
 
 

 

Agenda 

Meeting of the Concurrent Education Students’ Association Council 

Sunday, November 27th, 2016 

6:00 PM, Dunning 11 

1. Motion #1 - Adoption of the Agenda of the meeting of November 27th, 2016 

Moved by: Jena Bowden 

Seconded by: Jacob Gardhouse 

2. Motion #2 - Approval of the Minutes of the meeting of November 13th, 2016 

Moved by: Jena Bowden  

Seconded by: Jacob Gardhouse 

3. Speaker’s Business 

4. President’s Report 

5. Vice Presidents’ Reports 

a. Vice President (Internal) 

b. Vice President (External) 

6. Executive Administrator’s Report 

7. Events Director’s Report 

8. Marketing and Design Director’s Report 

9. Treasurer’s Report 

10. Academic Affairs Commissioner’s Report  

11. Equity Affairs Commissioner’s Report 

12. Senator’s Report 

13. AMS Representative’s Report 

14. Year Representatives’ Reports 

a. First Year Representatives 

b. Second Year Representatives 

c. Third Year Representatives 

d. Fourth Year Representatives 

15. CESA Clubs Director’s Report 

16. QCE Chair’s Report 

17. Head Teach’s Report 



 
 

18. Statements by Members 

19. Question Period 

20. New Business 

a. Motion #3 - Group Hiring (A) 

Moved by: Jacob Gardhouse 

Seconded by: Sherri Patterson 

That CESA Council amends the Hiring Policy Manual as outlined in Appendix: 

Group Hiring A 

b. Motion #4 - Group Hiring (B) 

Moved by: Jacob Gardhouse  

Seconded by: Emma Soars  

That CESA Council amends the Orientation Policy Manual as outlined in 

Appendix: Group Hiring (B). 

c. Motion #5 - Group Hiring (C) 

Moved by: Seane Thorman 

Seconded by: Marisa Madigan 

That CESA Council amends Articles 1 and 2 in the Conference Executive Policy 

Manual as outlined in Appendix: Group Hiring (C). 

d. Motion #6 - Group Hiring (D) 

Moved by: Carma Steenkamp 

Seconded by: Sherri Patterson 

That CESA Council amends Article 7 of the Job Description Policy Manual as 

outlined in Appendix: Group Hiring (D).  

21. Discussion Period 

a. Fall Term Break Consultation Session – Scott Kell  

22. Speaker’s Last Word 

23. Adjournment 

  



 
 

President’s Report 

Jacob Gardhouse  

Hello Council! I hope you’re all doing well during this busy time. We’re just about done fall 

semester and I can’t wait to see what we can achieve in the winter! Here are some updates 

from me: 

Meeting with Don 

Katey and I had a very successful meeting with Don regarding the results of the Con-Ed 

Academic Survey. He was receptive to the results and our feedback as he looks to enhance the 

academic experience of Con-Ed Students. Thank you to Katey for all of her hard work 

throughout this semester preparing and presenting this report! 

Bystander Intervention Training 

The VPUA of the AMS Carolyn Thompson brought up a fantastic idea during the last Assembly 

meeting’s discussion period. It would involve members of Assembly participating in Bystander 

Intervention training, which I think would be extremely beneficial for student leaders. I’ll keep 

you updated on where this goes! 

Upcoming Meeting with COMPSA Exec 

Aniqah, the President of COMPSA, recently reached out to Sherri, Carma and I regarding an 

upcoming meeting between our Faculty Society Executives’. We always welcome opportunities 

to collaborate and we are excited to meet with them! 

Thank Yous and Welcome! 

I’d like to thank everyone in my umbrella for all their fantastic work this semester. It’s been a 

pleasure working with you all so far and I can’t wait to get more done in the winter! 

 

That’s all from me. Have a great exam period and break! 

Jacob 

  



 
 

Vice President (Internal)’s Report 

Carma Steenkamp  

Hi everyone! 

 

It’s week 12 and it’s a stressful time but try to remember to take care of yourself during this 

difficult time. 

 

[Umbrella] 

I have met with the year reps and we are in the process of plans for the year events for Con-Ed 

Week. Many of them have events coming up so make sure to go out and attend these events 

that they are working so hard to plan! 

 

Prof Reps are now fully up and running and similar to any announcements that anyone wishes 

to make should be sent Amanda, the Intern to the VP Internal, along with blurbs for the weekly 

email. 

 

[Athletic Coordinators] 

BEWICs is comping up and if you have registered make sure to make your way to the Con-Ed 

Office this week to pay for it. It is only $35 for a very fun weekend long event and includes a t-

shirt! 

 

[ASUS] 

Thursdays meeting was a long one. There was a discussion on a Fall Term Break, everyone that 
has not yet filled out the survey on Fall Break, please do that before the end of exams so that 
the appropriate data can be collected in order to make sure that the process reflects what is 
best for students. There were also changes made to the bursary application processes in the 
hopes to allow more students to receive financial assistance, rather than limited to only specific 
events or items.  
 

 



 
 

[Faculty Board] 

Faculty Board meets the 25th so I will keep you updated with happens there, 

including another discussion on a Fall Break. 

