C. [bookmark: _Toc361134260]Conference  Delegate Training
(Ref. By-Law 10.D)
C.1 General
C.1.1 Members of EngSoc often go to externally hosted conferences. As representatives of EngSoc, other universities gain an impression of Queen’s through delegate’s behaviour, and EngSoc is held accountable for their actions. Furthermore, EngSoc pays for their attendance and as such, delegates should make all efforts to get the most out of it and bring all relevant information back to Queen’s. 
C.2 Training
C.2.1 All delegates whose attendance at a conference is paid for by EngSoc must receive training covering the following: EngSoc behavioural expectations, conference logistics, individual goal setting for the duration of the conference, post conference reports or presentations, and any other information deemed important by the Director of External Relations. The training must be given by the Director of External Relations, unless they proxy the training to another individual with appropriate skill and familiarity with the conference.
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[bookmark: _Toc19523909]π: Technical Workshops
Preamble: The Technical workshops Policy is intended to display the policies related to the operation of such organizations within the Engineering Society. This policy details the set up and running of such workshops that are not governed by their own documents. This document is meant to provide a framework so as to protect student interests as well as the integrity of the society. A technical workshop is deemed to be any workshop that is being run with the intent of helping students attain skills necessary for work in industry. 
1. [bookmark: _Toc361134287][bookmark: _Toc19523910]New Workshops
A.1 [bookmark: _Toc361134288]General
A.1.1 A workshop will be considered new if being run by the Engineering Society and having not been run under any current Engineering Society portfolios previously. 
A.1.2 A workshop being run by industry representatives but needing logistical support from EngSoc is not considered new, but must adhere to the rules outlined in part B as well as the exceptions in part C. 
B. [bookmark: _Toc361134290][bookmark: _Toc19523911]Running of Workshops
B.1 [bookmark: _Toc361134291]General
B.1.1 Workshops Require the following:
a. At least one knowledgeable instructor (see A.2)
b. Curriculum Approved by faculty sponsor (unless run by industry)
c. Location and necessary tools
B.2 [bookmark: _Toc361134292]Budgeting
B.2.1 The course must have a budget that has been approved at EngSoc Council and must budget for zero loss. 
B.2.2 A fee can be charged for the service in order to have neither a profit nor deficit. Or a deposit may be required in order to partake in the course. 
B.2.3 In the case of approved courses that run a surplus or debt, the difference will be absorbed by the Engineering Society. 
B.3 [bookmark: _Toc361134293]Approval. 
B.3.1 New workshops must have approval from the Director of Professional Development and the President. 
B.3.2 The workshop must have at least one faculty sponsor. This sponsor must be an acting department head, or a professor should the head be too busy, in a department that is offering logistical support and will provide logistical support as well as overseeing the curriculum and instructors. The sponsor will deem what is appropriate for the course, not the Engineering Society, in the case of a disagreement on course material. 
B.3.3 The course must be taught by someone knowledgeable in the topic, with knowledge of material. The instructor must have credentials that are deemed appropriate by faculty sponsors.  
B.4 Advertising
B.4.1 The minimum amount of advertising that is required for a technical workshop is 1 advertisement in the AllEng Weekly E-mail Newsletter, inclusion in the website and inclusion in at least one council report by the Director of professional development. 
B.5 [bookmark: _Toc361134294]Closure of workshop session
B.5.1 After a workshop session has ended it is the responsibility of the Executive or Director members who were involved to prepare a report on the session for the Engineering Society, and it must be kept on file for a minimum of 2 years. 
B.5.2 Council may request a presentation at council or hardcopy report to be presented by the members of the Executive Director team that organized the course. 
B.5.3 These reports must be kept on file for a period of one year, for the purpose of a resource for transitioning of a new Executive Director team. 
B.5.4 The Director Professional development shall mediate any informal grievances arising from workshops.
B.5.5 In the case that the Director of Professional cannot resolve the grievances development or if the grievances are formal, the grievance shall be under the purview of the Engineering Society Review Board. 
C. [bookmark: _Toc361134295][bookmark: _Toc19523912]Exceptions to the above
C.1 [bookmark: _Toc361134296]Industry workshops
C.1.1 Industry workshops are required to be approved by the Engineering Society members stated in A.2.1. However; a faculty head is not required to approve the course. 
C.1.2 Industry will supply its own curriculum and instructors. This information is not to be retained by the society for the purpose of protecting industry trade secrets and proprietary knowledge. 
C.1.3 In the case where the course is being run by industry a report is not required to Council however; a member of the Executive, Director team must take part in the course and be able to answer any questions that may occur in the question period at the next Council meeting.
C.2 Peer-Instructed Workshops
C.2.1 A peer-instructed workshop is defined to be a technical workshop whose goal is to help students gain skills relevant to industry or design courses, however is instructed by a qualified student(s) with the intent of advancing the knowledge and skills of their fellow peers
C.2.2 Peer-instructed workshops are required to be approved by the Engineering Society members stated in A.2.1. . A Faculty head is not required to approve a peer-instructed workshop, but may be used to create a curriculum.
