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Agenda 
Meeting of the Concurrent Education Students’ Association 

Council 
Sunday, February 11th, 2018 
6:00 PM, Mac-Correy B201 

 
1. Motion #1 - Adoption of the Agenda of the meeting of February 11th, 2018 

Moved by: Anjini Datt 
Seconded by: Liam Dowling 

2. Motion #2 - Approval of the Minutes of the meeting of January 28th , 2018 
Moved by: Anjini Datt  
Seconded by: Liam Dowling 

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. Treasurer’s Report 
8. Events Director’s Report 
9. Marketing and Design Director’s Report 
10. Academic Affairs Commissioner’s Report  
11. Equity Affairs Commissioner’s Report 
12. Sustainability Commissionner’s Report 
13. Senator’s Report 
14. AMS Representative’s Report 
15. Year Representatives’ Reports 

a. First Year Representatives 
b. Second Year Representatives 
c. Third Year Representatives 
d. Fourth Year Representatives 

16. CESA Clubs Director’s Report 
17. QCE Chair’s Report 
18. Head Teach’s Report 
19. Statements by Members 
20. Question Period 
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21. Old Business 
a. Motion #3 – R.J. Hill Award Chair  

Moved by: Liam Dowling 

Seconded by: Aryn Lang 

That CESA Council nominate one member of CESA Council or Extended 

Council to sit as the chair for the R.J. Hill Award.  

b. Motion #4 – Education Outreach Award Chair   

Moved by: Liam Dowling 

Seconded by: Aryn Lang 

That CESA Council nominate one member of CESA Council or Extended 

Council to sit as the chair for the Education Outreach Award  

c. Motion #5 - Why did you have to go and make things so complicated (1) 

Moved by: Liam Dowling 

Seconded by: Anjini Datt 

That CESA Council amend the Conference Executive Policy Manual as 

outlined in Appendix: Why did you have to go and make things so 

complicated (1) 

d. Motion #6 – Why did you have to go and make things so complicated (2) 

Moved by: Liam Dowling 

Seconded by: Anjini Datt 

That CESA Council amend the Orientation Policy Manual as outlined in 

Appendix: Why did you have to go and make things so complicated (2) 

e. Motion #7 – All for one and one for all! 

Moved by: Liam Dowling 

Seconded by: Anjini Datt 

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

All for one and one for all! 

f. Motion #8 – Outreach (for the moon even if you miss, you’ll land among the 

stars) (A) 

Moved by: Aryn Lang 

Seconded by: Ellise Truong 

That CESA Council amend Article 7 of the Job Description Manual as outlined 

in Appendix: Outreach (for the moon even if you miss, you’ll land among the 

stars) (A) 

 

 

 



    

Concurrent Education Student Association  
Queen’s University, Kingston 

 
 

 

g. Motion #9 – Outreach (for the moon even if you miss, you’ll land among the 

stars) (B) 

Moved by: Aryn Lang 

Seconded by: Ellise Truong 

That CESA Council amend Article 1 of the Job Description Manual as outlined 

in Appendix: Outreach (for the moon even if you miss, you’ll land among the 

stars) (B) 

h. Motion #10 – Outreach (for the moon even if you miss, you’ll land among 

the stars) (C) 

Moved by: Aryn Lang 

Seconded by: Ellise Truong 

That CESA Council amend Article 4 of the Job Description Manual as outlined 

in Appendix: Outreach (for the moon even if you miss, you’ll land among the 

stars) (C) 

i. Motion #11 – Outreach (for the moon even if you miss, you’ll land among 

the stars) (D) 

Moved by: Aryn Lang 

Seconded by: Ellise Truong 

That CESA Council amend Article 5 of the CESA Constitution as outlined in 

Appendix: Outreach (for the moon even if you miss, you’ll land among the 

stars) (D) 

22. New Business 
a. Motion #12 – QCE Hiring Panel  

Moved by: Erica Frosst 

Seconded by: Sarah Reddick 

That CESA Council nominate two members of the Association to sit on the 

QCE Hiring Panel 

b. Motion #13 – Exec AdmINTERN 

Moved by: Erica Frosst 

Seconded by: Ariella Garber  

That CESA Council amend  Article 4 of the Job Description Policy Manual as 

outlined in Appendix: Exec AdmINTERN 

c. Motion #14 – B.Ed Spread Your Wings and Fly Away (A) 

Moved by: Connie Trinh 

Seconded by: Tiffany Wong  

That CESA Council amend  Article 5 of the Constitution as outlined in 

Appendix: B.Ed Spread Your Wings and Fly Away (A) 
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d. Motion #15 – B.Ed Spread Your Wings and Fly Away (B) 

Moved by: Connie Trinh 

Seconded by: Tiffany Wong  

That CESA Council amend Article 5 of the Job Description Policy Manual as 

outlined in Appendix: B.Ed Spread Your Wings and Fly Away (B) 

e. Motion #16 – B.Ed Spread Your Wings and Fly Away (C) 

Moved by: Connie Trinh 

Seconded by: Tiffany Wong  

That CESA Council amend  Article 5 of the Communication Policy Manual as 

outlined in Appendix: B.Ed Spread Your Wings and Fly Away (C) 

23. Discussion Period 
a. CESA Clubs: Moving Forward 

b. Teach Exec Hiring 

24. Speaker’s Last Word 
25. Adjournment 
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President’s Report 

Liam Dowling  
  

 
Hello Everybody! 
 
