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Programs/ Projects/ Events

NANE OF PROGRAN DESCRIPTION

SUCCESS (YES ORNO) & WHY__| HOURS

1. Punctuality and Attendance at Meetings:

1 have attended all scheduled meetings, been on time, and organized. Yes
Comments:

2. Office Hours: Total Office Hours Documented:
Were those hours productive? Yes
Comments:

3. Job Description:

I reviewing my job description, | am fulflling the requirements and working on tasks related to
myjob. Yes

Comments:

4._Review of st Monti's Goals:

Goal: [ Achieved Ves/No
1

2

5._Goals for Upcoming Month:

6. Biggest Challenge for this Month:
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Georgian College

Students’ Association

CONSTITUTION

Campus By-Laws

Barrie Campus

Revised Date: April 27, 2017
Approved Date: April 17, 2017
1. Vision

The Georgian College Students’ Association (Barrie Campus) will be a recognized and engaged executive council that promotes the rights of students, heightens student engagement, and enhances the quality of student life. We will prepare confident leaders of tomorrow, while respecting the diversity and strength of all. We will continuously assess, adapt, and grow to fit the needs of our increasingly diverse student body.

2. GCSA Mission Statement

We advance the general welfare of all Georgian College students and to that end we:

· serve as a resource for students;

· serve as a resource for faculty and staff;

· act as liaisons to and from the Student Body and the College administration;

· remain a major source of information to and from the Student Body;

· recruit and develop Student Leaders within a professional culture to benefit the larger community; and

· engage in purposeful community service

3. Definitions
(a) GCSA refers to the Barrie Campus of the Georgian College Students’ Association (GCSA)
(b) VP refers to the Vice Presidents of the GCSA
(c) The Executive refers to the Executive Council consisting of The President, The VPs of Administration, Student Engagement & Communications, Internal Relations, Athletics & Health Promotions, and External & Equity
(d) Directors refers to the elected representatives whom make up the student Directors.
(e) S.A.A. is the Students’ Athletic Association.
(f) S.E.C. is the Students’ Executive Council, which is comprised of all GCSA Executives from each campus with an established student governing body.
(g) Constitution refers to the governing document of the GCSA for all campuses of Georgian College.
(h) College refers to Georgian College.
(i) By-laws refers to the GCSA By-laws for the Barrie Campus of Georgian College Students’ Association 
4. GCSA Structure
The Barrie Campus Georgian College Students’ Association (GCSA) is comprised of:

a) The Executives (6)

b) The Directors

c) The Student Athletic Association (S.A.A.) (See Section 9)

d) The Student Life Advisor(s) (Ex-Officio)

5. Executive Council

a) The Executive Council is made up of the six GCSA Executives.
b) The positions include the President and the VPs of Administration, Student Engagement & Communications, Internal Relations, Athletics & Health Promotions, and External & Equity
c) All GCSA business matters affecting the activities, events, contributions, GCSA businesses, staffing and services may be handled at properly constituted meetings of the Executive Council.

d) The Student Life Advisor (ex-officio) is to be present at all official meetings of the Executive Council.

e) The Executive Council will be elected in the winter general elections.

See Appendix A (Executive Job Descriptions)

6. Directors

Student Directors are elected to fill the positions on the GCSA Board of Directors. Their duties shall be, but not limited to, act as a liaison between GCSA and the student body through the development of a assist with events and activities, and attend the GCSA Board of Directors meetings.

See Appendix B (Student Director Job Descriptions)

7. The GCSA Council
a) The GCSA Council is comprised of Executives, Directors and the GCSA Student Life Advisors (ex-officio).

b) It is the mandate of the Board to address concerns of the student body and to vote on issues regarding events, activities and services that may require the expenditure of GCSA funds, not budgeted for, or exceeding budgeted amounts.

c) The GCSA Council is also required to assist with the promotion of GCSA’s various services and activities through the meetings with the and/or any other means appropriate.

d) The GCSA Council Business Meetings shall be chaired by the President (or designate) who will follow GCSA’s Meeting Guidelines and only vote in the case of a tie.
e) The GCSA Directors will meet at least by-weekly and GCSA retains the right to hold extra meetings as necessary.
8. S.A.A. (The Students’ Athletic Association)

a) The S.A.A. Constitution is and shall remain a part of the GCSA By-laws.

b) Amendments to the S.A.A. Constitution shall be presented to the GCSA for ratification after it has been passed by the S.A.A.

See Appendix G (The Students’ Athletic Association Constitution)

9. Honorarium By-law

a) This by-law is made in accordance with Article VIII Section 2 of the GCSA. Constitution.

b) There shall be Honorarium for the Executive and the Directors, consisting of a monetary payment.

c) Honorarium shall be as follows:

d) The President may receive up to $6144 ($16 per hour, up to a maximum of 96 hours per month) at the end of each academic term (not including GCSA Paid Co-operative semesters).

e) The Vice Presidents of Administration, Student Engagement & Communications, Internal Relations, Athletics & Health Promotions, and External & Equity may receive up to $5760 ($15 per hour, up to a maximum of 96 hours per month) at the end of each academic term (not including GCSA Paid Co-operative semesters).

f) The Directors may receive up to $2200 ($13.50 per hour, up to a maximum of 40 hours per month) at the end of each academic term.
g) The Executives and the Directors are required to complete a performance review prior to receiving an Honorarium.

h) Honorarium Review Reports by the Executive are due at the end of every month.

i) One GCSA Advisor shall be present during all reviews for executives and may be brought into the reviews for the directors as necessary.

j) Pay dates may be arranged for monthly, the midway point in the semester and/or the end of the semester.

k) All Executive members and Directors are required to sign the contract as provided in their orientation package.

l) Should a GCSA member apply for and receive a GCSA paid co-operative position, they may not be eligible for an honorarium for that semester. See Constitution for full rules.
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m) Should an Executive, during their term of office, accept a co-operative placement off-campus, and is able to fulfill the required duties of the position, he/she may be eligible for an Honorarium upon review.

n) For all reviews, Honorarium review reports and appointments need to be completed within two weeks of the end of the month in review.

o) Failure to complete the review within the time required may result in a percentage loss of the Honorarium.

p) Honorariums may be deducted based on the following:

i. Missing a meeting without reasonable justification and or 48 hours’ notice - up to 25% may be deducted.

ii. Not completing duties within the job description on a timely basis up to 25 % deducted.

iii. Not completing the required office hours up to 2 % may be deducted per hour missed.

iv. Not completing the required goals set by the VP and the advisor up to 25%

v. Absence due to Illness or emergency (unless self-inflicted) will not be deducted.

q) GCSA may, from time to time, need to address actions that may require disciplinary action. Refer to the Constitution for Guidelines on Discipline. If there are no set guidelines or precedent, it may be referred to the Advisors for suggestions and possible resolution.

r) Honorarium reviewer shall provide reasonable feedback with justification of the honorarium given.

See Appendix C and D (Honorarium Review Form Executive & Student Directors)

10. Elections Policies and Procedures

a) GCSA is responsible for hosting elections as needed throughout the year.

b) The election for the Executive and 6 directors are held in the winter semester and the election for up to 4 other Student Directors may be  held in the fall semester.

c) GCSA holds the right to a hire part time CRO (Chief Returning Officer) student positions when needed.

d) As stated in the GCSA Constitution, the GCSA Executive and Directors are elected to a twelve

· month term. Some of the Student Directors may be elected in the Fall semester for two

(2) consecutive semesters should they not be elected in the spring.

e) Election of Directors shall take place as necessary, following the guidelines of Election Policies and Procedures. Executive terms of office shall commence May 1 and end April 30.

f) GCSA will follow the election guidelines within the GCSA Constitution and within the Election Policies and Procedures.

See Appendix E (The GCSA Election Policies and Procedures)
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11. Referendum Policies and Procedures

GCSA may have the need to conduct a student referendum. Please refer to GCSA Constitution Article XVII.

12. Posting and Solicitation Policy

GCSA shall strive, at all times, to work within and uphold the rules of the College’s Posting and

Solicitation Policy.

See Appendix I (Georgian College Posting and Solicitation Policy)

13. College Committee Involvement

It is the responsibility of the student leaders to attend the designated college committee meetings, as required, and report back to the rest of the council and SEC on the committee on a regular basis. Every attempt will be made to divide the committee membership up evenly and to best suit the timetable needs of each GCSA member. GCSA Directors may sit on the various college committees. The GCSA President, in consultation with the Manager for Student Leadership can appoint executives and directors to appropriate college committees.

14. Student Clubs 

Student groups looking to form a club or association can apply to GCSA for recognition. GCSA will request a Club Request Package be completed. Once approved, these clubs are responsible for managing their finances through the GCSA office and are able to book space on campus for meetings and events. All GCSA Clubs are responsible for maintaining a staff/faculty advisor, and will communicate regularly with the GCSA VP of Internal Relations. No student may hold two elected positions at the same time. GCSA executives cannot hold the President position of sanctioned GCSA clubs.

Student Clubs must go through the CRO (Chief Returning Officer) to get permission for use of club logo, to ensure that it meets GCSA’s and Georgian College’s logo guidelines.
See Appendix H (Club/Association Request Package)

15. GCSA Finances

a) GCSA Budget
GCSA is responsible for setting the annual budget. This process is completed in consultation with the Student Life Advisors. GCSA will review and approve the operating budgets for all of the areas of GCSA including the contributions to The Athletic Department, Food and Beverage Operations, Orientation and Student Leadership. These departments are required to show, highlight, and explain in a GCSA Council Business Meeting there 3 year finances at the beginning of each academic term.

b) Capital Expenditures

GCSA may decide to support capital projects. In doing so, they may vote to access funds from their operating budget and/or due to GCSA Accounts and may commit to a long term repayment plan. These plans require consultation with the Advisors, College Management as well as completing a GCSA Motion.

c)  GCSA Mortgage

GCSA currently has mortgages/loans with the college for the Georgian Athletic Centre and The Last Class expansion and is responsible for making annual repayment transfers according to the operating agreement.

d) GCSA Financial Policies and Procedures Document

Financial Policies and Procedures

1) Cash Advances
a) In the rare case that an honorarium has not been received in a timely manner the Financial Officer will reimburse a cash advance in the total amount of the indicated monthly honorarium allotment.

b) Cash Advances must be cleared within 30 days.

c) A copy of the advance will be held in the GCSA Office with the Financial Officer.
d) The Finance Officer will be the only person authorized to make payments from the cash float. The Custodian of the float will therefore assume responsibility for the money.
2) INVOICE PAYMENT PROCEDURE

a) All payments will be supported by a properly approved invoice and purchase order without exception unless specified somewhere else in an established College Policy, Procedure or Practice.

b) These rules are in place to ensure the proper accounting methods and rationale are used for the spending of Student Activity Fees

c) GCSA is responsible to the College Board of Governors for ensuring that the Student Activity Fee is spent in a financially responsible manner. The Board of Governors has the authority to establish alternative methods if deemed necessary.

d) Any College cheque must be requested through the proper coding of an invoice. An invoice must have the appropriate cost centre and signature.




e) All invoices must be submitted to the Finance Officer in accordance to the schedule set forth to receive a cheque.

f) No signing officer should sign an invoice that has been requested by themselves. (i.e. honorariums or advances).

g) All expenses above FIVE HUNDRED ($500.00) dollars must be approved by the GCSA President prior to cheque being written.

h) All requests for activity fee financial support over $500 must be tabled for at least one executive meeting in order to allow time for questions and research. This can only be amended in the instance of a time sensitive topic (i.e. fund approval needed within 1 week).
i) The President will appoint a designee while absent.

j) If the President requests the cheque, then the Student Life Advisor will have the authority to approve.

k) Any expense that won't be approved by an Executive Council Member then must be approved through a GCSA motion.

l) All expenses above FIFTEEN HUNDRED DOLLARS ($1,500.00) must be brought to a GCSA meeting for approval through a motion.

m) All conference requests and expected expenditures must be approved through a GCSA motion.
n) All expenses must be submitted on a monthly basis or sooner.

o) GCSA has the right to deny expenses through a motion.