C.2.3 A workshop shall be initiated by a proposal by a student or by the Director of Professional Development. A proposal must consist of:
a. Workshop topic
b. Curriculum outline
c. Purpose and industry relevance
d. Proposed timing
e. Proposed budget
2. Peer instructed workshops must be instructed by qualified student instructors. A qualified student instructor must be sourced through an open posting on the EngSoc website or EngSoc Dash (following the procedures outlined in γ). A qualified student instructor is defined to have met the following criteria:
4. They show proficiency in the workshop topic through: material evaluated by an academic instructor, a previous employment reference, or 
4. Proof of instructor credentials or a diploma in that subject from a recognized third-party organization.
2. All documentation demonstrating qualifications of the student instructor must be submitted to, reviewed and approved by the Director of Professional Development.
2. There must be a minimum of two qualified student instructors in order to run a workshop, unless there is an exception made by both the President and the Director of Professional Development.
2. The student instructor(s) will be responsible for preparing a curriculum for the course that is subject to approval by the Director of Professional Development.
2. These courses shall budget for zero loss and zero profit. In the case of a surplus or deficit, the Engineering Society shall absorb the amount.
8. The student instructors shall be paid a wage at or above Ontario Minimum Wage.
8. The budget shall propose the lowest possible cost for participants that covers all expenses.
2. The Director of Professional Development will support the instructors by facilitating logistics including, but not limited to, room booking, registration, and advertising.
9. The minimum advertising required is one All-Eng e-mail preceding the workshop.
9. An e-mail regarding the workshop must be sent out to the discipline-specific Undergraduate Assistant to be distributed to the students, as applicable
2. An evaluation method must be given at all peer-instructed workshops, giving participants a chance to evaluate both the workshop and instructor
10. The Director of Professional Development will review the evaluations and make recommendations based on the feedback to Council.
C.2.11 [bookmark: _Toc361134297]The Engineering Society shall not distribute any certifications, official or non-official, to participants in a peer-instructed workshop.
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[bookmark: _Toc19523913]Ω: Permanent Staff
Preamble: The permanent staff policy outlines the various terms and conditions associated with permanent employment with the Engineering Society.  It also describes the general manner in which the Society’s permanent staff are expected to operate.
1. [bookmark: _Toc361134298][bookmark: _Toc19523914]General
A.1 [bookmark: _Toc361134299]Classification
A.1.1 A permanent staff member is defined as a full-time employee of the Society who is employed for fifty-two (52) weeks of the year in a continuous position.
A.1.2 The Society’s permanent staff member(s) shall be employed for the purposes of lending professional expertise in any area, providing institutional memory, and/or providing advice and mentorship for the Society’s student leaders.  Permanent staff may also be employed to carry out specific tasks on behalf of the Society.
A.2 [bookmark: _Toc361134300]Accountability
A.2.1 The Society’s permanent staff member(s) shall be accountable to the Executive, and shall be ultimately responsible and report to the President.
A.2.2 No permanent staff member shall act in a position of authority over any of the Society’s members.
B. [bookmark: _Toc361134301][bookmark: _Toc19523915]Hiring Procedure
B.1 [bookmark: _Toc361134302]Notice of Available Positions
B.1.1 Available permanent staff positions with the Society shall be advertised in local, regional, provincial, or national newspapers at the discretion of the Advisory Board.  Additionally, all relevant information related to the position shall be posted on the Engineering Society’s website.
B.1.2 All advertisements shall include the nature of the position, the expected starting date, reference to compensation, necessary qualifications, deadline date for applications, mailing address, and any other information the Hiring Committee deems relevant.
B.2 [bookmark: _Toc361134303]Hiring Committee
B.2.1 A Hiring Committee shall be struck by the Advisory Board to organize and conduct the hiring process for any permanent staff positions.  Once the Hiring Committee has selected a candidate, the candidate’s eligibility and suitability for the position must be verified by the Advisory Board prior to the notification of the candidate.
B.2.2 The Hiring Committee shall consist of the President, Vice-President (Operations), and other members of the Society at the discretion of the Board.
B.2.3 Where possible, all candidates shall be interviewed by the Hiring Committee.  However, applications may be pre-screened so that interviews are limited to only the best-qualified candidates.
B.2.4 The members of the Hiring Committee will hold the names of all candidates in total confidence. The successful candidate(s) will be informed by telephone, followed by an offer of employment letter, which, in turn, will stipulate a date before which a written response will be required. The names of unsuccessful candidates will not be released.
C. [bookmark: _Toc361134304][bookmark: _Toc19523916]Terms of Employment
C.1 [bookmark: _Toc361134305]Salary
C.1.1 A starting salary range will be established by the Advisory Board prior to advertising any staff vacancies so that this range can be published in the advertisement.  This range should correspond to an appropriate pay grade on the Queen’s University Human Resources pay scale.  Queen's University Human Resources staff may be consulted at this time to help determine an appropriate starting salary for the position in question. 
C.1.2 Upon the selection of a candidate, the Hiring Committee will then decide where to start the successful candidate within the established range based on such factors as past experience and qualifications.  This starting salary will correspond to either the minimum salary or another step within the pay scale for any specific pay grade.
