearing occurs. 
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3.09 Written Opinions, Summary Judgment, Default, Settlement, and Retrial 
3.09.1 A written opinion will be issued whenever a judgment, final order, or decision 
of the Court is made.  The Chief Justice shall determine which member of the 
Student Court shall write a Court opinion, and no Student Court decision shall be 
considered final until a written opinion is issued.  The opinion shall be issued no 
later than twelve business days following the adjournment of the trial or private 
conference; it shall be posted by the Chief Justice in the SGA Office, and it shall be 
delivered by the Chief Justice, either in person or via Student Court email, to the 
parties involved, the Speaker of the SGA Senate, and the SGA President.  Only those 
justices present for the pretrial conference, trial, and deliberations shall be able to 
enter a judgment or decision and participate in the writing of a Student Court 
opinion. 
 
3.09.2 Any justice(s) may issue a concurring or dissenting opinion in a specific case, 
provided the justice(s) participated in the pretrial conference, trial, and 
deliberations. 
 
3.09.3 Any party to a case may move for a summary judgment at any time, provided 
that written motions for summary judgment shall not be submitted less than eight 
business days before the convening of a trial. Said motion may be directed toward 
all or part of a complaint; it may be made based on the pleadings or other portions 
of the record in the case; and it may be supported by affidavits or other outside 
material.  Upon receipt of a motion for summary judgment, the Chief Justice shall, in 
person or via Student Court email, provide a copy of the motion to the opposing 
party within two business days.  The opposing party has six business days from 
receipt of its copy of the motion to submit all relevant evidence in response.  Should 
the Court accept the motion, it shall thereupon privately deliberate within six 
business days and enter judgment according to the timeframes herein established 
for the issuance of a court opinion following full litigation. 
 
3.09.4 The Court may deliberate and enter appropriate judgments upon default by 
the defendant; and the Court may dismiss a case upon defendant’s or the Court’s 
own motion for plaintiff’s failure diligently to proceed, or on the Court’s own motion 
that the complaint on its face is frivolous. 
 
3.09.5 Parties to a case are at liberty (and are encouraged) to settle a dispute prior 
to the commencement of a trial, except in matters wherein the interpretation of the 
SGA Constitution, policy manual, bylaws, or other documentation governing the SGA 
is at question.  The Court shall consider a settlement agreement within two business 
days after its submission.  The Court shall review the agreement to insure that it 
does not involve a question of interpretation; if the Court finds that it does, it shall 
order the parties to proceed to trial. 
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3.09.6 Settlement may (but need not necessarily) involve arbitration, mediation, or 
another form of alternate dispute resolution.  In such case, an out-of-Court 
agreement shall be filed with the Court, and it shall include any necessary 
stipulations and be signed by all parties named.  The Court may consider further 
remedy upon failure of the parties to adhere to the stipulations of a settlement 
agreement.  Allegations of such failure shall be treated by the Court as complaints, 
and they shall follow the same procedures and protocol set forth herein for 
complaints, except that the statute of limitations shall not apply. 
 
3.09.7 Student Court decisions and judgments are final except under the following 
circumstances: 

a.  Less than three justices hear the case at trial without a written consent of all 
  parties involved, or – 
b.  The Court’s procedures were violated by one or more parties during the 
  evolution of the case, or – 
c. New evidence surfaces that might have substantially altered the court’s 

decision and/or judgment. 
 
3.09.8 Only a student who was party to a case has standing to move for 
reconsideration.  If a party to a case feels that any of the above-listed circumstances 
has occurred, the party shall submit to the Court a motion for reconsideration. The 
motion shall allege that one or more of the above-listed circumstances has occurred; 
and it shall include supporting evidence.  The student court shall meet within six 
business days to consider the motion, and it shall have discretionary authority to 
grant or deny the motion.  If the court grants the motion, it shall assemble again to 
hear arguments for reconsideration within six business days following the granting 
of the motion.  The granting of a motion for reconsideration shall not be construed 
as an admission of error on the part of the student court, nor shall it be construed as 
an entitlement to a subsequent finding in favor of the moving party. 
 

3.10 Statute of Limitations 
Complaints, appeals, and motions for reconsideration must be filed no later than 
twenty-five business days after the petitioning party knew, or reasonably should 
have known, of the occurrence upon which the complaint, appeal, or motion for 
reconsideration is based.  The forgoing requirement, however, shall not apply to 
election disputes. The Court, at its own discretion, may grant extensions of time to 
file a complaint or appeal where good cause is shown. 

