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These suggested election guidelines were developed to assist Faculty Affairs Committee representatives in the conduct of School elections.
The Office of the Associate Dean for Academic Affairs (ADAA) will (1) notify Faculty Affairs Committee representatives when an election needs to be conducted in their respective School, and (2) include eligibility information with the notification.
Each representative should notify eligible faculty in his/her School about the upcoming election and request that faculty members send a written statement if they wish (a) to have their name withheld from the nomination ballot or (b) to indicate they have an interest in the position for which the election will be conducted.  Faculty should be permitted a minimum of three business days to respond.
A nomination ballot listing all eligible faculty members who have not requested their name withheld from the nomination process will be sent electronically or on paper ballot to the faculty.  Faculty members who have expressed an interest in the position will be designated on the nomination ballot.  Faculty shall be instructed to nominate up to three colleagues, ranking their choices 1 (highest) to 3 (lowest).  Faculty should be permitted a minimum of three business days to respond.
A ballot containing an alphabetic list of the top (two or three) nominees should be sent electronically or on paper ballot to the faculty.  If the election is conducted using an electronic ballot, votes should be directed to a secure website managed by a School staff member.  If paper ballots are used, it is suggested that a "double-blind" procedure be used (a two-envelope process in which the completed ballot is placed inside an unsigned envelope which is placed inside a second, signed envelope).  If the double-blind procedure is used, all outer envelopes should be opened and discarded before envelopes containing ballots are opened.  Faculty should be permitted a minimum of five business days to respond.
The elected faculty member will be announced to the School, and the elected faculty member and runner-up will be reported to the School Head and the Office of the ADAA so that a successor or substitute can be identified if necessary.
For unusual situations, guidance should be sought from the Office of the ADAA.