C.1.3 Upon completion of a probationary period, the employee’s salary shall be increased by one step on the aforementioned pay scale.
C.1.4 A person not fully qualified may be employed at a salary below the minimum range. This exception applies only in cases where an employee has sufficient potential to meet minimum position requirements within the probationary period and can be raised to the minimum within that time.
C.1.5 Permanent staff members’ salaries shall generally increase at minimum with inflation according to updated pay scales released by Queen’s University Human Resources each year.  Salaries should normally be expected to progress at a rate of one pay step every three years, unless otherwise stipulated in the staff member’s offer of employment and resulting contract.
a. When considering any and all salary increases, consideration must be given to the Society’s financial position and the current economic conditions; salary increases may be frozen when required at the discretion of the Advisory Board. 
b. Additionally, salary progression up the pay grade shall be awarded based on all performance evaluations carried out over the period of time elapsed since the previous progression.
C.2 [bookmark: _Toc361134306]Probationary Period
C.2.1 There shall be a probationary period for each new employee of the Society, ranging between three (3) and six (6) months in length at the discretion of the Hiring Committee. 
C.2.2 An employee may be terminated for any reason with one week’s notice at any point within the probationary period.
C.2.3 At the end of the probation period, the original Hiring Committee (or as may members thereof as possible) will review the job performance of the new employee and shall recommend to the Advisory Board that:
a. the employment be terminated
b. the probationary period be extended for a period of three additional months
c. the employment be continued indefinitely and that the employee be granted a wage increase
C.2.4 In the event that the Advisory Board extends the employee’s probationary period, the Hiring Committee shall at the conclusion of the extended probationary period recommend either option 18.a. or 18.c. as seen above.
C.3 [bookmark: _Toc361134307]Benefits
C.3.1 Permanent staff members shall be granted access to a benefit and pension plan through Queen’s University.
C.3.2 Provided they are employed full-time on Queen’s Campus, permanent staff members shall be provided with Queen’s University Parking Permits.  In the event that such a permit is not available, the Society will subsidize the employee’s parking to a maximum equivalent of the monthly rate of a parking permit.
D. [bookmark: _Toc361134308][bookmark: _Toc19523917]Continuous Improvement
D.1 [bookmark: _Toc361134309]Evaluations
D.1.1 To ensure the ongoing success of permanent staff members and the continue growth of permanent staff positions, employee evaluations shall be conducted each November, and updated in March when required.
D.1.2 Permanent employees shall be evaluated in areas of professionalism, contribution to the Society, and overall ability to fulfill the obligations of the position.
a. Evaluations shall include an interview to discuss the employee’s performance and a written assessment of the employee’s strengths and weaknesses, along with any constructive criticism available.
b. All evaluations shall be kept on record for and made available to the permanent staff member evaluated.
c. Evaluations shall be considered confidential outside of the Executive and Advisory Board.
D.2 [bookmark: _Toc361134310]Further Education
D.2.1 At the discretion of the President and Vice-President (Operations), permanent staff members may be enrolled in additional courses, training programs, seminars, or conferences to develop further qualifications or gain new knowledge for a position.
D.2.2 Should any such activities be pursued, the cost of these courses or a portion thereof shall be covered by the Society with EngSoc Council’s approval. 
E. [bookmark: _Toc361134311][bookmark: _Toc19523918]Vacation and Holidays
E.1 [bookmark: _Toc361134312]Holidays
E.1.1 All employees who would otherwise be scheduled to work on a designated statutory holiday shall be granted one full day holiday with pay. Designated statutory holidays will be as follows:
a. New Year’s Day
b. Family Day
c. Good Friday
d. Victoria Day
e. Canada Day
f. August Civic Holiday
g. Labour Day
h. Thanksgiving Day
i. Christmas Day
j. Boxing Day
E.1.2 To be eligible for the day’s holiday pay, the employee must work the regularly scheduled days immediately preceding and following the designated holiday, except where permission has been granted by the Executive to use the holiday in conjunction with accrued vacation time.
E.2 [bookmark: _Toc361134313]Vacation
E.2.1 Permanent employees of the Society are eligible for periods of paid vacation.  This includes:
a. One week in February, coinciding with Reading Week
b. Two weeks in December or January, coinciding with the winter break
c. Any additional weeks of vacation stipulated in the staff member’s contract or awarded at the discretion of the President and Vice-President (Operations)
E.2.2 Should an employee be eligible for additional vacation time, approval of the scheduled vacation must be obtained from the President and Vice-President (Operations) prior to being taken.
E.2.3 All annual vacation time must be used during the Society’s fiscal year; it may not accumulate year to year.
F. [bookmark: _Toc361134314][bookmark: _Toc19523919]Leaves and Other Absences
F.1 [bookmark: _Toc361134315]Sick Leave
F.1.1 Days of short-term sick leave shall accumulate at the rate of 1.25 days per month during the fiscal year for full-time staff.  The balance of sick leave not used may be carried forward to the next fiscal year, but the total number of days accumulated shall not exceed twenty-five (25) working days.  
F.1.2 Should an employee be absent for more than three (3) consecutive working days, a medical certificate may be required.