 

Have a great last week of classes and best of luck for exams! Please feel free to reach out to any 

of the executive if you need to talk. 

 

Carma Steenkamp 

Vice-President (Internal) 

  



 
 

Vice President (External)’s Report 

Sherri Patterson  

 
HEY EVERYONE! 
  
Week 12 is coming. So is winter. So are the holidays. We can do this. 
  
****FACULTY BOARD**** 
This was probably the most lively meeting I've ever been to! Some great news: unemployment peaked 
for teachers in 2012 and new teachers are being employed (YAY). They are projecting that every French 
teacher graduating in coming years will have a job, and more jobs are opening up in the arts as well 
(DOUBLE YAY)! The motion about combining physics and chemistry teachables was proposed and did 
not pass. The Professional Studies Committee will have to go back to the drawing board on this one and 
hopefully something related will pass later on this year. I will explain the format a little bit more in my 
oral report. 
  
****EXTERNAL UMBRELLA**** 
QCE is busy as always and if you haven't had a chance to register yet, you definitely should because it's 
going to be AWESOME! Clubs are great as usual - try and check them out because we've got some cool 
ones in the mix! Events Umbrella is busy, and we would love love love if you could come to the social at 
The Brass on Wednesday at 8 PM! We'll have an ugly sweater contest, games, and food; what's 
better??? Yael is a superstar (no surprise) and I'm very lucky to have her as part of this team. 
  
As this is the last meeting of the semester, I just wanted to let you all know that I'm very grateful for 
how amazing first semester has been. You all mean very much to me, so thank you for being you. 
  
Hugs n love, 
Sherri 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

  

Executive Administrator’s Report 
 

Jena Bowden  

Howdy!  

Welcome to the last council meeting of the semester!  

I have been working hard these past two weeks on council stuff. If you haven’t already seen I 

have added some new stuff to the office to keep it real cool! I.e. Kleenex, hand sanitizer, and 

two new posters pictured here:  

 

This break I am hoping to work towards making my bulletin board in the office more fun, as 

well as updating the bulletin board in the hall to make it more appealing! If you have any 

suggestions on how to make the calendar in the hall more functional and visually appealing let 

me know! 

As we start to get into the winter weather please be aware of the mess that can accumulate in 

the office! When you are on your office hour, if peoples belongings are starting to take up too 

many chairs or couch spots please ask them to hang it on the coat rack.  



 
 

Also note that this is the last week the office will be open. So if you store 

stuff in there for whatever, please make sure to take it out as there office will 

not have regular hours during exam period. (If that black coat is someone’s, could you please 

take it home?)  

Be on the lookout over exam period for another SUPER FUN Winter Semester Office Hour 

Schedule. I will be sending it out sometime and I will post on the Facebook group to remind 

you. I will give you about a week to fill it in and then after that time I will give you whatever 

office hour I feel like! Also the earlier you hand it in the more likely you are to get your first 

choice for an office hour! PLEASE FILL IT OUT, I would like to spend the holidays with my family 

and not have to worry about chasing people down about their office hour form! Your schedules 

are bound to change so just keep me in the loop!  

Power through week 12, 

Jena   



 
 

Events Director’s Report 

Emilie Watson  

Hello everyone!  

It’s nice to see you all again, so sorry I missed the last meeting but I’m so glad to be back this 

week. For me, I’ve been looking at signing up a Con-Ed team for the Relay for Life, which will be 

happening in the spring. If anyone has any clever team names, pls holla @ me cause I’m not 

punny.  

ANYWAY, here’s what’s going on in the Events Umbrella…  

 

Community Affairs Coordinators 

I know there was a Community Dinner wrap up last week, but I wanted to extend my own 

congratulations to the Coordinators and CommComm on an incredible event! They fed 70-80 

people and were still able to send guests with leftovers. Congratulations, everyone!  

 

The last CommComm meeting of the semester is next week, where Lindsey and Jessica will be 

coming up with and talking about some of their new initiatives in the coming semester.  

 

Workshop Coordinators 

There are still lots of certificates from the Fall Workshop week to be picked up in the office, so if 

you don't have yours yet and/or your friends don’t have theirs, make sure to come and get it 

asap!  

 

Jessee and Anjini are also starting to look at weekends for ESS, which is very exciting and I can’t 

wait to see it all come together   

 

Homecoming Alumni Director 

Homecoming may be over, but Ishta is hard at work! She’s currently brainstorming some ideas 

for a winter event that would be run in second semester as a fundraiser alongside CESA. 



 
 

Because this is a brand new position, she’s also looking at the position, how 

it worked next year, and how it can be improved for next year.  

 

Social Affairs Coordinators 

Come one, come all, the last social of the year is coming up! Mark your calendars, it will be held 

on Wednesday November 30th (that’s THIS WEDNESDAY) and will be a holiday celebration!!!!! 

It’s gonna be a ton of fun, so dig out your ugly holiday sweater and come on out for some good 

fun  (PSA there will be fOoD yum) 

 

Pce & luv,  

Em xoxo 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Marketing and Design Director’s Report 

Oshaen-Lynn Swartz 

Hi all,  

 

Hope you’re looking forward the the holidays! There’s really not a lot going on right now for Marketing, 

other than sharing Facebook events. I hope everyone’s remember to take time for themselves during 

this insane time of the year – we’re almost there! Here’s a little joke to keep the motivation strong: 

 

Who delivers presents to baby sharks at Christmas? 