Elections 
Election season is finally over here at Queen’s! Once again, congrats to all those who 
participated in any form of election this past month. It is an extremely personal 
dedication and you should be proud of your accomplishments regardless of the 
outcome. I’m also happy to announce that Team CReaTe and Erica both passed the 
vote of confidence with outstanding results. Team JAL+A is looking forward to 
transitioning them over the coming months. 
 
Transition 
Since the election, I have started transition and prepping Tiff for her new role as 
CESA President. So far, I’ve sent along transition manuals, but will be soon taking the 
time to let her meet all of the relevant people for her role next year. I’m very excited 
to see what great ideas and leadership she will bring to the society over her 12 
months term.  
 
 
JDUC Revitalization  
As I’m sure most of you are aware, there is an upcoming vote of whether students 
will help fund a portion of the JDUC revitalization. This project would occur over two 
years and would be paid back over an approximately 20 year student fee. This 
project represents a lot of long-term trade offs with the JDUC being unavailable 
during the construction, but meaning that the building will be more accessible and 
with more space in the long term. If you have any question, please feel free to ask. 
 
Thanks and I’d be happy to take any questions! 
 
Liam  
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Vice President (Internal)’s Report 
Joyce Chiang  
 
Dear Council,  
It has been a VERY BUSY time for everything under the internal umbrella with lots 
exciting updates! 
Elections 
I am incredibly excited to announce Connie as my successor for VP Internal. We have 
already begun talking about transitioning and all of the exciting changes that she and 
her team will be making. I know that CESA is in great hands with Team CReaTe.  
Congratulations to everyone else on the elections results and a big shout out to 
everyone who ran. It takes a lot of courage to put yourself out there, especially for 
contested elections, and I think that this enthusiasm reflects the interest, diversity, 
and passion of Con-Ed students!  
ASUS  
A few highlights from assembly this week: 

• Create of a Sustainability Universe Network (SUN) to promote sustainability 

education and environmental advocacy in ASUS itself.  

• J Duc revitalization updates  

• ASUS Council applications are due on the 23rd. These are paid commissioner 

positions! All Con-Ed students qualify.  

• SCAP meeting to discuss God Save the Queen – let me know if you feel strongly 

about this!  

• Certificate Discussion  

o Get feedback from Con-Ed perspective 

o If you know anyone taking these let me know!  

Athletics  
After BEWICS wrap up, we are also working to make sure everyone who has signed 
up for intramurals is signed up correctly and able to make it to games.  
Year Reps 
We have lots of different events going on for year reps and are also thinking of the 
gift for B.edder4U!  
 
Stay rad,  
Joyce  
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Vice President (External)’s Report 
Aryn Lang  
 
Hey Everyone! 
 
QCE: 

• Hiring Info night was held by the incoming team 

• Hiring will be happening later in February/Early March 

• Any questions can be directed to Jaime or the Incoming Executive team 

 
Events: 

• Barcadia was a huge success, and Valentines sales this week also went really well 

• Community Affairs is partnering with ASUS to make Care Packages this 
Monday/Tuesday if you are free and want to help get in contact with Sandie or Jenn 

• Alumni?????????? is helping raise money for Relay for Life 

• Workshops is well underway planning ESS which will be on March 4th, so stay tuned 
for more information on that!  

• Sign up for Relay it is so fun and SO important! 

 
TELC:  

• A lot of discussions regarding ways to protect teachers from violence within schools 
on a federation level 

• Federation Day for 5th years was a big success 

 
MADISON & CESALYMPICS: 

• CESAlympics are this week, so come by the office to watch a livestream of the 
Olympics, get 15% off CESA toques 

• ASSASSIN is ON – let the games begin! 

• I just wanted to give Madison another shoutout! She has been absolutely 
phenomenal in planning Assassins, and continues to inspire me on a daily basis! 

 
Like Always if anyone wants to hang out or grab coffee or drinks or share your dogs 
with me let me know!! 
 
With love always,  
 
Aryn  
 
 

  



    

Concurrent Education Student Association  
Queen’s University, Kingston 

 
 

 

Executive Administrator’s Report 

Anjini Datt  
 
 
Hi Everyone! 
 
 
The Office 

• More photos are up in the con-ed office so check it out! 

• There is a coat rack in the office :D  

• Remember to count the money at the beginning and end of the office hour!!! This 

is student money, and we don’t want any of it to go missing.  

• If there are other things you would like to change in the office, please let me know.  

 
Congratulations to Erica! 

• Congratulations to Erica for being elected as the Exec Admin for the 2018-2019 

school year! I have met with her to start transitioning. I am really excited to see 

what she will do in her term, and wish her the best of luck :D  
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Treasurer’s Report 

Gabriel Vesco 
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Events Director’s Report 
Ellise Truong  
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Marketing and Design Director’s Report 
Alice Min 
 
Hey everyone! 
 
B.Ed Spread 
- New articles will be posted in the coming weeks so look out for them! 
- Please e-mail bedspread@cesa.queensu.ca if you have any artwork or articles you 
would like to submit!! 
 

