Agenda

Engineering Society Council Meeting

5:45pm, January 28" 2010

ILC 313

1. Adoption of Agenda: Motion 1
2. Adoption of Minutes: Motion 2
3. Speaker’s Business
4. Presentations

4.1. AMS Candidates,

4.2. Rector Candidates

4.3. Actuals
5. New Business: Motions 3-5
6. Game!
7. Executive Reports
8. Director Reports
9. Question Period 1 o Happy Group o Sunny Group
10. Faculty Board Report o EngPhys o Geo
11. AM.S. Report o Electrical and Computer o Chemical
12. Senate Report o Mechanical o Apple Math
13. Board of Directors o Mining o Civil
14. QPID Report o EngChem

15. Athletic Report

16. Club Reports: Happy
17. Year Reports

18. Question Period 2

Motion List

1. WHEREAS, the best things in life come in pairs
AND WHEREAS we all have at least one friend to bring to council
BE IT RESOLVED Council approve the agenda of the ‘Bring a Friend to Council’ -Council meeting of
Thursday, January 28t" 2010 as seen on the EngSoc website
MOVED BY: Max “friends are great” Howarth
SECONDED BY: Sarah “they sure are” Newton

2. WHEREAS, Calvin and Hobbs were inseparable
AND WHEREAS, approving the minutes and approving the agenda are too
BE IT RESOLVED THAT Council approve the minutes of the Council meeting of Thursday, January
14™ 2010, as seen on the EngSoc website
MOVED BY: Emily “pen and paper” Haggarty
SECONDED BY: Max “Batman and Robin” Howarth



3. WHEREAS updated policy is good
AND WHEREAS updated policy about people who approve policy is great
AND WHEREAS all the cool kids are doing it, so why not?
BE IT RESOLVED Council approve the changes to Epsilon as seen in Appendix
'‘Sonny and Cher’
MOVED BY: Cassie “Lilo and Stitch” Frengopoulos
SECONDED BY: Cenk “Timon and Pumbaa” Aytimur

4. WHEREAS the summer is a great time of year to accomplish capital projects,
AND WHEREAS receiving appropriate capital is also important,
BE IT RESOLVED THAT Council approve the changes to policy manual beta, Section B as seen in
appendix ‘Mario and Luigi’.
MOVED BY: Greg Ellis
SECONDED BY: Mike Brown

5. WHEREAS we need a Vice President Student Development for the 2010-2011 year
AND WHEREAS no one was nominated during the nomination period
AND WHEREAS, no one was nominated during the extended nomination period
BE IT RESOLVED THAT council appoint to be Vice President Student Development for
the 2010-2011 year
MOVED BY: Dani Piercey
SECONDED BY: Cenk Aytimur



Executive Reports

From: Greg Ellis, EngSoc President

Elections
EngSoc Elections are coming up! Keep your eyes and ears open for the candidates’ campaigns.

Queen’s Engineering Competition (QEC)

Just after last council, the QEC took place on the weekend to choose the teams that will represent Queen’s at the
Ontario Engineering Competition (OEC). If this team performs as well as last year, they will also represent us at the
Canadian Engineering Competition (CEC). These competitions task teams with 3-4 hours worth of construction and
design. The theme of this year’s QEC was “The Assault on Herstmonceux Castle”.

Science Quest Hiring

Science Quest has begun to look for instructors for their summer programs. The Science Quest team is composed 12
instructors that have the role of overseeing the successful delivery of Science Quest’s workshops and science camps by
programming, educating, and leading. The duration of the instructor’s employment has two parts: workshop delivery
(May- June) and camp delivery (July — August). These summer jobs are a great way to get involved around campus. If
you are interested, check out the EngSoc website for applications.

FREC Hiring

Frosh Regulation Enforcement Committee (FREC) Committee has asked for the most outgoing, excited, fun and
enthusiastic group to run the next great Orientation Week. This is a long and arduous process that takes hours upon
hours to complete. | have no doubt that they will choose a great group.

Cheers,

- Greg

Cenk Aytimur — vpsa@engsoc.queensu.ca

Dear council members,

The last couple of weeks have been full of getting ready for elections and beginning to wrap-up final projects for the
year.

As you probably know, EngSoc Executive & Senator elections are in full swing. The debates for Senator &
Presidential candidates are Tuesday (January 26) at 5:30 pm in the ILC Atrium. The debates for the Vice-President
candidates are Wednesday (January 27) at 5:30 pm in the ILC Atrium. The elections team is doing their best to be able
to record and post the debates onto YouTube. The voting dates for these elections, along with the AMS Exec &
Referendum are February 2" and 3". Check your QueensU e-mail for a link and password to the online voting site.

I realize that | said that I would be bringing new hiring policy at this council, but I haven’t been able to have a meeting
with Ms. Horner to go over the changes | made and see if she has any extra suggestions. | will hopefully have that for
the next council.

Please e-mail me any questions you might have.

Sincerely,

Cenk Aytimur


mailto:vpsa@engsoc.queensu.ca

Vice President (Academic)
Council report
January 28, 2010

Faculty Board
Faculty board was last week, the first year program has undergone some major changes that I've worked

out with the faculty, here’s a summary of what's happened.

Expansion of APSC 100, elimination of 141 (course, not content), elimination of 190 (course, not content):
These three changes need to be discussed together. The excel portion of 141 is being put in the labs
module of 100 (that's what excel is needed for in first year). 100 labs will now be all year long for all
students (double the spacing), all design projects will be in the 2™ term (more TA’s will be hired to make up
for this). 100 is having another module introduced (systems modeling) in which Matlab will be utilized to
model common engineering systems. A symbolic programming component of Matlab (similar to Maple) can
be utilized in 171 & 172. The goal is also to have Matlab used in 174 as a means of making the course less
math oriented and more relevant to engineers.

The content of 190 is to be spread throughout the years (this is part of the new design and professionalism
spine that I've mentioned for the past few months). Part of this strategy is to put engineering ethics and
professionalism within a more relevant context (ie. Mining engineers can learn about issues in the mining
industry, electrical in electrical, etc). It was felt that first year was not the best place to focus all of the
professionalism studies. However, first year will still retain some of 190’s content, integrated into the design
projects of APSC 100.

For full details, check out the full faculty board report at:
http://appsci.queensu.ca/calendar/facultyBoard/agenda/2009-2010/January2010Agenda.php

BED Fund

BED Fund proposals were due last Friday. If your reps haven’'t submitted them yet, I'll be checking up on
them (if someone from your discipline hasn’t submitted yet, I'll be contacting your president to make sure it
gets done). The BED Head Board will meet, confirm the proposals and bring them to council (here’s hoping
next council).

OUSA Awareness Week

This week is OUSA awareness week! For those of you who don’'t know, OUSA is the Ontario
Undergraduate Student Alliance, a provincial lobbying body that works to ensure that Ontario
undergraduates are represented in decision and policy-making level of the provincial government.

In the Queen’s Centre, Mac-Corry, and the lower Ceilidh of the JDUC, there will be booths detailing how
OUSA protects the interests of Ontario’s undergraduate students by providing research and ideas to
governments on how to improve the affordability, accessibility, accountability and quality of post-secondary
education in the province.

A student wall of debt will be compiled with various amounts of individuals’ debt written on the bricks.
Additionally, there will be multiple banners where students will have the opportunity to respond to questions,
allowing for better advocacy at Queen’s University.

Monday: look out for amazing stress balls!

Tuesday: party at Clark Hall Pub, one complimentary drink for everyone who attends!

Wednesday: more information can be found at the Common Ground sleeves!

Thursday: write the debt that you have accumulated from attending Post-Secondary Education on one of
the blue OUSA bricks that will be around campus, and come to the lower level of the JDUC at 2pm to see
the "Breaking Down of the Wall of Debt"

Meetings meetings meetings



http://appsci.queensu.ca/calendar/facultyBoard/agenda/2009-2010/January2010Agenda.php

In addition to my usual committees, I'll be sitting on the Associate Dean (Academic) Appointment Advisory
Committee. If you have any feedback around this particular subject, let me know (in person, via email,
smoke signal, your choice).

