B. [bookmark: _Toc41141580]EngLinks
B.1 Purpose
B.1.1 Provide academic support to students in the Faculty of Engineering and Applied Science.
B.1.2 Provide helpful academic resources for Engineering students.
B.1.3 Provide 1- on -1 tutoring and midterm and exam preparation for students.
B.2 Organization
B.2.1 The EngLinks Management Team may include, but are not limited to, the following (subject to financial feasibility):
a. Head Manager
b. First-Year Workshops and Resources Manager (Assistant)
c. Upper-Year Workshops and Resources Manager (Assistant)
d. Marketing Manager (Assistant)
e. Business Manager (Assistant)
B.3 Duties
B.3.1 Head Manager
a. The Head Manager shall be responsible to the Director of Academics.
b. The Head Manager shall be responsible for:
i. Being the primary representative of EngLinks, using the Director of Academics as a resource.
ii. Overseeing all aspects of EngLinks daily operations.
iii. Coordinating and providing direction to the Marketing Manager, First-Year Workshops and Resources Manager, Upper-Year Workshops and Resources Manager, Workshop and Resource Manager, and Business Manager.
iv. Planning staff training.
v. Overseeing the long- term planning of EngLinks along with the Director of Academics.
vi. Chairing manager meetings.
vii. Matching students and tutors.
viii. Scheduling of staff for workshops.
ix. Acting as a liaison with EngLinks partners and the Faculty of Engineering and Applied Science.
x. Any additional duties as detailed by the EngLinks Head Manager Operations Manual.
B.3.2 First-Year Workshops and Resources Manager
a. The First-Year Workshops and Resources Manager shall be responsible to the Head Manager and the Director of Academics.
b. The First-Year Workshops and Resources Manager shall be responsible for:
i. Overseeing the resource library and taking inventory of the textbooks for first-year courses.
ii. Overseeing the creation of all online resources and workshops for first-year courses.
iii. Posting online resources for first year courses.
iv. Deciding which workshops will be run for first year courses.
v. Overseeing workshop registration for first year courses.
vi. Workshop registration emails for first year courses.
vii. Posting of solutions for workshops for first year courses.
viii. Booking rooms for workshops for first year courses.
B.3.3 Upper-Year Workshops and Resources Manager
a. The Upper-Year Workshops and Resources Manager shall be responsible to the Head Manager and the Director of Academics.
b. The Upper-Year Workshops and Resources Manager shall be responsible for:
i. Overseeing the resource library and taking inventory of the textbooks for upper-year courses.
ii. Overseeing the creation of all online resources and workbooks for upper-year courses.
iii. Posting online resources for upper-year courses.
iv. Deciding which workshops will be run for upper-year courses.
v. Overseeing workshop registration for upper-year courses.
vi. Workshop registration emails for upper-year courses.
vii. Posting of solutions for workshops for upper-year courses.
viii. Booking rooms for workshops for upper-year courses.

B.3.4 Marketing Manager
a. The Marketing Manager shall be responsible to the Head Manager and the Director of Academics.
b. The Marketing Manager shall be responsible for:
i. The overall image of EngLinks.
ii. All marketing initiatives and advertising plans.
iii. Updating and maintaining the Facebook and Instagram pages and website.
iv. Any additional duties as detailed by the Design and Marketing Operations Manual.
B.3.5 Business Manager
a. The Business Manager shall be responsible to the Head Manager and the Director of Academics
b. The Business Manager shall be responsible fore:
i. Recording all of EngLinks’ finances.
ii. Preparing and submitting cheque requisitions for tutors.
iii. Preparing and submitted cheque requisitions for expenses
iv. Counting all workshop cash and recording workshop online payment
B.4 Staff
B.4.1 Staff shall be responsible to the EngLinks Management Team.
B.4.2 Staff are past or current Queen’s students in the Faculty of Engineering and Applied Science. Exceptions may be granted by the Head Manager given sufficient evidence of credibility as an effective tutor.
