[bookmark: _Toc41141631]π: Technical Workshops
Preamble: The Technical Wworkshops 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 operation 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, in design courses, or after graduation. 
1. [bookmark: _Toc361134287][bookmark: _Toc41141632]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: _Toc41141633]Running Operation of Workshops
B.1 [bookmark: _Toc361134291]General
B.1.1 Workshops Require the following:
a. At least one knowledgeable instructor (see A.3.2) (see A.2)
b. Curriculum approved by the member of the EngSoc Executive Director team overseeing the workshop 
c. Curriculum Approved by faculty sponsor (unless run by industry)
d. Location and necessary tools
B.1.2 
B.2 [bookmark: _Toc361134292]Budgeting
B.2.1 The course workshop 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. Or a deposit may be required in order to partake in the course. 
B.2.3 In the case of approved courses workshops that run a surplus or debt, the difference will be absorbed by the Engineering Society. 
B.3 [bookmark: _Toc361134293]Approval. 
B.3.1 All New workshops run by the Engineering Society must have approval from the Director of Professional Development and the President. member of the EngSoc Executive Director team overseeing the workshop
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.  the member of the EngSoc Executive Director team overseeing the workshop.
B.3.4 Advertising
B.3.5 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.4 [bookmark: _Toc361134294]Closure of workshop session
B.4.1 The member of the EngSoc Executive Director team overseeing the workshop shall be responsible for keeping a record of the workshops run in their portfolio. The record should include the workshop date, topic, name and contact information for the instructor (whether they are a student or from industry). This workshops record shall be stored with the portfolio’s other transition documents and passed on every year.  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.4.2 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.4.3 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.4.4 The Director Professional development shall mediate any informal grievances arising from workshops.Any grievances about the workshop will be brought to the Engineering Society Review Board.
B.4.5 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. 
[bookmark: _Toc361134295][bookmark: _Toc41141634]Exceptions to the above
C. [bookmark: _Toc361134296]Industry Wworkshops
C.1.1 Industry workshops are defined as a workshop being run by industry representatives but needing logistical support from EngSoc. An industry representative is anyone who works for a company external to Queen’s University.
C.1.2 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.required to be approved by the Director of Professional Development. 
C.1.3 A workshops lead is defined as the person in the Engineering Society responsible for organizing and coordinating the industry workshop.
C.1.4 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.1.5 The workshops lead or the member of the EngSoc Executive Director team overseeing the workshop will support the industry representatives by facilitating logistics where required including, but not limited to, room booking, registration, and advertising.
C.1.6 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.
D. Peer-Instructed Workshops
D.1.1 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 knowledgeable student(s) (see A.3.2) with the intent of advancing the knowledge and skills of their fellow peers.
D.1.2 A workshops lead is defined as the person in the Engineering Society responsible for organizing and coordinating the peer-instructed workshop. The workshops lead may or may not be the same person as the student instructor.
D.1.3 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.member of the EngSoc Executive Director team overseeing the workshop.
D.1.4 There must be a minimum of two knowledgeable student instructors in order to run a workshop, unless there is an exception made by the member of the EngSoc Executive Director team overseeing the workshop.
D.1.5 The student instructor(s) will be responsible for preparing the workshop content and sharing it with the workshops lead prior to the workshop being delivered. In the case where the workshops lead and instructor are the same student, they will proceed to C.1.5.
D.1.6 The workshops lead will be responsible for submitting the workshop content for approval from the member of the EngSoc Executive Director team overseeing the workshop, prior to the workshop taking place.
D.1.7 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.
a. The budget shall propose the lowest possible cost for participants that covers all expenses.
D.1.8 The workshops lead or the member of the EngSoc Executive Director team overseeing the workshop will support the instructors by facilitating logistics where required including, but not limited to, room booking, registration, and advertising.
D.1.9 An evaluation method must be given at all peer-instructed workshops, giving participants a chance to evaluate the workshop.
a. The workshops lead or the member of the EngSoc Executive Director team overseeing the workshop will review the feedback and write a summary of the recommended changes for future offerings.
b. The member of the EngSoc Executive Director team overseeing the workshop will store the feedback and recommendations with their transition documents so it can be passed on to future years.  
D.1.10 The Engineering Society shall not distribute any official certifications to participants in a peer-instructed workshop. In the case where a workshop would like to provide a non-official certificate to the workshop participants, permission must be obtained from both the EngSoc Director overseeing the workshop and a member of the EngSoc Executive. 
D.1.11 A workshop shall be initiated by a proposal by a student or by the Director of Professional Development. A proposal must consist of:
Workshop topic
Curriculum outline
Purpose and industry relevance
Proposed timing
Proposed budget
D.1.12 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:
D.1.13 They show proficiency in the workshop topic through: material evaluated by an academic instructor, a previous employment reference, or 
D.1.14 Proof of instructor credentials or a diploma in that subject from a recognized third-party organization.
1. All documentation demonstrating qualifications of the student instructor must be submitted to, reviewed and approved by the Director of Professional Development.
1. 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.
1. 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.
1. 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.
18. The student instructors shall be paid a wage at or above Ontario Minimum Wage.
18. The budget shall propose the lowest possible cost for participants that covers all expenses.
1. The Director of Professional Development will support the instructors by facilitating logistics including, but not limited to, room booking, registration, and advertising.
19. The minimum advertising required is one All-Eng e-mail preceding the workshop.
19. An e-mail regarding the workshop must be sent out to the discipline-specific Undergraduate Assistant to be distributed to the students, as applicable
19. An evaluation method must be given at all peer-instructed workshops, giving participants a chance to evaluate both the workshop and instructor
19. The Director of Professional Development will review the evaluations and make recommendations based on the feedback to Council.
D.1.20 The Engineering Society shall not distribute any certifications, official or non-official, to participants in a peer-instructed workshop.