Transitioning
While elections aren’t even over yet, I've been updating all of the VPA transition documents. The new VPA

should be in very good hands.

Conclusion

That's it from me for now. Questions in question period, otherwise, shoot me an email.
Cheers,

Mike Brown

Vice President (Academic)

Queen’s Engineering Society

Protip: Tap tap tap

VP Student Development Report for January 28 2009

Queen’s Engineering Competition
QEC went well, and the winners in the Junior and Senior Design categories are heading to Waterloo this
weekend to represent us in the Ontario Engineering Competition.

The Design Team Safety Workshop with David Strong was held last Thursday night. The teams will soon
be required to use a formalized method for evaluating the safety of the things they build and this
session provided an introduction and run-through to that.

Still working on the design team window decals. We’ll be comparing quotes this week and putting the
order in soon after that.

Aside from that stuff, the rest of my time has been going into preparing the portfolio for transitioning —
tying up loose ends, organizing the files, and so on.

Happy election season, and good luck to all of you who are running for positions!

Ed Watson
Vice-President (Student Development)




Director Reports

Director of Events Report
Jillian Lackey

General Updates

EngWeek was awesome! We had a little hiccup with Legendz cancelling on us, but the committee handled it
amazingly and it ended up selling out at the mansion! Great job to everyone and | hope your party guests had as much
fun as you did!

Buddy Ski-Trip will be happening January 30" Tickets were only $20.00 and sold out very quickly. We are hoping
that if this event runs smoothly this year that next year we can take more people. The trip will be to Calabogie ©

Also in the works is a SUPER-SEMI!!! An all ages event to be held sometime in the next month or so that will be an
all ages event at, most likely, Ale House. The cost of this event will also be very low.

Pun of the Bi-Week
Grab a tea: what Isaac Newton did when he was thirsty.

Director Of Professional Development

Currently | am working on the set up of the AutoCAD technical course, which due to time and resource
constraints will not be happening until next year. If anyone however has any expertise or interest in
helping to lay the groundwork for this course | would be greatly appreciative for any assistance.

I am also currently, with the help of DOIT and the amazing computer managers, working on the creation
of a webpage on the engsoc domain that would hold career or job information, from career services but
that are relevant for engineering students. | feel that this would help to increase interest in career
events while making it easier and simpler for engineering students to get the information that they need
quickly and easily.

Brent Mucci
Director of Information Technology, aka DolT
Council Report, January 14™ 2010

Routine

Passwords have been reset, new websites created, and domains reassigned.

Capital Projects

The backup server has been installed! One more cable is needed to finish connecting it to the network and then a
software installation. More work will be done by my managers.

Installation of the new website is progressing. A database will be created to finish the procedure.

MySQL password has been reset by one of my managers and a database created for QFCT.

Everything is wrapping up and coming together. More to come later, and it's my birthday.



Hello council! Hopefully | returned in one piece back from Tremblant this weekend, which I’'m sure was
an awesome time. Here’s what I've been up to this January:

SQ INSTRUCTOR HIRING — Applications for Science Quest summer instructors are due next Thursday,
February 4™, by 5:30 pm in the ILC lounge. Everyone is encouraged to apply as it is a great opportunity
and a whole lot of fun! Any questions can be directed to Kristin and Emily at
science@engsoc.queensu.ca

MANAGER HIRING - It’s hard to believe that | already have to plan the hiring of the 2010-11 service
managers and staff! The application packages have all been updated (conservative estimate as of last
Wednesday) in preparation for the hiring bonanza that is February and March. Also in light of the Exec
drop-in at the Tea Room for EngSoc elections, the managers (at least TR) will be having a similar event,
possibly even a full out evening event with all (or as many) managers. Additionally, the hiring timeline
has been finalized and is ready to rock and roll for the next (*tear*) DOS. Advertisements for the
manager positions will be placed in GW and the Journal in the days upcoming.

ETA — progress is being made,
more on that later.

See you at ritual!
Dan Gleeson

Director of Services
services@engsoc.queensu.ca

Dear Council,

It's sort of weird and sad to think that one day sometime soon | will write my last council report. But that day has not yet
come, thus | am writing this report. All-Disciplines Night happened two Mondays ago and apart from it being a mad
house for 15 minutes, | think it went really well! I would like to thank everyone who helped out with the event and a
particularly big thanks goes out to the representatives from the disciplines who stood for 2 hours, talking to first years.
Awesome job! Other than that, | helped hire First Year Integration Conference Delegates, | am transition report writing
and all that good stuff. Please note that my office hours have changed but over the next couple weeks | will likely be in
the office a lot to cover for other people. If you or anyone you know is interested in being me next year (Director of
First Year, actually being me would be difficult), I'd be happy to entertain your questions!

Later Gators,
Robin Johannsen
Director of First Year

Council

| have been feverishly working on the actuals for the budget which you will see tonight to make sure they were done
before | left on a ski trip. What you see is hopefully the updated version that has the few numbers | couldn't get on
time. We had a meeting with the book keeper, and got the general impression that we are doing things mostly
okayish. It provided a few components we need to work on. Apparently its a work in progress which we all expected.
Other than that things are continuing on as normal.

Cory
Director of Finance




Appendix: Mario and Luigi

p: SOCIETY LEADERSHIP

The Society Leadership policy outlines the positions and responsibilities of the Engineering
Society executive and directors. Included are lists of responsibilities and duties as well as special
requirements such as summer positions.

A. The Executive
(Ref. Bylaw 4)

Part I: President
(Ref. By-Law 4, Part 11, Section 4)

1. The President shall serve as the primary representative and voice of the Engineering
Society, articulating the mission, vision, direction and opinions of the Society.

2. The President shall be the executive authority in all matters related to the Engineering
Society as a whole, though not in matters specifically related to the portfolios of other
executive members. These responsibilities include:
a. All public relations activities and representation of the Society to all external
organizations, including:
i. Oversight of the Director of External Communications, including:
1. Authority over the Engineering Society’s vote and official expressed
opinions at any meeting of an external organization; and
2. Responsibility for the conduct of delegates attending conferences on behalf
of the Engineering Society
ii. Responsibility for any externally associated conferences which the
Engineering Society may host or support from time to time, including but not
limited to:
1. Conferences of the Engineering Student Societies Council of Ontario
(ESSCO) and the Canadian Federation of Engineering Students (CFES); and
2. The Ontario Engineering Competition (OEC) and the Canadian
Engineering Competition (CEC)
iii. The President, along with Director of External Communications shall attend
all ESSCO and SFES regular meetings for which EngSoc is invited. In the event
that only one space is made available for a Queen’s delegate, either the President
or the Director of External Communications shall attend as decided by council
b. Representation of the Engineering Society to the Faculty of Applied Science and
to Queen’s University
c. Supporting members of the Executive of the Engineering Society in their duties
and responsibilities.
d. Oversight of the Director of First Year.