B.4.3 There are two types of staff:
a. Personal Tutors
b. Workshops and Resources Tutors
B.4.4 Personal Tutors are hired to work on the following portfolios:
a. 1-on-1 tutoring
b. Group tutoring
B.4.5 Workshops and Resources Tutors are hired to work on the following portfolios:
a. Workshops
b. Resource Generation
B.4.6 A student may be hired to both staff positions.
B.4.7 
B.4.8 Staff are hired as general staff but can work on as many of the following portfolios:
B.4.9 1-1 Tutoring
B.4.10 Group Tutoring
B.4.11 Resources
B.4.12 Workshops
B.4.13 The size and structure of the staff can vary at the discretion of the Head Manager and the Director of Academics.
B.4.14 Staff are responsible for:
a. Attending training sessions.
b. Personal Tutoring
i. [bookmark: _Hlk63001574]Making arrangements with the student for tutoring sessions.Contacting the student once the Head Manager has sent an email matching the staff with the student.
ii. Preparing for tutoring sessions. This includes, but is not limited to, looking over notes and solving problems beforehand.
iii. Sending a feedback form to the student following sessions.
c. Workshops
i. Attending the tutor review session and prep for the workshop. Tutors will be paid for 1-2 hours of prep time and may be paid more at the discretion of the Head Manager.Tutors are paid for 1 hour of preparation before workshops.
ii. Arriving 15 minutes early for workshops.
iii. Being prepared for the workshops.
iv. Following up with students if unable to answer questions.
d. Resource Creation
i. Responsible for contacting the appropriate wWorkshops and rResources manager about resources.
ii. Creating a resource proposal form.
iii. Recording hours worked on proposal.
iv. Delivering the resource.
v. Contacting the professor of the course for help with the resource.
e. Any other responsibilities as specified by the Head Manager at the beginning of the work term.
B.4.15 If a tutor fails to meet the responsibilities specified in A.4.2, they may be prohibited from running future workshops at the discretion of the EngLinks Coordinator. 
B.5 Operations
B.5.1 EngLinks wWorkshops
a. Englinks will run as many workshops as needed given demand.
b. Workshops will be aimed to prepare students for midterms and exams.
c. A free promotional vector workshop will run at the beginning of the year.
d. Workshops will be delivered by staff.
e. If a tutor receives predominately negative feedback, they may be prohibited from running future workshops in that course at the discretion of the Head Manager. 
B.5.2 1-on-1 and group Ttutoring
a. If a tutor receives an unsatisfactory rating from a student or group, that student or group may be given to another tutor at the discretion of the Head Manager. 
b. Group Tutoring
c. Maximum of 3 students unless the tutor chooses to accept more students.
B.5.3 Resources
a. Tutors must apply to create a resource and receive approval from the EngLinks Management Team.
b. There will be two resource creation periods, the school year, and the summer. Tutors can apply at the beginning of each period to create a resource.
B.5.4 High School Tutoring
a. All High School staff must complete a formal police record check, including screening for working with the vulnerable sector, before being allowed to tutor High School students.
b. Tutoring shall take place on campus. 
i. If extenuating circumstances prevent this from being possible, off-campus tutoring will only be permitted with the tutor’s consent.
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A.1 [bookmark: _Toc461964312][bookmark: _Toc361134211]Purpose
A.1.1 Provide academic support to students in the Faculty of Engineering and Applied Science.
A.1.2 Provide helpful academic resources for Engineering students.
A.1.3 Provide 1 on 1 tutoring and midterm and exam preparation for students.