F.1.3 In the event of extended personal illness or disability, the Society will continue to pay full salary for a period of long-term sick leave of up to six (6) months.  This period shall not be used in conjunction with short-term sick leave, to maintain the available of a short-term leave in the event that the employee returns to work. 
F.1.4 Should a six (6) month long-term leave prove to be insufficient for recovery, it will be left to the discretion of the Advisory Board to extend the leave at full or partial salary.
F.1.5 The Society reserves the right to appoint an independent adjudicator to assess the validity of any long-term sick leave once it has exceeded three months in duration.
F.1.6 Any scheduled pay increases that may occur during a long-term leave shall not take effect until after the employee has returned from sick leave.
F.1.7 The President shall be responsible for maintaining a record of each day of sick leave (both short and long-term) by a permanent employee.
F.2 [bookmark: _Toc361134316]Parental Leave
F.2.1 All full-time permanent staff members who have contributed at minimum one year of service are eligible for a seventeen (17) week parental leave without pay, whether the employee is expecting a child or adopting a newborn child.  This period may begin at any time either before or after the birth, at the employee’s discretion.  
F.2.2 The employee shall inform the President and the Vice-President (Operations) of the scheduled date of birth as soon as possible after it has been ascertained.  The employee shall also inform the President and Vice-President (Operations) of his or her decision regarding the starting date of the parental leave at least four (4) weeks before the leave is to commence.
F.3 [bookmark: _Toc361134317]Other Leaves
F.3.1 In the event of the death or serious illness in the immediate family of an employee, the employee shall be granted up to three (3) working days of compassionate leave, without loss of pay.  Immediate family will be deemed to include parent, spouse, sibling, child, parent-in-law, or grandparent.  If the employee must travel over 500km one way, the leave shall be extended by up to three (3) additional working days without loss of pay to permit reasonable traveling time.
F.3.2 All employees who are required for witness or jury duty shall be granted leave with full pay.  The Society shall be reimbursed with any compensation the employee receives from the court for this duty.  The employee shall notify the President and Vice-President (Operations) of the dates of any duty as soon as they have been ascertained.
F.3.3 An employee with a minimum of one year of service may apply for an unpaid leave of absence.  In the event that all other avenues for leave have been exhausted (i.e. compassionate leave, vacation time, sick leave), such a request may be considered by the Executive.  The Executive will examine the circumstances leading to the request for a leave, and if deemed to be appropriate, must be approved by the Advisory Board.
G. [bookmark: _Toc361134318][bookmark: _Toc19523920]Termination
G.1 [bookmark: _Toc361134319]Termination With Cause
G.1.1 If an employee’s performance is found to be falling below accepted levels as determined by the Executive, the Executive must convene a performance review with the individual and the Hiring Committee in which specific feed back concerning areas of improvement will be discussed. Performance will be subsequently monitored monthly until improvement is shown or the Hiring Committee decides to recommend termination. The decision to terminate, however, shall not be final until approved by the Advisory Board. The need for such approval should be made clear to all employees concerned. 
G.1.2 A decision to terminate may be appealed to the Advisory Board. The employee concerned must be notified immediately of her/his right to appeal. Should such an appeal be made, the Board may direct the individual(s) concerned to submit written reasons in support of the appeal at least 48 hours prior to the Board meeting at which the matter will be considered. After the Board considers the matter, they may, at their discretion, allow the employee(s) in question to appear in person before the Board. The Board, in turn, can then decide to either support the decision of the Hiring Committee or reverse it. In the case of a reversal of the decision, the employee will be considered to be on probation for a one (1) month period when the Board will again evaluate their performance. At that time the Board can decide to: 
a. Terminate the employment
b. Continue the employment indefinitely
G.1.3 Should a decision be made to terminate the employment of an employee, and providing the employee has not been guilty of wilful misconduct or disobedience or wilful neglect of duty, notice of termination should be given in accordance with the Employment Standards Act. That is that employees who have worked three months or more, but less than one year are entitled to written notice of at least one week. Employees who have worked at least one year are entitled to written notice of at least two weeks. Employees who have worked three years or more are entitled to written notice of at least one week for each year of employment, with a maximum required notice period of eight weeks. 
G.1.4 Employment will not be terminated for the sole reason that an employee has been absent from work for an extended period of time on an approved leave (i.e. illness or compassionate leave). Under these circumstances, the Hiring Committee will hire a temporary employee, making it clear to all applicants that their term of employment will be for a temporary, undetermined period of time. 
G.1.5 If an employee voluntarily resigns, a minimum of two weeks written notice should be tendered to the President, Vice-President (Operations), and the Advisory Board.


[bookmark: _Toc19523921]ρ: Society Bursaries
Preamble: The Society Bursaries policy outlines the structure and responsibilities of the Committee on Bursaries.
[bookmark: _Toc502876159]A. Engineering Society Committee on Bursaries
A1. The overarching goal of the Committee will be to ensure that no Engineering Society event or item is financially unattainable for any member of the Society. These events and/or items include but are not limited to: conferences, design team competitions, Orientation week, Applied Science jackets, and Science Formal.
A2. The committee shall evaluate bursary applications and dispense bursary funds as they deem appropriate based on applications detailed in section ρ.C.