beta-society-leadership 10f23 1/24/2010



Appendix: Mario and Luigi

e. Oversight of the Applied Science Orientation Week, as seen in Bylaws 9, Part IX,
and XII and Policy v.A.
i. Authority over the actions and conduct of the Orientation Chair, Chief FREC,
FREC Committee, FREC (Frosh Regulation and Enforcement Committee)
Orientation Leaders and Echoes.
ii. Approval authority of all Applied Science Orientation Week events
iii. In consultation with the Orientation Chair and Chief Science Constable, full
authority over the Applied Science Grease Pole Event, as seen in Bylaw XIL
f. Relations with Queen’s Applied Science Alumni, including
i. Oversight of the Alumni Relations Chair and Alumni Relations Committee
ii. Liaison with the Queen’s University Office of Advancement and Department
of Alumni Affairs
iii. Liaison with Applied Science Years and any affiliated groups related to
Applied Science alumni
g. Oversight and supervisory authority of the Engineering Society Office Manager
h. Collaborative authority with the Vice-President (Operation) for the legal and
financial decisions for the Engineering Society, as seen in Policy 0.A, including:
i. cosignatory authority on legal contractual obligations of the Engineering
Society; and
ii. cosignatory authority for financial transactions of the Engineering Society
i. Promoting the mission of the Engineering Society to the Society’s membership
j- Enfranchising membership in the operation of their Society
3. The specific duties of the President are the following :
a. Attending and chairing meetings of the Engineering Society Executive as
described in By-law 4, Part III
b. Serving as a Voting member of AMS Assembly.
c. Representing the Engineering Society on the AMS President’s Caucus
d. Serving as a voting member of the Applied Science Faculty Board, as seen in By-
Law 7, Part III and Policy 1.D.1.
e. Serving as a voting member of the Applied Science Faculty Board’s Operations
Committee
f. Ex-officio recommendation for appointment to the Queen’s University
Engineering Student Society Services Incorporated (QUESSI) Board of Directors for
the Campus Bookstore operation, as seen in By-Law 14 and Policy C.A.
g. To serve as an ex-officio Director on the Engineering Society and Research Centre
(Kingston) (ESARCK), as seen in By-Law 13 and Policy C.B
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h. To serve as an ex-officio voting Member of the Engineering Society’s Board of
Directors and Steering Committee.
i. Reporting to EngSoc Council on the affairs of the Engineering Society and on
issues related to the portfolio of the President.
j- The President shall have a paid summer position, as detailed in Group B, and will
be required to be in Kingston for the summer to develop strategic initiatives for the
Society, to represent the Society’s interests and serve as resource for the Engineering
Society members. The Summer activities shall consist of:
i. Those activities and initiatives outlined in the President’s Summer Plan, as
detailed in B.2
ii. The Summer Plan Regular Task List including:
1. Scheduling Executive Meetings
2. Submitting weekly summaries (TPS reports) to summer executive.
3. Submitting monthly reports to Council
4. Assisting Executive who are geographically unable to visit Kingston during
the summer months
5. Assisting FREC Committee in logistics and approval process for elements
of the Applied Science Orientation Week
6. Summer Retreat Plan
7. Liaising with the Faculty of Applied Science
8. Representing students on the Applied Science Faculty Board Operations
Committee
9. Attending the Annual General Meeting of the Engineering Student
Societies Council of Ontario (ESSCO)
10. Emergency Committee for the QUESSI Board of Directors during the
summer months
11. Liaison with the AMS
4. The President shall not have authority over any other member of the executive or
direct, without the consent of that executive, elements of their portfolio.
5. In all matters relating to the President’s portfolio shall the expressed resolutions and
ratified opinions of the Engineering Society Council be considered binding and
principal. The President shall not represent or act in a manner contradicting the
expressed will of the Engineering Society Council or the membership through a proper
referendum.

Part II: Vice-President (Student Development)
(Ref. By-Law 4, Part 11, Section 4)
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6. The Vice-President (Student Development) shall represent the social, environmental,
as well as professional development issues to the Society’s membership
7. The Vice-President (Student Development) shall have responsibility and authority
over the following elements of the Society:
a. The committees, and Chairs, within the Student Development portfolio, which
include:
i. the Committee on Inclusiveness
ii. the Charitable Works Committee
iii. the Engineering Society Outreach coordinator
b. The Conference Coordinator, conferences, and competitions of the Society, which
include:
i. Conference on Industry Resources Queen’s University Engineering (CIRQUE+)
ii. Conference on Women in Engineering (CWIE)
iii. Commerce and Engineering Environmental Conference (CEEC)
iv. Queen’s Engineering Competition (QEC)
c. a Design Team Roundtable which shall facilitate communication among the
Design Teams associated with the Engineering Society
d. Queen’s Project on International Development (QPID), as seen in Bylaw 9, Part
VIII and Appendix D
e. Clubs and Design Teams affiliated with the Society as seen in k.C
8. The duties of the Vice-President (Student Development) shall include, but are not
limited to:
a. to attend executive meetings as described in By-Law 4, Part III.
b. to represent the groups within this portfolio to EngSoc and to other external
organizations.
c. to meet regularly with groups within this portfolio to act as an information source,
to encourage the initiatives of the groups, and to monitor the progress of the goals of
these groups.
d. be a voting member of the Faculty Board of the Faculty of Applied Science.
e. Oversee the activities of the Director of Professional Development.
f. voting member of AMS Assembly

Part III: Vice-President (Operations)
(Ref. By-Law 4, Part 11, Section 4)
9. The Vice-President (Operations) is the primary financial and legal officer of EngSoc,

responsible for overseeing the Directors and Management of the facilities and service
operations of EngSoc.
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10. The Vice-President (Operations) shall have responsibility and authority over the
following elements of the Society:
a. The Director of Finance
b. The Director of Services
¢. EngSoc accounts and those of associated groups who bank with the Engineering
Society.
d. The central EngSoc budget.
e. The Finances of the Engineering Society Services as outlined in section 1) of the
Policy Manual. This list includes:
i. Campus Equipment Outfitters (CEO)
ii. Science Quest
iii. Golden Words
iv. Clark Hall Pub
v. EngNet.
vi. Engenda Publications
vii. Integrated Learning Centre Constables (iCons)
viii. The Tea Room
f. To enhance student life and the broader learning environment for the
Engineering Society Membership and greater Queen’s community.
i. The Vice-President (Operations) shall have the authority to create new
services, with consultation with other members of the Executive regarding the
start-up of a new service.
ii. The Vice-President (Operations) shall be responsible for submitting the
proposal of the new service to the Board of Directors and, pending on their
approval, write and present policy regarding the new service to the Engineering
Society Council.
g. All EngSoc Service Advisory Boards, including:
i. The Tea Room Steering Committee
ii. Golden Words Editorial Review Board (GWERB)
iii. The Science Quest Advisory Board
h. The Society’s physical facilities including;:
i. The Services Space
ii. The Clark EngSoc Lounge
iii. The ILC EngSoc Offices
iv. Related areas
i. The legal and financial decisions for the Engineering Society in collaboration
with the President, as seen in Policy 0.B, including:
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i. Cosignatory authority on legal contractual obligations of the Engineering
Society, including leases, insurance and capital investments.
ii. Cosignatory authority for financial transactions of the Engineering Society
including services capital purchases greater than $1000.
j- The IMAGINUS poster sale, as long as such contract exists.
11. The duties of the Vice-President (Operations) include, but are not limited to:
a. To attend all executive meetings as described in By-Law 4, Part IIL
b. To meet regularly with the Executive to:
i. Discuss, keep up to date, and develop long term strategy for the Society as a
whole
ii. Discuss legal, ownership, and lease arrangement issues.
¢. To meet regularly with the Director of Services to:
i. Discuss, keep up to date, and develop strategy for service operations and
human resource issues.
ii. Evaluate performance of the Director of Services.
iii. Evaluate service performance
iv. Act as a resource for the Director of Services
d. To meet regularly with the Director of Finance to:
i. Discuss, keep up to date, and develop strategy for finances of the Society.
ii. Evaluate performance of the Director of Finance.
iii. Evaluate financial performance of various groups and clubs of the Society.
iv. Act as a resource for the Director of Finance.
e. To meet with service management in order to act as an information source and
to monitor the progress of their goals. This involves:
i. Leading long term strategic and capital planning.
ii. The review of actual, margins and profits for each service.
iii. Handling all loan requests for services from the Engineering Society as
outlined in section 6.H.V of the Policy Manual.
iv. Responsibility for all honoraria and salary changes for services.
v. Evaluate the performance of management.
f. To review budgetary actual and operational updates for each service on the 7t
day of each month, as is outlined in section 0.H of the Policy Manual and forward
these documents to either the EngSoc Board of Directors and/or the appropriate
advisory body.
g. To serve as an ex-officio voting member of the Engineering Society’s Board of
Directors.
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h. To serve as an ex-officio Director on the Engineering Society and Research
Centre (Kingston) (ESARCK).
i. Ex-officio recommendation for appointment to the Queen’s University
Engineering Society Services Incorporated (QUESSI) Board of Directors for the
Campus Bookstore operation, as seen in By-Law 14 and Policy C.A.
j- To chair or appoint a representative to chair the service’s advisory councils
where applicable.
k. To supervise all service Business Managers, and Events, Years and Club
Treasurers, ensuring that their operations are in accordance with good financial
practice and statutory requirements.
L. To inspect the books of the Clubs, Years, and other operations of the Society
monthly.
m. To arrange that each year the Society's financial books are inspected by a
Chartered Accountant who shall prepare a statement based on those records if
deemed necessary.
n. To oversee all aspects of the:
i. EngServe agreement
ii. The Service Capital Plan
iii. Dean’s Donations
iv. Tripartite Agreement
v. Lease Agreements
o. To sign off each day on any deposit into the EngSoc safe in the safe log as
recorded by the Chief Financial Director.
p. To present for approval to the EngSoc Council the EngSoc Operating Account
Annual Budget and the Operating Account Consolidated Financial Statements as
outlined in EngSoc Policy Manual ©.
q. To update and maintain policy relevant to the Operations Portfolio.
r. To act as a liaison for EngSoc associated groups and services to the Faculty of
Applied Science, Queen’s University, and other external organizations, including;
i. Working with the EngSoc investment advisor on Society investments.
ii. Consulting with the AMS General Manager on issues of insurance and
liability.
iii. Any managers and advisors who deal with the Society’s money and/or
services.
s. To monitor the external sponsorship of groups within this portfolio.
t. To organize and run the IMAGINUS poster sale or appoint a designate to fulfill
this duty, as long as such a contract exists, three time each year with the assistance
of the Arts & Science Undergraduate Society (ASUS).
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u. To keep Council informed by regular reports on the financial and operational
position of the Society and its services.
v. The Vice-President (Operations) shall have a paid summer position as outlined
in Grouping B, and will be required to be in Kingston for the summer to develop
strategic initiatives for the Society, to represent the Society’s interests and serve as
resource for the Engineering Society members. The Summer activities shall consist
of:
i. Those activities and initiatives outlined in the Vice-President (Operations)’s
Summer Plan GroupiongB.2.
ii. The Summer Plan Regular Task List including:
1. Submitting weekly summaries (TPS reports) to the summer executive.
2. Submitting monthly reports to Council.
3. Daily administrative, payroll and financial duties for the Engineering
Society.
4. Assisting Executive and Directors during the summer months.
5. Assisting service managers and staff over the summer.
6. Liaising with the Faculty of Applied Science on Finance and Financial
Services issues.
7. Strategic planning and budget support for Clark Hall Pub and the Tea
Room.
8. Budget, human resources, and management support for Science Quest.
9. Logistical support for the Engenda publication.
10. Providing financial assistance to QPID.
11. Dealing with CU Advertising on the Engenda, Frosh Primer, and
Yearbook publications.
12. Becoming familiarized with Engineering Society finance.
13. Reviewing insurance contract and space agreements.
14. Updating the Society’s finances.
15. Preparing the EngSoc annual budget.
16. Reviewing QUESSI documents.
17. Liaising with the Faculty of Applied Science and the AMS Services on
Services issues.