A.2 [bookmark: _Toc361134212]Structure and Organization
A.2.1 The EngLinks Management Team shall include:
a. Head Manager
b. First-Year Workshops and Resources Manager
c. Upper-Year Workshops and Resources Manager
d. Marketing Manager
e. Business Manager
A.2.2 Staff
a. Staff are current Queen’s students in the Faculty of Engineering and Applied Science. Exceptions may be granted by the Head Manager given sufficient evidence of credibility as an effective tutor.
b. There are two types of staff:
i. Personal Tutors
ii. Workshops and Resources Tutors
c. Personal Tutors are hired to work on the following portfolios:
i. 1-on-1 tutoring
ii. Group tutoring
d. Workshops and Resources Tutors are hired to work on the following portfolios:
i. Workshops
ii. Resource Generation
e. A student may be hired to both staff positions.
f. The size and structure of the staff can vary at the discretion of the Head Manager and the Director of Academics.
A.2.3 
A.2.4 Staff are past or current Queen’s students in the Faculty of Engineering and Applied Science. Exceptions may be granted by the Head Manager given sufficient evidence of credibility as an effective tutor.
A.2.5 Staff are hired as general staff but can work on as many of the following portfolios:
A.2.6 1-1 Tutoring
A.2.7 Group Tutoring
A.2.8 Resources
A.2.9 Workshops
A.2.10 The size and structure of the staff can vary at the discretion of the Head Manager and the Director of Academics.
A.3 [bookmark: _Toc461964314]Duties
A.3.1 Head Manager
a. The Head Manager shall be responsible to the Director of Academics.
b. The Head Manager shall be responsible for:
i. Being the primary representative of EngLinks, using the Director of Academics as a resource.
ii. Overseeing all aspects of EngLinks daily operations.
iii. Coordinating and providing direction to the Marketing Manager, First-Year Workshops and Resources Manager, Upper-Year Workshops and Resources Manager, and Business Manager.
iv. Planning staff training.
v. Overseeing the long-term planning of EngLinks along with the Director of Academics.
vi. Chairing manager meetings.
vii. Matching students and tutors.
viii. Scheduling of staff for workshops.
ix. Acting as a liaison with EngLinks partners and the Faculty of Engineering and Applied Science.
x. Any additional duties as detailed by the EngLinks Head Manager Operations Manual.
A.3.2 First-Year Workshops and Resources Manager
a. The First-Year Workshops and Resources Manager shall be responsible to the Head Manager and the Director of Academics.
b. The First-Year Workshops and Resources Manager shall be responsible for:
i. Overseeing the resource library and taking inventory of the textbooks for first-year courses.
ii. Overseeing the creation of all online resources and workbooks for first-year courses.
iii. Posting online resources for first-year courses.
iv. Deciding which workshops will be run for first-year courses.
v. Overseeing workshop registration for first-year courses.
vi. Workshop registration emails for first-year courses.
vii. Posting of solutions for workshops for first-year courses.
viii. Booking rooms for workshops for first-year courses.
A.3.3 Upper-Year Workshops and Resources Manager
a. The Upper-Year Workshops and Resources Manager shall be responsible to the Head Manager and the Director of Academics.
b. The Upper-Year Workshops and Resources Manager shall be responsible for:
i. Overseeing the resource library and taking inventory of the textbooks for upper-year courses.
ii. Overseeing the creation of all online resources and workbooks for upper-year courses.
iii. Posting online resources for upper-year courses.
iv. Deciding which workshops will be run for upper-year courses.
v. Overseeing workshop registration for upper-year courses.
vi. Workshop registration emails for upper-year courses.
vii. Posting of solutions for workshops for upper-year courses.
viii. Booking rooms for workshops for upper-year courses.
A.3.4 Marketing Manager
a. The Marketing Manager shall be responsible to the Head Manager and the Director of Academics.
b. The Marketing Manager shall be responsible for:
i. The overall image of EngLinks.
ii. All marketing initiatives and advertising plans.
iii. Updating and maintaining the Facebook and Instagram pages and website.
iv. Any additional duties as detailed by the Design and Marketing Operations Manual.