A3. The Committee shall continually evaluate the current bursary system and establish a series of best practices for awarding bursaries for a variety of events and/or items. 
a. The Committee will work with the individuals responsible for determining and appropriating funds for bursaries to implement the established best practices in order to ensure that the process is as fair and equitable as possible.
A4. The Committee on Bursaries shall consist of
i. Director of Social Issues (ex-officio)(Chair)
ii. Director of Conferences (ex-officio)
iii. Director of Design (ex-officio)
iv. Orientation Chair or their designate (ex-officio)
v. Campus Equipment Outfitters (CEO) Head Manager or their designate (ex-officio) 
vi. Science Formal Convener or their designate (ex-officio)
vii. Englinks Head Manager or their designate (ex-officio)
viii. An odd number of at least 3 non-Executive members of the Engineering Society Council elected at the second session of Council in the Fall term.
A5. The Director of Social Issues shall serve as the Chair of the Committee.. A deputy Chair shall be selected from amongst the elected members. If no elected members wish to serve as Deputy Chair, an elected member shall be appointed to act as interim Deputy Chair until which time as the additional members are hired.
A6. It is at the discretion of the Chair how many positions are filled as outlined above so long as:
i. The number of positions available is at least 3 for each A5.v and A5.vi.
A7. Each year must be represented on the Committee. In the case that applicants from all years do not apply, the Committee will be structured to include as equal representation as possible.
A8. The Chair shall oversee the committee and be responsible for organizing and running meetings.
A9. There shall exist a Bursary Selection Sub-Committee
a. The Bursary selection sub-committee shall be comprised of the Chair and all voting members of Engineering Society Council appointed to the Committee on Bursaries
b. The Bursary selection sub-committee shall review and award bursaries according to policy section ρ.B. with the exception of funds detailed in B1.a.
A10. There Shall exist a Summer Bursary Selection Sub-Committee
a. The Summer Bursary Selection Sub-committee shall be comprised of:
i. Director of Social Issues (Chair)
ii. Orientation Chair
iii. Engineering Society President (Deputy Chair)
iv. Engineering Society Vice President of Operations
v. Engineering Society Vice President of Student Affairs
b. The Summer Bursary Sub-committee shall review applications and award bursaries according to policy section ρ.B but may only award funds detailed in B1.a.
A11. The Committee shall address any issues related to bursaries by presenting a semi-annual report at Council in the fall semester and at the Annual General Meeting of the Engineering Society Council. These reports shall summarize any issues recognized in the awarding of bursaries and actions taken to improve the system.
B. Bursary Funding
B.1. Bursary funding shall be made available for members of the Engineering Society of Queen’s University for the following Engineering Society events and items:
a. Orientation Week:
i. Funding for bursaries related to Orientation Week shall be provided through the Orientation Week Operating Budget. The amount of bursary funding for Orientation Week related activities shall be determined by the Orientation Chair or their designate and will be reported to the chair of the Committee on Bursaries prior to any meetings of the Bursary Selection Sub-committee before any deliberations regarding awarding bursaries related to Orientation Week.
b. Science Formal
i. Funding for bursaries related to Science Formal shall be provided through the Science Formal Operating Budget. The amount of bursary funding for Science Formal related activities shall be determined by the Science Formal Convener or their designate and will be reported to the Committee on Bursaries prior to any meetings of the Bursary Selection Sub-committee regarding awarding bursaries related to Science Formal.
c. Englinks Workshops
i. Funding for bursaries related to Englinks tutorials shall be provided through the EngLinks operating budget. The amount of bursary funding for workshops shall be determined by the Englinks Head Manager or their designate and will be reported to the Committee on Bursaries prior to any meetings of the Bursary Selection Sub-Committee regarding awarding bursaries for Englinks Workshops.
d. Applied Science Jackets
i. Funding for bursaries related to Applied Science Jackets shall be provided through the Campus Equipment Outfitters Operating Budget. The amount of bursary funding for Applied Science Jackets shall be determined by the Campus Equipment Outfitters Head Manager or their designate and will be reported to the Committee on Bursaries prior to any meetings of the Bursary Selection Sub-committee regarding awarding bursaries related to Applied Science Jackets.
e. Internal or External Conferences
i. Funding for bursaries related to Internal Engineering Society Conferences or External Conferences will originate in the Engineering Society Operating Budget. The amount of bursary funding for Internal Engineering Society Conferences and External Conferences will be determined by the Director of Conferences in consultation with the director of Finance, the executive team and conference chairs and approved by the Engineering Society Council through approval of the Engineering Society Operating Budget. The amount of bursary funding for each specific internal conference shall be reported to the Committee on Bursaries immediately following the approval of the Engineering Society Operating Budget. If bursary funds allocated to a specific conference are not exhausted at completion of said conference, they may be used to fund bursaries for other conferences for which bursary funds have been allocated.
f. Design Teams
i. Funding for Individual travel arrangements related to design team competitions will originate in the Engineering Society Operating Budget. The amount of bursary funding for individual travel arrangements related to design team competitions will be determined by the Director of Design in consultation with the Director of Finance, executive team and design team captains and approved through by the Engineering Society Council through approval of the Engineering Society Operating Budget. The amount of bursary funding for each specific internal conference shall be reported to the Committee on Bursaries immediately following the approval of the Engineering Society Operating Budget. If bursary funds allocated to a specific competition are not exhausted at completion of said competition, they may be used to fund bursaries for other competitions for which bursary funds have been allocated.