Santa JAWS (hahhahahha) 

 

IT Admin 

 John continues to update the website. 

 

B.Ed Spread 

 Check out October’s edition of B.Ed Spread and make sure you’re aware of which month you’re 

obligated to contribute.  

 

Merchandise 

 We look forward to Con-Ed clothing coming in, and are plan merch sales in January for Con-Ed 

week.   

 

Photography 

 Photos from Community Dinner are currently being watermarked to be put on the FB page.  

 

I hope you all have an incredible break, and enjoy spending time with the ones you love most. 

Oshaen 



 
 

Treasurer’s Report 

Joyce Chiang 

Hey Council,  

 

Week 11! Almost week 12! We did it!!!  

Not a whole lot to report other than to please send me your receipts and all other things CESA 

money related before December 9th as I will not be doing reimbursements or budgets updates 

afterwards.  

Thanks for the wonderful semester, good luck on all your exams (which you will all ace), and 

have a wonderful, well deserved winter break.  

Stay rad,  

Joyce  

  



 
 

Academic Affairs Commissioner’s Report  

Katey Day 

Hey CESA Council, 

 

Only 1 week left!! Everyone keep smiling as we head into the final week of the semester.  We have 

almost made it! 

 

CON-ED STUDY DAYS 

We are hosting both subject specific study sessions as well as open study sessions on Sunday 

December 4th and Monday December 5th. The times are listed below: 

 

 Subject Specific 
o PSYC 100: Sunday December 4th from 12:30-2:30PM 

ENGL 100: Sunday December 4th from 10AM-Noon 
CHEM 112: Also on Sunday December 4th from 10AM-Noon 
BIOL 102: Monday December 5th from 10AM-Noon 
HIST 124: Also on Monday December 5th from 10AM-Noon 

 

 Open Study Sessions: Sunday December 4th from 2:30-4PM & Monday December 5th from 
12PM-4:00PM 

 

I am still looking for upper years to help facilitate the 

subject specific study sessions. Especially Biology and 

English!!! Please let me know if you are able to help! 

 

That is all from me for now! See you all next year (woah!!). Happy Holidays!   

 

Katey Day 

Academic Affairs Commissioner  

 



 
 

Equity Affairs Commissioner’s Report 

Kerri Lee 

Hello everyone, big hugs to you all because you are all wonderful individuals.   

 

Anti-Oppression Training  

I am working on organizing Anti-Oppression training through the SIC (Social Issues 

Commission) and we will all be participating in Anti-Oppression training in January. Speaking 

of the SIC, if you have not had the chance to already, I highly recommend taking a look at their 

website - https://myams.org/socialissues/  - there are a ton of really great services, papers, 

committees, and resources. 

 

Upcoming events:  

Queen’s Equity Conference will take place at the Tett Centre for Creativity and Learning on 

January 28
th

, 2017 from 9 am to 6 pm. QEC will bring together delegates to discuss various 

equity issues that affect personal experience of students as well as the broader Queen’s 

community. This year, the theme is: Equity in Action! Students who are interested in 

participating in something new, enjoyable, and educational are encouraged to apply. 

Applications will be open until December 2
nd

, 2016. Click here to apply: 

http://www.queensasus.com/qec and for any questions or concerns, you can contact the Delegate 

Coordinator at qce.delegates@asus.queensu.ca 

 

Equity Caucus: 

We had an Equity Caucus meeting this past Wednesday. Queen’s Rector Cam Young was in 

attendance and we all engaged in a very open and productive discussion! I will provide more 

specific updates in my oral report. 

 

Also: the Committee Against Racial and Ethnic Discrimination (CARED) within the AMS along 

with the Queen’s Human Rights Office will be holding a forum about “race”, culture, racism and 

discrimination at Queen’s. The event will occur on Thursday, December 1
st
, from 5:30 – 7:30 pm 

in Wallace Hall in the JDUC, and the purpose of the event is to give members of the Queen’s 

community the opportunity to voice their concerns in a constructive manner regarding a culture 

on this campus that does not exist in isolation. 

https://myams.org/socialissues/
http://www.queensasus.com/qec
mailto:qce.delegates@asus.queensu.ca


 
 

 

Office Hours: 

Afsheen and I will be holding extra office hours during week 12 (we will post the exact dates and 

times on the council Facebook group). We are here to listen, chat, discuss, and offer support and 

love - your feelings, concerns, and opinions are extremely valuable and matter so much.  

 

“Unless someone like you cares a whole awful lot, nothing is going to get better. It’s not.” ~Dr. 

Seuss, The Lorax. 

 

Kerri Lee 

Equity Affairs Commissioner  

Concurrent Education Students' Association 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Senator’s Report 

Scott Kell 

Hi Everyone! 
 

The next Senate meeting is on Tuesday. There are some new Masters 

programs being voted on, and several Chairs and professorships in Family 

Medicine. There is a motion to restrict the exams available on ExamBank to be 

within the past ten years to align the policy with other record keeping policies. 