A.3.5 Business Manager
a. The Business Manager shall be responsible to the Head Manager and the Director of Academics
b. The Business Manager shall be responsible for:
i. Recording all of EngLinks’ finances.
ii. Preparing and submitting cheque requisitions for tutors.
iii. Preparing and submitted cheque requisitions for expenses
iv. Counting all workshop cash and recording workshop online payment
A.4 
A.5 Head Manager
A.6 The Head Manager shall be responsible to the Director of Academics.
A.7 The Head Manager shall be responsible for:
A.8 Being the primary representative of EngLinks, using the Director of Academics as a resource.
A.9 Overseeing all aspects of EngLinks daily operations.
A.10 Coordinating and providing direction to the Marketing Manager, Workshop and Resource Manager, and Business Manager.
A.11 Planning staff training.
A.12 Overseeing the long term planning of EngLinks along with the Director of Academics.
A.13 Chairing manager meetings.
A.14 Matching students and tutors.
A.15 Scheduling of staff for workshops.
A.16 Acting as a liaison with EngLinks partners and the Faculty of Engineering and Applied Science.
A.17 Any additional duties as detailed by the EngLinks Head Manager Operations Manual.
A.18 Workshop Manager
A.19 The Workshop Manager shall be responsible to the Head Manager and the Director of Academics.
A.20 The Workshop Manager shall be responsible for:
A.21 Deciding which workshops will be run.
A.22 Overseeing workshop registration.
A.23 Workshop registration emails.
A.24 Booking rooms for workshops.
A.25 Resource Manager
A.26 The Resource Manager shall be responsible to the Head Manager and the Director of Academics.
A.27 The Resource Manager shall be responsible for:
A.28 Overseeing the resource library and taking inventory of the textbooks.
A.29 Overseeing the creation of all online resources.
A.30 Posting online resources.
A.31 Posting of solutions for workshops.
A.32 Marketing Manager
A.33 The Marketing Manager shall be responsible to the Head Manager and the Director of Academics.
A.34 The Marketing Manager shall be responsible for:
A.35 The overall image of EngLinks.
A.36 All marketing initiatives and advertising plans.
A.37 Updating and maintaining the Facebook page and website.
A.38 Any additional duties as detailed by the Design and Marketing Operations Manual.
A.39 Business Manager
A.40 The Business Manager shall be responsible to the Head Manager and the Director of Academics
A.41 The Business Manager shall be responsible fore:
A.42 Recording all of EngLinks’ finances.
A.43 Preparing and submitting cheque requisitions for tutors.
A.44 Preparing and submitted cheque requisitions for expenses
A.45 Counting all workshop cash and recording workshop online payment
A.46 [bookmark: _Toc461964315]Staff
A.46.1 Staff shall be responsible to the EngLinks Management Team.
A.46.2 Staff are current Queen’s students in the Faculty of Engineering and Applied Science. Exceptions may be granted by the Head Manager given sufficient evidence of credibility as an effective tutor.
A.46.3 There are two types of staff:
a. Personal Tutors
b. Workshops and Resources Tutors
A.46.4 Personal Tutors are hired to work on the following portfolios:
a. 1-on-1 tutoring
b. Group tutoring
A.46.5 Workshops and Resources Tutors are hired to work on the following portfolios:
a. Workshops
b. Resource Generation
A.46.6 A student may be hired to both staff positions.
A.46.7 The size and structure of the staff can vary at the discretion of the Head Manager and the Director of Academics.