 
 
Cheers, 
Alice 

 
 
 
 
 
 
 
 

 

mailto:bedspread@cesa.queensu.ca
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Academic Affairs Commissioner’s Report  
Tiffany Wong 
 
Dear CESA Council,  
 
Here are some updates from the ~*Academics World*~: 
 
Interview Skills Workshop:  
Elspeth Morgan and Pam Briand from the Education Career Services Team have 
offered to help Queen's Con-Ed students with their ~~interview skills~~! Through a 
fun and interactive interview preparation workshop, students will gain interview 
confidence, learn how to handle personal and situational questions, as well as learn 
how to communicate skills and experiences with more clarity! Come out to this 
event on Feb. 28th, 2018!  
 
Bullet Journalling/Calligraphy Event Idea:  
I am in the process of recruiting student volunteers to lead a ~*bullet 
journalling/calligraphy*~ workshop! I think this workshop would teach students 
how to organize their schedules in a fun and entertaining way! If you know anyone 
who does bullet journalling/calligraphy and/or would be interested in teaching 
students, please connect them with me! Thank you!  
 
I hope everyone has a relaxing and lovely week 6 and reading week!  
 
ACS and Con-Ed love,  
Tiffany  
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Equity Affairs Commissioner’s Report 
Michelle Nyamekye 
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Sustainability Commissioner’s Report 
Sydney Rasberry 
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Senator’s Report 
Afsheen Chowdhury 

 
"Senate Governance and Nominating Committee recommends my approval 
for Queen's Joint Board Senate Principalship Search Committee. 
 
JDUC Revitalization conversations at Senate. Please read Jennifer's email and maybe 
look into this journal article http://www.queensjournal.ca/story/2018-02-
01/opinions/its-time-for-a-new-jduc-its-time-to-vote-yes/ 
 
I wasn't at the last Senate meeting, but here's a pretty good recap that's pretty 
reflective of the minutes I received http://www.queensjournal.ca/story/2018-02-
01/news/jan-30-senate-meeting-recap/"  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.queensjournal.ca/story/2018-02-01/opinions/its-time-for-a-new-jduc-its-time-to-vote-yes/
http://www.queensjournal.ca/story/2018-02-01/opinions/its-time-for-a-new-jduc-its-time-to-vote-yes/
http://www.queensjournal.ca/story/2018-02-01/news/jan-30-senate-meeting-recap/
http://www.queensjournal.ca/story/2018-02-01/news/jan-30-senate-meeting-recap/
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AMS Representatives Report 
Carla Namkung and Trinidad Mena 
 
Hi CESA friends! 
 
Here are some updates on the AMS assembly that took place on February 1/2: 
 
JDUC Update  

• Assembly approved the following question for the February 2018 AMS 
Special Referendum: 

o  “Do you agree to the establishment of a mandatory, non-reviewable 
$89 fee to support the redevelopment of the John Deutsch University 
Centre, to be collected annually commencing in the 2019-2020 
academic year?” 

o Approval of this question will result in a University capital 
contribution of $20,000,000 and additional funding to cover financing 
costs 

• Students will not be required to pay until the construction of the JDUC begins 

• Referendum is on Feb 12/13 so make sure to vote! 
 
Motions 

• Motions passed for updating policy manual on Campus Activities Commission 
 
Special Assembly 

• 7 Hour special assembly was held to appoint the next AMS executive team 

• More details can be found at http://www.queensjournal.ca/story/2018-02-
02/news/ams-special-assembly-appoints-2018-19-executive-team/ 

• Voting receipts can be found at http://myams.org/wp-
content/uploads/2018/02/Executive-Appointment-Results-1.pdf 

• If you have any comments, questions, or concerns, please reach out to us! 
 
Thanks frands and have a gr8 reading week!! 

 
  

http://www.queensjournal.ca/story/2018-02-02/news/ams-special-assembly-appoints-2018-19-executive-team/
http://www.queensjournal.ca/story/2018-02-02/news/ams-special-assembly-appoints-2018-19-executive-team/
http://myams.org/wp-content/uploads/2018/02/Executive-Appointment-Results-1.pdf
http://myams.org/wp-content/uploads/2018/02/Executive-Appointment-Results-1.pdf
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First Year Representatives’ Report 
Janna Moleshi & Anna Siju  
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Second Year Representatives’ Report 
Jathorsan Lingarajan & Makenzi Mellon  
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Third Year Representatives’ Report 
Connie Trinh & Emily Walker 
 
 
Hey everyone!  
 
The House Crawl is happening on Friday so we will update you all on how it went at the 
meeting! We’re so excited!!!  
 
We have a huge pile of empties at our house for a B.Edder 4 U fund, if anyone wants to 
contribute their empties, let us know!!  
 
That’s it for this report ☺  
 
Stay CEWT  
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Fourth Year Representatives’ Report 
Erica Frosst & Megan Kingvisser 
 

 
Happy almost-reading week everyone!! Hang in there, you are all doing great. 
 
We had a great time at our last year event! We hung out, ate some chips, drank a 
variety of beverages, watched part of the AMS debate, and danced our hearts out at 
Throwback. Thank you so much to everyone who came and we can't wait to see you 
at our next event!! 
 
We are currently working on our B.Edder4U gift and talking to the Faculty of Ed. 
about that which is so exciting! Stay tuned! 
 