There will most likely be a discussion period, or announcement, or some 

manner of communication about the party that took place last week. I’ll let 

y’all know what comes of that. 
 

The Fall Break Term Task Force is continuing it’s consultation sessions (Like the 

one at CESA today!) and receiving survey results. Right now ArtSci is lagging 

proportionately to other faculties so send the survey link 

(http://queensu.fluidsurveys.com/s/FTB/) to your friends in ArtSci (and your 

friends in every other faculty)! The survey link will be open until the day after 

the last exam, so keep on sharing it. 

 

Thanks, 

Scott 

  

http://queensu.fluidsurveys.com/s/FTB/
http://queensu.fluidsurveys.com/s/FTB/


 
 

AMS Representative’s Report 

Tiffany Wong & Carla Namkung 

 

Here are some updates from the AMS Assembly meeting on November 17th: 

 

Bystander Prevention Training: 

The goal is to equip students with the skills to appropriately approach and handle a situation where 

signs of potential harassment are detected while feeling comfortable enough to intervene.  

- Voted for AMS Assembly to receive training before having each faculty receive training 

 

Queen's Fall Term Break Task Force: 

A discussion will be held next assembly meeting (December 1st) regarding each faculty’s perspective on 

the Fall-term break. 

Feel free to give us your input or ask any questions. 

The survey is still available at http://queensu.fluidsurveys.com/s/FTB/ and everyone is encouraged to fill 

it out!  

 

Best, 

Carla Namkung and Tiffany Wong 

  

http://queensu.fluidsurveys.com/s/FTB/


 
 

First Year Representatives’ Report 

Makenzi Mellon and Jathorsan Lingarajan  

Hey everyone!  

 

We had our first event this past week and we had a great turnout! I few technical difficulties at 

the beginning but everything worked out! We are currently in the process of planning our final 

fall event, very excited about it.  

 

 

Not too much going on other than that!  

Hope everyone has a great week   

 

Love MAKTHORRY!  

(Makenzi and Jathorsan) 

  



 
 

Second Year Representatives’ Report 

Chloë Demizio & Alexandra da Silva 

Hello Everyone! 

We hope you have all had a good week 11! We can’t believe it’s already the end of the semester 

(yikes!!!). Anyways, here’s what we’ve been up to for the last couple of weeks: 

 

Final Year Event of 2016 

Yesterday we held our final year event of the semester! It was the Bob Ross Paint Nite afternoon! We 

will provide a verbal update at the meeting regarding how the event went! 

 

Winter Semester 

We have begun to plan some of our events for the second semester! We are looking forward to our first 

event of 2017 being inter-year dodge ball during Con-Ed week as soon as we come back! We are also 

hoping to include a Skate Date, movie and a social as some of our events in the new year! 

 

  

As we approach the end of the semester, we would like to wish everyone good luck on their final 

assignments and exams, and we hope you all have a much needed, relaxing winter break! 

 

 

Happy Holidays!  

See you all next semester! 

Al-oë (Alex & Chloë) 

 

  



 
 

Third Year Representatives’ Report 

Sebastian Faudemer & Matt Rowland 

 

And we are in the home stretch! 

 

In the last few weeks of the year we have our last year event of the semester on Thursday 

December 1st. We will be doing Karaoke at the Tir Nan Og which should be fun. We’re looking 

forward to it being a fun low-key time. As we move into the New Year we’re looking forward to 

planning the inter-year event during Con-Ed Week with the other year-reps and as well planning 

the Half-Way There Party (can’t believe we’re actually almost half way there). One other 

exciting detail is that clothing should be ready for pickup starting early next week. We will be 

making posts in all the Facebook groups and use other forms of technology to notify people (get 

excited!!!) 

 

Regards, 

Matt and Seb 

  



 
 

Fourth Year Representatives’ Report 

Gillian McMurry & Erica Pasternak 

Happy end of Week 11!  May week 12 bring you all happiness because you will be finishing off 

last crazy assignments and classes, and jumping into the exam period with both feet! 

We don’t really have much to report this week, but the year event is planned and cookies are 

being made and candy is being selected!  We look forward to Friday’s year-event. 

In addition, we are making some progress on the selection of the gift that will be purchase for 

Con-Ed with our B.Edder for you fund! 

Good luck and remember to take time to destress, 

~Erillian~ 

Erica Pasternak and Gillian McMurray 

  



 
 

CESA Clubs Director’s Report 

Erin Silverberg  

 

  



 
 

QCE Chair’s Report 

Seane Thorman  

Hi everybody!  
 
Welcome to the last week of classes! I hope you are all doing well. There is not too 
much to update you on. We are just in the final stages of planning for conference this 
year, and are very excited about coming back next semester to jump start the year with 
QCE!  
 
CHAIR 
Registration is almost closed. You can no longer register online, but the last day to 
register  in office is December 2 (the day the Con-Ed office closes). We have been busy 
just organizing the odds and ends between all the positions and between the Faculty of 
Education. We also have been looking and critiquing hiring policies and job descriptions, 
which will be brought up at the end up of the meeting!  
 
MARKETING 
Alexandra has been busy advertising as much as possible for registration and for line 
skip tickets for the Underground on Saturday, as well as keeping the website up to date. 
In the upcoming weeks we will be finalizing the delegate booklets, name tags, 
certificates, thank-you cards and more.  
 