A.46.8 Staff are responsible for:
a. Attending training sessions.
b. Personal tutoring
i. Making arrangements with the student for tutoring sessions.
ii. Preparing for tutoring sessions. This includes, but is not limited to, looking over notes and solving problems beforehand.
iii. Sending a feedback form to the student following sessions.
c. Workshops
i. Attending the tutor review session and prep for the workshop. Tutors will be paid for 1-2 hours of prep time and may be paid more at the discretion of the Head Manager.
ii. Arriving 15 minutes early for workshops.
iii. Being prepared for the workshops.
iv. Following up with students if unable to answer questions.
d. Resource Creation
i. Responsible for contacting the appropriate Workshops and Resources Manager about resources.
ii. Creating a resource proposal form.
iii. Recording hours worked on proposal.
iv. Delivering the resource.
v. Contacting the professor of the course for help with the resource.
e. Any other responsibilities as specified by the Head Manager at the beginning of the work term.
A.46.9 If a tutor fails to meet the responsibilities specified in A.4.2, they may be prohibited from running future workshops at the discretion of the EngLinks Coordinator. 
A.47 Operations
A.47.1 EngLinks workshops
a. Englinks will run as many workshops as needed given demand.
b. Workshops will be aimed to prepare students for midterms and exams.
c. A free promotional vector workshop will run at the beginning of the year.
d. Workshops will be delivered by staff.
e. If a tutor receives predominately negative feedback, they may be prohibited from running future workshops in that course at the discretion of the Head Manager. 
A.47.2 1-on-1 and group tutoring
a. If a tutor receives an unsatisfactory rating from a student or group, that student or group may be given to another tutor at the discretion of the Head Manager. 
A.47.3 Resources
a. Tutors must apply to create a resource and receive approval from the EngLinks Management Team.
b. There will be two resource creation periods, the school year, and the summer. Tutors can apply at the beginning of each period to create a resource.
A.48 
A.49 Staff shall be responsible to the EngLinks Management Team.
A.50 Staff are responsible for:
A.51 Attending training sessions.
A.52 Tutoring
A.53 Contacting the student once the Head Manager has sent an email matching the staff with the student.
A.54 Preparing for tutoring sessions. This includes, but is not limited to, looking over notes and solving problems beforehand.
A.55 Workshops
A.56 Attending the tutor review session and prep for the workshop. Tutors are paid for 1 hour of preparation before workshops.
A.57 Arriving 15 minutes early for workshops.
A.58 Being prepared for the workshops.
A.59 Following up with students if unable to answer questions.
A.60 Resource Creation
A.61 Responsible for contacting the workshop and resource manager about resources.
A.62 Creating a resource proposal form.
A.63 Recording hours worked on proposal.
A.64 Delivering the resource.
A.65 Contacting the professor of the course for help with the resource.
A.66 Any other responsibilities as specified by the Head Manager at the beginning of the work term.
A.67 If a tutor fails to meet the responsibilities specified in A.4.2, they may be prohibited from running future workshops at the discretion of the EngLinks Coordinator. 
A.68 [bookmark: _Toc461964316]Operations
A.69 EngLinks Workshops
A.70 Englinks will run as many workshops as needed given demand.
A.71 Workshops will be aimed to prepare students for midterms and exams.
A.72 A free promotional vector workshop will run at the beginning of the year.
A.73 Workshops will be delivered by staff.
A.74 If a tutor receives predominately negative feedback, they may be prohibited from running future workshops in that course at the discretion of the Head Manager. 
A.75 1-1 Tutoring
A.76 If a tutor receives an unsatisfactory rating from a student, that student may be given to another tutor at the discretion of the Head Manager. 
A.77 Group Tutoring
A.78 Maximum of 3 students unless the tutor chooses to accept more students.
A.79 Resources
A.80 Tutors must apply to create a resource and receive approval from the EngLinks Management Team.
A.81 There will be two resource creation periods, the school year, and the summer. Tutors can apply at the beginning of each period to create a resource.
A.82 High School Tutoring
A.83 All High School staff must complete a formal police record check, including screening for working with the vulnerable sector, before being allowed to tutor High School students.
A.84 Tutoring shall take place on campus. 
A.85 If extenuating circumstances prevent this from being possible, off-campus tutoring will only be permitted with the tutor’s consent.