Part IV: Vice-President (Society Affairs)
(Ref. By-Law 4, Part 11, Section 4)

12. The Vice-President (Society Affairs) shall strive to represent the Engineering Society
to its members and market the Society to the community at large,
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13. The Vice-President (Society Affairs) shall have direct responsibility and authority
over the following elements of the Society:
a. the Director of Internal Affairs.
b. the Director of Events
i. Associated events of the Engineering Society not specifically delegated to
another officer or separately empowered committee.
c. the Director of Information Technology
d. Internal Marketing Office (IMO).
e. the Polling Officers
f. the Society Videographers.
g. the Society Photographers.

14. The duties of the Vice-President (Society Affairs) include, but shall not be limited to:
a. attending and acting as secretary at all executive meetings as described in By-Law
4, Part III.

b. acting as a resource in the effective operation of the Internal Marketing Office
(IMO).

c. the maintenance of an open database of all non-confidential transition reports to
be used as job description information for EngSoc hiring.

d. Supporting Review Board in the acquisition of transition reports from all
outgoing EngSoc Executive, Directors, and Officers; prior to the end of his/her own
term

e. the maintenance of a database of current EngSoc Position holders, the
maintenance of mailing lists and a file of unsuccessful candidates for all EngSoc
positions.

f. the maintenance of the paper filing system of the Society Offices.

g. the administration and monitoring of the e-mail lists of Engineering Society,
including approval of all electronic communications to the Society membership
through this list in accordance with the Society’s Computing Policy (PolicyA.B)

h. the indirect maintenance of the external and internal computer systems of the
Society Offices through supervision of the Director of Information Technology (IT).
i. liaising with each Science Year and Discipline Club; this includes convening
regular meetings of the Year Presidents’ Caucus.

j- ensuring all Hiring Committees are familiar with and follow the Hiring Policy
(Policy v.B)

k. organizing the annual Appointment Fair to publicize available appointed
positions

beta-society-leadership 90f23 1/24/2010



Appendix: Mario and Luigi

L
m. the facilitation of an institutional memory of past Society occurrences for future
benefit by:
i. supervising the EngSoc Videographers and Photographers in the
documentation of Society events throughout the year.
ii. supervising the activities of the EngSoc Handbook (Proceedings of the
Engineering Society) Editors.
n. reporting to Council the state of affairs of the Society with respect to this portfolio.

Part V: Vice-President (Academic)
(Ref. By-Law 4, Part 1V, Section 16)
15. The Vice-President (Academic) shall represent the Society to the Faculty of Applied
Science and to Queen’s University on all academic and curricular matters, and in
matters related to the implementation of the Integrated Learning philosophy. The Vice-
President shall act to enhance the quality of education delivered to all students of
Queen’s Applied Science.
16. The Vice-President (Academic) shall have direct responsibility and authority over
the following elements of the Society:
a. The Faculty-Student Liaison Committee.
b. The Better Equipment Donation (B.E.D.) Fund.
c. Englinks, the Engineering Society’s tutor-matching program.
d. Students for Engineering Education Development (SEED).
17. The duties of the Vice-President (Academic) include, but shall not be limited to:
a. Attending all executive meetings as described in By-Law 4, Part III.
b. Representing the Engineering Society membership in all matters related to
academics and curriculum.
¢. Developing and implementing initiatives of a curricular nature in order to
enhance engineering education
d. Being an ex-officio, voting member of the Better Equipment Donation Fund
Board, as defined in By-Law 16.
e. Being a voting member of the Faculty Board of Applied Science
f. Serving on the Academic Planning Committee of the Faculty Board of Applied
Science
g. Acting as a member of Students for Engineering Education Development and
monitoring its activities.
h. Serving on the Operations committee of the Faculty Board of Applied Science
i. Representing the Engineering Society on the Faculty-Student Liaison Committee
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j- Monitoring and acting as a resource for the discipline club academic
representatives
k. Monitoring the activities of the Queen’s University Senate and its associated
Committees and Subcommittees in consultation with the Engineering Student
Senators
L. Overseeing Faculty Board representatives.
m. Being a liaison with all groups described within the portfolio of this position and
representing these groups to EngSoc council.
n. Representing EngSoc at external committee meetings whose mandates fall within
the portfolio of the Vice-President (Academic).
o. Liaising with the AMS Academic Affairs Commission and sitting on the AMS
Academic Caucus
p. The Vice-President (Academic) shall have a paid summer position, as detailed in
Grouping B, and will be required to be in Kingston for the summer to develop
Applied Science curricular initiatives, to represent the Society’s academic interests
and serve as resource for the Engineering Society members. The Summer activities
shall consist of:
i. Those activities and initiatives outlined in the Vice-President (Academic)’s
Summer Plan, as detailed in Grouping B.2.
ii. The Summer Plan Regular Task List including:
1. Submitting biweekly reports to the Executive
2. Submitting monthly reports to Council
3. Assisting Executive who are geographically unable to visit Kingston during
the summer months
4. Finalizing the annual operations of the Better Education Donation (BED)
Fund.
5. Liaising with the Faculty of Applied Science on Academic Issues
6. Meeting frequently with the Applied Science Summer Projects Office
7. Liaison with the AMS Academic Affairs Commission

B. Summer Executive Positions

1. Introduction

a. Scope: This policy is intended to provide a guideline for the activities of the
s o . . o .