Warm hugs, 
Megan & Erica 
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CESA Clubs Director  
Aliyaa Mohammed 
 
Aryn and I have met with the club heads in the past week and have been looking at 
clubs critically  
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QCE Chair’s Report 
Jaime Cohen  

 
• Working out final budgetary/financial stuff 

• Working on transition manuals 

• Hiring process has begun 

• If anyone has questions direct them to me or anyone on exec ☺  

• Working on what we are going to do for transition and reveal  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



    

Concurrent Education Student Association  
Queen’s University, Kingston 

 
 

 

Head Teach’s Report 
Yael Gazit 
 
 
Happy week 5!  
 
We had our first meeting with the new Teaches and they’re well on their way of 
planning events with their day groups. We are going to have our first Teach Night 
Out after reading week!  
 
Earlier today we also had ORT Exec training for all executives of Orientation Weeks. 
The most recent update we have is that we completed the first draft of our schedule. 
I have also met with the High Tech for Comp Sci Orientation Week to discuss how to 
plan the “Take a BYTE out of Campus” so that it is more collaborative and to 
strengthen our interfaculty relations (YEAH!!). During reading week the team will be 
mainly focused on completing event forms and creating contingency plans for 
events.  
 
As well, Alexa (our Kick-ACS Academic Teach) is working on a new initiative to help 
our teaches academically. She is creating a list of upper year con-eddies that will be 
provided to the teaches. These upper years are volunteering to be a contact for the 
teaches if they need help in any classes. This is not intended to be a full time tutoring 
position, but just as a resource to answer quick questions through email. If you 
would like to volunteer to be a support in ANY class (any history, science, upper year 
classes, etc.) please contact Alexa or myself!  
 
Finally – GECKO and FYNIR applications go live this week and close on the 26th I 
believe. Please encourage con-eddies to apply for these amazing positions, they can 
be in any year and any program!  
 
Have a wonderful reading week and good luck on mid-terms!! 
 
Team iMAGYnAtion  
 
Yael Gazit  
Head Teach  
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Old Business 
 
APPENDIX: WHY DID YOU HAVE TO GO AND MAKE THINGS SO COMPLICATED (1) 
From the Conference Executive Policy Manual   
 
PREAMBLE 
The Concurrent Education Students’ Association shall not discriminate between 
applicants on the basis of race, nationality or ethnic origin, religion, gender, sexual 
orientation, age, or physical ability. Efforts shall be made to select persons who 
possess the skills necessary to perform their work to the highest standards of 
competence and efficiency. 
 
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 Executive Administrator Elect, 
 (i) The Executive Administrator Elect shall be a non-voting, impartial member 
of the hiring panel. 
2.01.03 Vice 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. 
 
ARTICLE 3. HIRING DUE TO RESIGNATION OR DISMISSAL 
3.01 Should a Conference Executive position remain unfilled by the end of the hiring 
process or become vacant due to resignation or dismissal prior to the end of Winter 



    

Concurrent Education Student Association  
Queen’s University, Kingston 

 
 

 

semester, the Conference Executive (Outgoing) shall open the position for hiring 
twenty-four (24) hours after the resignation or dismissal. 
3.01.01 The Conference Executive (Outgoing) will advertise the open position 
through an e-mail sent via the Listserv and the Association website. 
3.02 Should a Conference Executive position become vacant due to resignation or 
dismissal after the end of Winter semester, the duties and responsibilities of that 
position, as outlined in the Job Policy Manual, shall be taken over by the Conference 
Executive (Incoming) and the Vice-President (External). 
 
ARTICLE 4. APPLICANT RESTRICTIONS 
4.01 Members of the Conference Executive are prohibited from holding a 
Conference Executive position for two consecutive years, including the position they 
currently hold and all other available Conference Executive positions. 
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APPENDIX: WHY DID YOU HAVE TO GO AND MAKE THINGS SO COMPLICATED (2) 
From the Orientation Policy Manual   
 
 
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 
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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 hiring process shall consist of: 
3.01.01 an individual interview, 
3.01.02 a series of group interviews consisting of situational questions, as outlined in 
the Hiring Policy Manual. 
3.02 The hiring process shall be completed before the end of Fall Term. 
3.03 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. 
3.04 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.  
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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 5. ORIENTATION LEADER HIRING 
5.01 The Orientation Executive shall be responsible for the hiring of Orientation 
Leaders. 
5.02 The hiring panel shall consist of, 
5.02.01 the current Orientation Executive, 
5.02.02 Executive Administrator 
 (a) Exec admin has an impartial seat on the panel. 
 (b) Exec admin must be present for final deliberations. 
5.03 Bribes shall not be accepted by any member of the selection committee from 
anyone applying for the position of Orientation Leader. 
5.04 The range of the amount of Orientation Leaders chosen shall be decided by the 
Orientation Executive before the hiring process begins, 
5.04.01 This range will be based on enrollment numbers, number of desired frosh 
groups, and overall logistics of Orientation Week.  
5.05 The hiring process shall consist of: 
5.05.01 a fifteen (15) to twenty (20) minute group interview and, 
5.05.02 a ten (10) to fifteen (15) minute individual interview. 
5.06 The Orientation Leaders shall be hired before the end of February. 
5.07 Orientation Leaders shall be in good academic standing, subject to approval by 
the Associate Dean of Arts and Science. 
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. 
5.09 The Orientation Executive shall be responsible for advertising the nature of the 
positions, deadline for applications, interview dates, and academic requirements. 
5.10 All applications shall be submitted to the Head Teach. 
 