p) Copies of coded invoices are sent up to the Georgian College accounting department to be filled once it has be entered into the PeopleSoft System.
3. ACCOUNTING PROCESSES FOR CLUBS

a) GCSA Recognized Student Clubs are to adhere to all financial policies and procedures.

b) All cash and/or cheques will be deposited into Rectrac System “Global Sales” at the front desk of the GCSA Office. A receipt will be given to the person depositing the money as well as a copy for the club file in the office of the GCSA VP Internal Relations.  The front desk staff will need to know the name of the person making the deposit, the club name, and the reason for the 
c) Any invoices to be paid by cheque should be received in the Student Life Finance Officer’s office by no later than Monday at noon to be processed for the College cheque run on Friday morning. Invoices should be coded with your club account number as well as two (2) authorized signatures. Cheques will be mailed out from the College’s Accounting Department Friday afternoon.

d) A copy of your club monthly account balance will be printed from the College’s PeopleSoft System. You will receive a copy as well as a copy for your file in the GCSA VP Internal Relations office, upon request from the GCSA Finance Officer.
4. TRAVEL REIMBURSEMENT PROCEDURE

a) Any approved GCSA related travel and miscellaneous, other expenses that have been incurred while on College business are eligible for reimbursement.




b) The Statement of Travel & Employee Reimbursement form is to be completed legibly in ink by the GCSA Executive/Staff seeking reimbursement as follows. The employee should specifically state:

· The name, division and phone number of the employee;
· The amount (s) of expense and to which account (s) it is to be charged with the College;
· The date on which the expenses were incurred;
· Where the employee travelled from and where he/she travelled to. The purpose of the trip must also be stated;
· The total kilometers travelled on the trip, if the employee used his/her own vehicle, with appropriate Google Maps to evidence distance travelled.
· Additional amount(s) being claimed for reimbursement under the appropriate categories on the form including details regarding, “other” Expenses under the “remarks” heading;
· Employee’s signature and date of signing.
c) Reimbursement is based on:

· Actual College related travel costs incurred supported by receipts except when using private automobile;
· Miscellaneous other expenses that are supported by receipts;
· An approved kilometric travel allowance for use of private automobiles;
· Per Diem rates established as part of agreements for employees involved in special projects or international travel.
d) The Statement of Travel & Employee Reimbursement form with

· Receipts attached to it, must be signed by the employee and the employee’s direct supervisor.
· Out-of-Province Travel form.
e) The Statement of Travel & Employee Reimbursement form is then to be submitted to Accounting in C327 for processing reimbursement. This must be done within the semester the expense was incurred.

16. Official Logo

Appendix J for Official GCSA Logo Guidelines.

17. Conflicting Statements

Whereby, any conflicting statements between the GCSA. By-laws and the Constitution occur; the Constitution shall override the By-laws.

18. Amendments and Review of the By-laws

There is to be a By-law Review Committee struck that will include the Student Life Advisor, the GCSA Vice President Administration, the GCSA President and any other members that the President sees fit. Review of By-laws may be conducted annually.





Appendix A: Executive Job Descriptions

1. GCSA President Shall:

Specific to the GCSA Presidential role you will:

· Assist with the organization and coordination of all college wide events on behalf of GCSA (for example: orientation)

· Strive to ensure that the executives and board of directors are aware of GCSA services and activities

· Be informed of all services of GCSA and its businesses including Get Connected, Orientations etc.

· Develop, implement, and commit to a one-year operational and strategic plan that identifies the executives’ goals and objectives

· Participate in selection committees established to hire full time student life staff

· Work closely with the Manager, Student Leadership & Transition Services 

· Delegate tasks to VPs and directors where appropriate

· Represent student issues and concerns to key stakeholders to the best of your ability 

· Support and assist with the ongoing training and professional development of GCSA members 

· Monitor the activities of the VPs to ensure the fulfillment of their job descriptions and be present for each honorarium review along with the Manager, Student Leadership & Transition Services

· Be aware of all major purchases for the GCSA office including SWAG, furniture and equipment

· Take responsibility for the overall direction and leadership of council, assisting council as required

· Chair the constitutional by-law and strategic plan review committees

· Be the lead contact for GCSA student representation on college committees such as College Council and Student Portal Committee 

· Attend Board of Governors’ meetings as requested

· Attend college meetings involving subsidiaries and businesses upon request (ie. Grade appeals)

· Assist with Barrie hosted Student Executive Conference 

· Chair (or designate and delegate VP or Director) council meetings

2. All Barrie Campus VP Shall:
In order to promote a culture of student engagement and social integration all GCSA executives will:

· Be available within the GCSA office for a minimum of 24 hours a week during which time they will be open to hearing student issues and concerns

· Work to maintain a clean and professional individual office space and work to keep a clean and professional shared workspaces in the office (i.e. Front Desk, Kitchen Area, Front Office Space, Couch/Lounge Area)

· Keep Outlook calendar up-to-date as well as respond to work emails and messages in a timely manner (i.e. less than 24 hours)

· Participate in ongoing professional development which will include irregular hours (with advanced notice)

· Attend all meetings of the executive, directors and Student Executive Conference (SEC) including in-service and team building activities 

· Assist with general office duties and inquires (for example: insurance questions) as well as provide coverage at the GCSA front desk as required 

· Respect, adhere to and continually review GCSA policies, procedures, by-laws, and constitution

· Adhere to all college policy and procedures, modelling exemplar student behaviour 

· Participate in an annual review of all student ancillary fees and budget review (usually at SEC)

· Be available to meet regularly (minimum of monthly) with the Manager, Student Leadership & Transition Services

· Work within the budget attributed to your portfolio, and presenting your budget updates upon request

· Work with the Manager, Student Leadership & Transition Services on the procurement of goods and services for GCSA (e.g. SWAG)

Part of all GCSA executive roles include supporting the onboarding of your incumbent by; 

· Maintaining all GCSA documents and records in an organized fashion, relinquishing all those documents or records in their care to the successful incumbent at the end of the term

· Preparing a transition binder and year-end report for your incumbent and the Manager, Student Leadership & Transition Services 

· Participating in the orientation and training of your successor at change-over

· Presenting succeeding budget to council for approval

3. The Barrie Campus VP of Administration Shall:

· Sit on constitution and by-law review committees

· Compile agenda items for all executive and board of directors meetings and distribute at least 24 hours before each meeting (submitted to the Manager, Student Leadership & Transition Services)

· Take attendance at all meetings
· Coordinate any special guest presenters at executive or board of directors meetings

· Plan and implement professional development activities for the Board of Directors

· Be responsible for recruitment and training of student directors

· Provide leadership and support to student directors
· Coordinate the honorarium reviews for student directors

· Establish a means of regularly communicating with student directors and maintain communication between directors and council

· Be responsible for scheduling and organizing board meetings; setting agenda, recording and distributing minutes and following up on any action items.  
· Assist with KPI surveys by scheduling time slots for council members
· Take a lead on college wide events (ie. Late Night & Open Houses)
· Assist with the organizing and running of student elections
· Be a liaison and key contact for Shadow Project by delegating mentees to mentors, updating Shadow Mentee job description from time-to-time and collecting feedback
· Work closely with GCSA Office Assistant in coordinating Student Leadership Conference
· Promote co-curricular record and work closely with Graphic Designer to design material to market it
· Sit on banquet planning committee and Student Executive Conference (SEC) working group
4. The Barrie Campus VP of Student Engagement & Communications shall:
· Work closely with the Marketing and Events Manager to develop a yearly calendar of events

· Plan and execute activities to promote a sense of community and to increase student engagement 

· Build partnerships with other departments and other Georgian College Students’ Association campuses.

· Organize and promote GCSA special events/initiatives and activities to promote students’ social integration

· Recruit staff and volunteers to assist with the marketing of GCSA events and services (Promo Crew)

· Organize events planning meeting in May to create a yearlong events calendar, organized between all campuses

· Assist with the coordination of the annual GCSA appreciation banquet

· Maintain GCSA bulletin boards throughout the campus, keeping them current and providing approval for poster requests

· Develop and maintain working relationships with local media (ie. News releases to communicate student life news)

· Ensure all marketing material is appropriately branded and has accurate and professional information

· Works closely with Graphic Designer to provide creative marketing materials, and update/maintain online media campaigns (Facebook, Blackboard etc.,)

· Works closely with Marketing Manager to support and hiring process for a Co-op marketing position. 

· Works closely with the Marketing Manager to ensure event particulars and event proposals are completed in a timely manner (pre-event planning, event, and post-event follow-up) 

· Consult with Marketing Manager to negotiate contracts including production companies, agents, and artists for live entertainment

· Responsible for designing/purchasing/marketing spirit wear & GCSA branded SWAG and/or uniforms with consultation with Manager, Student Leadership & Transition Services

· Coordinate GCSA presence at all college events (Preview, Open House, Auto Show, Orientation)

· Attend regular event and promotions meetings

· Liaison between the travel company that coordinates the student trips (including being involved in the process of selecting that company)

· Establish a promo crew to assist with the organization of GCSA events (for example: concerts)

· Attend regular event and promotion meetings (minimum by-weekly)

· Be available to attend Canadian Conference of Campus Activities (COCA) Conferences 

5. The Barrie Campus VP of Internal Relations shall:

· Be responsible for informing the VP admin of internal (GCSA) requests or agenda items

· Work with internal groups on funding requests that need to go to council

· Keep accurate records of revenues and expenses for clubs and associations 

· Maintain club and association files (keep them accurate and up to date) 

· Be available to sit on selection committees for part time student positions within the GCSA office

· Attend college meetings as requested by the GCSA president and/or college officials

· Act as the liaison for student clubs and associations in order to ensure they are organized, well executed and representative of the values and diversity of Georgian College 

· Review and update the club and association application package and the constitution that governs clubs and associations

· Approve all payment authorization forms by clubs and associations (working with financial officer when required)

· Oversee the food locker program, including, but not limited to sitting on the food locker committee, promoting the program, planning for sustainability, overseeing the Meal Exchange coordinator, and sit on the hiring panel of the Meal Exchange Coordinator

6. The Barrie Campus VP External & Equity shall:
· Develop collaborative partnerships with community stakeholders to create and deliver educational information, workshops, events and materials that help to raise awareness of social justice, inclusive leadership, equity, and diversity among Georgian College and the Barrie community

· Be the Barrie Campus representative for the Diversity committee and campaign 

· Maintain the general GSCA office area, ensuring the information about services offered through the GCSA and Georgian College are accessible to students through our offices

· Represent the interests of students on marginalized and disenfranchised college and community initiatives 
· Ensure all executives and directors receive diversity and ally training (LGBTQ2), are informed on equitable definitions and services that the GCSA and Georgian College has to offer
· Work as a Liaison between Student Services and the Senior Leadership Team on maintaining an equitable environment for students at Georgian College
· Maintain and update as needed the Georgian for Equity handbook; and create and continuously develop and uphold equitable innovation campaigns under its initial intentions to serve students 
· Work a number of required honorarium hours in the Equity Centre (virtual or physical)
· Work with College Departments to create/maintain sexual violence and harassment workshops/campaign
· Attend college meetings as requested by the GCSA President or a college official

· Responsible for the promotion of Municipal, Provincial, and Federal elections (In non-election years provide opportunities for Government officials to come answer questions and present new projects to students and faculty)

· Assist students in advocating for their rights 

· Assist with planning for annual leadership conferences, training retreat, and awards banquets

· Actively recruit new volunteers to participate in internal and external community events 

· Co-ordinate charitable donations from community partners and businesses

· Assist with the coordination and planning of an annual philanthropic event for the students on Barrie campus (with proceeds benefiting the Barrie community and/or international community) 

· Procure Community Partnerships

· Collaborate with VP Student Engagement and consult with the Georgian College Marketing department on press releases

· Take minutes in the absence of the VP admin and speak in the absence of the president 

· Chair any GCSA endowment, scholarship and/or awards committee (for example GCSA appreciation banquet
7. The Barrie Campus VP of Athletics & Health Promotions shall:

· Attend Ontario College Athletics Association (OCAA) annual general meetings

· Assist with the development of the Athletic programs for the upcoming year in conjunction with the athletic staff and Students’ Athletic Association (SAA)