 
3.11 Representation 

All parties may represent themselves before the Court, or they may retain the 
services of professional representation or non-professional advocates.  During 
proceedings, neither the parties to a case nor persons serving in the capacities of 
professional representation or non-professional advocate shall address other 
litigants or parties directly; nor shall they address the Court (other than to raise 
objections) except at the explicit request of the Court. 
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SECTION 4: STUDENT COURT FINANCES 
 
4.01 Student Court Budget 

The Chief Justice, in February of each year, shall submit to the SGA President an 
itemized budget request for the purpose of covering judicial expenses for the 
academic year commencing in the upcoming Fall term. 
 

4.02 Student Court Funds 
The Student Court shall receive such funding as the SGA Senate and President deem 
appropriate, and its accounting books shall be open to audit and inspection at all 
times. 
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APPENDIX C: ELECTIONS CODE 

STUDENT GOVERNMENT ASSEMBLY  
METROPOLITAN STATE COLLEGE OF DENVER 

Elections Code 
 
SECTION 1: Election Timelines 
1.01 General Elections 

1.01.1The SGA general election shall be held in the spring semester to elect officers 
for the following term. 
 
1.01.2 The election commission shall announce the election and make intent-to-run 
and petition signatures forms available online and in the SGA office beginning with 
the first day of spring classes. 
 
1.01.3 The election commission shall hold two information meetings during the 
month of February for interested candidates. 
 
1.01.4 The election commission shall hold four information meetings during each 
full week of March prior to the due date for intent-to-run forms. 
 
1.01.5 The election commission shall accept intent-to-run and petition signatures 
forms no earlier than the first business day of March and no later than the second 
Friday after the first Tuesday of March. 
 
1.01.6 The election commission shall accept attendance agreement forms no earlier 
than three weeks prior to the first day of voting and no later than the last business 
day before the first day of voting. 
 
1.01.7 The first day of voting shall be the second Monday following the first Friday 
of April. 
 
1.01.8 The last day of voting shall be the Friday following the first day of voting. 
 
1.01.9 Preliminary results shall be issued to all candidates, the current SGA 
president, the current speaker of the senate, and the editor-in-chief of the 
metropolitan no later than 24 hours after voting ends. 
 
1.01.10 The election commission will accept disputes and complaints no later than 
noon on the Wednesday following the last day of voting. 
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1.01.11 The election commission shall give notice to all parties to a dispute or 
complaint no later than 5pm on the Wednesday following the last day of voting 
which shall include the schedule date and time of a hearing, if one is needed. 
 
1.01.12 If no disputes or complaints are submitted or all disputes or complaints are 
resolved prior to the last day of voting, the election commission will issue the final 
certified results to all candidates, the current SGA president, the current speaker of 
the senate, and the editor-in-chief of the metropolitan no later than the Thursday 
following the last day of voting. 
 
1.01.13 The election commission shall hold hearings, as necessary, to resolve 
disputes and complaints no later than the Wednesday following notice of dispute or 
complaint. 
 
1.01.14 The election shall issue final certified results, including the results of any 
hearings, no later than the Thursday following the completion of hearings. 
 
1.01.15 The student court shall accept appeals no later than the Thursday following 
the announcement of certified election results. 
 
1.01.16 The student court shall issue notice to all parties of an appeal, including the 
scheduled date of the pre-trial, no later than the Friday after the receipt of an 
appeal. 
 
1.01.17 The student court shall hold all pre-trial conferences pertaining to an 
election appeal on the Friday after notice of appeal is issued. 
 
1.01.18 The student court shall hold all trials pertaining to an election appeal on the 
Friday after the pre-trial conferences. 
 
1.01.19 The student court may extend trials into the Saturday following the first 
trial date if necessary. 
 
1.01.20 The student court shall issue all rulings pertaining to election appeals on the 
Wednesday following the conclusion of the trial. 
 
1.01.21 The SGA inauguration shall be held on the Friday before the first Monday of 
June. 
 
1.01.22 Any provisions of this section which does not pertain to the student court 
may be over-ridden by a 2/3 vote of the election commission. 

1.01.23 Any provisions of this section which pertains to the student court may be 
over-ridden with a 2/3 vote of the student court. 

 



58 

 

2.01 Special Elections 

1.02.1 The election commission shall announce an election and make intent-to-run 
and petition signatures forms available online and in the SGA office at least four 
weeks before the first day of voting. 
 