ARTICLE 6. TRANSITION 
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. 
6.01.01 This report shall be handed over to the incoming Orientation Executive at a 
transition night. 
6.02 Transition of the new Head Teach must be complete before the end of 
December, 
6.03 Transition of the Academics Teach, Financial Teach, Social Teach, and Logistics 
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Teach must be complete before the end of January.  
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APPENDIX: All for One and One for All 
From the Hiring Policy Manual    
 
PREAMBLE 
The Concurrent Education Students’ Association shall not discriminate between 
applicants on the basis of race, nationality or ethnic origin, religion, gender, sexual 
orientation, age, or physical ability. Efforts shall be made to select persons who 
possess the skills necessary to perform their work to the highest standards of 
competence and efficiency. 
 
ARTICLE 1. THE HIRING PROCESS 
1.01 The hiring process for those positions deemed applicable under Section 5.02.02 
and 5.02.05 of the CESA Constitution, not withstanding Conference and Orientation 
Executives, shall consist of: 
 (i) a written application, 
 (ii) an individual interview. 
1.02 The hiring process for the Conference Executive shall follow the procedures 
outlined in the Conference Executive Policy Manual and Article 6. 
1.03 The hiring process for the Orientation Executive shall follow the procedures 
outlined in the Orientation Policy Manual and Article 6. 
1.04 During hiring for any Association position, not all applicants will be guaranteed 
an interview and this shall be at the discretion of the hiring panel. Only those 
applicants who receive an interview will be contacted by the hiring panel. 
 
 
ARTICLE 2. THE HIRING PANEL 
2.01 The initial Spring hiring panel shall consist of the: 
2.01.01 President-Elect, 
2.01.02 Vice President (Internal)-Elect, 
2.01.03 Vice President (External)-Elect, 
2.01.04 Executive Administrator-Elect,  
 (i) The Executive Administrator-Elect shall be an impartial member of the 
hiring 
 panel. 
2.02 This initial Spring hiring panel shall hire the following positions: 
2.02.01 Treasurer 
2.02.02 Events Director 
2.02.03 Marketing and Design Director 
2.02.04 Equity Outreach Coordinator 
2.02.05 Equity Affairs Commissioner 
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2.02.06 Academic Affairs Commissioner 
2.03 Following the hiring of the positions listed in Article 2.02, the Events Director-
Elect and the Marketing and Design Director-Elect shall join the Spring hiring panel. 
2.04 The succeeding hiring panel, as listed in Article 2.03, shall hire all positions for 
the Spring hiring period. 
2.05 The Fall hiring panel shall consist of the: 
2.05.01 President, 
2.05.02 Vice President (Internal), 
2.05.03 Vice President (External), 
2.05.04 Executive Administrator. 
 (i) The Executive Administrator shall be an impartial member of the hiring 
panel. 
2.06 The Events Director and Marketing and Design Director shall join the Fall hiring 
panel to hire all remaining positions who fall under their respective umbrellas (i.e. 
positions that were not filled in Spring hiring). 
 
ARTICLE 3. TIMELINE 
3.01 The members of the hiring panel shall determine the exact dates of the 
application and hiring periods in accordance with the following specifications: 
3.01.01 The hiring of the Treasurer and Directors shall precede that of all other 
positions. 
3.01.02 Applications shall be made available before Reading Week, when possible. In 
any case, there shall be at least one (1) week following the release before interviews 
may occur. 
3.01.03 Applications for all remaining hired Council and Extended Council positions, 
as listed in Sections 5.02.02 and 5.02.05 of the CESA Constitution, shall be due after 
all Treasurer and Director applicants have been hired. 
3.01.04 The new Council/Extended Council shall be hired by the final regular meeting 
of the current Council, and shall attend the Annual General Meeting. 
 
ARTICLE 4. WRITTEN APPLICATION PROCEDURE 
4.01 Application packages shall be made available on the Association website at the 
start of the hiring period. 
4.02 Applicants shall apply individually for each interested position.  
4.02.01 Should no team apply by the application deadline, individual applications will 
be accepted, up to three (3) days following the initial deadline.  
4.03 All applications shall be received by the last day of the application period. No 
late applications may be accepted in order to maintain an unbiased process, subject 
to extenuating circumstances at the discretion of the hiring panel. 
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ARTICLE 5. INDIVIDUAL INTERVIEW PROCESS 
5.01 The hiring panel shall interview one (1) applicant at a time. 
5.02 Each interview shall be allotted at least 10 minutes, and the panel shall allot at 
least 5 minutes for discussion between each interview. 
5.03 All members of the panel shall be introduced at the beginning of each 
interview. 
At this time, the impartial nature of the Executive Administrator shall be explained 
and the appeal process shall be discussed, as outlined in Article 8. 
5.04 Each panel member shall take turns asking interview questions. 
5.05 All members of the panel shall keep detailed notes of the interview 
proceedings. 
5.06 All applicants shall be asked questions from the same pool of possible questions 
when applying for the same position. 
5.07 All questions shall be within the guidelines of the Charter of Rights and 
Freedoms and the Ontario Human Rights Code. No questions deemed sexist, racist, 
homophobic, or classist may be asked of the candidates. 
5.08 All applicants applying for the position of First Year Intern shall be asked to rank 
Executive positions based on their interest. 
5.09 All applicants shall be asked if they would consider taking a position to which 
they did not apply. 