Viee-President{Academie)Summer Executive for the summer months. The policy

covers accountability, compensation, and planning issues.

2. Planning and Documentation
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a. Planning Process:
| i. Three Two main resources shall be used to create the Summer Plan for each
Executive Member, they are:
1. The transition report of the past Executive Member, which shall include
suggestions relating to the Summer Plan.
2. A Summer Proposal, prepared by each executive member, created through
consultation with the EngSoc Executive and any other relevant parties.
ii. The Summer Plan shall be presented to council, for approval, no later that the
final meeting of EngSoc Council before summer recess.
iii. The VP (Operations), if circumstances dictate, shall additionally submit their
Summer Plan to the Board of Directors for feedback.
b. Planning Documentation
i. The Summer Plan for each Executive Member shall include at least three main
sections:
1. the Summer Plan Work Schedule
2. the Summer Task List
3. the Summer Goal List
ii. The Summer Plan Work Schedule shall include:
1. the work schedule of the individual Executive member, justifying the
sixteen (16) week salary in terms of hours worked.
2. the tentative volunteer work schedule for each executive member, in order
to maintain the volunteer aspect of the position. It would be expected that this
portion would be in the order of an additional 30-40% of the paid President
work schedule.
3. tentative plans for summer meetings, including the date of the EngSoc
Summer Retreat.
4. the reporting schedule to the EngSoc Review Board and EngSoc Council
regarding progress made during the summer.
iii. The Summer Plan Regular tasks for each Executive are listed for the President
(Group A.L3j.ii), Vice-President (Operations) (Group A.IILbb.ii.) and Vice-
President (Academic) (Group A.VI.19.p.ii) in the respective descriptions of these
position and must be updated yearly by Council no later than the final meeting
of the fall term
iv. The Summer Plan Goal List shall form the basis for executive goals for the
upcoming year. Within the summer plan it shall form the basis for the actions of
the Executive member required to achieve these goals.

3. Accountability and Progress Reporting
a. Accountability
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i. The Executive member is accountable to the EngSoc Council for the duration of
the summer.
ii. It is the responsibility of the Chair of the EngSoc Review Board to initiate and
schedule discussions regarding the Executive member and his/her success in
terms of the Summer Plan.
iii. It is the responsibility of the Executive member to submit in writing an
update to council regarding the success in terms of the Summer Plan. The date of
this report shall be detailed in the Summer Plan Task List.
iv. It is the responsibility of EngSoc Council members to bring to the attention of
Council any concerns they may have regarding actions of the Executive member
in the summer term.
b. Deviations from the Summer Plan.
i. The Executive member may deviate from the Summer Plan, however, if
considerable policy changes have been made they must notify council in writing.
ii. Considerable changes are defined as those that would
1. alter the intent of any goals set by the Executive member contradict
proposals in the Summer Plan.
2. eliminate items from the Summer Task List
c. Reporting
i. The Report on the Summer Term must be made by the second fall council
meeting. This shall be a brief document summarizing the summer activities in
terms of success and failures, noting any minor deviations or additions made to
the plan.
ii. The Executive member shall send a written update in the form of a TPS
(Thorough Present Status) Report and a written update to Council at least
monthly.
4. Compensation:
a. All Summer Executive members shall be remunerated _according to the following:
at
i. The hourly wage shall be set at $15.75 for the year 2010 and compounded I { Formatted: r:g:r?:gse“m“' No J
annually by the Canadian Government regulated Consumer Price Index (CPI) for

subsequent years.

ii. Each Summer Executive shall be eligible to receive, at the discretion of

Council, an honorarium with the value worth one week of pay.
a—%he—greater—ef—the—fel—lemg—r&te& «_ - { Formatted: Font: Bold J
. PR e o T e e~ P R T ;: o ‘{ Formatted: Indent: Left: 18 pt, No J
EL75x-minimum wageh the-Provinee-of Ontariox35-hours/weelcxl6-weeks ~_ | bullets or numbering
ﬁrl%&bh@fﬁé&ﬁ#ﬂfﬂd%%%ﬁ&ﬁﬁ&dfﬁ%ﬁb@hﬂ&kh&?&b%—hemedﬁ ) ‘[ Formatted: SubSection Char ]
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the rate of pay shall be reviewed by the outgoing Executive a minimum of once

every three (3) years. Any changes to these salaries must be approved by Council.
5. Determination of Summer Positions:

a. The outgoing Executive shall bring a motion before Council at the last meeting of

the Fall term mandating which members of the incoming Executive will have paid

summer positions.

C. Directors

Part I: Director of Events
(Ref.By-Law 8, Part I1, Section 2)
1. The position of Director of Events is responsible for the supervision of all internally
funded events and programs of the Society. The position holder will be highly spirited
and must be able to motivate committee members and coordinate many aspects of
events run by the Engineering Society.
2. The specific duties of the Director of Events are the following;:
a. to assist groups with the scheduling and long-term planning of events and
programs.
b. to communicate regularly with group chairs.
c. to communicate regularly with Charity Coordinator.
d. to communicate regularly with the Vice-President (Society Affairs).
e. to oversee the financial activities of groups in conjunction with a member of the
treasury.
f. to inform council of the activities and concerns of EngSoc groups.
g. to act as a resource to groups.
h. to implement personal and platform projects and initiatives which will improve
the general welfare of the Society.
i. to act as a liaison with the Science Formal Committee and assist them in using
EngSoc resources.
j- to organize the EngSoc Formal Wine and Cheese.
Part II: Director of Internal Affairs
(Ref.By-Law 8, Part I, Section 3.)
3. The Director of Internal Affairs shall oversee the procedure and protocol of the
Society.
4. The Director of Internal Affairs shall have direct responsibility and authority over the
following elements of the Society:
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a. the Chief Returning Officer (CRO)
b. the Council Secretary

c. the Constitutional Guru

d. the Society Archivists

5. The specific duties of the Director of Internal Affairs include, but shall not be limited

to:

a. maintaining consistency mechanics and smooth operation of Council.
b. running elections arising in Council including those of Speaker and Assistant
Speaker.
c. being present at Council meetings and acting as an objective resource for the
EngSoc Speaker
d. Compiling and publicizing the agenda of upcoming Council meetings.
e. Publicizing upcoming Council meetings in the This Is For Real section of Golden
Words
f. acting as the Chief Electoral Officer (CEO) for all Society elections and overseeing
the Chief Returning Officer (CRO) in carrying out of said elections, as seen in Bylaw
3, Part I:

i. meeting as necessary with the Chief Returning Officer (CRO)

ii. making rulings resolving disputes and making rulings during the election
g. being the Policy Brahma of the Constitutional Guru.
h. ensuring the accuracy and integrity of the EngSoc archives by sending
information to campus archives whenever necessary
i. Compiling a directory of contacts for all position holders in the Engineering
Society and in its associated groups, clubs and organizations.
j- being an ex-officio, non-voting member of the EngSoc Review Board, as seen in
Bylaw 15 and Policy ¢.A.
k. proposing changes to the current Constitution and Policy Manual to be
implemented by Council in conjunction with the EngSoc Review Board.
L. coordinating the annual Engineering Society Awards Banquet, as seen in Bylaw
17:

i. soliciting nominations and selecting candidates for the Awards Committee, in

accordance with Bylaw17, Part I, Section 2

ii. liaising with the Faculty Office with respect to Society Awards.

iii. holding meetings of the Awards Committee as necessary.