1.02.2 The election commission shall hold information meetings during the two 
weeks prior to the due date for intent-to-run forms. 
 
1.02.3 The election commission shall accept intent-to-run and petition signatures 
forms no later two weeks prior to the first day of voting. 
 
1.02.4 The election commission shall accept attendance agreement forms no earlier 
than two weeks prior to the first day of voting and no later than the last business 
day before the first day of voting. 
 
1.02.5 The first day of voting shall be set by the election commission in consultation 
with the President. 
 
1.02.6 The last day of voting shall be the Friday following the first day of voting. 
 
1.02.7 Preliminary results shall be issued to all candidates, the current SGA 
president, the current speaker of the senate, and the editor-in-chief of the 
metropolitan no later than 24 hours after voting ends. 
 
1.02.8 The election commission will accept disputes and complaints no later than 
noon on the Wednesday following the last day of voting. 
 
1.02.9 The election commission shall give notice to all parties to a dispute or 
complaint no later than 5pm on the Wednesday following the last day of voting 
which shall include the schedule date and time of a hearing, if one is needed. 
 
1.02.10 If no disputes or complaints are submitted or all disputes or complaints are 
resolved prior to the last day of voting, the election commission will issue the final 
certified results to all candidates, the current SGA president, the current speaker of 
the senate, and the editor-in-chief of the metropolitan no later than the Thursday 
following the last day of voting. 
 
1.02.11 The election commission shall hold hearings, as necessary, to resolve 
disputes and complaints no later than the Wednesday following notice of dispute or 
complaint. 
 
1.02.12 The election shall issue final certified results, including the results of any 
hearings, no later than the Thursday following the completion of hearings. 
 
1.02.13 The student court shall accept appeals no later than the Thursday following 
the announcement of certified election results. 
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1.02.14 The student court shall issue notice to all parties of an appeal, including the 
scheduled date of the pre-trial, no later than the Friday after the receipt of an 
appeal. 
 
1.02.15 The student court shall hold all pre-trial conferences pertaining to an 
election appeal on the Friday after notice of appeal is issued. 
 
1.02.16 The student court shall hold all trials pertaining to an election appeal on the 
Friday after the pre-trial conferences. 
 
1.02.17 The student court may extend trials into the Saturday following the first 
trial date if necessary. 
 
1.02.18 The student court shall issue all rulings pertaining to election appeals on the 
Wednesday following the conclusion of the trial. 
 
1.02.19 Any provisions of this section which does not pertain to the student court 
may be over-ridden by a 2/3 vote of the election commission. 

1.02.20 Any provisions of this section which pertains to the student court may be 
over-ridden with a 2/3 vote of the student court. 

SECTION 2: Election Procedures 
 

2.01 Initiation 

2.01.1All General Elections shall be conducted during the spring semester. The 

Commission shall plan and conduct general elections without notice from any 

other Student Government Assembly entity. 

 

2.01.2 Vacancies are considered to officially ñoccurò for Commission purposes 

upon receipt of written notice to that effect from the Speaker of the Senate or 

SGA President. The Commission shall meet to schedule and plan a special 

election within three weeks of the receipt of such notice. The Senate delay or 

refrain from the initiation of a special election in order to uphold the integrity of 

the election process and ensure that elections are held in a fair manner. 

 

2.01.3 The commission shall certify petitions for recall, referendum, or initiative 

upon finding that the measure has fulfilled constitutional requirements. The 

Commission shall notify the Senate and meet to schedule and plan an election 

within three weeks following certification. 

 

2.01.4 Elections initiated during the Spring semester may be combined with the 

planned general election or presented as a special election, at the discretion of the 

Commission. Senate action may override this decision. 
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2.01.5 The Commission may approve or reject with good cause a request from a 

student organization for its assistance in hosting an election. Commission 

assistance with an election shall not automatically subject such entity to the 

entirety of this Code, but rather to the authority of the Commission to interpret 

applicability based on the provisions of that entityôs governing documents. 

 

2.02 Candidates 

2.02.1 Students desiring to stand for elective office within the Student 

Government Assembly shall have their names placed on the ballot upon 

fulfillment of the requirements of Article XI, Section 3 of the Student 

Government Assembly Constitution. Upon submission of an Intent to Run Form, 

petition pages containing a minimum of 150 signature blanks shall be provided to 

the candidate by the Commission, and each page shall be labeled with the name of 

the candidate and the position they are seeking. The Petition sheets shall be made 

available for the candidate to pick up in the SGA office during business hours 

within 24 hours of the submission of the Intent to Run Form. 