SPECIAL EVENTS 
Our last fundraising event was selling line skip tickets for QCE at the Underground on 
Saturday. Now Caitlin is busy sorting out the few details left such as conference snacks, 
the logistics of Friday Night Social and of course Saturday banquet.  
 
LOGISTICS  
Our volunteer meeting is this Wednesday at 7:30 pm (and hopefully will end before the 
year event, so do not worry you can still go to that). Besides that, Ellen and I will be 
sending out a survey to re-rank workshop choices, now that more options are available, 
and after that we will be sorting people into workshops and ensuring all our speakers 
needs are filled.  
 
FINANCE/SPONSORSHIP 



 
 

Marisa and Morgan have been collaborating ensuring that grants are 
completed, sponsors are being approached, and the budget remains 
updated now that registration is almost complete. Marisa would once again like to 
emphasize that if you have any spare change lying around, please give it to her  
 
That is all for now! As always, if you have any questions, please feel free to contact me 
(Seane Thorman) at qce_chair@cesa.queensu.ca!  
 
Until next TIME,  
The Queen's Conference on Education Executive Team 
 

  



 
 

Head Teach’s Report 

Emma Soar 

Hi everyone!  

We made it to week 12!  

As our term comes to an end myself and ElecTTRiC are meeting with incoming exec for our 

transition meetings. Speaking of which I am very excited to welcome Teach Exec 2017 who are 

joining us here today!  

I just want to say on behalf of ElecTTRiC we have been so incredibly honoured to serve as 

Teach Exec and to welcome the class of 2020. It was an experience that we will never forget. I 

also want to thank all of you who have supported us and worked alongside us. We know that 

over the next few months you will continue this support the incoming exec and we thank you for 

that.  

To Chloë, Aubrey, Grace, Kevin and Bronte, if I can give you any last advice it is to rely and 

trust in one another. We know that together you will create one of the best weeks that this 

University has ever seen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

New Business 

Appendix: Group Hiring (A) 
From the Hiring Policy Manual  
 
Article 6. Group Interview Hiring Process 
6.01 Each group hiring process shall begin with individual applicants completing a written 
application, following guidelines as outlined in Article 4 of the Hiring Policy Manual. 
6.02 Every applicant in a group hiring process that submitted a written application shall be 
guaranteed an individual interview. 
6.03 The hiring panels, as outlined in the Conference Executive and Orientation Policy Manual, 
shall remain the same throughout the entire group hiring process, and shall be present for 
every applicant’s individual interview and the entirety of group interviews. 
6.04 Each applicant in the individual interview shall receive no less than 3 (three) position-
specific questions that provide ample opportunity for the applicant to demonstrate their ability 
to fulfill one of the positions successfully. 
6.05 After all applicants have completed their individual interview, the hiring panel reserves the 
right to make a cut in the pool of applicants, and is encouraged to do so within the guidelines of 
6.05.01.  
6.05.01 The number of candidates to be dismissed after the individual interview is at the 
discretion of the hiring panel. 

(i) To ensure that the cut is an equitable step in the hiring process, it must follow these 
thresholds: 

 a) Less than 10 initial applicants – no cut 
 b) 10-14 initial applicants – no more than 20% of applicants shall be cut 
 c) 15-19 initial applicants – no more than 35 % of applicants shall be cut 
 d) 20-24 initial applicants – no more than 50% of applicants shall be cut 
 e) 25 or more initial applicants – no more than 60% of applicants shall be cut  
6.05.02 The method by which the cut is announced is at the discretion of the hiring panel, so 
long as all candidates are informed via the same method. 
6.05.0304.03 The Executive Administrator shall be a resource to the hiring panel to facilitate 
the cut. 
6.05.04 Successful applicants following the cut shall proceed to the group interview portion of 
the hiring process 
6.06 The duration of group interviews shall not exceed seven hours and shall be restricted to 
one date, out of respect for the time of the applicants. 
6.0701 Once the group interviews begin, the hiring panel shall ask questions to applicants in 
groups of no more than 6 (six) candidates  
at a time. 
6.0802 In the initial stage of the group interview process, groups of candidates will be selected 
at random and every effort will be made to give all candidates the same number of interview 



 
 