(i) If the applicant replies in the negative, they shall not be considered for 
other  positions. 

(ii) If the applicant replies in the affirmative, they may be considered for 
other  positions. 
 
Article 6. Group 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.   
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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.  
6.05.03 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. 
6.07 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. 
6.08 In the initial stage of the group interview process, groups of candidates will be 
selected at random and every applicant shall be called in no less than 3 times. 
6.08.01 The number of times that each candidate is called for an interview, 
throughout the entire group interview process will be recorded by the Executive 
Administrator 
6.09 After the initial stage, groups shall be given interview questions based on their 
performance and compatibility in earlier stages of the interview. 
6.09.01 The number of times that each candidate is called for an interview shall still 
be recorded by the Executive Administrator for their records, although candidates 
are no longer guaranteed equal opportunities to be called for interviews. 
6.10 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. 
6.11 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). 
6.11.01 The use of this information in making hiring decisions is at the discretion of 
the hiring panel. 
6.12 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 
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consisting of both parties. 
6.12.01 All non-requests are to be presented to the hiring panel in writing, and are 
strictly confidential.  
6.12.02 Non-requested candidates may be called for interviews together. 
6.13 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. 
 
ARTICLE 7. REFERENCE CHECKS 
7.01 Reference checks of applicants for all positions are strongly recommended but 
are at the discretion of the hiring committee. 

(i) It is strongly recommended that the hiring panel request a minimum of 
two references from each applicant to be submitted with their written 
application. 

7.02 Reference checks may be used as a deciding factor to differentiate between 
similar candidates. When this occurs it is strongly recommended that the applicant 
be afforded an opportunity to respond to concerns arising from a negative 
reference. 
7.03 It is strongly recommended that references be individuals positioned to offer 
objective assessments of the applicant (e.g. a previous employer). 
7.04 The hiring committee may consult the Internal Records during each hiring 
period prior to the interviews as outlined in Article 8. 
7.05 Internal records may be used as a deciding factor to differentiate between 
similar candidates.  When this occurs, the applicant shall be afforded an opportunity 
to respond to concerns arising from and internal record. 
 
Article 8. INTERNAL RECORDS RETENTION 
8.01 The Executive Administrator shall maintain a central database of all Council and 
Extended Council members, which shall consist of name, position, year of study and 
contact information.  This information may be accessed by Council/ Extended 
Council members by request. 
8.02 Information related to disciplinary action by written warning and/ or dismissal 
shall be documented. 
8.02.01 Disciplinary information shall be kept confidential and relevant portions 
 shall only be revealed to the hiring panel during the interview process. 
 I. All members of the hiring panel who review internal records shall sign  
  Confidentiality Agreement distributed by the Executive Administrator. 
8.02.02 In the case of improvement in job performance following a written warning, 
the written warning shall be removed from the internal record. 
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8.02.03 Improvement in job performance shall be determined by the Executive. 
8.03 In the event of a resignation, the date and reason for the resignation shall be 
recorded. 
8.04 All information pertaining to disciplinary action and resignation shall be kept on 
file for four years after which it shall be permanently removed. 
 
ARTICLE 9. CONFIDENTIALITY 
9.01 All interviews and information discussed within shall remain confidential 
between all parties directly involved in the process. 
9.02 Suspected breaches of confidentiality shall be discussed with the Executive 
Administrator as outlined in Article 11. 
 
ARTICLE 10. NOTIFICATION OF HIRING DECISIONS 
10.01 All applicants shall be informed of the decision of the panel whether or not 
they are successful. 
10.02 All applicants shall be contacted via email. 
10.03 Successful applicants shall be the first to be contacted to ensure they desire 
the position being offered. 
10.04 Should the successful applicant no longer express interest, the hiring panel 
shall reconvene and offer the position to another deserving applicant. 
10.05 In the case where there are no other applicants, the position shall be hired 
during 
a hiring period at the beginning of the Fall Term. 
10.06 Applicants shall not be offered a position until all interviews have taken place. 
10.06.01 Once all applicants have been contacted, the results shall be communicated 
to all members of the Association by email. 
 
ARTICLE 11. COMPLAINTS AND CONFLICT RESOLUTION 
11.01 All complaints shall be directed to the Executive Administrator who shall 
determine all courses of action or resolution. 
11.02 All complaints shall be made within a week of hiring announcements. 
11.03 All parties shall have the opportunity to meet with the Executive Administrator 
in person. 
11.04 All complaints shall be evaluated on a case by case basis. 
11.05 All correspondence between the complainant and the Executive Administrator 
shall remain confidential, unless permission is given by the complainant to bring 
matters of concern to the hiring panel. 
 
ARTICLE 12. FALL HIRING PERIOD 
12.01 Should there be hired positions that were not filled during the Spring Hiring 
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Period, or positions not filled during the Fall Elections, a Fall Hiring Period shall take 
place which shall be completed before the end of the fourth (4th) week of classes. 
12.02 The available positions shall be advertised through an e-mail sent via the 
Listserv and the Association website one (1) week prior to the start of Frosh Week. 
12.03 An announcement of the available positions shall be made during Frosh Week, 
preferably at Academics on West. 
12.04 Written applications shall be made available via the Association Website one 
(1) week prior to the start of Frosh Week. 
12.05 Should there be positions not filled during the Fall Elections, sections 9.02, 
9.03, 12.04 shall become void, and the unfilled positions shall be advertised for 
hiring as soon as possible. 
12.06 Should the position not be filled by the end of the Fall Hiring Period, the 
Umbrella Head shall assume the responsibilities of the position for the duration of 
their term. 
12.07 The Marketing and Design Director and Events Director shall only be on the 
hiring panel should there be a position under their umbrella that is vacant. 
12.08 Notwithstanding the above, all policies outlined in the Hiring Policy Manual 
shall be followed. 
 
