B. [bookmark: _Toc361134091][bookmark: _Toc19523862]Golden Words
(Ref By-Law 9, Part VII)
B.1 [bookmark: _Toc361134092]Purpose
B.1.1 Golden Words is the weekly campus newspaper published by the Engineering Society. Its primary purpose is to supply a source of humorous entertainment for the university community.
B.1.2 Golden Words also serves as a means of communication for the Engineering Society, providing information, news, and coverage of campus and/or engineering related events. 
B.1.3 Golden Words is owned and published by the Engineering Society. Students from any school, faculty or discipline may contribute to the paper or its production.
B.2 [bookmark: _Toc361134093]Organization 
B.2.1 Hired Positions:
a. The Executive of Golden Words shall be chosen as outlined in Policy Section γ.B.
b. The Golden Words Executive may include, but are not limited to, the following (subject to financial feasibility):
i. Two editors
ii. Business Manager
iii. Operations ManagerMarketing Manager
B.2.2 Other Positions: 
a. The Executive shall have the sole authority for the appointment of Golden Words staff.
i. The editors will hire all staff under their portfolio.
ii. The Business Manager will hire all staff under their portfolio.
iii. The Operations Manager will hire all staff under their portfolio.and Marketing Manager may help the editors hire staff
B.3 [bookmark: _Toc361134094]Duties
B.3.1 The editor(s): 
a. The editors shall be responsible to the Director of Services and the Vice President (Operations) of EngSoc for the published content of Golden Words.
b. The editors shall: 
i. Be responsible for the content of the paper.
ii. Maintain a clean and professional workspace within the office and in the surrounding area. 
iii. Appoint and supervise all staff, with the exception of the Business Manager, Operations Manager, and staff reporting to the Business Manager or Operations Manager.
iv. Define editorial policy and ensure that it is abided by.
v. Present editorial policy for approval to the Engineering Society Advisory Board at the September Meeting.
vi. Approve all content in the paper.
vii. Ensure that at least one editor is present at press night.
viii. Work with the remainder of the Executive to prepare and submit an annual budget and strategic and capital plans for the Engineering Society Advisory Board.
ix. Work with the remainder of the Executive to discuss and execute any changes or renewals of the student fee.
x. Hold a minimum of one regularly scheduled office hour per week. 
xi. Complete all additional jobs as stated by the Editor Operations Manual
B.3.2 The Business Manager: 
a. The Business Manager shall be responsible to the Director of Services.
b. The Business Manager shall:
i. Prepare and execute the annual budget for Golden Words together with the Operations Marketing Manager. 
ii. Complete a yearly marketing plan.
iii. Supervise the solicitation, procurement, production, billing and collection of advertisements. 
iv. Appoint and supervise all staff under his/her portfolio.
v. Work with the remainder of the Executive to prepare and submit an annual budget and strategic and capital plans for the Engineering Society Advisory Board.
vi. Work with the remainder of the Executive to discuss and execute any changes or renewals of the student fee.
vii. Hold a minimum of one regular scheduled office hour per week.
viii. Be responsible for the distribution of subscriptions.
ix. Complete all additional jobs as stated by the Business Manager Operations Manual
B.3.3 The Operations Marketing Manager: 
a. The Operations Marketing Manager shall be responsible to the Director of Services.
b. The Operations Marketing Manager shall:
i. Prepare and execute the annual budget for Golden Words together with the Business Manager. 
ii. Be responsible for the distribution of Golden Words.
iii. Appoint and supervise all staff under his/her portfolio.
iv. Work with the remainder of the Executive to prepare and submit an annual budget and strategic and capital plans for the Engineering Society Advisory Board.
v. Work with the remainder of the Executive to discuss and execute any changes or renewals of the student fee.
vi. Hold a minimum of one regular scheduled office hour per week
vii. Be responsible for special events held or hosted by Golden Words.
viii. Be responsible for promoting the paper and special events.
ix. Complete all additional jobs as stated by the Operations Marketing Manager Operations Manual
B.4 [bookmark: _Toc361134095]Operation 
B.4.1 Golden Words shall publish at least twenty-four issues over the course of the Fall and Winter terms. It shall be published each week of both terms, with the exception of Reading Week in February. An issue may be published during Spring Convocation.on a weekly basis over the course of the Fall and Winter terms.
B.4.2 The editors will establish an editorial policy prior to their first issue in September. The Vice President (Operations) will ensure this policy reflects and agrees with the EngSoc Constitution and Policy Manual, and it shall be approved by the Engineering Society Advisory Board at the first meeting in September.
B.4.3 Golden Words must be operated in accordance with the editorial policy as determined by the editors at the beginning of their term. All content published in Golden Words must be approved by the editors.