B.2. Funding of bursaries for other expenses deemed appropriate by the committee on bursaries shall originate from the bursary bank account detailed in section B1.8. If insufficient funding is available in the bursary bank account funds allocated for conferences or competitions which were not exhausted by completion of the conference or competition may be awarded. If sufficient funds are still not available the committee on Bursaries may request funding through passing of a motion at Engineering Society Council.  Funding for miscellaneous requests may be requested by the Committee on Bursaries Chair to be included in the Engineering Society Operating Budget.
B.3. If funds detailed in B1.a, B1.b, B1.c or B1.d are not exhausted at the conclusion of the Engineering Society’s Fiscal Year, they shall return to the account from which they originated.
B.4. Funds detailed in B1.e and B1.f within 10 business days of approval of the Engineering Society Operating Budget shall be transferred to the Bursary Bank Account. At the end of the conclusion of the Engineering Society’s Fiscal Year, the funds shall remain in the Bursary Bank account to be used in subsequent years to fund any bursary deemed appropriate by the committee on bursaries including but not limited to additional funds for cases listed in section B for which the allocated funds have been exhausted.
B.5. It shall be the aim of the Bursary Selection Sub-committee and the Summer Bursary Selection Sub-Committee to exhaust all allocated funds year after year.
C. Bursary Application
C.1. The Engineering Society shall create and maintain a financial aid webpage on the Engineering Society website and listed on this page shall be:
a. Information regarding the events and items for which The Engineering Society awards bursaries.
b. Information regarding which other resources exist from which undergraduate Engineering Students can be awarded financial aid (Queen’s University, Alma Mater Society, Dean’s Donation et al.)
c. A link to the Engineering Society Bursary Application website
d. Contact information for members of the Executive, Director and Officer team who can provide help regarding issues related to bursaries.
C.2. There shall exist a separate website containing the bursary application and completed applications
a. The Chair, Deputy Chair, Vice President (Student affairs) and Director of Information Technology shall be the only persons allowed access to completed applications containing any identifying personal information.
b. The Bursary application shall contain the following:
i. A question requesting the name of the applicant
ii. A question requesting the netID of the applicant
iii. Yes or no question regarding whether or not an applicant is an undergraduate engineering student of Queen’s University.
iv. A drop-down menu from which an applicant can select which event or item they are requesting a bursary. With instruction to contact a responsible executive, director or officer if the event or item for which they are requesting a bursary is not listed.
v. Contact information for the chair of the committee for any questions regarding the process
vi. A question regarding the full cost of the event or item for which the applicant is requesting a bursary
vii. A question in the form of a drop-down menu regarding what percentage of the total fee the applicant is requesting to be funded through this bursary with options 25%, 50%, 75%, 100%.
viii. The following question for which the selectable answers shall be yes or no: “Is your attendance at this event/ purchasing this item contingent on receiving financial assistance?”
ix. The following question for which the answer shall be in paragraph format with no word count limit: “Please outline any information that demonstrates your financial need (Government funding, work study program details, needs based scholarships, sources of income, expenses etc.)”
x. The following questions for which the answer shall be in paragraph format with no word count limit: “Why is this event or item important to you? What do you hope to gain? What impact can this have on others or the Engineering Society?”
xi. A question regarding when the payment for the item or event is due.
xii. A note detailing when applications shall be due.
c. The bursary application shall not require: Social insurance numbers, or government funding identification information.
C.3. All events and items for which the Engineering Society provides bursaries shall advertise the availability of bursaries and the location of the Bursary application. When possible a link to the bursary application shall be provided on web pages which collect payment for said items or events and advertisements for said items or events.

D. Awarding Process
D.1. The Chair shall receive all bursary applications and categorize them by the event or item. The Engineering Society Vice President (Student Affairs) shall have access to applications in a supervisory capacity. The Director of Information Technology or a designate shall have access to assist with technical issues.
D.2. Prior to examining applications for a particular event or item, the Chair shall provide in confidence the list of student names and NetIDs of applicants to the Vice President (Student Affairs) to confirm they are members of the Engineering Society. All who are not confirmed members will be disqualified from receiving bursary funding. In the occurrence the Vice President (Student Affairs) is unavailable this responsibility may be delegated to the Engineering Society President.
D.3. In cases where the total amount of bursary funding requested by applicants for an item or event is less than or equal to the amount of bursary funds budgeted for the aforementioned event, the Chair shall award the requested bursary amounts to each applicant. Following this action, the Chair shall report the number of bursaries and amount of funds awarded for that particular item or event to the Committee on Bursaries.
