[bookmark: _Toc391205776]
APPENDIX PROBATION
ε: Conduct and Grievances 
A. [bookmark: _Toc361134035][bookmark: _Toc391205777]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.
A.3 General Disciplinary Action
A.3.1 General 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..
A.3.2 There are two ways an Engineering Society affiliated group or studentstudent or group can face disciplinary action:
a. By a majority vote at Engineering Society CouncilFormal Complaint to any Engineering Society Executive member.
i. The motion for disciplinary action should provide a clear justification for action
ii. The accused must be notified via email that a motion of disciplinary action will be debated at the next meeting of Council, notwithstanding a motion added to the agenda during a meeting of Council.
iii. The accused must be invited to attend the Council meeting in which the motion will be debated.
iv. A formal complaint must be sent to the Executive by email or in a sealed envelope placed in the Engineering Society Mailbox outlining the group or individual in question and the activities that occurred.
b. By an informal complaint to any Engineering Society Executive member majority vote of the Engineering Society Executive, only if Council cannot be called
i. In the event of disciplinary action by the Executive, the Engineering Society Council shall be notified by email. The decision will be ratified by the Council at their next meeting. 
ii. An informal complaint is considered to be a verbal indication of a violation to an Executive member.
A.3.3 When a complaint is received, the accused party in question will be notified by email within 48 hours of the complaint being received.
A.4  Disciplinary Action Committee
A.4.1 When a complaint is received by an Engineering Society Executive member or the Engineering Society Review Board, the investigative process and punitive decision will become the responsibility of the Disciplinary Action Committee
A.4.2 The Disciplinary Action Committee will consist of:
a. The Engineering Society President
b. The Vice President (Student Affairs)
c. The Vice President (Operations)
d. The Engineering Society Council Speaker
A.4.3 The Executive member that oversees the accused party will act as the Chair of the Disciplinary Action Committee.
A.4.4 The Engineering Society Council will also elect four voting members of Council at the first session of Council in the Fall term to serve as the Disciplinary Action Committee in the case that the accused party includes any one of the individuals listed in A.4.2. The Chair of the Disciplinary Action Committee will be determined by the Engineering Society Council.	Comment by Lianne Zelsman [2]: Should this be any 4 voting members, or one from each year? If it must be one from each year, should it be included in a specific position’s responsibilities? Ex. the VP of each year 

A.4.5 A list of individuals to be interviewed shall be decided upon by the Disciplinary Action Committee. The Disciplinary Action Committee must at least speak to:
a. The individual who has made the complaint.
b. The accused parties, if one exists.
c. Relevant bodies pertaining to the grievance required to gather additional information, if applicable.
A.4.6 The direct supervisor of the accused party must be present at all meetings of the Disciplinary Action Committee as an advisory body. This includes each interview described in section A.4.5.
A.4.7 The Engineering Society Council will be notified that a grievance is being investigated and the nature of the grievance (individual or group). All parties involved will remain anonymous.  
A.4.8 After the completion of all the interviews described in section A.4.5, the Disciplinary Action Committee will decide the appropriate amount of demerit points to give the accused party based on the Demerit System outlined in Sections A.5 and A.6. They will then enact any punitive action that results from the respective amount of demerit points received by the accused party.
a. A decision must be reached within two weeks of the initial complaint being received. 
A.4.9 Within 12 hours of a decision being reached by the Disciplinary Action Committee, the accused party will be notified of any demerit points levied and any disciplinary action being taken, as well as a referral to the Engineering Society Review Board for an appeal. 
A.5 Affiliated Group Disciplinary Action
A.5.1 
A.5.2 Where the Disciplinary Action Committee has determined a violation to have occurred, the following Demerit System will govern how disciplinary measures may be administered: 
	Infraction
	Demerit Value

	Minor neglect of duties
	1

	Violating group ratified charter
	2

	Minor insubordination
	4

	Mistreatment of Funds
	4

	Major neglect of duties
	4

	Representing the Society under the influence of any controlled or illegal substance
	8