 

2.02.2 All  candidates must meet the requirement of Article X of the Student 

Government Assembly Constitution. 

 

2.02.3 Upon receipt, the Election Commission Chairperson shall present copies of 

all Intent Forms to the appropriate administrative advisor, for verification of these 

qualifications. The administrative advisor in acceptance of this responsibility shall 

provide a written statement affirming each qualified candidate and rejecting each 

unqualified candidate. Notice of rejection must be provided to the candidate, in 

writing, within three days of such rejection. 

 

2.02.4 The Commission may, at its discretion, grant an extension for signature 

submission of no more than three business days to any candidate having obtained 

seventy five percent (75%) of the signatures required. Any such extension, once 

granted, is granted to all candidates similarly situated. 

 

2.02.5 Any and all personal information submitted to the Commission by students 

shall be considered released by such students to the Commission for its applicable 

and appropriate use. However, in the course of such use, no private student 

information shall be released to any person not a member of the Commission or 

its advisor without the signed written consent of the student. 
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2.03 Campaign Period 

2.03.1 Intent Forms shall be due from all prospective candidates to the Chair no 

later than thirty days prior to the first scheduled day of the relevant general 

election, and no later than fifteen days prior to the first scheduled day of the 

relevant special election. Subject to this requirement, the Commission shall set 

and publish a due date, on or before the date required herein, upon which Intent 

Forms are due. Such due date may be extended, the requirements of this section 

notwithstanding, by a simple majority of the Commission, to a point not later than 

fifteen days prior to the first scheduled day of the relevant general election, and 

no later than eight days prior to the first scheduled day of the relevant special 

election, and only upon a finding by the Commission that one or more positions(s) 

subject to the election will otherwise remain uncontested and/or unfulfilled and 

that such extension will not unduly prejudice the outcome of the election for any 

candidate. The submission of all intent forms constitutes the acknowledgement of 

the Metro State Student Government Election Code.  

 

2.03.2 The Commission shall host a minimum of three campaign information 

meetings, at which copies of the By-Laws and other materials shall be distributed, 

interpretations and rulings may be announced, and general information about the 

campaign process shall be made available to all parties. Each Commissioner shall 

attend a minimum of one of these meetings during each election cycle. All 

candidates and at least one sponsor of each referendum must attend a minimum of 

one of these meetings to remain eligible. 

 

2.03.3 Campaigning shall take place between the distribution of petitions by the 

Commission and the end of the actual election. With respect to special elections in 

which no candidates will participate, the Commission shall allow a period of time 

no less than two nor more than four weeks for campaigning. No campaigning on 

campus shall take place before the date set by the Commission as the beginning of 

campaigning or after the final date of the actual election.  

 

2.03.4 The Commission shall set a time period for balloting of not less than two 

business days and not more than five business days during non-general elections. 

The Commission shall set a time period for balloting of not less than five business 

days for general elections. 

 

2.03.5 Subject to the other requirements of this Section with respect to balloting, 

the Commission shall review the results of the election within seven business days 

of the close of balloting. Such review shall include tabulation and posting of 

preliminary results within 24 hours of the close of voting. Subject to this 

requirement, the Commission shall set a time period for contestation of forty-eight 

hours following the posting of preliminary results. 

 

2.03.6 Refer to Metro State Student Government Constitution and/or Policy 

Manual for certification requirements and deadlines. 
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SECTION 3: Election Participants 
 

3.01 Candidates 

3.01.1 The Commission shall accept Intent Forms from students for the positions 

of President, Vice President, Student Trustee, SACAB Representative or Senator. 

 

3.01.2 Students may only seek multiple positions on a ballot if the terms of office 

for the positions sought do not overlap. 

 

3.01.3 Students who have submitted intent to Run Forms may not be elected by 

write-in vote for any office other than the position sought on the Intent to Run 

Form. 

 

3.01.4 Students with petition forms shall be treated as candidates following 

verification of qualifications. The Commission may choose to treat a student as a 

candidate prior to verification for the purposes of campaigning and/or election 

process requirements. 

 

3.01.5 Students seeking election as a write-in candidate shall be considered 

candidates upon the first public announcement or posting demonstrating Intent to 

be Elected to a position in SGA and all applicable rules shall apply. 