D.4. In cases where the amount of bursary funding requested by applicants for an item or event is greater than that budgeted for the aforementioned item or event the Chair shall:
a. Assign each application an identification number 
b. Strike or remove any personal or identifying information from applications
c. Distribute by email labelled confidential the applications without personal or identifying information to members of the Bursary Selection Subcommittee. Applications regarding funds mentioned in B1 will be distributed by email to the Summer Bursary Selection Sub-Committee
d. Organize and chair a meeting of the appropriate selection sub-committee to determine which applications will be granted
e. Notify successful and unsuccessful applicants by email the result of their application
f. Inform the Committee on Bursaries the number of bursaries awarded, the number of unsuccessful applicants and the monetary value of bursaries awarded
g. Delete or confidentially dispose of all applications 30 days after the notification of applicants.
E. Distribution of Awarded Bursaries
E.1. For all Engineering Society events or items which collect online payment, where possible a coupon code input should be included on the payment page. For these cases the Chair in coordination with the Director of Finance and the Director of Information Technology, shall provide, in the email notifying a successful applicant of their awarded bursary, a unique coupon code to be input on the payment page, implementing a discount. An event or item retailer may track the number of coupon code discounts and request the discount sum following the closing of sales. 
E.2. For Engineering Society Events or items which require in person payment (e.g. Jacket sales) The Chair will create a hard copy coupon with a unique identifier and validate it with their signature. They will then place it in a sealed envelope and label the envelope with the successful applicants name and leave the envelope in the Engineering Society Office. They shall then notify the successful applicant via email that they can pick up the envelope from the lounge during business hours.
E.3. For cases in which payment is required for events or items outside of the financial system of the Engineering Society the Chair shall notify the successful applicant by email and arrange a time during which they can meet with the applicant and an executive member to facilitate credit card payment with an Engineering Society Corporate Credit Card. If the bursary awarded is less than the full cost of the event of item, the successful applicant will be asked to pay the engineering society the amount not covered by the awarded bursary. Once this payment has been confirmed, an executive member will pay the expense by Engineering Society Credit Card in full.
E.4. Bursary funds or coupon codes shall be dispersed at least 24 hours in advance of payment being due.
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October 14th – Douglas McFarlane (Vice-President (Society Affairs)) 
· Combined all policy manuals into a single document, various changes to specific policies
November 9th – Emily Fleck (President)
· Restructure changes from 5 exec to 3 exec, 9 Directors to 12 Directors 
January 7th, 2014 – Bailey Piggott (Constitutional Guru)
· Added changes to Epsilon, Theta, and Zeta (from Nov.28 2013 council)
February 27th, 2014 – Bailey Piggott (Constitutional Guru)
· Added changes to Alpha(external relations committee), Beta(CFES conferences hiatus) (from Feb. 6, 2014 council)
March 22, 2014 – Bailey Piggott (Constitutional Guru)
· Added changes to Academics, Hiring and Transition, and Services and Corporate Initiatives (from Feb 27 council, March 13 council, and AGM)
September 21, 2014 – Michael McLaren (Constitutional Guru)
· Changes made to December 6th Memorial and Information Technology
October 13, 2014 – Michael McLaren (Constitutional Guru)
· Ratification changes
November 1, 2014 – Michael McLaren (Constitutional Guru)
· Addition of transition reports to Directors
· Changes to Joint Hiring
November 2, 2014 – Michael McLaren (Constitutional Guru)
· Minor non-substantial changes throughout in collaboration with Eleanor McAuley (Director of Internal Affairs)
November 9, 2014 – Michael McLaren (Constitutional Guru)
· Change to Hiring Policy, separating new applicants from rehires
December 15, 2014 – Michael McLaren (Constitutional Guru)
· Addition of Peer-instructed workshops
· New rules for old accounts
· Policy change regarding council reports
· Services policy: performance reviews added, demerit point records kept between years
January 13, 2015 – Michael McLaren (Constitutional Guru)
· Science Quest School Year Programming Coordinator changed from staff to Director
February 4, 2015 – Michael McLaren (Constitutional Guru)
· Changes made in Exciting Bored Policy (old, not previously completely updated)
· Changes made in Appendices Cut, Cut Again, Clubs, and Conferences at last council
March 23, 2015 – Michael McLaren (Constitutional Guru)
· Updates for past 2-3 councils
May 7, 2015 – Michael McLaren (Outgoing Constitutional Guru)
· Split Alumni relations, now two Chairs are hired under DoPD
· Board of Directors now Advisory Board!