B.4.4 Each issue of Golden Words (with the possible exception of parodies) will contain the Golden Words logo, the name of the paper, the volume number, the issue number, and the date.
B.4.5 Each issue, including parodies, must contain the masthead. Although, the titles of the positions outlined in the masthead may be changed, the title of editor(s), the name(s) of the editor(s), the process to file a formal complaint outlined in paragraph 20, and the notice in paragraph 21 must be clearly stated.
B.4.6 The masthead shall include the following statement: Informal comments or complaints should be sent to the editors at eds@goldenwords.net. Any formal complaints or issues will be forwarded to the Chair of the Engineering Society Advisory Board.   Please contact <name of Chair of the Advisory Board> at board@engsoc.queensu.ca to lodge a formal complaint or comment. The opinions published in the paper are not necessarily those of the Engineering Society of Queen’s University or of any other university body.
B.4.7 Each issue of Golden Words must contain a current phone number and e-mail address that potential clients can contact for advertising. 
B.5 [bookmark: _Toc361134096]Complaints 
B.5.1 Complaints regarding the content of Golden Words may either be formal or informal. All formal complaints shall be, as indicated in the masthead of each edition of Golden Words, directed to the Chair of the Engineering Society’s Advisory Board and forwarded to the editors.
B.5.2 All complaints received by the Chair of the Advisory Board shall be considered formal (unless otherwise stated in the complaint). All complaints received by the editors shall be considered informal (unless otherwise stated in the complaint or if the complaint is also forwarded to the Chair of the Advisory Board).
B.5.3 Formal and informal complaints must be acknowledged via e-mail or phone within 48- hours of their receipt. Formal complaints shall be acknowledged by the Chair of the Advisory Board. Informal complaints shall be acknowledged by the editors. In both cases the Vice-President (Operations) and the Director of Services will be notified by either the Chair of the Board or the editors. An acknowledgement must include an outline of the complaints process.
B.5.4 Informal complaints may be written or verbal. If received by the editors they will be forwarded to the Director of Service and Vice-President Operations and dealt with on a case by case basis. However, all persons making complaints shall be informed of their right to file a formal complaint to the Engineering Society Advisory Board.
B.5.5 The editors shall keep a complaint log containing an archive of all correspondence related to the resolution of a complaint (both formal and informal). In the case of verbal correspondence the editors shall note (at minimum) the time, date, and a summary of the conversation.
B.5.6 The editors shall attempt to resolve all formal and informal complaints. 
a. Upon request the editors of Golden Words will arrange an in-person meeting with the complainant to discuss the material in question and possible resolutions moving forward. 
i. The editors will note all meetings with the complainant(s) in the complaint log and will inform the Chair of the Advisory Board of all such meetings. The Director of Services and Vice-President (Operations) will be included in all meetings and correspondence with the complainant. 
b. Upon request the editors of Golden Words will provide their reasoning for including the content in question in the paper. 
c. If, upon reflection on their editorial policy, the editors decide that the material in question was indeed inappropriate to publish they will consider the following remedies: contingent on the severity of the content’s inappropriateness
i. In the case of mildly (in the opinion of the editors and complainant) inappropriate material published in print, a formal apology will be included in the editorial section of the issue immediately following the resolution of the complaint
ii. In the case of severely (in the opinion of the editors and complainant) inappropriate material published in print, a retraction of the issue from circulation will be undertaken as soon as possible
iii. In the case of any inappropriate (in the opinion of the editors and complainant) material included in Golden Words’ online publication, such material will be taken down within 72 hours of a formal resolution being reachedA formal apology to the complainant
iv. A public apology for the content to be included in the following issue
v. A retraction of the content to be included in the following issue
vi. In extreme cases, a retraction of the issue from circulation within 48 hours of a formal resolution being reached. For online content, the retraction will take place within 24 hours.
d. A formal complaint will be considered resolved when:
i. The complainant(s) and editors agree that the complaint has been adequately addressed.to a formal resolution which is then completed by the editors
ii. The complainant(s) fail to respond within 5 days of the editors’ last response.
e. The editors will also inform Chair of the Advisory Board who will then inform the entire Advisory Board membership of the resolution of a complaint and any formal agreements made with the complainant(s).
B.5.7 The editors will respond to formal and informal complaints within a week. If the editors cannot resolve a formal or an informal complaint with a week of the complaint’s receipt, the following process shall be followed: 
a. The Chair of the Advisory Board shall call a special meeting of the Advisory Board.
b. This meeting shall convene within 72 hours of its calling.
c. The Engineering Society Advisory Board shall convene according to the rules of order in policy and shall recommend on a course of action according to its powers.