questions. applicant shall be called in no less than 3 times. 
6.08.102.01 The number of times that each candidate is called for an 
interview, throughout the entire group interview process will be recorded by a member of the 
hiring panel (preferably the Executive Administrator, if present). 
6.02.02 The duration of this stage shall vary with the size of the pool of applicants, and the time 
constraints of the interview process. 
6.093 After the initial stage, groups shall be given interview questions based on their 
performance and compatibility in earlier stages of the interview. 
6.093.01 The number of times that each candidate is called for an interview no longer needs to 
be recorded shall still be recorded by the Executive Administrator for their records, although 
candidates are no longer guaranteed equal opportunities to be called for interviews. 
6.04 At any point after the initial stage, the hiring panel reserves the right to make a cut in the 
pool of applicants.  The panel is especially encouraged to do this if any candidates have been 
ruled out of the decision process. 
6.04.01 The number of candidates to be dismissed from the group interview is at the discretion 
of the hiring panel. 
6.04.02 The method by which the cut is announced is at the discretion of the hiring panel, so 
long as all candidates are informed via the same method. 
6.04.03 The Executive Administrator shall be a resource to the hiring panel to facilitate the cut. 
6.105 Candidates shall not discuss individual or group interview questions, nor their responses, 
once the hiring panel has ended the discussion for a given situational question.  
6.1106 Candidates shall be given the opportunity to provide the panel with supplementary 
information after each interview question, in writing (e.g. a folder to receive handwritten 
comments, a designated email address, or, time-permitting, in person). 
6.11.0106.01 The use of this information in making hiring decisions is at the discretion of the 
hiring panel. 
6.1207 Candidates will be given the option of non-requesting other candidates.  If a candidate 
has non-requested another candidate, then no group will be hired consisting of both parties. 
6.12.0107.01 all non-requests are to be presented to the hiring panel in writing, and are strictly 
confidential. 
6.12.0207.02 Non-requested candidates may be called for interviews together. 
6.1308 The final decision will be made with regard to the responses that groups gave, the 
performance of individuals within the group interview, the cohesion between group members 
throughout the group interview process, and candidate performance in earlier stages of the 
hiring process. 
 
 

 
 
 



 
 

Appendix: Group Hiring (B) 
From the Orientation Policy Manual 
  

  
ARTICLE 1. INTERPRETATIONS ......................................................................1 
ARTICLE 2. ORIENTATION .............................................................................1 
ARTICLE 3. ORIENTATION EXECUTIVE HIRING PROCESS...............................2 
ARTICLE 4. ORIENTATION EXECUTIVE HIRING PANEL…………………………………2 
ARTICLE 4. 5. ORIENTATION LEADER HIRING .................................................2 
ARTICLE 5. 6. TRANSITION ..............................................................................3 
  
  
ARTICLE 1. INTERPRETATIONS 
1.01 In this part and any other part of this manual, unless the context requires 
otherwise, 
1.01.01 “Executive” means the Executive of the Association, 
1.01.02 “Orientation Committee” means the Head Teach, Logistics Teach, Academics Teach, 
Financial Teach, Social Teach and President, 
1.01.03 “Orientation Executive”, also known as Teach Exec, means the Head Teach, Logistics 
Teach, Academics Teach, Financial Teach and Social Teach, 
1.01.04 “Orientation Leader”, also known as a Teach, means Association members 
responsible for individual frosh groups. 
  
ARTICLE 2. ORIENTATION 
2.01 Orientation Executive Responsibilities 
2.01.01 The Orientation Executive are responsible for providing incoming first year 
students with a smooth transition into university life. 

(a) The Orientation Executive shall fulfill this mandate by: 
i) ensuring incoming students are academically prepared to register for and begin 
classes, 
ii) ensuring incoming students are aware of available resources offered in the 
Queen’s and Kingston communities, 
iii) assisting the Orientation leaders in creating a socially comfortable 
environment for all incoming students. 

2.01.02 The Orientation Committee shall plan, administer, and oversee Con-Ed 
Orientation. The Head Teach and the Orientation Executive shall provide a supportive zone for 
incoming students, and shall ensure all orientation activities promote and foster an awareness 
of their place in the Queen’s and Kingston communities. 
2.01.03 The Faculty advisor to the Orientation Executive shall be the Associate Dean of Arts and 
Science, or designate, pending approval by the Orientation Executive. The responsibilities of the 
faculty advisor will be outlined by external Orientation review boards. 



 
 

2.01.04 The Orientation Executive shall have a separate bank account from 
that of the 
Association. Financial Teach and Head Teach shall be the co-signatories of the account. 
2.01.05 Upon completion of the final budget for Orientation Week, a report shall be made to 
the Council on the financial standing of the Orientation account. 
2.01.06 The Orientation Executive shall adhere to the established rules of the Association and 
any other University Orientation Review Boards. 
2.02 Orientation Leaders Responsibilities 
2.02.01 Orientation Leaders shall send letters to the incoming first year students in the summer 
to welcome them and to inform them about Concurrent Education. 
2.02.02 Orientation Leaders shall adhere to the established rules of the Association and any 
other University Orientation Review Boards. 
2.02.03 The President and Vice President (External) shall be informed of all Orientation 
activities. 
2.02.04 All ORT event forms shall be approved by the President as well as the Associate Dean of 
Arts and Sciences. 
2.02.05 In the event that substantial changes are made to any event, slogan, or other major 
element of the Orientation Week, the President and the Associate Dean of Arts and Science 
shall be informed. 
2.02.06 The Council may submit specific recommendations or directions concerning the duties 
of the Orientation Committee or the events of Orientation Week. 
  