 

3.01.6 Candidates in SGA elections are expected to adhere to any and all rules of 

conduct which apply to members of the assembly. Violation of these rules are 

grounds for disqualification upon a finding by the commission that the 

candidateôs conduct, if already an officer, would be sufficient to warrant removal 

from office. 

 

3.02 Campaign Groups 

3.02.1 For general campaigning purposes, a campaign group shall consist of two 

or more persons standing as candidates for positions to be filled in the same 

election, who therefore choose to share campaign resources and/or campaign in 

any way that gives the appearance of a joint campaign or strategy. For spending 

purposes, campaign group spending limits apply only to campaign groups 

consisting of four or more persons, who have jointly informed the Commission in 

writing that they will be standing as candidates for positions to be filled in the 

same election. 

 

3.02.2 While operating as a campaign group, all individual members and the 

campaign group shall each be held fully and indiscriminately accountable for the 

conduct of the group. 

 

3.02.3 Campaign groups may assemble or disassemble upon the unanimous 

written consent of the members thereof and upon written notice to the 

Commission.  
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3.02.4 The Commission may assemble or disassemble a campaign group based on 

its judgment by simple majority that members exhibit the characteristics of a 

campaign group or of individuals campaigning, based on such membersô 

operation under the provisions of this section. The endorsement of one candidate 

for another shall not be considered sufficient for such a judgment. 

 

3.03 Referendum Sponsors 

3.03.1 Any person, group, committee, organization or political entity, including 

the Student Government Assembly or any part thereof, having participated in 

drafting, petition or other advocacy of any referendum, shall be considered a 

sponsor of said referendum upon written registration with the Commission. 

 

3.03.2 It is the intention of this Code, through any and all provisions herein, to 

increase rather than limit debate on referenda. As such, the Commission shall 

interpret the provisions of Article II of this Code to provide the maximum 

reasonable participation on all referendum issues. Referendum sponsors shall be 

assembled by the Commission into campaign groups only upon finding by simple 

majority that their resources are pooled and/or their message and/or presentation 

is identical. 

 

3.04 Third Parties 

3.04.1 Any person or group, participating in the election process for the purpose 

of campaigning or otherwise publicly expressing an opinion, without being 

adopted by a particular candidate or campaign group as an active supporter shall 

be classified as a third party upon written registration with the Commission or 

upon the commission judgment that the party is committing resources or 

significant time to such efforts.  

 

3.04.2 Upon classification as a third party, the commission shall notify the party 

that all election activity must be in compliance of campus and SGA regulations. 

 

3.04.2 Individuals considered third parties by these provisions may not share 

resources or coordinate a joint strategy unless they register as a campaign group 

or assembled as one by the Commission. 

 

3.04.3 All persons and groups choosing to participate in the campaign and/or 

election process in any way, lack of status as a candidate, campaign group or 

referendum sponsor notwithstanding, voluntarily avail themselves of the 

jurisdiction of the Commission, and are thus subject to each and every provision 

of this Code and all other policy issued by the Commission. 
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SECTION 4: Campaigning 
 

4.01 Spending 

4.01.1 No individual may contribute or spend more than $250 total to the 

campaign of any single candidate or campaign group, including themselves. Such 

limits shall include reasonable assessment of the value of in-kind donations. 

 

4.01.2 No individual candidate may spend in excess of $500 on campaign 

materials and related expenses. No campaign group may spend in excess of $2000 

on campaign materials and related expenses.  

 

4.01.3 Individual candidates, by virtue of participation in a campaign group, 

waive all rights to individual spending.  

 

4.01.4 No referendum sponsor or third party may spend in excess of $250 on 

campaign materials and related expenses.  

 

4.01.5 The Commission shall designate an e-mail address and a physical location 

for expense reporting. Each candidate, campaign group, referendum sponsor and 

third party shall be responsible for providing, by e-mail or paper submission, a list 

and summary of expenses spent throughout the entire campaign period by the first 

business day following the close of the voting polls This reporting must describe 

the sources of all funds and donations and the use to which each is put, as well as 

provide contact information for verification of these sources. The Commission 

may further provide guidelines to direct the formation of such reporting. 

 

4.01.6 All parties to elections may receive donations of money and/or resources in 

kind from any person except another election party.  