B.5.8 If a formal or an informal complaint has not been resolved within a week but both the complainant and editors do not wish the Engineering Society Advisory Board to be convened then they shall do so and keep the Board Chair informed on a weekly basis on the status of the complaint. The Chair of the Advisory Board will keep the remaining Advisory Board members up to date on the status of the complaint.
B.5.9 The Chair of the Advisory Board shall present all of the Board’s recommendations to the complainant within 24 hours of a Board meeting adjourning.
B.5.10 All recommendations of the Advisory Board shall be recorded in a brief document, authored by the Chair of the Advisory Board, which summarizes the deliberations of the Advisory Board and presents the rationale for its recommendation.
B.5.11 Recommendations within the scope of the Advisory Board are:
a. Dismissal of the complaint.
b. To mandate changes in Golden Words Editorial Policy.
c. To mandate a correction, retraction or apology printed in Golden Words.
d. Letter of sanction of the editors.
e. Recommend to the Vice-President (Operations) and Director of Services to immediately suspend the Editor(s) for a period of two weeks. Suspended editors:
i. May not act in any official capacity for Golden Words.
ii. May not attend Press NiteTM, Masthead or any other Golden Words related activities.
f. Recommend to the Vice-President (Operations) and Director of Services to remove the Editor(s) from their positions. 
B.5.12 In the event that the Advisory Board recommends to remove an Editor,
a. The Vice President of Operations and the Director of Services have 12 hours to respond to the recommendation. 
b. If the Vice President of Operations and the Director of Services take the recommendation to suspend/remove the editors;
i. The removal shall take effect immediately.
ii. The editor may not act in any official capacity for Golden Words.
iii. The editor may not attend Press NiteTM, Masthead or any other Golden Words related activities for a period determined by the Advisory Board.
iv. The Chair of the Advisory Board shall produce a written statement documenting the process and justification of the removal of the Editor.
v. A new editor may be hired at the discretion of the Vice-President (Operations)
B.5.13 In the event that Golden Words has no acting editors due to suspension or removal by the Advisory Board, a plan of operations must be determined in consultation with the Vice-President (Operations). This plan may include, but is not limited to, the following:
a. The Business and Operations manager will oversee the production of the paper with the assistance of the Vice-President(Operations), President and Director of Services.
B.5.14 If the editors of the paper, the complainant and Advisory Board cannot reach a mutually satisfactory resolution the complainant is welcome to file a Non-Academic Misconduct complaint with the AMS.
B.6 [bookmark: _Toc361134097]Editorial Policy Guidelines 
B.6.1 Editors will be responsible for developing an editorial policy which will guide their decisions. This policy will be made freely available upon request
The Engineering Society is allowed to put finished content into any issue at no cost. This allowance is subject to size, content and time constraints at the discretion of the editors.No story, cartoon, photograph, or any other content of Golden Words shall: 
B.6.2 
G.6.3 Violate the copyright laws of Canada.
Maliciously defame any person or group.
Be considered racist, seditious, libelous, homophobic, or contravene the Canadian Charter of Rights and Freedoms.
All content of Golden Words shall be printed at the discretion of the editors, but priority should be given to: 
Year, club, and Engineering Society activity news.
Apologies and corrections.
Special announcements and messages from the Dean of Engineering and Applied Science, the Engineering Society, and other campus administrative bodies.
Deadlines for Engineering Society announcements, year news, club news, and activity news is 1700 hrs (5:00pm) on the Friday before Press Nite (Sunday). Should the Engineering Society request publication of material on its behalf after the above deadline, the following will be considered reasonable requests: 
Statements/apologies on behalf of the Engineering Society.
Announcements of significance to the Engineering Society as a whole.
The above does not include apologies or statements issued by the Engineering Society on behalf of Golden Words or advertisements and announcements for specific EngSoc groups and services. In the event of a dispute over what constitutes a reasonable request the decision shall be made by Director of Services and Vice-President (Operations) in consultation with the editors.
All other areas are left up to the discretion of the editor(s) subject to approval by the Advisory Board.
B.7 [bookmark: _Toc361134098]Change of Executive 
B.7.1 At the end of each school year, a new Executive of Golden Words will be hired.
B.7.2 The incoming Executive shall be responsible for Golden Words after the publication of the second last issue of the Spring term. 
B.7.3 The second last edition of Golden Words of the Spring term, although officially the responsibility of the outgoing Executive, shall be a shared paper, with the old Executive instructing the new Executive on the management and production of Golden Words.
B.7.4 Each outgoing Executive member must ensure that the new Executive is capable of fulfilling and assuming their duties by the second last transition issue.
[bookmark: _Toc361134282]t promotes the growth of the First Year Speaker Series in future years.
A.1.1 The Director of First Year may budget for conference expenditures under the operating budget of the engineering society, these funds would only be used for the purpose budgeted and any remaining funds would return to the operating budget at the conclusion of the conference.
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