ARTICLE 3. ORIENTATION EXECUTIVE HIRING PROCESS 
3.01 The Orientation Executive shall be hired by the outgoing Orientation Committee and the 
CESA President. 
3.02 1 The hiring process shall consist of: 
3.02 1.01 an individual interview, 
3.02 1.02 a series of group interviews consisting of situational questions, as outlined in the 
Hiring Policy Manual. 
3.03 2 The hiring process shall be completed before the end of Fall Term. 
3.04 3 Candidates applying for Orientation Executive positions shall have participated in a 
previous Orientation Week in a leadership role including, but not limited to: 
Teach, Gael, SOARB, and ORT. 
3.05 4 All candidates for the Orientation Executive shall be in good academic standing, subject 
to approval by the Associate Dean of the Faculty of Arts and Science. 
3.05 The Hiring Panel, as outlined in Article 4, shall have a mandatory meeting with the 
outgoing Orientation Executive in order to understand each position in detail prior to hiring. 
  
ARTICLE 4. ORIENTATION EXECUTIVE HIRING PANEL 
4.01 The hiring panel for the Orientation Executive shall include: 
4.01.01 Head Teach (Outgoing), 



 
 

4.01.02 Executive Administrator, 
(i) The Executive Administrator shall be a non-voting, impartial member 
of the hiring panel. 

4.01.03 President, 
4.01.04 Two members of Council and Extended Council, as appointed by Council, 

(i) Current Orientation Executive shall not be eligible for nomination. 
  
ARTICLE 4.  5. ORIENTATION LEADER HIRING 
4. 5.01 The Orientation Executive shall be responsible for the hiring of Orientation 
Leaders. 
4. 5.02 The hiring panel shall consist of, 
4. 5.02.01 the current Orientation Executive, 
4. 5.02.02 one member of the Executive, 
4. 5.02.03 the former Head Teach 

(a) The former Head Teach shall provide the current Orientation Executive with guidance 
on the teach hiring process and ensure that the panel is considering all elements of the 
individual’s interview. The former Head Teach is permitted to be involved in the 
discussion of each applicant, yet all efforts shall be made to allow for the current 
Orientation Executive to draw conclusions on their own accord. 

4. 5.03 Bribes shall not be accepted by any member of the selection committee from 
anyone applying for the position of Orientation Leader. 
4. 5.04 The range of the amount of Orientation Leaders chosen shall be decided by the 
Orientation Executive before the hiring process begins, 
4. 5.04.01 This range will be based on enrollment numbers, number of desired frosh groups, 
and overall logistics of Orientation Week. 
4. 5.05 The hiring process shall consist of: 
4. 5.05.01 a fifteen (15) to twenty (20) minute group interview and, 
4. 5.05.02 a ten (10) to fifteen (15) minute individual interview. 
4. 5.06 The Orientation Leaders shall be hired before the end of February. 
4. 5.07 Orientation Leaders shall be in good academic standing, subject to approval by the 
Associate Dean of Arts and Science. 
4. 5.08 Notice for the hiring of the Orientation Executive as well as the Orientation 
Leaders shall be given to all members of the Association by email, and when possible, the 
Association website and Newsletter. 
4. 5.09 The Orientation Executive shall be responsible for advertising the nature of the 
positions, deadline for applications, interview dates, and academic requirements. 
4. 5.10 All applications shall be submitted to the Head Teach. 
  
ARTICLE 5. 6. TRANSITION 
5. 6.01 All members of the Orientation Executive shall compose a written report of 



 
 

Orientation Week detailing their specific duties and any recommendations 
they may have for the incoming Orientation Executive. 
5. 6.01.01 This report shall be handed over to the incoming Orientation Executive at a transition 
night. 
5. 6.02 Transition of the new Head Teach must be complete before the end of December, 
5. 6.03 Transition of the Academics Teach, Financial Teach, Social Teach, and Logistics Teach 
must be complete before the end of January. 
  
  
  
 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
 

Appendix: Group Hiring (C) 
From the Conference Executive Policy Manual 
  

ARTICLE 1. HIRING PROCESS 
1.01 The hiring process shall consist of: 
1.01.01 a written application, 

(i) Written applications must be available no later than one (1) week before Reading Week 
1.01.02 an individual interview, 
1.01.03 a series of group interviews consisting of situational questions, as outlined in the Hiring 
Policy Manual. 
1.02 The hiring process shall be completed before the Annual General Meeting. 
1.03 Notwithstanding this policy, all procedures outlined in the Hiring Policy Manual shall be 
followed, 
1.04 The Hiring Panel, as outlined in Article 2, shall have a mandatory meeting with the 
outgoing Conference Executive in order to understand each position in detail prior to hiring. 
  
ARTICLE 2. HIRING PANEL 
2.01 The hiring panel for the Conference Executive shall include: 
2.01.01 Conference Chair (Outgoing), 
2.01.02 Director of Logistics (Outgoing), 
2.01.03 Director of Finance (Outgoing), 
2.01.04 Director of Sponsorship (Outgoing), 
2.01.05 Director of Marketing (Outgoing), 
2.01.06 Director of Special Events (Outgoing), 

(i) Should the Conference Chair (Outgoing) become unavailable during the hiring process, 
attempts to reschedule interviews should be made 
(ii) Should the Directors of Logistics, Finance, Sponsorship, Marketing, or Special Events 
(Outgoing) become unavailable during the hiring process, interviews will continue as 
planned 

2.01.072 Executive Administrator Elect, 
(i) The Executive Administrator Elect shall be a non-voting, impartial member of the hiring 
panel. 

2.01.083Vice President External Elect, 
2.01.04 Two members of Council and Extended Council, as appointed by Council, 

(i) Current Conference Executive shall not be eligible for nomination. 
 