 

4.01.7 Donations in kind must be assigned a reasonable value and deducted from 

the partyôs spending limit. The Commission may, upon a finding of an incorrectly 

calculated value by simple majority, revise any partyôs assigned value. However, 

the Commission shall not revise an assigned value without substantial evidence.  

 

4.01.8 Donations of non-consumable resources, such as the use of audio 

equipment or a space in which to conduct campaign activities, shall be assigned a 

null value unless a specific fee for such use is paid by the campaigner in receipt or 

the donating party. 

 

4.01.9 The Commission shall make reasonable efforts to verify and supervise 

election expenses to ensure compliance with applicable regulations. 
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4.02 Materials 

4.02.1 Campaign materials consist of all physical resources and electronic media 

used to deliver a campaign message or otherwise express an opinion intended to 

influence a vote, including, but not limited to, flyers, posters, handbills, signs, 

printed statements, novelty items such as key chains or pens, and clothing. 

Campaign materials may be designed for delivery to constituents, posting, or 

continual use by campaigners. 

 

4.02.2 The Commission shall not restrict the freedom of speech in campaigning, 

except as to require compliance with applicable college policy, campus policy, 

and state and federal law. The Commission shall provide a statement or 

explanation to all parties regarding the general principles of slander and libel, 

accompanied by a disclaimer of attorney knowledge unless review and approved 

by a licensed Colorado attorney. 

 

4.02.3 Campaign materials shall not be posted in any way that violates campus 

posting policies. 

 

4.02.4 The Commission may not regulate campaigning which takes place off 

campus or online, except that it may use such instances as evidence of campaign 

spending. Metro resources, such as the email server, incoming or outgoing, and 

college provide web space shall be considered on-campus for the purposes of 

campaign regulations.  

 

4.03 Communications 

4.03.1 Campaign communications consist of all person-to-person correspondence, 

whether directed individually or indiscriminately to members of a larger group, 

including, but not limited to, emails, letters, mailings, and phone calls. 

 

4.03.2 Campaigners shall comply with all college and campus policies regarding 

the use of ñspamò and consumer mailing, and with all state and federal law. 

However, students sharing a pre-existing relationship with the campaigner, such 

as classmates, teammates, or club membership, may be included in mass 

communications unless the student expressly requests not to be. 

 

4.03.3 Campaigners shall not use any communication method that intrudes on the 

privacy of students outside the campus or college electronic forum, such as phone 

calls and home mailings.  

 

4.03.4 No mass emails shall be sent to addresses contained in established campus 

lists, such as those independently managed by the Information Technology 

division of the college or those available on MetroConnect. 
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4.04 Forums 

4.04.1 A campaign forum shall consist of any public event, whether held 

electronically or at a physical location, at which the distribution of campaign 

materials, issuance of campaign communications, and/or a general discussion of 

campaign parties and positions is part of the planned activity. 

 

4.04.2 The hosting individual(s) and/or groups must be publicly and frequently 

made clear to all persons attending or participating in each forum. Forums hosted 

by the Commission, or otherwise purporting impartiality, shall only be conducted 

provided vigorous and defensible efforts to ensure a fair and impartial process are 

made. 

 

4.04.3 Individuals or groups hosting campaign forums may not do so using 

student organization funds without express approval of the governing body of that 

student organization, as reflected in their constitution. Individuals or groups 

hosting campaign forums may not do so using any funds received from the Co-

Curricular Funding Committee, Student Travel, Student Government, or any other 

student fee funded departments. 

 

4.04.4 Candidates or campaign groups must include expenses incurred by a 

campaign forum which can be reasonably attributed to the campaign on their 

expense reports to the commission. 

 

4.05 Conduct 

4.05.1 All parties to an election shall be responsible for full compliance with this 

Code, all college and campus policies relevant to election proceedings and all 

state and federal laws applicable to conduct within such proceedings. However, 

violation shall only be determined by the Commission upon finding of a.) Clear 

intent and/or b.) Failure to be aware of applicable rules. 

 

4.05.2 In the interest of free and open elections, except as necessary to the basic 

functioning of the election process, the Commission shall not regulate general 

standards of behavior of campaigners. Specifically, excepting violations as 

described herein, no campaigner may be punished for behavior generally regarded 

as inappropriate. 