iv. organizing and chairing the annual Awards Banquet.
m. overseeing the activities of the EngSoc archivists in the retrieval of information
from campus archives to provide perspective on current Society happenings.
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n. communicating at a minimum of weekly with the Vice-President (Society Affairs)

Part I1I: Director of Professional Development
(Ref. By-Law 8, Part 11, Section 4)
6. The Director of Professional Development shall coordinate all EngSoc activities
associated with career advancement and preparation of Society members for post
graduate work.
7. The Director of Professional Development will support the long term stability of
external groups by promoting strong ties to industry through the initiation of corporate
partnerships and exploration of alternative avenues of sponsorship to support groups.
8. The specific duties of the Director of Professional Development are the following:
a. to oversee professional development programs including but not limited to:
i. resume programs;
ii. mock interviews;
iii. cover letter workshops;
iv. informational pamphlets; and
v. the Engineering Summer Job Fair.
b. to act as an ex-officio member of the External Relations Committee.
c. to act as a resource person, focusing on career development and preparation for
undergraduate engineers
d. to communicate with industry through the preparation and forwarding of
promotional material relating to the operation of EngSoc and appropriate groups
and services.
e. to coordinate corporate hosting including the organization of corporate
information sessions and industry tours.
f. to promote the concept of interaction between students and industry on campus.
g. to coordinate information sharing between sponsorship representatives from
EngSoc groups seeking external funding.
h. To serve as a student member of the local chapters of the Professional Engineers
of Ontario (PEO) and Ontario Society of Professional Engineers (OSPE).
i. to act as a liaison between EngSoc and:
i. Queen’s University Career Services.;
ii. International Association for the Exchange of Students for Technical
Experience (IAESTE);
iii. Queen's Undergraduate Internship Program (QUIP);
iv. Professional Engineers of Ontario (PEO);
v. Ontario Society of Professional Engineers (OSPE); and
vi. Engineers Canada.
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j- to communicate at a minimum of bi-weekly with the Vice-President (Student
Development).

k. to continually re-evaluate the mandate of the External Relations Committee and
adjust it as necessary with the help of the Director of External Communications.

Part IV: The Director of External Communications
(Ref. By-Law 8, Part 11, Section 5)

9. The Director of External Communications acts to maintain strong and relevant

associations between the Engineering Society of Queen’s University and Engineering
Faculties and Societies at other institutions, thereby furthering the greater engineering
community and enhancing the role of the Engineering Society of Queen’s University in

it.

10.

11.

The Director of External Communications shall be responsible for:
a. the selection of delegates for external conferences
b. Attending and co-ordinating conferences and meetings with external associations,
including the Engineering Student Societies” Council of Ontario (ESSCO) and the
Canadian Federation of Engineering Students (CFES)
c. To act as an ex-officio member of the External Relations Committee.
The specific duties of the Director of External Communications are as follows:
a. to act as liaison between EngSoc and external organizations including but not
limited to:
i. Engineering Student Societies” of Ontario (ESSCO)
ii. Canadian Federation of Engineering Students (CFES)
iii. Professional Engineers of Ontario (PEO)
iv. Ontario society of Professional Engineers (OSPE)
v. Engineers Canada
b. to actively inform students about external groups and organizations.
c. to provide a link to external for internal Engineering Society organizations,
especially for the purposes of recruiting conference delegates and promoting
opportunities to the greater engineering community
d. to initiate and support events and opportunities which enhance the inter-
university engineering spirit and community
e. to attend conferences, events and meetings of external organizations as the head
representative of the Engineering Society including:
i. conferences of the Engineering Student Societies Council of Ontario (ESSCO)
and Canadian Federation of Engineering Students (CFES)
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ii. other conferences at which it is deemed to be of benefit for the Society to be
represented or which provide relevant information or opportunities to Society
members.
f. To arrange for the travel and attendance of selected delegates to external
conferences.
g. to monitor the online resources of ESSCO, CFES and other relevant affiliated
groups, and participate on behalf of the Engineering Society in discussions over
these organizations’ e-mail links and online meetings.
h. to maintain a database of current contacts for Engineering Faculties, Societies and
other relevant resources at other institutions.
i. Oversee the building of an EngSoc float for the Santa Claus parate
j- Oversee the organization of the annual FebFest Snow Sculpture building
competition
k. Oversee EngSoc’s participation in National Engineering Week
1. Distribute Press Releases for Engsoc

12. The Director of External Communications shall be responsible to the President of the
Engineering Society. The Director, along with the President shall attend all ESSCO and
CFES regular meetings for which EngSoc is invited. In the the event that only one space
is made available for a Queen’s delegate, either the President or the Director of External
Communications shall attend. The Director of External Communications shall be
EngSoc’s head delegate at all conferences the Director of External Communications
attends. The Director of External Communications shall represent the opinions of the
Engineering Society and vote on behalf of the Society as so directed by the President or
the Engineering Society Council. In the event that no direction is given, the Director of
External Communications shall vote in a manner which the Director of External
Communications deems in the best interest of the society.

Part V: Director of First Year
(Ref. By-Law 8, Part 11, Section 5)

13. The Director of First Year will be responsible for enhancing the relationship of the
first year class with their Engineering Society. The Director will coordinate efforts to
involve the first-year class in Society programs and services. The Director will convey
logistical information to the first years and advise on Engineering Society resources, as
well as Faculty and University services. This Director will function to promote the
Society as a direct part of the lives of its first-year membership, recognizing the
Society’s commitment to fostering inclusivness. The director will undertake initiatives
to this end.

14. The duties of the Director of First Year are as follows:
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a. to provide advice and information to the first year executive without inference in
the autonomy of that executive.

i. the Director shall not provide information or advice to the first year executive

unless so solicited by the first year executive.
b. to serve as a direct liaison between the first year class and the Engineering Society
Executive and Directors.
c. to be available to first years in order to gather individual concerns and act on their
behalf.
d. to publicize the Engineering Society and involvement opportunities to the first-
year class and making the first year class aware of its relevant policies, structure,
services and organizations.
e. to organize two Engineering Society Club Fairs, one each term, of each year.
f. to hire from the first year class, in concert with the Vice-President (Student
Development), a First Year Academic Representative.
g. working with the First-year Academic Representative to solicit concerns and
suggestions, and develop recommendations for the Annual Report on the First-Year
Program.
h. to meet frequently, along with the first year President, with the Faculty of
Applied Science Director of First Year Studies to attain updates on the first year
academic program and to address students’ concerns.
i. To create and develop initiatives which enhance the academic and extracurricular
education of first year students.

Part VI: Director of Services

15. The Director of Services shall be responsible for overseeing the management and
operations of the services of the Engineering Society as outlined in section 1 of the
Policy Manual. This list includes:

a. Campus Equipment Outfitters (CEO)

b. Science Quest

¢. Golden Words

d. Clark Hall Pub

e. Engenda Publications

f. Integrated Learning Centre Constables (iCons)

g. The Tea Room
16. The Director of Services shall be responsible for ensuring that all service employees
of the Engineering Society are properly trained, tracked, and comfortable during their
employment.
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17. The Director of Services will act as a resource for both staff and management and
will also mediate problems that exist between these two groups.
18. The specific duties of the Director of Services are as follows:
a. To meet regularly with the service managers to act as an information source, to
encourage and assist the initiatives of the management, and to monitor the progress
of their goals.
b. To meet regularly with the Vice-President (Operations), this involves:
i. Assisting with long term strategic and capital planning.
ii. The review of actual, margins and profits for each service.
c. To update and maintain a database of service interview questions for both
management and staff positions for each service.
d. To coordinate hiring and advertising, with the help of the Vice-President (Society
Affairs), for all service manager positions.
e. To assist managers with hiring of assistant managers and staff during their hiring
period.
f. To organize and plan the manager training day with the Vice-President
(Operations) and the outgoing executive.
g. To organize and plan a training session for all service staff outlining the role of the
Engineering Society as it relates to service staff including but not limited to:
i. The roles of the Director of Services and the Vice-President (Operations)
ii. The Staff Chat system
iii. How to file a complaintor grievance.
h. To coordinate and prepare individual contracts for each service manager to be
signed within 2 weeks of manager hiring.
i. To collect the names and positions of all service managers for the year and create a
dossier for each which includes:
i. their application and/or resume submitted for the position;
ii. updated contact information;
iii. results of any manager/staff reviews and evaluations that have been
completed; and
iv. records of any formal complaints/grievances made by or against the
individual and any follow-up on the claim.
j. To verify that each employee has fulfilled the academic requirements (enrolled
in the Faculty of Applied Science, member in good standing etc...) associated with
the position they hold.
i. any employee that is in violation of their job requirements will be reported to
the Vice-President (Operations).
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k. To be the first contact point for any complaints between any combination of the
service staff, the service management, and the Engineering Society.