Article 13. HIRING DUE TO RESIGNATION OR DISMISSAL 
13.01 Should there be an elected or hired position that becomes vacant due to 
resignation or dismissal, the Executive shall decide whether or not the position shall 
become open for hiring within 24 hours after the resignation or dismissal. 
13.01.01 Should the Executive decide to open the position for hiring, the position 
shall be advertised through an e-mail sent via the Listserv an and the Association 
website. 

(i)Notwithstanding the above, all policies outlined in the Hiring Policy Manual 
shall be followed. 

13.02.02 Should the Executive decide not to open the position for hiring, the 
Umbrella Head shall assume the responsibilities of the position for the duration of 
their term. 
 
ARTICLE 1. INTERPRETATION  

ARTICLE 2. TIMELINE  

ARTICLE 3. THE HIRING PANEL  
ARTICLE 4. THE HIRING PROCESS 
ARTICLE 5. THE WRITTEN APPLICATION  
ARTICLE 6. THE INDIVIDUAL INTERVIEW  
ARTICLE 7. THE GROUP INTERVIEW  
ARTICLE 8. THE HIRING DECISION  
ARTICLE 9. CONFIDENTIALITY  
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ARTICLE 10. CONFLICT ON INTEREST  
ARTICLE 11. APPLICANT FEEDBACK AND COMPLAINTS  
 

PREAMBLE  

The Concurrent Education Students’ Association shall not discriminate between applicants 
on the basis of race, nationality or ethnic origin, religion, gender, sexual orientation, age, or 
physical ability. Efforts shall be made to select persons who possess the skills necessary to 
perform their work to the highest standards of competence and efficiency.  

ARTICLE 1. INTERPRETATION  

1.01 Definitions  

8.02 All definitions as defined in the CESA Constitution 1.01.01 shall apply to this document. 
1.03 For the context of this document, the following terms have been defined as follows:  

i. “Applicant” refers to the individual who is attempting to hold a position on CESA Council 

or Extended Council.   

ii. “Partial” refers to an individual who is able to comment on the suitability and quality of an 

applicant in the hiring process and makes the final hiring decision.   

iii. “Impartial” refers to an individual who does not comment of the suitability and  quality of 

an applicant and is present to ensure equitable and objective hiring  practices.   

iv. “The Hiring Panel” refers to the combination of Partial and Impartial individuals who  will 

review the written and individual interview.   

v. “Individual Position” refers to a hired position on CESA Council and Extended  Council 

that is held by a single person.   

vi. “Pair Position” refers to a hired position on CESA Council and Extended Council that  is 

held by two (2) persons.   

vii. “Group Positions” refers to a hired position on CESA Council and Extended Council 
that work in a group of larger than two (2) persons Ex. The Orientation and 

Conference Executive.   

viii. “Multiple Positions” refer to positions outside of CESA Council and Extended Council 
where greater than two (2) persons can fill the position. Ex. Orientation Week 

Leaders.  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ARTICLE 2. TIMELINE  

2.01 Following the election of the new CESA Executive, hiring shall take place for the new 
Council in the following order:  

i. The Queen’s Conference on Education Executive   

ii. CESA Council   

iii. CESA Extended Council   

2.02 The new Council and Extended Council shall be hired by the Annual General Meeting of 

the current Council. 2.03 Following the conclusion of Orientation Week, hiring shall take 
place for the current Council in the following order:  

i. CESA Council and Extended Council  

a. Vacant positions due to resignation or dismal   

b. First-Year Interns to the CESA Executive   

c. First-Year Athletic Coordinator   

d. One (1) Council Clerk   

ii. CESA Orientation Week Executive   

iii. CESA Orientation Week Leaders   

2.04 Any additions to the Council and Extended Council shall be hired by election of the new 

CESA Executive. 2.05 In the event of a resignation or a dismal throughout the year, a new 
hiring period may be formed that may contradict the above timeline.  

ARTICLE 3. THE HIRING PANEL  

3.01 The members of each Hiring Panel shall be based upon which Council they are being 
hired for. Individuals hired for the new Council shall be done by the elect, or recently hired 
versions of each position (i.e. The new Council shall be hired by the Executive-Elect and not 
the current Executive).  

3.02 The Individual and Pair Positions Hiring Panel shall consist of: 3.02.01 Impartial member  
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i. Executive Administrator 3.02.02 Partial members  

i. President   

ii. Vice President (Internal)   

iii. Vice President (External)   

iv. The Umbrella Head of the position 3.02.03 In the instance where a member of the CESA 
Executive is also the Umbrella Head of the position, section 3.02.02 subsection iv shall be 
null.  

3.03 The Group Positions Hiring Panel shall consist of:  

3.03.01 i. 3.03.02 i. ii. iii. 3.03.03  

i. Individuals who are currently a member of the group being hired.   

ii. Individuals who are seeking to be supervised by the group that is being hired.   