	Gross insubordination
	8


A.5.3 If it is of the opinion of the Disciplinary Action Committee that the actions of the accused party do not fall within the possibilities described by the Demerit System in A.5.1, the appropriate amount of Demerit Points to levy will be decided in a closed session of the Engineering Society Council.   
A.5.4 Disciplinary action will be based upon the number of accumulated demerit points as follows:
a. 1 Demerit Point
i. After the receipt of one demerit point, a written warning will be send to the accused party.
ii. The warning will outline the areas where the accused party must improve to avoid further demerit points and the total demerit points to date. 
b. 4 Demerit Points
i. At 4 or more demerit points, a meeting will take place between the accused party and the Chair of the Disciplinary Action Committee. The verbal warning will discuss the contents of the written warning and will include discussion of all previous offenses.
ii. At 4 or more demerit points, the accused party may also be subject to fees and bonds, or the freezing of the accused party’s account within the Engineering Society bank account
1. If the accused party is unable to pay the fee or bond imposed, the accused party will have their finances monitored until it is feasible for the Engineering Society to withdraw the amount.
c. 6 Demerit Points
i. At 6 or more demerit points, an option to place the accused party on probation may be exercised. 
ii. It will be clearly stated to the accused party that if additional demerit points are issued, de-ratification may result.
d. 8 Demerit Points
i. At 8 or more demerit points, a meeting between the Disciplinary Action Committee, the accused party’s direct supervisor and the accused party will be called.
ii. The disciplinary history of the accused party will be reviewed and there will be the option for the accused party to discuss their actions.
iii. The decision to de-ratify the accused party will be based upon the severity and frequency of the offenses, and the failure to demonstrate improvement.
iv. An email will be sent at least 48 hours in advance to arrange the meeting and will outline past offenses and total demerits to date. 
A.5.5 All demerit points received by a group will be reset to zero following the turnover of the executive.
A.5.6 The Engineering Disciplinary Action Committee Review Board shall ensure the severity of the sanction and the length of the probationary period reflect the severity of the violation, with increasing punitive severity for repeat offenders within a single term of office.
A.5.7 In recognition of the fact that student groups may have a one hundred per cent (100%) annual executive turnover rate, no penalty shall be levied on a groupclub for a period longer than twelve (12) months or until the successors have been elected/hired, which ever is shorter.  
A.5.8 Directly following the disciplinary action’s completion, the group may be subject to a presentation to Council, depicting the plans for success of the group after the probation, in addition to an end of year presentation on the success of the groups’ year after the probation.
A.6 Affiliated Individual Disciplinary Action
A.6.1 Where the Disciplinary Action Committee has determined a violation to have occurred, the following Demerit System will govern how disciplinary measures may be administered: 
	Infraction
	Demerit Value

	Minor neglect of duties
	1

	Missing training or required meetings without notice
	2

	Mistreatment of a volunteer/attendee
	2

	Minor insubordination
	4

	Major neglect of duties
	4

	Offering discounts and/or free goods to people that are not part of standard promotional procedures
	4

	Representing the Society under the influence of any controlled or illegal substance
	8

	Theft of any magnitude (criminal punishment may apply)
	8

	Gross insubordination
	8


A.6.2 If it is of the opinion of the Disciplinary Action Committee that the actions of the accused party do not fall within the possibilities described by the Demerit System in A.6.1, the appropriate amount of Demerit Points to levy will be decided on in a closed session of the Engineering Society Council.   
A.6.3 Discipline will be based upon the number of accumulated demerit points as follows:
a. 1 Demerit Point
i. After the receipt of one demerit point, a written warning will be send to the accused party.
ii. The warning will outline the areas where the accused party must improve to avoid further demerit points and the total demerit points to date. 
b. 4 Demerit Points
i. At 4 or more demerit points, a meeting will take place between the accused party and the Chair of the Disciplinary Action Committee. The verbal warning will discuss the contents of the written warning and will include discussion of all previous offenses.
ii. At 4 or more demerit points, the option to place the accused party on probation may be exercised.
iii. Depending on the severity of the previous offenses, an option to suspend the accused party for a period not exceeding two weeks may be exercised.
iv. It will be clearly stated that if additional demerit points are issued, termination from their position may result. 
c. 6 Demerit Points
i. At 6 or more demerit points, a meeting between the Disciplinary Action Committee, the accused party’s direct supervisor and the accused party will be called.
ii. The disciplinary history of the accused party will be reviewed and there will be the option for the accused party to discuss their actions.
iii. The decision to terminate the accused party from their position will be based upon the severity and frequency of the offenses, and the failure to demonstrate improvement.
iv. An email will be sent at least 48 hours in advance to arrange the meeting and will outline past offenses and total demerits to date.
v. It will be clearly stated to the accused party that if additional demerit points are issued, expulsion from the Engineering Society may result. 
d. 8 Demerit Points
i. At 8 or more demerit points, an option to expel the accused party from the Engineering Society may be exercised. 
A.6.4 All demerit points received by an individual will be reset to zero at the beginning of each academic year. 
A.6.5 The Engineering Disciplinary Action CommitteeReview Board shall shall ensure the severity of the sanction and the length of the probationary period reflect the severity of the violation, with increasing punitive severity for repeat offenders.