· Ensure that GCSA is aware of all athletic services and activities

· Participate in the part time athletic staff training

· Be present for the honorarium review process for the SAA positions

· Assist with athletic banquets and special events throughout the year

· Assist the SAA with marketing and promotions for athletic events

· Support home games and promotions to increase school spirit and campus wide engagement in athletic events 

· Coordinate intercampus athletic events hosted within the City of Barrie

· Assist the athletic department in the review of the budget

· Assist with the training of the SAA

· Chair the SAA meetings

· Work on special projects for the athletic department

· Create and promote holistic health and wellness events to support the health and wellness of all students 

· Work together with the athletic staff and SAA to create a positive image and increase college awareness of athletic services and activities
· Responsible for the planning and execution of  SAA elections in consultation with the Manager of Athletics
Appendix B: Student Directors

1. The Barrie Campus GCSA Directors Shall:

· Complete at least 160 hours in the GCSA office for a semester (i.e. GCSA Council Meetings, Weekly Director Meetings, Front Desk Coverage)

· Be available for coverage of the GCSA front desk during office hours and other available hours 

· Attend all GCSA Council Meetings (If unable to attend, please inform the VP Admin within 24 hours of the meeting date)

· Participate in ongoing professional development which will include irregular hours (with advanced notice)

· Assist with GCSA events (i.e. Bubble Soccer) and College Wide activities (i.e. Open House, Orientation, Late Night (LNAP), Get Connected, Leadership Conferences)

· Assist the VP internal with the Georgian College Foodlocker (i.e. Fulfilling requests, marketing, etc., )

· Assist the VP Student Engagement with GCSA event promotions (i.e. Poster Displays, Assisting Promo Crew, Social Media Support)

· Plan events according to the Program Check List and meet with VP Admin & VP Student Engagement for approval

· Plan at least one event during your term of office

· Team up with other Directors/Executives and support additional event initiatives

· Submit all required documents to the VP Admin prior to the weekly Director meeting(s)

· Work closely with assigned VP/GCSA staff for the Shadow Project and report activities to the VP Admin during the weekly Director meeting(s)

· Work closely with the VP Admin for departmental updates and provide a synopsis of activities as requested 

· Be responsible for keeping Outlook calendar updated in a timely manner as well as responding to work emails and messages in a timely manner (i.e. within 24 hours)

· Will be permitted to use Time-Out Power (i.e. one week vacation) once a semester with valid/concrete reasoning and must inform the VP Admin & President beforehand 

· Respect, adhere to and continually review GCSA policies, procedures, by-laws, and constitution

· Adhere to all college policy and procedures, modelling exemplar student behaviour
Appendix C: Executive Honorarium Report
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GCsA executives and directors have the right to appeal their honorarium decision os fong as
they adhere to the following policies:

1. That they submit their request to the Monager Student Leadership and Transition
Services (by email) within 24 hours of the end of their honorarium review meeting

2. That they include their original review sheet os well as written points on why they feel
the decision from the review was not appropriate (focts)

3. That they realize that any arbitration decision made by the Monager Student Leadership
and Transition Services is final and cannot be appealed again.




Appendix D: Director Honorarium Report
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GCsA executives and directors have the right to appeal their honorarium decision os fong as
they adhere to the following policies:

1. That they submit their request to the Monager Student Leadership and Transition
Services (by email) within 24 hours of the end of their honorarium review meeting

2. That they include their original review sheet os well as written points on why they feel
the decision from the review was not appropriate (focts)

3. That they realize that any arbitration decision made by the Monager Student Leadership
and Transition Services is final and cannot be appealed again.





Appendix E: GCSA Elections Policies and Procedures

Barrie Campus

Revised: April 2017
a) Definitions:

“CRO” means Chief Returning Officer “DRO” means Deputy Returning Officer

“election” means general election or by-election

“elector” means a person who is entitled to vote at an election to the Georgian College Students’

Association for Barrie

“Voter” means an elector voting electronically “candidate” means an individual that has been nominated to stand for election as per the guidelines set out in this policy.

b) Council may establish additional rules and regulations regarding general elections provided such regulations do not conflict with any Constitution principles

c) Where an amendment to this election by-law is proclaimed less than two weeks before the date of an election, such amendment shall not apply to the election unless so authorized by Council and a 2/3 vote.

d) Every person is qualified to vote at an election of a student to council who, on the day(s) set for voting is:

A registered student of Georgian College Barrie Campus having paid GCSA activity fees and is either:

i) on Co-operative Placement

ii) attending full-time classes or

iii) attending part-time classes

e) The 6 Student Executive Positions (as seen in By-law Section III) shall be elected in the Winter general election.
The Directors may receive up to $2200 ($13.50 per hour, up to a maximum of 40 hours per month) at the end of each academic term.

f) (see positions in By-law Section IV).
g) Whenever a vacancy occurs on the GCSA during the summer semester, the position shall be filled in the fall elections.

h) Whenever a vacancy occurs within the GCSA during the fall semester, a by-election shall be held within thirty days of the position becoming vacant.

i) Whenever a vacancy occurs within the GCSA during the Winter Semester, it will be at the discretion of the remaining members of the GCSA in consultation with the advisors, whether a position will be filled by by-election, appointment or remain vacant.

j) No person is eligible as a candidate who, on or after the beginning of the nomination period of a particular election, has been engaged as an election official.




k) No person shall be nominated and consent to be nominated so as to be a candidate for election as a member of Council for more than one position at the same time. If any person is nominated contrary to this section and consents thereto, all of that candidate’s nominations are void.

l) For a general election or a by-election, a nominating period of no less than 4 school days or not more than twenty-one consecutive calendar days shall be allowed for each person.

m) The nominating period shall be determined by the C.R.O. in consultation with the GCSA President and Manager of Student Leadership.

n) A campaign period shall not last longer than fourteen calendar days.

o) The Council members will appoint a staff member to be the C.R.O.

p) The C.R.O. shall act in an impartial manner in every respect concerning an election to GCSA. The C.R.O. shall in no way support any candidate, except when exercising the right to vote.

q) The C.R.O. may make any interim decisions, rulings or orders deemed appropriate, fair and just, provided such decisions, rulings or orders do not conflict with :

i) The GCSA. Constitution

ii) Any instructions of Council issued prior to the opening of nominations

r) The C.R.O. may appoint up to two Deputies (D.R.O.) who shall:

i) Shall remain impartial

ii) Be removed from office at the discretion of the C.R.O. in consultation with the Manager

ai) Approve all postings (either physical posters or on line campaigns)

s) The C.R.O. will ensure that the student body has proper access to all of the election information and that it is accurate with the help of the advertising and design support staff

t) Immediately following the nomination period the C.R.O. shall call a meeting to inform each candidate of his or her status as an acclaimed candidate, or a candidate still having to campaign for a position.

u) The C.R.O. shall be responsible for informing all candidates of their rights and responsibilities concerning election conduct as provided for in the election candidate’s package. See Appendix F

(Election Policies and Procedures)

v) The C.R.O. shall make copies of the GCSA Constitution, Campus By-Laws, Election Policies and Procedures and all subsidiary regulations available to each candidate in both paper and online format.

w) The C.R.O. shall ensure that a complete list of candidates, as well as those who have been acclaimed, is posted immediately following the close of the nominations period. Such list shall be posted outside the office of the GCSA and any other locations the C.R.O. or GCSA deems appropriate.

x) The C.R.O. shall direct the candidates that GCSA will support candidates’ campaign with a maximum of 50 print posters and one roll of masking tape. The candidate can have up to $100 in endorsement, but these endorsements cannot be monetary.
y) The candidate can seek campaign donors and sponsorship for their campaign to a maximum of $500.
z) In the event that circumstances arise that would adversely affect the students’ ability to vote on the days specified for voting, and the C.R.O. considers that in the interest of a fair election the number of 

voting days should be extended, the C.R.O. may increase the number of voting days. Such a decision must be made in advance of the originally scheduled closing time for the polls, and every reasonable attempt must be made to notify candidates and electorate.
aa) Following the online voting, the C.R.O. shall post the results at the appropriate places around the campus, notify the correct administration, and email both the successful and unsuccessful candidates with a standard message; aided by the Manager of Student Leadership. An election meeting will be held on the final day of voting to inform candidates as well.

ab) Those candidates not present shall be notified of the results by email as soon as possible.

ac) The C.R.O. is also required to present to GCSA a post-election results report, at which point, the Council shall accept the results of the election and the candidate(s) shall be considered the incumbent(s).

ad) Where for any reason, the C.R.O.’s report is not presented, but there is sufficient reasonable evidence to indicate who was fairly and justly elected, GCSA shall immediately validate the election of such candidate(s).

ae) There needs to be the full testing of the systems and the process prior to validating and announcing the results. All electronic records shall be kept for two years after the election to give all candidates the opportunity to view the results.

af) In the event that a decision made by the C.R.O. in consultation with the Manager of Student Leadership is in dispute, an Election Tribunal may be struck from external Georgian College Staff or Faculty to review the decision.

Appendix F: Election Campaign, Policies and Procedures

The C.R.O, President, and Student Life Advisor shall contact physical resources and the marketing department (MarComm) annually to get the most up to date posting policies; which must be followed.

To be an eligible VP Candidate, you must be entering your second or subsequent year at Georgian College, or have reasonable experience as assessed by the President and Manager of Student Leadership.

1. Upon submitting completed nomination package, you are required to:

· Attend campaign workshop and have your picture taken at that time

· Attend 1-on-1 meeting to get GCSA President’s signature

· Attend a board meeting

2. Georgian College Students’ Association (GCSA) current Executives, Directors and Staff (including

Promo and events crew, Brew Crew and support staff and managers) are NOT allowed to support or assist candidates in their campaigns. This consists of:

a. No ‘sharing’ of candidates posts on Facebook (you are allowed to ‘like’ a post)

b. Promo crew cannot add candidate’s slides to GCSA slideshow at promo table

c. You cannot verbally endorse or speak negatively against any candidate. If asked a question simply reply “As a GCSA employee I cannot endorse any candidate over another, but I encourage you to go onto our website and view all the candidates profiles”.

d. Clubs and associations can delete Facebook posts on their page at their own discretion, however it must be done equally (allow all candidates to post, or allow none).

e. No direct promotions from GCSA Run Operations employees (i.e. Orientation, TLC, TFC,  Athletics Center

3. In the case of a dispute, the Chief Returning Officer, in consultation with the Manager of Student Leadership and Transition Services, shall interpret the dispute and shall make the final decision in regards to the said dispute.

4. Applicant must respond within 48 hours after being contacted by the CRO or else they will be removed from the election.

5. Your posters will only be available for pick up during GCSA Office hours Monday to Friday between 8:30am and 5pm. Please allow 1 weekday starting from the day you send your poster to Shona for approval and printing.
6. Nothing can be given away to students to encourage them to vote for you as this can be seen as bribery.

7. Table space will be available to students through booking a space through the Student Life Office Assistant.

8. Candidates will be given 25 colour posters and a role of masking tape. They are also responsible for the posting all advertising and adhering to all posting rules.

a. Posters must be approved by the Chief Returning Officer (Shona. Klugman@GeorgianCollege.ca) before they are used for campaigning purposes.

b. Candidates may post under designated areas labelled with a large ‘GCSA Election Candidates’ sign on brick walls only (nowhere else on campus allowed).

c. Only masking tape may be used, and with the tape behind the image on all 4 corners.

d. Slander and libel are forbidden.

e. Candidates, or their staff, are not to place material on top of other candidates’ materials, and shall not remove, alter, or damage the material of another candidate.

f. No campaigning may be done in a classroom while a class is going on (only before, during a break, or after the class is completely over will be allowed). Candidates may NOT request that teachers dismiss classes for voting purposes.