 

4.06 State Resources 

4.06.1 ñState resourcesò for the purposes of this section, consist of any materials 

or equipment paid for by tuition, student fees, or state funds. Except as described 

in this section, no state resources may be used for any campaign purposes. This 

requirement shall not apply to physical space which is not diminished or damaged 

by its use. 
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4.06.2 Campaigners shall not accept donations of funds or materials from campus 

offices or departments. Any non-consumable resources provided for the use of 

campaigners free of charge, such as a computer or a space on campus for 

campaigning, shall be assigned a null value for spending purposes. 

 

4.06.3 With respect to resources available to all students indiscriminately, such as 

the computer labs and student lounges, campaigners may make use of all 

resources without penalty, provided they do not interfere with normal use by non-

campaigners. Any printing in Metro State computer labs shall automatically be 

assigned a value of $0.05 per page for black and white and $0.10 per page for 

color on all expense reporting. 

 

4.07. Commission Oversight 

4.07.1 The Commission shall be responsible for the oversight of all election-

related activities, and may investigate any activity on its own initiative or upon 

request by another party. The Commission may request college assistance in 

investigating violations or enforcing is Code. 

 

SECTION 5: Violations 
 

5.01 Reporting 

5.01.1 Upon discovering a believed violation of any provision of this Code, a 

Commissioner shall report the violation, in writing, to all other Commissioners. 

The Chair shall then issue temporary orders, if believed necessary, and shall 

convene a hearing pursuant to section 4.03. 

 

5.01.2 Upon discovering a believed violation of any provision of this Code, a 

party to the election or disinterested party may report the violation, in writing, to 

the Chair. The Chair shall then distribute this writing to all other Commissioners, 

issue temporary orders, if believed necessary, and shall convene a hearing 

pursuant to section 4.03. Complaints not delivered in writing as described herein 

shall not be considered. 

 

5.02 Temporary Orders 

5.02.1 Upon becoming aware of an activity alleged to be in violation of any 

provision of this Code, the Chair may issue a temporary order, calling for the 

cessation of such activity until a hearing can be convened. The Chair may only 

issue such order upon the belief that such order is necessary to prevent substantial 

harm to a fair and impartial election, and that such order will not cause such harm 

in itself. 

 

5.02.2 Upon convening of a proper hearing, the Commission may reverse any 

such temporary orders. Such reversal shall not be considered an indication of any 

misconduct by the Chair. 
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5.03 Hearing 

5.03.1 A hearing regarding an alleged violation may only be held following a 

minimum of two business days written notice to the campaigner against whom 

allegations are made, the party harmed by the alleged activity (if any), and all 

Commissioners. 

 

5.03.2 A hearing shall operate as a normal meeting of the Commission, but shall 

include, in this order:  

a. Presentation of evidence of violation  

b. Presentation of the accused partyôs evidence 

c. Statements by all accusing persons 

d. Statements by the accused and all other persons in defense 

e. Deliberation by the Commission on its finding 

f. Issuance of a finding 

g. Statement by one accusing person with respect to punitive measures 

h. Statement by the accused or one designated person in defense with respect 

to punitive measure 

i. Deliberation by the Commission on punitive measures 

j. Issuance of punitive measures 

 

5.03.3 The Commissionôs findings shall be published in writing and made 

publicly available within two business days of issuance, and must include findings 

of fact and violation. Findings of fact shall include a thorough description of all 

actions found by the Commission to have been taken by the accused. Findings of 

violation shall include a thorough explanation of the Commissionôs application of 

policy or law to these found facts. 

 

5.03.4 Hearings may be carried over to a second day if necessary. 

 

5.03.5 Standard punitive measures may include any combination of the following:  

a. The immediate removal of all materials and/or postings in violation;  

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

95%;  

c. Prohibition further campaign participation. 

d. Expulsion from the election process and disqualification.  

 

5.03.6 Campaigners whose spending limits have been reduced below the amount 

already spent must remove and forfeit materials, at the Commissionôs discretion, 

to decrease their total outstanding campaign spending below the new limit. Any 

campaigner found in violation must provide a new statement of spending and 

must forfeit any such materials to any Commissioner within one business day of 

such a finding. 
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5.03.7 The Commission shall disqualify a campaigner from further participation 

in campaigning or in the election itself only upon a finding that the harm caused 

by that campaignerôs violation has substantially and irreparably harmed the 

progress of a fair and impartial election. 

 

5.03.8 The Commission shall order a new election, to determine a position or 

referendum, only upon a finding that the democratic process has been 

substantially and irreparably harmed to the extent that a certifiable election 

outcome is no longer possible. 