A.6.6 An individual who has been terminated from, or has otherwise left an Engineering Society position for disciplinary reasons, shall not be eligible for employment or election within the Engineering Society until the conclusion of the academic semester following the semester in which their employment/appointment ended.
a. The Engineering Society Review Board will compose a written statement describing the individual’s infraction. During the first semester in which the individual applies for a position within the Engineering Society following their termination, all Hiring Committees for which the individual applies will be provided the written statement by the Vice President of Student Affairs to notify them on the infraction.
A.6.7 The Vice-President of Student Affairs will keep a record of all punitive action taken against an individual until their graduation.
A.7 Probation
A.7.1 Terms of probation of an affiliated groupaccused party may include but are not limited to:
a. Financial approval from the Vice President of OperationsDirector of Finance and their supervising Officer/Executive for all purchases and sales
b. Internal elections run by the Engineering Society Elections Team
c. Hiring done by the supervising member of the Executive team
d. Supervision of group meetings
e. Supervision of events
f. Follow up meetings to discuss the probation and the group’s current status on activities 
A.7.2 Terms of probation of an individual student may include but are not limited to:
a. Withdrawal from any position the student holds within the Engineering Society
b. Mandated training programs to correct behaviour
c. Regular meetings with their direct supervisor
d. Prevention from running in an Engineering Society election
e. Prevention from participating in Engineering Society run events
A.8 Appeal Process 
A.8.1 Upon the Engineering Society Council voting to take action against a student or affiliated group, the case will be referred to the Engineering Review Board
A.8.2 Upon action being taken, the accused party may appeal the decision made by the Disciplinary Action Committee to the Engineering Society Review Board within 48 of the decision being made.
A.8.3 
A.8.4 The Engineering Society Review Board will follow the grievance procedure for violations (refer sec.ε.C).
A.8.5 If a violation has occurred the Engineering Review Board may recommend in addition that the Executive  to: have the respondent:
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.
d. Relinquish any appointed or volunteer position gained through the violation.
e. Refer the case to the AMS Judicial Committee
f. Refer the case to proper law enforcement
g. 
A.8.6 If the Engineering Society Review Board finds the decision made by the Engineering Society Executive unsuitable,  the case will then be brought to a closed session of Engineering Society Council.
a. Each the Disciplinary Action Committee, Engineering Society Review Board and the accused party will be given five minutes to present their case, in that order.

b. Three questions will be asked of the accused party following their presentation. Comments will not be permitted.
c. The Disciplinary Action Committee, Engineering Society Review Board and accused party will leave the Council room.
d. A discussion period will take place regarding the appeal,
e. Council will then vote on whether to approve the appeal. A two-thirds majority will be required to approve the appeal.
i. If the appeal is approved, the Disciplinary Action Committee, with assistance from the Engineering Society Review Board, must determine a different course of disciplinary action to take based on the recommendations of Council. The accused party may not appeal more than once to the Engineering Society Review Board, so the new decision made will be final. 
ii. If the appeal is not approved, the original Demerit Points levied and disciplinary action proposed by the Disciplinary Action Committee will be final.

A.8.7 The accused party will be notified by email to indicate the decision made by Council.  
A.8.8 The entire appeal process must be completed within three academic weeks of the appeal being submitted to the Engineering Society Review Board.
a. [bookmark: _GoBack]If a Council session does not fall within the three-week period, the appeal will be brought to the next available session of Council.