10. Social Media Rules

a. You can only post one a week per page in Georgian College Facebook pages. This includes clubs, Athletics, TLC, GCSA and main Georgian pages. It is up to the administrator whether they allow candidates posts or not, but they are all asked to promote fairly (allow all candidates, or allow none).

b. Do not used slander against another candidate.

c. Do not promote another candidate.

d. No tagging of people to your campaign posts

11. Current GCSA members running in elections

a. You cannot promote yourself by word of mouth or any other way while you are working for GCSA (paid or volunteer). This means if you are in the office and someone comes in and you want to promote yourself to them, you can’t. You can’t take them in the hall, or pass them a note or anything. While you are on the clock with GCSA you are to represent them properly by not taking advantage of your job during elections. On your own time you are free to campaign.

b. Members of the promo crew that are running in elections will be scheduled for shifts as usual but the VP Marketing will make sure to have you promote something other than elections (like upcoming events). No candidate on promo crew will talk about elections while working.

c. You absolutely are allowed to mention your past experience with GCSA. This means you can wear your name tag in photos, take photos or video within the GCSA Office, or mention it in your bio and goals and social media. Think of it as part of your resume that you want to share with the students.

d. We ask that you no do wear your GCSA name tag while promoting yourself as it may look like GCSA is promoting you as an individual.

12. Any complaint must be presented to the Chief Returning Officer in writing and be signed by the complainant and at least two witnesses. Any verbal complaints will not be accepted and any rumors will not be acted or ruled upon.
13. The Chief Returning Officer holds residual authority. Any issues arising which are not covered within this document will be dealt with at the discretion of the Chief Returning Officer. The CRO can create an election team of a maximum of 3 students. Highest priority goes to VP’s, then Directors, then all other students.

14. Campaigning for the GCSA is an individual process but you are allowed to partner with 1 other candidate if you wish to promote together.

15. Candidates will not be allowed to loiter around the polls on the specified election dates.
16. Interested parties must attend a GCSA Council Business meeting. If unable to the meeting minutes will be posted online for review/to listen or a meeting will be recorded (i.e. voice recorder) if requested.
17. There is a 3 strike policy for breaking rules. Any candidate will be disqualified if they do not adhere to these campaign procedures as outlined above, at the discretion of the CRO, once they hit their third strike.

18. All candidates are allowed, and encouraged to vote in the elections. And yes, you can vote for yourself. It’s anonymous anyway!




Appendix G: SAA Constitution

Georgian College

Students’ Athletic Association

CONSTITUTION

APPROVED:
April 17, 2017
Revised:
April 17th, 2017
Article I:

Name

The name of the athletic committee shall be the Students’ Athletic Association (SAA).

Article II:

Purpose

The purpose of the SAA is to organize and carry out functions pertaining to athletics, including varsity sports, campus recreation, and fitness, as directed and considered appropriate by the Georgian College

Students’ Association (GCSA), for the enjoyment of full-time and part-time students studying at Georgian College (Barrie campus).

Article III:

Membership of SAA

Section 1

The members of the SAA shall consist of GCSA activity-fee paying students of Georgian College and the UPC (University Partnership Center).

Section 2

No group of students shall function as a sports organization/association within the college unless it has received written approval from the SAA.

Section 3



No student shall represent the SAA in any way unless they have the written approval for such actions and is responsible to the SAA.

Article IV:

Responsibility

The SAA is responsible to the GCSA Vice President Athletics & Health Promotions (hereinafter referred to as the President) for all its actions and events. The President is in turn responsible to the GCSA.

Article V:

Objectives

The objectives of the SAA are:

i. To organize, promote, and support athletics at Georgian College

ii. To organize various athletic activities in a variety of sports

iii. To maintain and support the rights of all students to use the athletic facilities to their fullest capacity

iv. To ensure the athletic interests of all students are recognized and the activities and services are supported

Article VI:

Structure
Section 1

The SAA shall consist of the following members:

a. President (GCSA Vice President Athletics & Health Promotions) elected
Coordinators:

b. Varsity Coordinator elected
c. Campus Recreation Coordinator elected
d. Fitness Coordinator elected
e. Marketing & Promotions Coordinator elected
Ex-officio members (officers):

f. Varsity Officer full-time staff



g. Campus Recreation Officer full-time staff
h. Fitness Officer full-time staff
i. Marketing & Promotions Officer full-time staff
j. Facility Supervisor full-time staff
Section 2

The President is elected by the students of Georgian College during the general GCSA Elections of the same year.

Section 3

The committee shall be empowered to deal with routine athletic matters in order to expedite sports events and related subject matter but shall at all times be responsible to the President.

Article VII:

Honorarium

Section 1:

For SAA members to be eligible for the full honorarium amount they must complete a total of 80 hours per semester.

Section 2:

Increases in honorarium may only be made for the next SAA Council.
Section 3:

Honorarium will be subject to the following performance standards:

i. Attending bi-weekly board meetings as scheduled by the President.
ii. Attend bi-weekly updated meeting with the corresponding support staff of the Athletics Center.
iii. Communicating regularly with the corresponding Athletic Coordinator through weekly scheduled meetings.

iv. Attending all possible events relating to that coordinators specific job role.

v. Attending other SAA and GCSA events to help support and encourage student participation in athletics and student life.




v. Meeting the specific job requirements and duties as specified in the SAA constitution

vi. The honorarium process for review will be outlined by the current SAA

vii. Coordinators may have the right to appeal the decision regarding their honorarium payout through a written notice to the Manager of Athletics

Article VIII:

Duties of SAA Members

Section 1: President

i. To direct and supervise the affairs of the SAA with the assistance of the full-time athletic staff, GCSA, and Student Life Department

ii. To monitor and allocate accordingly to the SAA budget

iii. To call, prepare the agenda for, and chair the SAA meetings

iv. To handle all correspondence and incidentals pertaining to the SAA and to work closely with all athletic department officers and coordinators

v. To be the custodian of all minutes and records other than those of the finances of the SAA

vi. Shall at all times respect, support, and promote the Athletic Department and its activities and services

vii. Shall represent SAA at official college events such as Orientation day, Preview day, Open house, Residence move in, and Orientation day

viii. Shall attend Ontario Athletic Association and Canadian College Athletic Association general meetings when required

ix. Shall attend Campus Recreation and Marketing & Promotion conferences when required

x. Through collaboration with the coordinators and officers, shall have input into program design evaluation, marketing and promotions

xi. All coordinators shall be entitled to receive CPR, First Aid and AED Training

Section 2: Varsity Coordinator




i. To sign an SAA Contract upon the start of term of office and read the SAA Constitution in full

ii. Upon formal request, assume the duties of the President of the SAA in his/her absence

iii. To act as a liaison between the Athletic Department and the students of Georgian College in reference to varsity sports

iv. On a regular basis, update the President on varsity activity

v. To assist with and ensure all promotion, publicity, and necessary media coverage, internally and externally, is completed for all varsity events, in consultation with the Varsity Officer

vi. To act as an advisor to the Athletic Department for the students' varsity needs, regular meetings with varsity captains or representative through the year, therefore having input to program design

vii. To assist with student staffing issues relating to varsity programming

viii. To be aware of all GCSA and SAA events and assist where necessary

ix. Prepare, on a regular basis or as requested, varsity portfolio reports for the President

x. Submit written Honorarium reports prior to the end of the review period to the President and Varsity Officer

xi. To coordinate and be responsible for home games and hosted events

xii. In conjunction with the Varsity Officer, organize the varsity banquets

xiii. Work closely with the GCSA to develop and promote varsity events at Georgian College within the Residence

xiv. Complete a minimum of 20 hours per month in order to be eligible for the full honorarium amount

xv. Attend all SAA Meetings

Section 3: Campus Recreation Coordinator

i. To sign an SAA Contract upon the start of term of office and read the SAA Constitution in full




ii. Upon formal request, assume the duties of the President of the SAA in his/her absence

iii. To act as a liaison between the Athletic Department and the students of Georgian College in reference to campus recreation activities

iv. On a regular basis, update the President on campus recreation activity

v. To assist with and ensure all promotion, publicity, and necessary media coverage, internally and externally, is completed for all campus recreation events, in consultation with the Campus Recreation Officer

vi. To act as an advisor to the athletic department for the students’ campus recreations needs, therefore having input to program design

vii. To assist with student staffing issues relating to campus recreation programming

viii. To be aware of all GCSA and SAA events and assist where necessary

ix. Prepare, on a regular basis or as requested, campus recreation portfolio reports for the President

x. Submit written Honorarium reports prior to the end of the review period to the President and Campus Recreation Officer

xi. To act as student advisor to all athletic clubs and groups

xii. May attend the CIRA Ont., CCCR Student Conference annual meetings as requested

xiii. To review and respond to possible rule and regulation changes and update as required in conjunction with the Campus Recreation Officer

xiv. Assist with championship games including the presentation of the trophy and team photos

xv. Keeping in mind the demographics of the student body, work toward maximizing participation in campus recreation to be inclusive to all student groups

xvi. Act as an official as required for intramural or extramural events

xvii. In conjunction with the Campus Recreation Officer, organize the intramural/extramural banquets

xviii. Work closely with the GCSA to develop and promote campus recreation events at Georgian College



xix. Complete a minimum of 20 hours per month in order to be eligible for the full honorarium amount

xx. Attend all SAA meetings

Section 4: Fitness Coordinator

i. To sign an SAA Contract upon the start of term of office and read the SAA Constitution in full

ii. Upon formal request, assume the duties of the President of the SAA in his/her absence

iii. To act as a liaison between the Athletic Department and the students of Georgian Colleges in reference to fitness activities

iv. On a regular basis, update the President on fitness activity

v. To assist with and ensure all promotion, publicity, and necessary media coverage, internally and externally, is completed for all fitness events, in consultation with the Fitness Officer

vi. To act as an advisor to the athletic department for the students’ fitness needs, therefore having input to program design

vii. To assist with student staffing issues relating to fitness programming

viii. To be aware of all GCSA and SAA events and assist where necessary

ix. Prepare, on a regular basis or as requested, fitness portfolio reports for the President

x. Submit written Honorarium reports prior to the end of the review period to the President and Fitness Officer

xi. To act as a student advisor to all fitness clubs and groups

xii. Assist coordinators in planning the year end banquets

xiii. May attend fitness conferences and special events as requested

xiv. Ensure all Fitness Rules/Regulations are updated, approved, and conveyed each spring

xv. Work closely with the GCSA to develop and promote fitness events at Georgian College




xvi. Complete a minimum of 20 hours per month in order to be eligible for the full honorarium amount

xvii. Attend all SAA meetings

Section 5: Marketing & Promotions Coordinator

i. To sign an SAA Contract upon the start of term of office and read the SAA Constitution in full

ii. Upon formal request, assume the duties of the President of the SAA in his/her absence

iii. On a regular basis, update the President on marketing and promotions activity

iv. To assist with student staffing issues relating to marketing and promotions

v. To be aware of all GCSA and SAA events and assist where necessary

vi. Submit written Honorarium reports prior to the end of the review period to the President and Marketing & Promotions Officer

vii. To ensure all promotion, publicity, and necessary media coverage, internally and externally, is completed for all varsity, campus recreation, and fitness events

viii. To recruit, train and co-ordinate a student athletic marketing and promotion team along with the marketing officer.

ix. To ensure efficient communication between the Manager of Athletics, Varsity Officer, Campus Recreation Officer, Fitness Officer, President, the other members of SAA, GCSA , and the Athletic Department

x. To uphold the respected image of the Athletic Department within the college system and the community

xi. To work closely with all SAA, Public Relations, and Promotions with the GCSA Vice President Marketing in order to ensure all college activities are appropriately advertised and that all college posting policy rules are followed

xii. Prepare, on a regular basis or as requested, marketing and promotions portfolio reports for the President

xiii. May attend conferences and special events as requested




xiv. To record all SAA Meeting minutes and provide an official copy to the President within 2 business days of the meeting

xv. Complete a minimum of 20 hours per month in order to be eligible for the full honorarium amount

xvi. Attend all SAA Meetings

Section 6: Full-Time Athletic Staff

i. Train students (including SAA members) and interpret college policies as well as those of GCSA

ii. Guide and advise the SAA in all areas of programming, policies, and special events

iii. The staff shall be at liberty to make suggestions and to introduce matters for discussion but shall remain ex-officio members of the SAA

iv. Review the implementation of any motion of the SAA (on occasion it may be necessary to refer motions to the GCSA or the Manager of Student Leadership for resolution, solution, or input)

Article IX:

Resignation and Impeachment of SAA Members

Section 1

Should any member of the SAA fail to achieve a semester weighted average of 60% (full-time students and must have no more than 1 failure per semester and students taking less than 4 courses must have no failures) for their respective program in semester examinations, or find that he/she is unable to perform the duties of office, he/she shall at once submit their resignation to the President.