1. To act as a mediator for disputes between staff members as well as the staff and
management.

m. To carry out one Staff Chats session for each service, each semester is carried
out.

i. for Science Quest it is expected there will be two Staff Chats sessions during
the summer.

n. To bring all management discipline cases to the attention of the Vice-President
(Operations) and handle these cases in the following matter:

i. making note each time an expected duty for a manager is not completed each
month;

ii. classifying each infraction made by the management;

iii. determining an appropriate course of action with the Vice-President
(Operations) as outlined in section e.A.III or y.c of the policy manual.

o. To assist with any staff and/or management rehires that occurs throughout the
year.

p. Collecting and reviewing all manager transition reports.

q. Mediating an internally or externally originating conflicts or complaints
between staff and management as well as management and the Engineering
Society, as outlined in Policy Manual section n.

Part VII: Director of Finance

19. The Director of Finance shall be responsible for the short term financial operations of
the Society as outlined in section 6 of the Policy Manual.
20. The specific duties of the Director of Finance are as follows:

a. To ensure that the finances of the Society are correctly set up and maintained
throughout the year in QuickBooks.
b. To update the EngSoc budget as often as possible and to provide summary
sheets to the Vice-President (Operations) when requested.
c. To keep track of bank location, signing authority, and account information for
all groups within the Engineering Society, even if they do not bank with EngSoc.
d. To reconcile bank statements and ensure that all bills are paid on time.
i. this includes reviewing and verifying all transactions on each financial
statement with Queen’s Financial Services.
e. Oversight of the Budget Manager(s) whose tasks shall include:
i. Assisting in the oversight of the finances of the events, conferences, and
competitions of the Society, as outlined in section n,u,v Policy Manual.

beta-society-leadership 21 0f 23 1/24/2010



Appendix: Mario and Luigi

ii. Assisting in the running of the finances of the society. To this end the budget
manager shall be granted access to QuickBooks.
iii. Being a non-voting member of the Budget Approval Committee.
iv. Working with the Chair of the Budget Approval Committee to arrange
meetings and obtain budgets and final reports from groups, as outlined in 6.G.
f. To approve cheque requisition forms submitted by those groups within the
Bank of EngSoc as outlined in section 0.B of the Policy Manual.
i. after the form has been approved, the cheque is then to be written and left in
the appropriate area for the President and Vice-President (Operations) to sign.
g. To deposit the funds of the Society in the bank on a regular basis as outlined in
section 0.C.IV of the Policy Manual.
i. All funds deposited in the EngSoc safe will be recorded in a safe log that is
filled out by the Director of Finance. All log entries must be signed by the Vice-
President (Operations).
h. To provide invoices to the services each month and ensure that all payments are
made on time.
i. the Vice-President (Operations) will be informed of any late payment and
how many days it is late.
i. To process all salary requisitions for any work study employees of the
Engineering Society during the year.
j- To fill out GST remittance forms as required.
k. To order office supplies as needed for the ILC EngSoc Offices, the photocopier,
and the fax machine.
L. To correspond with CU Advertising on collecting money for the various
publications run by the Engineering Society.
m. To create photocopier accounts for all those who require them.

21. To communicate a minimum of once a week with the Vice-President (Operations).

Part VIII: Director of Information Technology

22. The Director of Information Technology should have experience with IT in an
enterprise environment.

23. The Director of Information Technology shall represent the IT team to the Vice
President (Society Affairs) and the Engineering Society Executive.
24. The Director of Information Technology shall be responsible for:

a. supervising the IT team

b. managing the Engineering Society’s servers to provide web, e-mail and file
storage services.
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c. perform the budgetary planning for the IT department

d. maintaining the Engineering Society’s workstations for use by the Engineering

Society’s Executive, Directors and Officers.

e. protecting the integrity and security of EngSoc’s data, through appropriate

archival and security policies.

f. working with the Engineering Society’s services, clubs, groups and design teams

to ensure effective and efficient use of shared and private IT resources.

g. keeping a full inventory of the Society’s physical IT assets, including purchase

dates and warranty information.

h. compiling and maintaining complete documentation for all aspects of the

Society’s IT infrastructure.

i. providing training and documentation for all users of Engineering Society

computer equipment.

j. training Computer Managers, the Webmaster and the Web Team.

k. coordinating projects among the IT team

L. delegating work to the appropriate positions of the IT team

m. managing IT office hour scheduling

n. creating a detailed written transition report at the end of their term.
25. The Director of Information Technology shall be the chair of the hiring panel
responsible for hiring all members of the IT team excluding the Director of Information
Technology position.
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&: CONDUCT AND GREVINCES

Preamble: The Conduct and Grievance policy outlines the general conduct of all members of the
engineering society. The procedure for reporting any problems against members of the
engineering society with exception of grievances dealing solely with Golden Word which is listed

in 1.

A. Ethics Policy

In the operation of its services, clubs, design teams and other affiliated groups, all employees,
volunteers, officers, directors and executives (henceforth referred to as active members) of the
Engineering Society must always endeavor to uphold the highest standards of ethics expected of
them by society as Professional Engineers while also inspiring all members to the highest
standards of personal honour and responsibility.

Part I: Duties
1. An active member shall,
a. Act with fairness and loyalty and consider themselves ultimately responsible to
the larger Kingston area, the Queen’s community, and all members (active or
otherwise) of the Engineering Society, including themselves.
b. Regard their duty to the wellbeing of the engineering student body to which
they serve as paramount.
c. Endeavor at all times to enhance the public’s regard for the Engineering Society
and Queen’s University by extending the public knowledge thereof and
discouraging untrue, unfair, and exaggerated statements with respect to the
Society.
2. An active member shall uphold the following ethical principles:
a. Ethical Operations and Human Rights
i. The Engineering Society recognizes that every student has the right to equal
treatment with respect to student activities and organizations, without
discrimination because of race, ancestry, place of origin, colour, ethnic origin,
citizenship, religion, creed, sex, sexual orientation, age, martial status, family
status, disability or the receipt of public assistance.
ii. The Engineering Society shall exert every reasonable effort to ensure the
accessibility of all its services, clubs, and activities. The Engineering Society
recognizes the physical inaccessibility of the Clark Hall Pub and Lounge areas
and will make all reasonable efforts to remedy this during the next major
structural renovations.
b. Ethical Business Conduct
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i. Active members shall conduct EngSoc’s business affairs honestly, fairly,
impartially and in an ethical manner.
ii. Conduct that raises questions as to the Engineering Society’s integrity,
character or impartiality, which can damage the Engineering Society’s
reputation, or creates the appearance of illegal, unethical or improper conduct, is
prohibited.
c. Conflict of Interest
i. A conflict of interest occurs when personal interests interfere in any way, or
appear to interfere, with your professional responsibilities or the best interests of
the Engineering Society. Conflicts of interests, and the appearance of conflicts of
interest, can damage your reputation and the reputation of the Engineering
Society. Such a situation exists when:
1. A member holds more than one remunerated position within the Society by
virtue of their offices.
2. A member has any personal, financial, or business interest in organizations
supplying property, goods, or services to the AMS or the Engineering Society
in any capacity.
3. A member is involved with any external organization whose aims and/or
mandate are in conflict with the AMS or Engineering Society Mission
Statement and Operating Principles.
ii. Active members are expected to make business decisions and take actions
based upon the best interests of the Engineering Society and not based upon
personal relationships or benefits.
iii. A member shall disclose to the President or a member of the executive of the
Engineering Society any conflict of interest or perceived conflict of interest. Work
in this situation may only continue as long as all parties reach an agreement
regarding how the conflict will be handled.
d. Use of Society Assets
i. The Engineering Society’s assets and resources are intended for business
use. All active members are responsible for safeguarding these assets. Assets
include cash, technology, the EngSoc image, merchandise, inventory, equipment,
computers, supplies, business plans, information (including financial, supplier,
customer, distributor and other Company proprietary information) and the
services of the Engineering Society’s personnel.
ii. The use of the Engineering Society’s assets for improper, illegal or non-
Engineering Society purposes, including personal use, is prohibited.
e. Confidential and Proprietary Information
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i. Information which is not in the public domain is considered confidential or
proprietary.
ii. No employee, officer, director, or executive member shall make any
unauthorized use or disclosure of any confidential or proprietary information.

