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[bookmark: _GoBack][bookmark: _Toc444796702]From Policy section ι: Academics
B. [bookmark: _Toc444796704][bookmark: _Toc361134210]Englinks 
B.1 [bookmark: _Toc361134211]Purpose and Responsibilities
B.1.1 Providing a connection point and facilitating easy communication between students and potential tutors.
B.1.2 Maintaining an up to date website containing a list of tutors who are currently available.
B.1.3 Making all reasonable effort to ensure that tutors are up the highest quality through the use of a structured application process and a mid-semester check-up.
B.1.4 Organizing and running course workshops during exam period, dealing with specific class topics.

B.2 [bookmark: _Toc361134212]Structure and Organization
B.2.1 The EngLinks Coordinator will be the primary representative, using the Director of Academics as a resource.
B.2.2 The Englinks tutors should preferably be past or current Queen’s students; however, exceptions may be granted by the Coordinator given sufficient evidence of credibility as an instructor.   
B.2.3 The Coordinator and Workshop Director shall be selected in accordance with the Engineering Society Hiring Policy γ. B

2. [bookmark: _Toc461964312]Purpose
3. Provide academic support to students in the Faculty of Engineering and Applied Science.
3. Provide helpful academic resources for Engineering students.
3. Provide 1 on 1 tutoring and midterm and exam preparation for students.
2. [bookmark: _Toc461964313]Structure and Organization
4. The EngLinks Management Team shall includes:
0. EngLinks Coordinator
0. Workshop and Resource Manager
0. Marketing Manager
4. Staff
1. Staff are past or current Queen’s students in the Faculty of Engineering and Applied Science. ; however eExceptions may be granted by the coordinator given sufficient evidence of credibility as an effective tutor.
1. Staff are hired as general staff but can work on as many of the following portfolios:
1. 1-1 Tutoring
1. Group Tutoring
1. Resources
1. Workshops
1. The size and structure of the staff can vary at the discretion of the EngLinks Coordinator and the Director of Academicsmanagement team.
2. [bookmark: _Toc461964314]Duties
5. EngLinks Coordinator
0. The EngLinks Coordinator shall be responsible to the Director of Academics.
0. The EngLinks Coordinator shall be responsible for:
1. Being the primary representative of EngLinks, using the Director of Academics as a resource.
1. Overseeing all aspects of EngLinks daily operations.
1. Coordinating and providing direction to the Mmarketing Manager and Wworkshop and Rresource Mmanager.
1. Planning staff training.
1. Overseeing the long term planning of EngLinks along with the Director of Academics.
1. Chairing manager meetings.
1. Recording all of EngLinks finances.
1. Preparing and submitting cheque requisitions.
1. Matching students and tutors.
1. Scheduling of staff for workshops.
1. Acting as a liaison with EngLinks partners and the Faculty of Engineering and Applied Science.
1. Any additional duties as detailed by the EngLinks Coordinator Operations Manual.
5. Workshop and Resource Manager
1. The Workshop and Resource Manager shall be responsible to the EngLinks Coordinator and the Director of Academics.
1. The Workshop and Resource Manager shall be responsible for:
1. Overseeing the resource library and taking inventory of the textbooks.
1. Overseeing the creation of all online resources.
1. Posting online resources.
1. Deciding which workshops will be run.
1. Overseeing workshop registration.
1. Workshop registration emails.
1. Posting of solutions for workshops.
1. Booking rooms for workshops.
5. Marketing Manager
2. The Marketing Manager shall be responsible to the EngLinks Coordinator and the Director of Academics.
2. The Marketing Manager shall be responsible for:
1. The overall image of EngLinks.
1. All marketing initiatives and advertising plans.
1. Updating and maintaining the Facebook page and website.
1. Any additional duties as detailed by the Design and Marketing Operations Manual.
2. [bookmark: _Toc461964315]Staff
6. Staff shall be responsible to the EngLinks Mmanagement Tteam.
6. Staff are responsible for:
1. Attending training sessions.
1. Tutoring
1. Contacting the student once the coordinator has sent an email matching the staff with the student.
1. Preparing for tutoring sessions. Preparation This includes, but is not limited to, looking over notes and solving problems beforehand.
1. Workshops
2. Attending the tutor review session and prep for the workshop. Tutors are paid for 1 hour of preparation before workshops.
2. Arriving 15 minutes early for workshops.
2. Being prepared for the workshops .
2. Following up with students if unable to answer questions.
2. If tutors fail to meet these responsibilities they may be asked to not run workshops at the discretion of the EngLinks Management Team
1. Resource Creation
3. Responsible for contacting the workshop and resource manager about resources.
3. Creating a resource proposal form.
3. Recording hours worked on proposal.
3. Delivering the resource.
3. Contacting the professor of the course for help with the resource.
1. Any other responsibilities as specified by the EngLinks Coordinator at the beginning of the work term.
6. If a tutor fails to meet the responsibilities specified in A.4.2, they may be prohibited from running future workshops at the discretion of the EngLinks Coordinator. 
2. [bookmark: _Toc461964316]Operations
7. EngLinks Workshops
0. Englinks will run as many workshops as needed given demand.
0. Workshops will be aimed to prepare students for midterms and exams.
0. The cost of workshops is $5 for midterms and $10 for exams
0. A free promotional vector workshop will run at the beginning of the year.
0. Workshops will be delivered by staff.
0. If a tutor receives over 50 % feedback below 7 with negative comments,predominately negative feedback, they may be prohibited from running future workshops in that course at the discretion of the EngLinks Coordinator. the tutor, at the discretion of EngLinks Coordinator, may not be able to do workshops in that course
7. 1-1 Tutoring
1. If a tutor receives an unsatisfactory rating from a student, that student may be given to another tutor at the discretion of the EngLinks Coordinator. below a 7 in overall rating from student that student will be given to another tutor at the discretion of the EngLinks Coordinator
7. Group Tutoring
2. Maximum of 3 students unless the tutor chooses to accept more students.
2. Preferably problems are sent in advance to the tutor
7. Resources
3. Tutors must apply to create a resource and receive approval from the EngLinks Management Team.
3. There will be two resource creation periods, the school year, and the summer. Tutors can apply at the beginning of each period to create a resource.
7. High School Tutoring
4. All High School staff must complete a formal police record check, including screening for working with the vulnerable sector, before being allowed to tutor High School students.
4. Preferably tTutoring will shall take place on campus. 
1. If extenuating circumstances prevent this from being possible, off-campus tutoring will only be permitted with the tutor’s consent.