Section 2

The Manager of Athletics and the President hold the right to investigate the option of Academic Probation with the student. An Academic Probation option would need approval by the SAA and have the signature of the Manager of Athletics.

Section 3
If a position remains vacant after winter elections, a bi-election will be held in the fall, having the remaining members back fill the duties during the summer semester. Should the vacancy occur in the second semester (fall), a student from the remaining members may step into the vacated role with the approval (through a vote at a properly constituted meeting) of the members. There would then need to be an election to fill that position. Should the vacancy occur during the third semester (winter), the SAA has the option of not filling the position for the remainder of the term, having the remaining members back fill the duties, or going immediately to an election. In all cases, GCSA must be made aware of the situation.
Section 4

Any member of the SAA may, for repeated negligence or dereliction of duties, be removed from office by a two-thirds vote of the members present at a properly constituted meeting of the SAA

Section 5

No student may hold more than one representative position on either the SAA or GCSA concurrently.

Article X:

Amendments to SAA Constitution and By-Laws

Recommendations to make, amend, or repeal regulations and by-laws to this constitution must be presented to the SAA and lawfully passed then presented to the GCSA for deliberation and ratification.

Article XI:

Election of SAA Members

Section 1

Nomination and selection of all candidates must be completed accordingly and follow the advertised nomination process and adhere to all laws governing the GCSA Election Protocol as per The GCSA By-Laws.

Section 2

To be nominated to the SAA executive, a student must have a 60% average in his/her respective program and must maintain that average for the duration of their term.

Section 3
The results of the election shall be posted on the bulletin boards and published in the College newspaper.

Section 4

If any position is not successfully filled, the by-election process will be followed.

Section 5:

Each SAA member shall serve one year. The term begins May 1 and runs through until April 30 of each calendar year.

Section 6:

SAA elections must take place after the completion of the GCSA Executive elections each year in order to avoid confusion between the SAA and GCSA.

Article XII:

Rules of Procedure and Voting Power

Section 1

The order of business at regular meetings of the SAA should be as follows:

a) Attendance

b) Acceptance of Minutes

c) Reports

d) On going business

e) New Business

f) Adjournment

Section 2: Minutes

The record of all SAA meetings and committee meetings shall be succinct and accurate minutes. These shall be read and approved at SAA meetings. Full records of deliberations and discussions may also be kept for reference.

Section 3: Correspondence 

Before each meeting of the SAA, the President shall determine which items of correspondence constitute matters of new business. Such items shall be placed first on the agenda under the section entitled "new business".

Section 4: Conduct of Discussion

i. Every member shall, in speaking, address the chair, confine themselves to the question under discussions, and avoid personalities and inappropriate language.

ii. No member shall speak more than twice upon a motion except to clarify his or her speech. The duration of any speech shall not exceed five minutes. This provision shall be implemented at the discretion of the chair.

iii. The mover of a motion shall have the privilege, if they so desire, of closing discussion on their motion, except when closure has been moved.

iv. A ruling of the chair may be appealed at any time. After the grounds of appeal and the reasons for the ruling have been stated, the question shall, without debate, be put as follows:

"Shall the ruling of the chair be sustained?" A two-thirds majority shall be required to override the ruling of the chair.

v. Cases not provided for in the foregoing rules shall be governed, as far as possible, by Robert's Rules of Order, the interpretation of which shall be made by the President.

Section 5

All members, excluding the President while acting as the chair, shall have equal voting power.

Section 6: Attendance of SAA members

Every member, in taking the position, is responsible to attend each SAA meeting, act in a professional manner at all times, and agree to abide by all policies and procedures found in this document and others in accordance to the GCSA Policies and Procedures and the Constitution.
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Year:   20       / 20
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Club Benefits Page

What is a Club?

A Club is a registered/sanctioned formal organization of students with a similar interest. Activities of the Club may be on a number of levels including instructional, competitive, educational, social, or general interest. Academic areas often form clubs that relate to their specific study as well i.e. Nursing, Business, Engineering, etc. Any Georgian student can form a club! 

Benefits of Being a GCSA Sanctioned Club:

· The club will be visible on Georgian College’s website through GCSA’s Clubs page with a link to the current, active club member’s email.

· Use of college facilities during operating hours and use of available college equipment.

· Assistance with marketing and promotions (graphic design, posters, tickets, signage, creating logo’s, photographer, advertising on Blackboard, Student Planner, GCSA Boards & TV monitors, etc.). 

· Advertising on Georgian Life social media (Facebook, Twitter, Instagram, Snapchat).

· Operational and financial assistance from GCSA. 

· Ability to promote club at GCSA sanctioned events with approval from GCSA (Orientation, Open House, Events).

· Professional development and networking opportunities for club executive members.

How to Find GCSA’s Clubs Page:

· Go to http://www.georgiancollege.ca/.

· Scroll over to the “Campus Life’ drop down menu, followed by the ‘Georgian College Students’ Association’ tab, and then click the ‘Clubs and tab.

How to Form a Club:

· Pick up a “Club Package” in the GCSA Office located in the Student Life Centre – A162.

· Submit completed package to VP Internal Relations of GCSA (GCSA Office- A162).

· Your group will then make a presentation to the GCSA board outlining key aspects of the club. The presentation should include, but is not limited to the following: What is the clubs purpose? Who is the clubs target audience? Why should this club be active through GCSA? How much does the club need for funding from GCSA? 
· After deliberation from the council, a decision will either be made to approve or not approve the club. 

General Information on Room Bookings as a GCSA Club:

· Classrooms and meeting rooms can be booked on your behalf through Sheri who can be reached by emailing Sheri.Greenman@GeorgianCollege.ca. Please not that during regular class times, rooms may be harder to book. Availability opens up more during no traditional class times.
· Rooms might be changed, relocated, or cancelled due to unforeseen circumstances.
· Rooms must be booked at a minimum of one (1) week in advance.
· Rooms can only be booked for the current semester after the add/drop date has ended.
How to Book a Room as a GCSA Club:

· Email Sheri at with the following information: 
1. Club name

2. Requested dates for room bookings

3. Requested time for room bookings (start and end)

4. Number (#) of people the room will need to accommodate

5. Preferred room type (i.e. Classroom, meeting, etc.).

Club Proposal Form

Name of Club: 











Mandate/ Purpose of Club: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Open To All Students:   
( Yes

( No

If “No”, please make an appointment with the 




              VP Internal Relations of GCSA for assistance with 




this application. 

Membership/Entry Fee:
( Yes

( No

If Yes, $



FOR GCSA USE ONLY

VP Internal Relations Name:  



 Signature 



Date: 



Club Website Information Form

Please tell us what information you would like to have displayed on the website. The information below will appear on the website exactly as it is below  

Name of Club: 














Club Description: 













Contact Email: 














Social Media: 














Club Logo (please draw or attach photo):
Executives & Club Advisor Signature Form
The Executives and the Club Advisor listed below will have sole authorization as signing officers of the club. Two (2) signatures must be on this form before GCSA can process the request. This form can only be filed with GCSA if a club constitutional election has taken place, a position has been acclaimed, or a position acclaimed through club startup. This information will only be used by the VP Internal Relations for contact purposes.

President:




Name 















Email Address 














Mailing Address 














Phone # 




 Student # 








Signature 





 Date 





Vice President:



Name 















Email Address 














Mailing Address 














Phone # 




 Student # 








Signature 





 Date 





Treasurer:




Name 















Email Address 














Mailing Address 














Phone # 




 Student # 








Signature 





 Date 





Club Advisor:




Name 















Email Address 














Phone # 




 Ext.  









Signature 





 Date 





Club Request for Funding Form

Name of Club:
    








 
Student Club: Representatives:


President:         













Vice President: 












Treasurer:          








Estimated Membership Revenue: 



Membership: 
    
 X $ 
   =



$  


Estimated Expenses:

Expenses: (if unsure, leave blank)







  
$


              







$


              







$



              







$


Total Estimated Expenses: 




$


Estimated profit/loss (Revenue - Expenses) = 
       
$

       
Amount Requested from GCSA: 



$


Signature of Club President:

 




Date: 



Signature of Club Vice President:
 




Date: 



Signature of Club Treasurer:

 




Date: 




Club Membership List

At least five (5) members are required in order to obtain and maintain club status, executives included. (Please attach any extra membership lists as needed).

Name of Club: 
          ___________________________________________________________    

A membership fee of $


 has been paid by all members on this page. (Leave blank for no membership fee).

	Member’s Name
	Student Number
	Program 

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	

	11.
	
	

	12.
	
	

	13.
	
	

	14.
	
	

	15.
	
	

	16.
	
	


Club Constitution

Article 1 - Club Requirements:

1. The club “committee” is to hold a meeting within thirty (30) days after approval from GCSA to hold elections if one or more of the executive position(s) was not acclaimed. This election and the results must be communicated to the VP Internal Relations of GCSA. 

2. All events that clubs are planning must be communicated to the VP Internal a minimum of two weeks before the date of the event. 

3. Submit a “Request for Funding Form” to VP Internal Relations of GCSA if funds are necessary (≤$500).

4. Acknowledge GCSA reserves the right to limit or exclude the actions or initial club startup of any group who, in their opinion, would compromise the unbiased, non-denominational, non-partisan activities and good name of the Georgian College Students’ Association and of Georgian College.

5. All clubs must not conduct business with any partner that is a direct competitor of Georgian College and GCSA.

6. All clubs are required to operate in accordance with GCSA By-Laws, Policies and Procedures; Georgian College Policies and Procedures; and the College Code of Conduct; and must follow the club’s Constitution. Any violation of the GCSA By-Laws, Policies and Procedures; Georgian College Policies and Procedures; and the College Code of Conduct; and the club’s Constitution will generate an immediate review of the club by GCSA.

7. All executive members must fill out both the Supplier Setup Request Form and the Supplier Setup Maintenance Form within the first ten (10) business days of their elected position. The Supplier Setup Request Form will be filled out by the GCSA VP Internal Relations and the Supplier Setup Maintenance Form will be emailed to the club members by the Purchasing Department.
8. If a club does not give prior notice for not attending an orientation or open house, the club will fall into a probationary period as consequence. This will include, but is not limited to, a meeting with the VP Internal Relations, loss of funding, loss of room bookings, and loss of GCSA marketing materials and options.

9. Clubs are to book a vendor space in front of the library or subway a minimum of once per semester in order to gain new members and promote themselves. Vendor spots can be booked through Sheri.Greenman@GeorgianCollege.ca on a first come first serve basis. 
Article 2 - Membership

1. Membership is open to everyone both internally and externally of Georgian College, except where such limitation is necessary to avoid a complete undermining of the club’s purpose/mandate (such restrictions must be approved by the VP Internal Relations of GCSA)

2. The Executive Committee shall consist of a: President, Vice President, Treasurer, and Club Advisor. More executive positions can be added as necessary with approval from the VP Internal Relations for GCSA.

3. Any changes to the executive structure must be submitted to the VP Internal Relations for GCSA.

4. Only current “Activity Fee” paying students of Georgian College are eligible to hold voting privileges and executive privileges.

5. The membership of this club shall have no fewer than five (5) including the executive members and the club advisor.

Article 3 - Duties of the Executive

1. President

a) Will oversee the other members of the executive in the execution of their duties.

b) Will chair all meetings, if unable to do so, the Vice President will chair the meeting.

c) Will be the liaison to the GCSA.

d) Will be responsible for the public relations of the club.

e) Will provide any updates in changes made within the positions of the executive team, “Constitution”, account information, and the “Executive and Club Advisor Signature Form” to the VP Internal Relations of GCSA within one (1) week of such said changes.

2. Vice President

a) Will assist the President in their duties.

b) Will assume responsibility in the absence of the President.

c) Will be responsible for all club elections/bi-elections/committees.

d) Will provide information regarding executive meetings and activities of the club as required by the VP Internal Relations of GCSA.

e) Will record the minutes of the executive meetings and submit a copy to the VP Internal Relations of GCSA within two (2) week after each said meeting.