 

5.03.9 Any findings issued or punitive measures affected under this Section shall 

be subject to appeal to the Student Court only on the basis described in Section 6 

of this Code. 

 

SECTION 6: Election Results 
 

6.01 Tabulation 

6.01.1 The Commission shall generate a ballot and make available for public no 

later 8:00am of the first day of balloting. The Commission shall make all 

reasonable efforts to generate a simple, understandable, fair, and impartial ballot, 

including random or alphabetical selection of the order of candidates for each 

position and the presentation of referendum language without description or 

proponent speech. All incumbent candidates shall be denoted as such thereon. The 

Commission shall hear all complaints regarding the nature of the ballot received 

in writing with the Chair within three business days of its public availability. The 

ballot must include a method whereby voters can write in a studentôs name which 

does not appear on the ballot. 

 

6.01.2 It is the sponsoring partyôs responsibility to provide ballot language for 

referendum or initiative. However, the election commission is responsible for 

ensuring that such language is accurate and impartial and may require revision of 

the language within reasonable deadlines. 

 

6.01.3 The Commission may solicit volunteers for assistance with the process of 

balloting, regulation enforcement, and vote counting, and may certify such 

volunteers as election judges, following an inquiry into such volunteerôs 

impartiality. The Commission Chair shall have final authority to appoint Election 

Judges. 

 

6.01.4 The Commission may count ballots and results during and/or after 

balloting. All initial counts must be made by a minimum of two Commissioners 

and/or election judges. For the purpose of counting, advisors may serve as 

election judges. 
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6.01.5 Following counting, the candidate with the largest number of votes for 

each of the five elected executive positions (President, Vice President, Student 

Trustee, and two SACAB Representatives) shall be named the preliminary victor. 

The 10 candidates for Senator with the largest number of votes out of all 

candidates for Senator shall be named preliminary victors.  

 

6.01.6 The Commission shall release preliminary results, including the 

designation of preliminary victors, within 24 hours of the completion of balloting. 

The Commission may also, at its discretion, release partial preliminary results 

before balloting is complete, except that such preliminary results must include all 

questions and positions on the ballot. 

 

6.01.7 The commission may make use of campus and college resources, or other 

external business or organization in order to ensure that balloting is conducted 

professionally and accurately. The commission may allocate funds for such 

services within their approved budget and with the approval of the SGA 

President. 

 

6.02 Contestation 

6.02.1 Contestations and allegations of violations under Section 4 must ordinarily 

be filed with the Chair before completion of balloting. The Commission shall 

consider all allegations within two business days following the release of 

preliminary results. The Commission shall first consider whether the allegations, 

if true, would result in punitive measures that would substantially alter the 

outcome of the election, then proceed to a hearing consistent with the provisions 

of Section 5 only if it determines in the affirmative by simple majority. 

 

6.02.2 Any group of three candidates, three referendum sponsors, or ten students 

may petition the Commission for a first recount. Upon receiving such a request, in 

writing, naming one specific position or referendum to be recounted, the 

commission shall seek a letter from the company, department, or entity which was 

used to conduct balloting which certifies that results are accurate.  

 

6.03 Certification 

6.03.1 It is recognized that certification of a vote is necessary to the assurance of a 

fair and impartial election system. As such, the Commission shall not sacrifice the 

principles of a fair and impartial election in any way in the interest of meeting a 

certification deadline. 

 

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

of three commissioners. 

 

6.03.3 If the number of commissioners should be reduced to less than three during 

the course of an election, the Senate shall convene a committee of impartial 

students to review all documents pertaining to the election and issue a 

certification in place of the Election Commission. 
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6.03.4 Refer to Metro State Student Government Constitution and/or Policy 

Manual for requirements regarding inauguration. 

 

SECTION 7: Appeal 
 

7.01. Student Court 

7.01.1 Any decision made by the Commission, including interpretations, 

appointments, removals, findings, punitive measures, certification, and all other 

actions requiring a vote may be appealed to the Student Court, in writing, within 

five business days following such decision. For the purpose of notice, the Chair 

shall be the representative of the Commission, receive service, and may present 

the Commissionôs case or delegate this task. 

 

7.01.2 For the purposes of review of Commission decisions, the Student Court 

shall be an appellate body. As such, the Court shall review cases on appeal to 

determine whether the Commission correctly applied the Student Government 

Assembly Constitution and this Code, but shall not make determinations of facts 

already made by the Commission. 