May 12, 2015 – Julianna Jeans (Director of Internal Affairs)
· Minor Editorial Changes
September 21, 2015 – Avery Cole (Constitutional Guru)
· Edited for grammatical consistency
· Added BED fund name change
· Updated First Year Conference positions
· Updated External Relations Committee policy
October 15, 2015 – Alex Wood (Vice President (Student Affairs))
· Policy α.A & α.B moved to By-Law 2
· Removed Sci Formal oversight from the Director of Events portfolio
· Updated the conference list to remove CWIE and include QGEC, QGIC, QSC, and QCBM
· Added Grease Pole Event to Policy section η.X.5 from By-Law 9
· Added Queen's Network Security Team to the Design team list (policy)
· Moved Conference Objectives from Policy μ.A.5 to By-law 10 section B
· Moved Standing Committees of Council from Policy α.C to By-Law 9
· Minor editorial changes
September 21, 2015 – Avery Cole (Constitutional Guru)
· Updated BED Fund policy
· Added EngVents to DoE portfolio
· Added options for multiples of several positions
· Fixed fiscal year definition
January 8, 2016 – Avery Cole (Constitutional Guru)
· Director shuffle
· Added Director of Community Outreach
· Club shuffle
January 24, 2016 – Avery Cole (Constitutional Guru)
· Added the Equity Officer position
March 3, 2016 – Avery Cole (Constitutional Guru)
· Updated financial policy
April 5, 2016 – Avery Cole (Constitutional Guru)
· Removed ‘Chief’ and ‘Deputy’ titles for Internal Records Officers
June 6, 2016 – Kodie Becker (Constitutional Guru)
- Added in Capital Fund changes to Financial section
September 19, 2016 – Sam Johnston (Constitutional Guru)
· Updated Hiring Policy
· Added in Feedback Officer and Recruitment Officer positions 
October 5, 2016 – Kodie Becker (Constitutional Guru)
· Added Financial Officer Position
· Updated Englinks policy
· Updated First Year Conference
November 2, 2016 – Kodie Becker (Constitutional Guru)
Added Advisory Board Secretary
November 21, 2016 – Sam Johnston (Constitutional Guru)
· Added section ρ: Society Bursaries 
· Updated table of contents
January 13, 2017 – Lianne Zelsman (Director of Internal Affairs)
· Added changes to allow multiple Feedback Officers 
· Added Training Officer position
March 5, 2017 – Lianne Zelsman (Director of Internal Affairs)
· Added changes to Section θ: Financial Policies, to update investment policy
· Added changes to Sections: β: Society Leadership and λ: Information Technology to update IT policies
March 12, 2017 – Lianne Zelsman (Director of Internal Affairs)
· Added changes to Section ζ: Corporate Guidance, to change the selection process for Advisory Board Faculty and Alumni members
March 25, 2017 – Lianne Zelsman (Director of Internal Affairs)
· Added PD Marketing and Workshop Coordinator positions
· Updated Director of Design position description to reflect current practices
· Added Deputy of Design Position
· Updated Committee on Bursaries policy to adjust committee structure
April 25, 2017 – Lianne Zelsman (Director of Internal Affairs)
· Updated Director of Communications position to reflect involvement with elections
· Added changes to Section ε: Conduct and Grievances to implement new probationary policy
· Updated Table of Contents
July 2018 – Emily Wiersma (Vice President of Student Affairs)
· Updated policy to reflect 2017-18 Council 
· Removed gendered language as well as general edits
· Updated position descriptions for accuracy 
· Created Hiring Digitization Policy
November 15, 2018 – Gillian Wun (Policy Officer) and Emily Varga (Director of Internal Affairs)
· Updated policy to reflect policy passed during Council between Sept. 13 and Nov. 1
· Formatted revised date in footer
January 14, 2019 – Emily Varga (Director of Internal Affairs)
· Updated BED Fund policy
· Modified Equity Officer to reflect the position as a director role
· Updated Advisory Board Membership
· Updated Design team ratification and added Queen’s Hyperloop Design Team to the ratified design teams
January 25th, 2019- Emily Varga (Director of Internal Affairs)
· Updated Hiring Policy
February 11th, 2019- Emily Varga (Director of Internal Affairs)
· Updated Director of Conferences Duties
March 11th, 2019- Emily Varga (Director of Internal Affairs)
· Updated Positions under the Director of Human Resources
· Updated duties of VPSA to oversee the Director of Human Resources
· Updated First Year Conference to be a Speaker series 
· Updated Director of First Year duties
· Updated Director of External Relations duties
· Updated conditions for Executive Subsidy
· Updated Hiring Policy
· Updated Engineering Review Board grievance procedures
· Updated Director of Information Technology duties
· Updated the finance policy for affiliated groups
April 9th, 2019- Emily Varga (Director of Internal Affairs)
· Updated Joint Hiring Policy
· Update to Director of Social Issues duties
· Added Services Officer position
· Added FYPCOM position
· Updated Exec Summer Salary
· Updated signing authority in Society Finances structure
· Updated Hiring Policy
· Updated ERB hiring panel
· Updated grievance procedures and appeal procedures
September 16th, 2019- Raed Fayad and Laure Halabi (Policy Officers)
· Updated entire policy manual to account for any outdated or improper sentences.
· Updated Finances for EngSoc Affiliated Groups
· Updated Design Groups
· Added Workshops and Speakers Manager under First Year Speaker Series
September 30th, 2019- Ben Zarichny (Director of Internal Affairs)
· Update to Ratification and Guidelines, added FEAS to banking requirements
September 16th, 2019- Raed Fayad (Policy Officer)
· Updated the specific duties of the Director of Events
· Removed Engineering Week from the Special Events Policy 
· Removed Carol Service Director form the event Chairs/Coordinators list

RENOWNED SPIRIT, UNRIVALED EXCELLENCE
Permanent Staff	Revised: 2020/03/12        


RENOWNED SPIRIT, UNRIVALED EXCELLENCE
Permanent Staff	Revised: 2020/03/12        