3. Treasurer

a) Will be the Chief Financial Officer of the club.

b) Will be responsible for all financial dealings of the club, keeping accurate accounts of all club transactions and ensure that all disbursements are authorized and properly documented with accompanying receipts or invoices and provide it to the VP Internal Relations upon request.

c) Will provide a copy of all original receipts/invoices used in account withdrawals to the VP Internal Relations of GCSA before the request can be process, to keep within accounting practices. 

4. Club Advisor
a) Must be either a full time or part time Georgian College staff, faculty, or administrator excluding students. 
b) Be familiar with the clubs’ mission statement, constitution, and/or mandate. 
c) Advise the club on various topics such as recruitment, events, and meetings.
d) Keep in regular communication with the club executives at a minimum of once per month.
e) Help executives complete year-end reports where necessary.
f) Ensure proper succession planning and election processes.
g) Help connect clubs to the appropriate resources both internally and externally. 
h) Help mitigate inner club conflict with the help of the GCSA VP Internal. 
Article 4 - Finances
1. If desired, the executive board will set a membership fee annually.

2. All funds obtained by the club will be deposited in the GCSA club account. In addition, this club will not keep funds outside of its GCSA account.

3. The club has an understanding and agrees that an audit at any time, with or without notice, may be performed by GCSA. 

4. The club’s executives and advisors listed on the “Executive and Club Advisor Signature Form” are responsible for all funds and are accountable to the students of the club, GCSA, and Georgian College.

5. If club accounts sit inactive for two fiscal years and there has been no successful correspondence after reasonable attempted outreach, GCSA reserves the right to decide what the funds will go towards i.e. student scholarships, Food Locker, etc.

Article 5 - Meetings

1. Clubs must hold a minimum of one (1) general meeting per semester and an invitation must be sent to the VP Internal Relations for GCSA.

2. Members will be informed of each of the meetings with at least seven (7) days’ notice.

Article 6 - Elections

1. Elections must be held if two (2) or more people run for the same position.

2. Clubs must adhere to the following timeline for elections:

1. One (1) week for nominations.

2. One (1) week for campaigning.

3. Three (3) business days to vote. 

3. GCSA must be made aware of the election dates.

4. The Vice President of this club will be responsible for all 

Elections/bi-elections/committees of this club. 
GCSA can setup/host/promote the club elections online with assistance from the CRO for GCSA.

5. In the event of a tie, GCSA will make the final decision based off a presentation to the GCSA council.

Article 7 - Impeachment

1. It is up to the club’s executive board to contact their club advisor and the VP Internal Relations for GCSA to notify them of the proposed impeachment. The VP Internal will then conduct an investigation.

2. All parties involved must attend a mediation hosted by the VP Internal. If the proposed impeached member fails to attend the meeting or fails to correspond within forty-eight (48) business hours of communication from the VP Internal, the proposed impeached member becomes eligible for immediate impeachment.

3. The VP Internal will make a final call on the proposed impeachment and will conduct any necessary vote, with fifty (50) plus one (1) percent of the club executive board vote.

Article 8 – Active Term

1. This club, with the approval of GCSA, will be sanctioned from the date of the presentation to GCSA until April 30 of the current academic year. 

2. In the event that the club is not approved for re-activation (if the club is in bad standing with GCSA) or has no correspondence within one hundred and twenty (120) days, all acquired items and money become sole property of GCSA. 

3. The “Executive and Club Advisor Signature Form” will be used in the process of activating this club from one academic year to the next. 

Article 9 - Monetary Transfers

1. All the reimbursements, excluding food and beverage, up to $50, will be handed cash from Accounting (C327). All reimbursements will be processed after getting approval by the VP Internal Relations and Advisor for GCSA.

2. Expenses over $50 or any food and beverage reimbursement will be reimbursed by cheque or direct deposit. To complete this request, they must submit a completed reimbursement form and all original receipts to be authorized by the VP Internal and the GCSA Advisor. 

3. If funds are needed beforehand, a cheque request form needs to be submitted to the VP Internal Relations a minimum of two weeks before it is needed.

4. No expenses will be reimbursed for gas/travel expenses unless pre-approved by the VP Internal for GCSA. 

Club Agreement Form

Name of Club: 










This club is liable for all unauthorized debts, claims, suits, or other damages incurred by the club; and release the Georgian College Students’ Association (GCSA), Georgian College, and its representatives from any actions, claims, suits, or other damages/losses. 

This club agrees to follow the club’s Constitution as written and approved by GCSA; and operate in accordance with GCSA By-laws, Policies and Procedures; Georgian College Policies and Procedures; and the College Code of Conduct. 

This club agrees and understands that should there be any violation of this Agreement, an immediate review of this club by VP Internal/GCSA will be initiated, and may or may not cause the immediate dissolution of our club. 

The club will be termed “dissolved” as a result of two-thirds majority vote by GCSA.

President (Print Name)

              Signature




Date

Vice President (Print Name)


Signature




Date

Treasurer (Print Name)

              Signature




Date

Barrie Campus By-Laws

Appendix I: Georgian College Posting and Solicitation Policy

Georgian College of Applied Arts and Technology

Administration

 Effective Date: 85.06.01

Revision Date: 91.09.26

Revision Date: 98.05.13

Administration

Procedure #2-110

POSTING OF SIGNS AND SOLICITATION

Policy:

It is the policy of the College to control the use of advertising, displays, announcements and soliciting (both for-profit and not-for-profit) at all of its campuses.

Purpose:

This procedure will provide the College with an organized approach to dealing with solicitation and the posting of signs on each campus.

Scope:

All College locations.

Rationale:

The enforcement of this procedure will: 1.) ensure that the College maintains an appearance befitting an academic institution; 2.) prevent damage to walls, doors, etc.; 3.) minimize exploitation of students and staff through unwanted solicitation; and 4.) complies with relevant legislation/regulation such as Ontario Human Rights.

PROCEDURE:

1.0 Posting Procedure
1.1 Definition
Posting, in this procedure, refers to the placement and viewing of all signs, displays, posters, announcements throughout the college.

1.2 General Policy
The College does not permit posting anywhere in or on its facilities other than on bulletin boards in those area herein designated for posting. Effectively, this means that posting on walls, doors, floors, ceilings, other painted surfaces, pillars stairways, windows, cars on College property, etc. is not permitted.

1.3 Support for Communications
The college generally supports the communication of information throughout the College that contributes to the learning environment and social life of students, and provides a quality work environment for staff.

1.4 Designated Area and Procedures for Posting
The following facilities are available for posting on College property and are the only locations where postings are permitted:

1.4.1 Community Bulletin Boards
a. Location

A glass-enclosed bulletin board is available at the following locations in the College:

Barrie campus

Orillia campus

Owen Sound campus

b. Eligibility and Approval

Only not-for-profit organizations will be eligible to use the Community Bulletin Boards. Requests for access to this bulletin board may be made by not-for-profit organizations at the following locations:

Barrie campus

Orillia campus

Owen Sound campus

The College retains the right to refuse, at its sole discretion, all requests for access to this bulletin board.

c. Posting and Removal

Staff of the Campus Connections area will be responsible for approving, posting and removing notices from the Community Bulletin Boards.

1.4.2 Specific Purpose Bulletin Boards
a. Location

Glass enclosed or non-enclosed bulletin boards are located throughout the College and have been labeled for specific purpose. Any new boards must be approved and installed by Physical Resources.

b. Eligibility and Approval

These boards may be used only by those department or areas of the College designated to do so. All other postings will be removed and destroyed.

c. Posting and Removal

Each department or area of the College provided with a specific purpose bulletin board will be responsible for approving, posting and removing notices from their particular Specific Purpose Bulletin Boards. All postings must compliance with this Procedure.

1.4.3 General Purpose Bulletin Boards
a. Location

Glass enclosed or non-enclosed bulletin boards are located throughout the College for postings, which generally do not fall into the other posting location categories.

b. Eligibility and Approval

Postings on these boards will generally include personal notices (e.g. ride required, personal item for sale) and College activity notices (e.g. corn roast, class social activities, meeting announcements, etc.). Only those postings from departments and areas within the College and from students will be eligible. Postings from external sources, either commercial or not-for-profit, will not be eligible. The Student Administrative Council must approve all postings.

c. Posting and removal

SAC will post all approved items. SAC is also responsible for the removal of postings.

1.4.4 Housing Bulletin Boards
a. Location

A bulletin board has been provided at the following locations in the College:

Barrie campus-corridor in “B” building

Orillia campus-TBA

Owen Sound campus-TBA

b. Eligibility and Approval

All requests for the posting of housing opportunities for Georgian students must be submitted to the Housing Office at the respective campus for approval. There is a fee to list with the Housing Office.

c. Posting and Removal

The Housing Office is responsible for the posting of student housing information. Any other material posted on the housing board will be removed by the Housing Office. Housing listings may be posted on housing boards only and not on other boards throughout the College. Housing postings placed on other boards will be removed.

1.4.5 Classroom Notice Postings
a. Location

Outside each classroom door is a designated space for posting notices concerning relocated, rescheduled or cancelled classes.

b. Eligibility and Approval

These posting facilities are for college administrative use only and are used primarily by the Registrar’s office and academic departments.

c. Posting and Removal

The department or area posting such notices will be responsible for its timely removal.

1.4.6 Directional Signage
a. Location

Directional sign have been placed throughout the College in appropriate locations to guide people to their destinations on campus.

b. Eligibility and Approval

All signs meet current College standards and are affixed by Physical Resources. Physical resources must approve temporary directional signs.

c. Posting and Removal

Signs will be posted and removed only by Physical Resources. Other signs will be removed.

1.4.7 Commercial Solicitations Postings
Postings form external sources to solicit commercial business are not permitted in the College. See the Commercial Solicitation portion of this procedure.

1.5 Removal of postings
Generally, postings will be up for a two-week period or for a period set at the discretion of the area providing postings approval.

The College reserves the right to remove and destroy, at its sole discretion, all postings on its property. All postings deemed unacceptable to the College community (e.g. violate human rights, etc.) will be removed. Any member of the College community identifying a posting which they believe to be unacceptable should contact the Co-coordinator, Community Affairs on the Barrie campus or Campus Manager at other locations.

2.0 Commercial Solicitation
2.1 College Collaboration on Advertising
a. General

The College may consider opportunities to generate revenue from collaborative arrangements with third parties interested in using the College as a medium for advertising (e.g. washroom posters, screen saver ads, parking gate ads, sponsorship of College Web page, etc.).

b. Process

Those interested should contact the Coordinator, Community Affairs on the Barrie campus who will:

· Review such proposals from a corporate perspective considering the following and other appropriate factors:

· Corporate image

· Conflict with other partners, agreement, etc.

· College ability to influence/control content

· Potential revenue

· Obtain appropriate input from the College community

· Obtain the approval of senior College management

· Have an authorized senior administrator sign the contract

Discussions conducted by any area of the College which may lead to an advertising agreement which involves the use of College land, buildings or other facilities by a third party must involve the Coordinator, Community Affairs.

c. Revenues

The revenues generated by such an agreement will be allocated on a case-by-case basis and will reflect factors such as

· The campus/department that developed the idea

· College financial priorities

· Campus/department support and costs related to generating the revenue and managing the agreement

The final decision on the allocation is made by senior management.

2.2 Direct Sales to staff and students

2.2.1 on campus
2.2.1.1. Commercial
a. General

The College has posted signs indicating that no soliciting is permitted on campus at all road entrances and doors to each building. The College may consider entering into arrangements where staff and students would have access to commercial trade activities on campus.

b. Process

Those interested should contact the Coordinator, Community affairs who will review such proposals from a corporate perspective and ensure that:

· no conflicts exist with current campus commercial, fundraising or departmental activities

· no conflict exist with other partnership or similar agreements into which the College may have entered,

· activity is compatible with users of adjacent space,

· proposed activities comply with zoning, regulations, by-laws, legislation etc.

· there is some value to staff, students and /or the College

· maximum revenues are received for the College.

Subsequently, the Coordinator, community affairs will:

· Refer all approved activities to the booking officer with the necessary information for space and service arrangements and direct the booking office to provide written confirmations to the third party outlining arrangements and expectations of the client/user.

· Follow up on the day(s) of the event to ensure the vendor has compiled with the agreement made with the college.