 

 

 



 
 

Appendix: Group Hiring (D) 

From the Job Description Policy Manual  

 
6.02 Duties of the Academics Teach  
6.02.01 The Academics Teach shall: 
 (a) not be a member of Council but is to be held accountable to Council under  the 
requirements described by the Job Description Policy Manual,  
 (b) attend all Orientation Executive and Orientation leaders’ meetings,  
 (c) participate in the selection of the Orientation leaders and incoming Orientation 
Executive,  
 (d) organize and execute all academic events during Orientation Week, which 
 include: Welcome Forum, Academics on West, Tours and Motivational Speaker, 
 (e) attend all meetings of the Academic Orientation Committee throughout the 
 academic year and act as the liaison between the Orientation Executive and this 
 committee,  
 (f) coordinate tokens of appreciation, charitable donations or otherwise, for all 
 academic speakers, 
 (g) organize and oversee the Academic Integrity Training during Orientation Pre- Week,  
 (h) provide academic support to all Orientation leaders, 
 (i) provide support to other Orientation Executive members, as required.   
  
6.03 Duties of the Financial Teach  
6.03.01 The Financial Teach shall: 
 (a) not be a member of Council but is to be held accountable to Council under  the 
requirements described by the Job Description Policy Manual,  
 (b) attend all Orientation Executive and Orientation Leaders’ meetings,  
 (c) participate in the selection of the Orientation leaders and incoming Orientation 
Executive,  
 (d) produce and distribute the Concurrent Education Orientation Handbook in 
 conjunction with Head Teach,  
 (e) be responsible for organizing a budget for Orientation Week, the collection of 
 fees from Orientation leaders and incoming students; payment of bills, rentals,  and 
regulating expenses,  
 (f) have co-signing authority of the Orientation Week account with Head Teach,  
 (g) be responsible for maintaining detailed records of all payments made, and for 
 producing a final budget upon completion of Orientation Week. These records  shall 
be made public to ORT, and CESA, as required,  
 (h) be responsible for the coordination of the development and distribution of 
 sponsorship packages for Orientation Week, in conjunction with the other 
 members of the Orientation Executive, 



 
 

 (i) be responsible for completing ORT fee form in conjunction with 
the Head  Teach, 
 (j) provide support to other Orientation Executive members, as required.  
  
6.04 Duties of the Social Teach  
6.04.01 The Social Teach shall: 
 (a) not be a member of Council but is to be held accountable to Council under  the 
requirements described by the Job Description Policy Manual,  
 (b) attend all Orientation Executive and Orientation leaders’ meetings,  
 (c) participate in the selection of the Orientation leaders and incoming Orientation 
Executive,  
 (d) organize and execute all social events during Orientation Week, which  include 
Retro Road trip and Semi-Formal,  
 (e) be responsible for the organization of the Teach Mystery Road Trip during 
 Orientation Pre-Week,  
 (f) be responsible for organization and distribution of Frosh Welcome Letters  during 
the summer prior to Orientation Week,  
 (g) be responsible for coordinating busses for Pre-Week,  
 (h) provide support to other Orientation Executive members, as required.  

6.05 Duties of the Logistics Teach 
6.05.01 The Logistics Teach shall: 

(a) not be a member of Council but is to be held accountable to Council under the 
requirements described by the Job Description Policy Manual,  
(b) attend all Orientation Executive and Orientation leaders’ meetings,  
(c) participate in the selection of the Orientation leaders and incoming Orientation 
Executive,  
(d) attend all ORT meetings with Head Teach, 
(e) be responsible for completing all ORT and SOARB event forms in conjunction with 
Head Teach, 
(f) be responsible for creating and managing the Con-Ed Orientation website, 
(g) be responsible for all on campus room bookings during Orientation Week, 
(h) assist other members of exec with on and off campus bookings, 
(i) be responsible for taking meeting minutes at all Executive and Leader meetings, 
(j) be responsible for maintaining detailed records of all inventory, 
(k) be responsible for all equipment rentals, requests, orders and storage, 
(l) provide support to other Orientation Executive members, as required. 
 

 (h) assist Financial Teach in the production and distribution of the Concurrent 
 Education Orientation Handbook, and the completion of the ORT fee sheet, 
 (i) approve the Orientation Week Handbook, event forms, slogans and frosh fees  with 
the incoming CESA President and Associate Dean of Arts and Science, 



 
 

 (j) have co-signing authority on the Orientation Committee Account 
with  Financial Teach,  
 (k) be responsible for clothing orders, including coveralls, frosh shirts, leader  shirts, 
tams exec clothing, and wristbands, 
 (l) be permitted to invite a faculty member to sit on Teach Exec hiring in a non- voting 
nature, if they deem the presence of a faculty member appropriate, as  per the 
recommendation of the AMS,  
 (m) perform any duties that do not fall directly under the duties of the  Academics, 
Social, Financial or Logistics Teach,  
 (n) oversee the duties and responsibilities of Academics Teach, Social Teach, 
 Financial Teach, and Logistics Teach as described in 6.02, 6.03, 6.04 and 6.05 of  this 
document.  
 

 

 