f. Improper Payments
i. Active members are prohibited from giving, offering or accepting any personal
payments of any kind, whether of money, services, confidential information,
property or any other item of value, to or from any person such that it creates an
unfair advantage.
ii. The use of confidential information to further an active member’s private
interests or the interests of a person who is directly associated with him/her is
prohibited.
iii. Any member receiving a demand or offer for any personal payment must
report the demand immediately to the Engineering Society Review Board.

Part II: Duty to Report

3. Any active member who reasonably believes or suspects that an individual or group
has or is engaging in improper or activities which appear to be inconsistent with or in
violation of this policy, is responsible for submitting a written and/or verbal report of
such activities to the Engineering Society Review Board.

4. The Engineering Society will not tolerate any reprisal or retaliation against any
person who, in good faith, reports a known or suspected violation of this policy. The
Engineering Society Review Board will take appropriate disciplinary action, up to and
including termination of employment, against any individual or group who retaliates,
directly or indirectly, against any person for reporting an actual or suspected violation
of any rule or regulation (including this Policy).

Part III: Disciplinary Action

5. Violations of the Engineering Society’s policies, rules or regulations, the ethical
principles set forth herein, or with the laws and regulations applicable to the
Engineering Society, could subject an individual or group to appropriate corrective
disciplinary action, up to and including termination of employment or volunteer
position, and referral to the AMS Judicial Committee.
6. If a violation has occurred, the Engineering Society Review Board may require the
respondent to:

a. Immediately take steps to come into compliance with the guidelines.

b. Relinquish any material benefits gained from the violation to the Society.

c. Repay the Society if any such benefits have been derived from the finances of the

Society and have (for whatever reason) been spent.
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d. Relinquish any appointed or volunteer position gained through the violation.
e. Refer the case to the AMS Judicial Committee

B. Engineering Society Review Board
(Ref. By-Law 15)

Part I: General

1. The Engineering Society Review Board was created to analyze the policies and state
of affairs of the EngSoc, and to make recommendations regarding improvements
therein. The Board also acts as the primary Engineering Society dispute resolution
body.

Part II: Purposes

2. The Board is to examine both the policy and constitutional aspects and the
operational aspects of the society. The Board’s purpose is to:

a. ereate policies-and mandatesforareasnotyetaddressed-and-to maintain and

review existing EngSoc policies, through existing records and observation of and
consultation with the addressed groups.
b. act as a resource for any person wishing to make a change to the Constitution or
Policy Manual.
c. research issues affecting the mechanics and structure of EngSoc both
operationally and physically.
d. ensure that within EngSoc there is a proper flow of information and
responsibility.
e. ensure that the policies of EngSoc equally represent all members.
3. The Board shall deal with any grievances that arise from the policies, procedures and
activities of the Society, including (but not limited to):
a. ethics violation (refer sec.e.A)
b. appeal of appointments (refer sec. y.B.X)
c. grievances (refer sec. £.C)
4. The Board shall accept any all comments and grievances within the scope of its
purview from any concerned member of the Society.

5. All recommendations of the Board shall be put to Council for action

Part III: Membership

6. The Board shall consist of five{5)seven (7)-student members, as detailed in the
Constitution, By-Law 15.
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7. The Senior Chair of the Board, detailed in the Constitution, By-Law 15, shall be
responsible to the Board of Directors; all other members shall be responsible to the
Senior Chair.

a. The Senior Chair shall be responsible for liaison with all EngSoc Groups, the
Executive, Council, and the Board of Directors.

8. No limit is set on the number of years that someone may sit on the Board; past
membership shall be considered an advantage in the selection process as it allows for
greater continuity.

C. Grievance Procedure
Part I: General

1. Grievances regarding any decision or action made by a member of the Engineering
Society may be brought to the Engineering Society Review Board.
a. Grievances may include, but are not limited to, violations of the Engineering
Society Code of Honour of Ethics Policy, violations of the Queen’s University Code
of Conduct, theft, vandalism, trespassing, fraud, harassment, assault, negligence
and other actions that compromise the integrity or image of the Engineering
Society.
b. Grievances shall take the form of a letter that includes the nature of the
grievance and the names of all relevant parties.
c. Grievances must be signed and include contact information.
d. Grievances shall be placed in a sealed envelope labelled “Engineering Society
Review Board” and the envelope placed in the Black Box in the Engineering
Society Lounge. An e-mail notifying the review board of the grievance must be
sent to erb@engsoc.queensu.ca

Part II: Procedure

2. The Engineering Society Review Board Chair shall eenvene- acknowledge the
grievance within 48 hours of the receipt of the grievance teand decide upon the validity

of the grievance and an appropriate course of action, - { Formatted: engish (united states)

2.a. Should a grievance be received pertaining to the Engineering Society Services <~~~ {Formaﬁed: SubSection

the grievance will be forwarded on to the Board of Directors and such action will be {Formatted: Bullets and Numbering

A J

reported to those who submitted the grievance

2.b. If the grievance is not under the authority of the Engineering Review Board, the
Chair will inform the submitter, along with any process alternative grievance

2.c. The ERB Chair shall arrange the first meeting within a week of receiving the
grievance unless exams, summer etc. prohibits. If the grievance is submitted during
the 12 week semester, a departure from regular classes necessitates a different

timeline = ‘[Formatted: English (United States)
— -
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| 2:3. Upon the first meeting:
a. A secretary shall be chosen from the members of the Review Board.
b. A timeline for meetings and hearings shall be decided upon.
c. A list of individuals to be interviewed shall be decided upon. The Review Board
must at least hear the individual who has made the complaint.

| d. All parties shall be informed of the timeline within 72 hours_of the first meeting
and every effort shall be made to expedite the grievance process.

| 3:4. A preliminary meeting shall be held at which point the procedures shall be
explained to the disputing parties and hearings shall be scheduled.
| 4:5. Closed hearings shall take place in which the Engineering Society Review Board
shall have the opportunity to interview each of the parties involved.
a. The Chair of the Engineering Society Review Board shall chair all hearings.
b. Hearings shall include a question period and opportunities for the individual to
make light of any facts or opinions that were not covered during the question
period.
5:6. The Engineering Society Review Board shall review all accounts and official
documentation and come to a consensus.
a. Decisions can range from the dismissal of the grievance to imposing sanctions or
taking actions against the individual(s) or group(s) named in the grievance.
Possible courses of action can include verbal warning, written warning,
suspension, removal or other sanctions at the discretion of the Engineering Society
‘ Review Board. (These sanctions can include, but are not limited to, Slark-Hal- Pub
ban;loss of access to funds, suspension of privileges, etc.)
b. All parties shall be informed of the decision within 24 hours and shall be
informed of any subsequent methods of appeal.
c¢. The Review Board shall make available a public statement indicating the
decision that has been reached.
d. The Chair of the Review Board shall maintain all records of the grievance
procedure until the end of his/her term or for six months, whichever is longer.

6:The Vice-President (Society Affairs) shall enforce whatever actions or sanctions are
decided upon by the Engineering Society Review Board;
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