It is understood that the college reserves the full right to refuse any such request for across to college facilities.

c, locations

c.1 Barrie

The Coordinator, Community Affairs determines the appropriate space for a particular activity/client.

c.2 Other

The Coordinator, Community Affairs provides support to all College locations as outlined above where required or an exception basis. Routine activities may be managed locally.

Revenues

d.1 Amount

The Coordinator, Community Affairs negotiates the maximum revenue possible on whatever basis is responsible (e.g., percentage of sales, units sold, and individuals signed up, flat fee etc.) The minimum revenue acceptable is room rental plus services.

d.2 Allocation within college
d.2.1 Barrie
The Coordinator Community Affairs manages a cost Centre into which all revenues from on-campus direct sales are placed. The revenue target in this cost center is comprised of the appropriate portion of the Book Stores miscellaneous revenue target and any incremental revenue planned by the Co-ordinate, Community Affairs.

Revenues related to activities taking place in the student Centre are split between the cost center described above the SAC as per the Operational Agreement between the College and SAC for the Student Centre.

d.2.2 Other 

Other campuses may establish appropriate cost centers, budgets, etc. as appropriate.

e. Exceptions

There may be exceptions to this section of the procedure. Any exceptions must be approved by the Coordinator, community affairs. Exceptions would include:

· Auto Show

· Sales operated by the Book Store e.g. Rings Jackets etc.,

· Hidden Talent Show

· Staff Talent Show

· Food services operators in the server areas only

f. College Rights

The College reserves the right to terminate any commercial solicitation activity on campus at its sole distribution

2.2.1.2 Not-for -Profit

a. General

The college may permit a small number of not-for-profit organizations on campus to conduct direct sales. Selected groups will usually be recognized charitable organizations. Those organizations which have traditionally used College facilities (e.g. Cancer Society daffodil sales, UNICEF Christmas cards, etc.) will generally be allowed to continue to do so at the discretions of the Coordinator, Community Affairs.

The College has full right to refuse all requests for access to its facilities for purposes of direct sales by not-for-profit organizations.

b. Process

Those interested should contact the Coordinator, Community Affairs who will review such proposals from a corporate perspective and ensure that:

· no conflicts exist with current campus commercial, fundraising or departmental activities,

· no conflicts exist with other partnership or similar agreements into which the College may have entered, 

· proposed activities comply with zoning, regulations, by-laws, legislation, etc.,

· there is some interest in the organization from staff, students and/or the College.

Subsequently, the Coordinator, Community Affairs will:

· refer all approved activities to the Booking Office with the necessary information for space and service arrangements and direct the Booking Office to provide written confirmation to the third party outlining arrangements and expectations of the client/user,

· follow up on the day(s) of the event to ensure the vendor has complied with the agreement made with the college.

It is understood that the College reserves the full right to refuse any such request for access to College facilities.

c. Locations

c.1 Barrie

The Co-coordinator, Community Affairs determines the appropriate space for a particular activity. The Co-coordinator will obtain input for the adjacent space users regarding compatible activities when required. The foyers on the first and second floors of the C building will be preferred locations.

c.2 Other Locations

The Coordinator Community Affairs provides support to all College locations as outlined above where required or on an exception basis. Routine activities may be managed locally.

d. Revenues

Not-for-profit organizations are generally not to be charged for the use of space on campus. Charges may be levied where additional service are required.

2.2.2 Not On-Campus
Any external party interested in selling directly to staff and students other than on campus is to be directed to the Coordinator, Community Affairs. The Co-coordinator may direct the vendor to the appropriate area of the college, such as:

· The Georgian Eye &/or the College Capsule (to purchase advertising)

· Human Resource (to discuss offers beneficial to staff&/or the college)

Generally, other media in the College (e.g. e-mail, v-mail, regular mail, fax, etc.) will not be made available for commercial solicitation. Exceptions may be made where the College has entered into formal agreements with vendors (e.g. Johnson Insurance). Expectations must be approved by the Coordinator, Community Affairs.

Appeals

An appeal of any action, decision etc., of the College in relation the above procedures may be made in writing to the Vice President, Administrative Services. The decision of the Vice President will be final.

Violations

Any individuals or parties who contravene this Procedure will be ordered to cease and failure to comply will mean removal from the campus by College Security.

Barrie Campus By-Laws

Appendix J: GCSA Logo Guidelines
Georgian College Students’ Association

LOGO GUIDELINES

VERSION 1 | 04.2015

Our story

We recognize that each Georgian student is unique, with individual interests and aspirations. The GSCA works to honor and foster these differences.

The leaf, divided into two colors, represents the duality of students as scholars and as future leaders in their chosen careers. The two sides also acknowledge the many pathways available to students in their personal journeys of lifelong learning. The upward motion of the seedling leaf also symbolizes students’ growth from successful scholars who benefitted from GSCA initiatives, to entrepreneurial trailblazers.

The leaf also mirrors the shape of the Georgian accelerator. In science and entrepreneurship, an “accelerator” dramatically enhances growth and development. The Georgian accelerator is a metaphor for the enriching possibilities the college ignites. This symbol in the GCSA logo demonstrates the strong relationship students enjoy with Georgian.

The new logo is bold, professional and modern, representing the true nature of Georgian students. The letters are linked in a fluid style, symbolizing the connection between the GCSA and Georgian’s student body.

Finally, the green and blue color palette celebrate

Georgian’s commitment to the environment.

2
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Our logo



Pantone 301 C

C=100 M=53 Y=4 K=19 R=0 G=75 B=135



Pantone 369 C

C=65 M=0 Y=100 K=9 R=100 G=167 B=11
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Logo usage

	PRIMARY VERSION
	
	
	
	Logo

	Our logo consists of the
	
	
	
	
	
	

	acronym, symbol and full title.
	
	
	
	
	
	

	
	symbol
	
	
	Acronym

	This is to be used in most
	
	
	
	

	
	
	
	
	
	
	

	applications. It is preferable to
	
	
	
	
	
	

	
	
	
	
	
	
	

	use the full color version of the
	
	
	
	
	
	

	logo on a white or light
	
	
	
	
	
	

	colored background.
	
	
	
	
	
	



Full title

ALTERNATIVE VERSIONS

Alternate color versions of the logo are available for use in a number of different production scenarios. Always use a version of our logo that reproduces properly and is clearly visible on whatever background it is being used on.



It is preferable to use these versions on white or lighter backgrounds


When printing in black and white a 100 per cent black version should be used


A 100 per cent white version is shown on the left when the logo has to reverse out of a dark colour or busy (photographic) background

CLEAR SPACE

Clear space is the area around the logo that protects it from any other graphics that might interfere with it and dilute the clarity of the identity.

The uppercase letter “G” in the acronym GCSA determines how large that space should be.

MINIMUM SIZES

It is important to ensure clear recognition of the logo in all situations. The specifications on the right show general guidelines for how small

the logo can appear before it starts to become more difficult to recognize.

When used at minimum size it is best to use the symbol

with acronym version.
IMPROPER USE

All elements of the logo have a specific design relationship to each other. To ensure that

our logo becomes recognized, it’s important to keep these relationships intact.



1 in for print
72 pixel for web


Georgian College Students Association 
Appendix K: KPI Local Agreement Inclusions

Local Agreement Inclusions and Operating Procedures

The Key College Contact and any other college personnel, as required, along with the student government are to develop, review, and/or revise a college process to administer the survey based on the protocol set out in the KPI Student Satisfaction and Engagement Survey Operating Procedure. 

The student government is:

· To play a significant role in the administration of the survey in Barrie, Orillia and Owen Sound 

· To certify that the survey has been conducted according to the Local Agreement that formalizes the internal survey administration

College and student government(s) and/or members of the student body are to: 

· Develop a Local Agreement that formalizes the internal survey administration; 

· Participate in the design and/or modifications of the survey administration process; 

· Support the administration process; 

· Observe the overall college survey process;

· Certify1 that the survey was conducted according to the protocol by signing the certification section on each survey package envelope; and 

· Release publicly, particularly to stakeholders who provided time and input to the survey/data collection (i.e., students and college staff), the survey results as per the framework for Release of Key Performance Indicator Data.
1To comply with the Ministry’s audit requirements, the independent Supplier is required to obtain certification from the survey administrators (student and/or college staff) that the survey was conducted according to the protocol.  

A Local Agreement is to include: 

· A general statement of agreement between the college and student government(s); 

· A statement of the responsibilities and roles, in general or specific terms, of the college and the student government(s); 

· The promotion and communication of the survey and process to students and college employees by such means as flyers, memos, e-mails, class and meeting presentations, college newspapers, etc.; 

· The time period or term for the signed agreement; 

· The recruitment and training of students and staff for survey administration; 

· The storage and security of surveys during the survey process; 

· A process for debriefing / review of the survey administration process to plan for next survey cycle; 

· The discussion and sharing of the results and participation in the development of strategies to address raised issues; and 

· A format for the release of the survey results to key stakeholders: the students and college staff.
The agreement is to be signed by an executive member of the college and the president(s) of the student government/association.
LOCAL AGREEMENT

BETWEEN THE GEORGIAN COLLEGE STUDENTS’ ASSOCIATION (GCSA)

AND GEORGIAN COLLEGE OF APPLIED ARTS & TECHNOLOGY FOR THE ADMINISTRATION OF THE KPI STUDENT SATISFACTION AND ENGAGEMENT SURVEY, 2017-2018

STATEMENT OF AGREEMENT

We, as elected representatives of the student body at Georgian College, are committed to helping ensure all areas of Georgian College continue to remain strong and are responsive to students' needs.  We will continue to work as partners with Georgian to ensure this happens.


We understand the role and process of the Key Performance Indicators (KPI) in the college system.  We understand one of the areas to be measured is Student Satisfaction and Engagement through a survey administered to students in-class once per academic year.


It is our intention to participate fully in the promotion and administration of the two Advance KPI Student Satisfaction and Engagement Surveys (June 2017, November 2017) and the Formal Student Satisfaction and Engagement Surveys(February 2018) at Georgian College. We agree to promote and participate in the administration of the survey to ensure the integrity and confidentiality of the survey is maintained.


We look forward to sharing in the discussion and interpretation of the results of the surveys, and to participate in addressing issues that are related to the KPI process.

DEFINED TERMS

Survey Population: All Georgian College students in their second semester and beyond, including the collaborative nursing program, post-graduate programs and Apprenticeship programs, will be invited to participate in the survey once each survey cycle. Students in their first semester, and part-time students who are not pursuing a certificate or a diploma, will not participate. The college will make every effort to ensure all eligible students are provided the opportunity to fill out the survey.
Survey Instrument: The KPI survey is provided by a third-party research consultant (CCI Resources) and is used by all 24 Ontario colleges. The survey includes 82 standard questions and up to five Georgian-specific questions.
Formal Survey: The Formal Survey takes place in February of each year for every eligible student on-campus.

Advance Surveys:  There are two Advance Survey periods for students who are not expected to be on campus in February, during the Formal period. These survey periods are for students off on work-integrated learning opportunities (co-op, field placement or clinical placement) during the Formal Survey period, or who are expected to have graduated by February. If students are not on-campus in February, they will participate in November. If students are not on-campus in February or November, they will participate in June.

TIME PERIOD FOR AGREEMENT

This agreement is effective for the period of May 1, 2017 to April 30, 2018.

The KPI Student Satisfaction Survey will be conducted during three two-week survey periods:

· Advanced, summer survey: June 5 – 16, 2017 

· Advanced, fall survey: November 6 – 17, 2017

· Formal, winter survey: February 5 – 16, 2018

· In-class Apprenticeship Survey:  July 3, 2017 – June 29, 2018 (on-going)

STATEMENT OF ROLES AND RESPONSIBILITIES

Georgian College

The survey will be administered in compliance with the survey protocol as outlined in the Ministry’s 2017-2018 KPI Student Satisfaction and Engagement Survey Operating Procedures.