[bookmark: _Toc444796563]From Policy section γ: Hiring and Transition
A. [bookmark: _Toc444796564]Appointments 
1. Purpose
0. Appointments include those done at the start of the Executive and Council term, those done as appointed terms end, special replacement appointments and Executive appointments.
A.1. Appointment Types
1. Executive term appointments are done as the first substantial action by a new Council and its Executive. Appointments are to be performed according to the Engineering Society hiring policy, as seen in Section B: Hiring Policy. The positions covered include:
a. The twelve (13) Directors as seen in By-Law 8.A.1
b. The Following Officers:
i. Chief Returning Officer
ii. Deputy Returning Officer(s)
iii. Equity Officer
c. The five (5) service managers listed below:
i. Campus Equipment Outfitters Managers
ii. Clark Hall Pub Managers
iii. Golden Words editors & Managers
iv. Head iCon
v. Tea Room Managers
d. The eleven (9+) event Chairs/coordinators listed below:
i. Carol Service Director
ii. December 6th Memorial Coordinator
iii. EngVents Chair
iv. EngWeek Chair
v. External Relations Committee Chair
vi. Fix N' Clean Coordinator(s)
vii. Mental Health Coordinator
viii. Movember Chair(s)
ix. Terry Fox Run Coordinator(s)
e. The various positions listed below:
i. IT Managers
ii. BED Fund Coordinator(s)
iii. Chair of Alumni Relations 
iv. Chair of Industry Relations
v. Communications Team
vi. Constitutional Guru(s)
vii. Council Secretary
viii. Engineering Society Review Board
ix. EngLinks Coordinator and Managers
x. Internal Records Officer(s)