Key College Contact:

Jenna Peters, Project Analyst, Institutional Research
· Will coordinate with the Students’ Association, Marketing and Communications, program area/campus KPI contacts, Deans, Associate Deans and Senior Leadership Team to ensure the KPI process is managed in the best interest of all stakeholders 
Program Area KPI Contacts:

· Will coordinate with Deans, Associate Deans and Faculty to select appropriate courses where the survey administration will take place 
· Will assist to communicate information related to the KPI Survey Administration process to their respective program areas including scheduling, training, survey package information, etc.
Georgian College Students’ Association: Barrie

· Will include KPI Survey Administration in the position description for VPs and Student Directors of the GCSA, which includes attending training, administering surveys within the classroom, and returning completed packages to Institutional Research (E217)

· Will commit to having each representative administer a minimum of 3 surveys during each of the Advance survey periods

· Will commit to having each representative administer a minimum of 5 surveys during the Formal survey period so long as the surveys are dispersed over a two-week window  

· Will advertise the importance of the survey to students through social media

· Will receive the results of each survey cycle and have the opportunity to discuss results with Senior Leadership Team to make suggestions for improvements across all Georgian campuses

PROMOTION AND COMMUNICATION

A college-wide news release will be made (for the Formal survey period) in January, and communication will continue throughout January and February as part of a media campaign to keep the college informed of the upcoming survey and its importance to students. The media campaign will include emails, Zoom Media posters, social media updates, website news stories, and postings on Staff News and the Student Portal.

RECRUITMENT AND TRAINING OF SURVEY ADMINISTRATORS

· The Key College Contact will create and provide training materials for all Survey Administrators

· Survey Administrators will attend a required in-person training session prior to each entire survey cycle (once per year) or prior to each survey period (once per semester) at the discretion of the Key College Contact and the respective GCSA President

· Survey Administrators include trained college staff at all campuses; the Barrie Campus will also have trained VPs and Student Directors from the GCSA, peer mentors, and other interested student volunteers

RECOGNITION FOR STUDENT ADMINISTRATORS

As an expression of gratitude, student Survey Administrators will be provided with various forms of recognition for their contributions to the KPI survey process:

· Thank-you cards signed by staff in Institutional Research and monetary gift cards to on-campus food services such as The Last Class or Tim Hortons

· (Optional): An entry on their co-curricular record, to be reviewed and approved by the Key College Contact

· (Optional): KPI survey administration as volunteer experience on their resume, and using the Key College Contact as a reference 

STORAGE AND SECURITY

All survey packages will be returned to Institutional Research, Barrie campus, room E217, regardless of whether or not they have been completed. Completed survey packages will remain sealed and in a locked, secure location until the KPI College Contact sends them to the third-party research consultant on the required dates.

REVIEW OF SURVEY ADMINISTRATION PROCESS

An opportunity to review the administration process will take place after the receipt of the survey cycle’s results by April 30, 2018 for all involved parties, including the Georgian College Students’ Association, Marketing and Communications, Institutional Research and representatives from the Senior Leadership Team. Suggested improvements will be considered for the following survey period.

DISSEMINATION OF RESULTS

Georgian College will receive the results of the 2017-18 Student Satisfaction and Engagement Survey in April 2018. As soon as the data is available to be released, the results will be reported to the college community through the external college website, Staff News, presentations to key stakeholders, and various reports made available to all program and service areas.

REVIEW AND APPROVAL

Please sign below to signify your full approval of this document and your commitment to the roles and responsibilities outlined within.

________________________________________

______________________________

GCSA President, Barrie: Avery Konda




Date

________________________________________

_______________________________

GCSA President, Orillia: Dana Basdeo




Date

________________________________________

_______________________________

GCSA President, Owen Sound: Marvin Nyende


Date

________________________________________

_______________________________

Executive Director, Student Services: Brian Muscat


Date

________________________________________                           ________________________________

Key College KPI Contact: Jenna Peters                                              
Date

________________________________________

________________________________

Director, Institutional Research: Angela Sutton
                
Date

Appendix L: SAA Job Descriptions 

Title:
Marketing & Promotions Coordinator
Term of Office: 12 months commencing May 1, 2016 
Training: Halogen/ First Aid & CPR
Office Hours: Minimum of 5 hours per week (85 per semester) 
Staff Advisor: Sports Information & Marketing Officer
Honorarium per Semester: $1000 / Semester (to be paid out after a review is completed)

Reports to: GCSA VP Athletics & Health Promotions/ SAA President
Specific Portfolio Responsibilities:
· To sign an SAA Contract upon the start of term of office and read the SAA Constitution in full

· Upon formal request, assume the duties of the President of the SAA in his/her absence

· To act as a student liaison between the Athletic Department and in reference to marketing and promotions including intramural/ extramural, varsity, fitness activities and any other events within and related to the Athletics Centre

· On a regular basis, update the President on marketing & promotions activity

· To assist and ensure all promotion, publicity and necessary media coverage, internally and externally, is completed for all fitness events, in consultation with the Sports Information & Marketing Officer

· To act as an advisor to the Athletic Department for the students’ fitness needs. This entails the following: 

Give input on the fitness program design, create fitness related events, assist with any fitness related clubs

· To assist with student issues relating to marketing & promotions programming

· To be aware of all GCSA and SAA events and assist where necessary (i.e., Orientation, Open House, International Orientation, Rez Move in)

· Prepare a Marketing & Promotions Coordinator Transition Binder as requested by the President

· Submit Honorarium reports prior to the end of the review period to the President and Sports Information & Marketing Officer

· To help recruit, train, and co-ordinate a student athletic and marketing team along with the Sports Information & Marketing Officer

· To help ensure efficient communication between the Manager of Athletics, Intercollegiate Coordinator, Campus Recreation/ Intramural Officer and Fitness Coordinator (Executive) and the SAA including the President, Varsity Coordinator, Fitness Coordinator and Campus Recreation Coordinator

· To uphold the respected image of the Athletic Department within the college system and the community

· To act as a liaison between the GCSA VP Internal Relations for all fitness related clubs and groups 

· To work closely with all SAA, Public Relations and Promotions with the GCSA VP Marketing in order to ensure all college activities are appropriately advertised and that all college posting policy rules are followed

· May attend conferences and special events as requested by GCSA VP Athletics, Manager of Athletics and the Sports Information & Marketing Officer

· To record all SAA meeting minutes and provide to the President by the next SAA meeting

· Work closely with the GCSA to develop and promote varsity events at Georgian College within the Residence 

· Complete a minimum of 20 hours per month in order to be eligible for the full honorarium amount ($1000/ Semester)

· Attend all SAA meetings & as requested attend GCSA Board meetings

Title:
Varsity Coordinator
Term of Office: 12 months commencing May 1, 2016 
Training: Halogen/ First Aid & CPR
Office Hours: Minimum of 5 hours per week (85 per semester)
Staff Advisor: Intercollegiate Coordinator 
Honorarium per Semester: $1000 / Semester (to be paid out after a review is completed)

Reports to: GCSA VP Athletics & Health Promotions/ SAA President
Specific Portfolio Responsibilities:
· To sign an SAA Contract upon the start of term of office and read the SAA Constitution in full

· Upon formal request, assume the duties of the President of the SAA in his/her absence

· To act as a liaison between the Athletic Department and the students of Georgian College in reference to varsity sports 
· On a regular basis, update the President on varsity activity

· To assist and ensure all promotion, publicity and necessary media coverage, internally and externally, is completed for all varsity events, in consultation with the Intercollegiate Coordinator

· To act as an advisor to the Athletic Department for the students’ varsity needs. This entails the following: Meetings with varsity captains on an as needed basis, having input to the program designs, acceptance of jerseys etc.

· To assist with student issues relating to varsity programming

· To be aware of all GCSA and SAA events and assist where necessary (i.e., Orientation, Open House, International Orientation, Rez Move in)

· Prepare a Varsity Coordinator Transition Binder as requested by the President

· Submit Honorarium reports prior to the end of the review period to the President and Intercollegiate Coordinator

· To help coordinate and be responsible for home games and hosted events 

· Help organize the varsity banquet in conjunction with the Intercollegiate 

· Work closely with the GCSA to develop and promote varsity events at Georgian College within the Residence 

· Complete a minimum of 20 hours per month in order to be eligible for the full honorarium amount ($1000/ Semester)

· Attend all SAA meetings & as requested attend GCSA Board meetings

Title:
Fitness Coordinator
Term of Office: 12 months commencing May 1, 2016 
Training: Halogen/ First Aid & CPR
Office Hours: Minimum of 5 hours per week (85 per semester)
Staff Advisor: Fitness Coordinator (Executive)
Honorarium per Semester: $1000 / Semester (to be paid out after a review is completed)

Reports to: GCSA VP Athletics & Health Promotions/ SAA President
Specific Portfolio Responsibilities:
· To sign an SAA Contract upon the start of term of office and read the SAA Constitution in full

· Upon formal request, assume the duties of the President of the SAA in his/her absence

· To act as a liaison between the Athletic Department and the students of Georgian College in reference to fitness activities
· On a regular basis, update the President on fitness activity

· To assist and ensure all promotion, publicity and necessary media coverage, internally and externally, is completed for all fitness events, in consultation with the Fitness Coordinator (Executive)

· To act as an advisor to the Athletic Department for the students’ fitness needs. This entails the following: 
Give input on the fitness program design, create fitness related events, assist with any fitness related clubs

· To assist with student issues relating to fitness programming

· To be aware of all GCSA and SAA events and assist where necessary (i.e., Orientation, Open House, International Orientation, Rez Move in)

· Prepare a Fitness Coordinator Transition Binder as requested by the President

· Submit Honorarium reports prior to the end of the review period to the President and Fitness Coordinator (Executive)

· To act as a liaison between the GCSA VP Internal Relations for all fitness related clubs and groups 

· May attend fitness conferences and special events as requested

· Help ensure all Fitness Rules and Regulations are updated and conveyed each SAA term

· Work closely with the GCSA to develop and promote varsity events at Georgian College within the Residence 

· Complete a minimum of 20 hours per month in order to be eligible for the full honorarium amount ($1000/ Semester)

· Attend all SAA meetings & as requested attend GCSA Board meetings

Title:
Campus Recreation Coordinator
Term of Office: 12 months commencing May 1, 2016 
Training: Halogen/ First Aid & CPR
Office Hours: Minimum of 5 hours per week (85 per semester)
Staff Advisor: Sterling Ivany (Campus Recreation/Intramural Officer)
Honorarium per Semester: $1000 / Semester (to be paid out after a review is completed)

Reports to: GCSA VP Athletics & Health Promotions/ SAA President
Specific Portfolio Responsibilities:
· To sign an SAA Contract upon the start of term of office and read the SAA Constitution in full

· Upon formal request, assume the duties of the President of the SAA in his/her absence

· To act as a liaison between the Athletic Department and the GCSA VP Internal Relations for all Athletic clubs & associations as well 

· Promoting all campus recreation activities

· On a regular basis, update the President on campus recreation activity

· To assist and ensure all promotion, publicity and necessary media coverage, internally and externally, is completed for all campus recreation, in consultation with the Campus Recreation Officer

· To act as an advisor to the Athletic Department for the students’ campus recreation needs. This entails the following: Help design the program of each intramural and extramural program, help make decisions on multi-campus sports

· To assist with student issues relating to campus recreation programming

· To be aware of all GCSA and SAA events and assist where necessary (i.e., Orientation, Open House, International Orientation, Rez Move in)

· Prepare a Campus Recreation Coordinator Transition Binder as requested by the President

· Submit Honorarium reports prior to the end of the review period to the President and Campus Recreation Intramural Officer

· May attend the CIRA Ont., OCCCR Student Conference annual meetings as requested

· To review and respond to possible rule and regulation changes and update as required in conjunction with the Campus Recreation/Intramural Officer

· Assist with championship games including the presentation of the trophy and team photos

· Work toward maximizing participation in campus recreation to be inclusive to all student groups

· Act as an official as required for intramural or extramural events

· Help organize the intramural/extramural banquets in conjunction with the Campus Recreation/ Intramural Officer
· Work closely with the GCSA to develop and promote campus recreation events at Georgian College
· Complete a minimum of 20 hours per month in order to be eligible for the full honorarium amount ($1000/ Semester)

· Attend all SAA meetings & as requested attend GCSA Board meetings

Approval of the Barrie Campus GCSA
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  Your club. Your way. At Georgian.








 
38 
NOTE: (2017-2018) VERSION