3.04 The Multiple Position Hiring Panel shall consist of: 3.04.01 Impartial member  

i. Executive Administrator 3.04.02 Partial members  

ii. All individuals that hold positions on CESA Council and Extended Council that will directly 
oversee the Multiple Positions.  

ARTICLE 4 THE HIRING PROCESS  

4.01 The hiring process of individual and pair positions shall in the following order consist of:  

i. A written application   

ii. An individual interview   

4.02 The hiring process of a group position shall in the following order consist of:  

i. A written application   

ii. An individual interview   

iii. A group interview  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4.03 The hiring process of multiple positions shall in the following order consist of:  

i. A written application   

ii. A combined individual and group interview   

4.04 During the hiring for any Association positions, no applicant will be guaranteed 
progression to the next stage of the hiring process. This progression shall be at the 

discretion of the Hiring Panel. 4.05 Throughout the hiring process, all applicants will be 

provided with information regarding their status by the Impartial Member of the Hiring 
Panel.  

Impartial member Executive Administrator  

Partial members Overseeing member of the CESA Executive The outgoing Chair of the 

group Two (2) Members of the Association elected by CESA Council  

In the event that an individual of the Hiring Panel holds two (2) of the above positions, they 
may indicate an appropriate designate to partake in the interview on their behalf. 3.03.04 
The following individuals are barred from being one of the elected Members of the 
Association on the Hiring Panel:  

ARTICLE 5 THE WRITTEN APPLICATION  

5.01 Written applications will be made available a minimum of one (1) week before the 

application deadline.  

5.02 All written applications will be completed and submitted online to the Impartial 

Member of the Hiring Panel.  

5.03 The Hiring Panel should aim to have three (3) to one (1) ratio for each position they are 
hiring. If this ratio is not achieved, the application deadline may be extended at the 

discretion of the Hiring Panel.  

5.04 The written application will consist of general and position-specific questions if 
applicable.  

5.05 All questions shall be created by the Hiring Panel and must be approved by the 
Impartial Member of the Hiring Panel.  

5.06 All questions shall be within the guidelines of the Charter of Rights and Freedoms and 
the Ontario Human Rights Code. No questions deemed sexist, racist, homophobic, or classist 

may be asked of the applicants. 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5.07 The Partial Members of the Hiring Panel will score the written application of each 
applicant. Comments on each application must be sent to the Impartial Member of the 
Hiring Panel for Applicant Feedback.  

5.08 The name of each applicant will be removed from their written application until scoring 
has been completed by each Partial Member of the Hiring Panel.  

ARTICLE 6 THE INDIVIDUAL INTERVIEW  

6.01 An Individual Interview shall consist of one (1) applicant answering questions in-person, 

via phone call or via Skype to the Hiring Panel 6.02 All questions shall be within the 
guidelines of the Charter of Rights and Freedoms and the Ontario Human Rights Code. No 
questions deemed sexist, racist, homophobic, or classist may be asked of the applicants.  

6.03 All questions posed to an applicant must not require previous knowledge of CESA 

Council or Extended Council unless all relevant knowledge is provided to the applicant. 6.04 

The Impartial Member of the Hiring Panel shall inform the applicant of their role in the 
Hiring Process, when they will receive an update on their hiring status, and how they can 
receive feedback on their application as outlined in Article 11.  

6.05 All applicants seeking individual, pair or group positions will be asked the same general 

questions and same position-specific questions. 6.06 All applicants seeking multiple 

positions shall be asked questions from the same pool of possible questions.  

6.07 Applicants can be asked position-specific questions for a maximum of two (2) positions 

for which they have applied. 6.08 The responses of the applicant will be recorded by the 

Hiring Panel to ensure that they accurately remember each response.  

6.09 All applicants will be given the opportunity to clarify or expand on any of their answers 
at the conclusion of the interview.  

6.20 All applicants shall be asked if they would consider taking a position for which they did 
not apply.  

ARTICLE 7 THE GROUP INTERVIEW PROCESS  

7.01 A group interview will consist of two (2) or more applicants answering questions or 

addressing scenarios in-person to the Hiring Panel.  

7.02 All questions shall be within the guidelines of the Charter of Rights and Freedoms and 
the Ontario Human Rights Code. No questions deemed sexist, racist, homophobic, or classist 

may be asked of the applicants.  

7.03 All questions posed to an applicant must not require previous knowledge of CESA 

Council or Extended Council unless all relevant knowledge is provided to the applicant. 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7.04 The duration of group interviews shall not exceed seven hours excluding a break and 

shall be restricted to a single day.  

7.05 In the initial stage of the group interview process, groups of applicants will be selected 

at random and every applicant shall be called in no less than three (3) times.  

7.06 The number of times each applicant has been called in for a question/scenario shall be 

recorded by the Impartial Member.  

7.07 After the initial stage of the group interview process, applicants are no longer 
guaranteed equal opportunities to answer questions or address scenarios, however the 
Hiring Panel should strive to provide ample opportunities for applicants to demonstrate 

their suitability for positions.  

7.08 Applicants will have the option of non-requesting other candidates indicating that they 

wish to not be hired on a team with the presented individual.  

7.09 A non-request shall be strictly confidential and not influence the deliberations of the 

applicant who made such request.  

7.10 All applicants will have the opportunity to clarify or expand on any of their answers 
throughout the interview process either in-person or in-writing.  

ARTICLE 8 THE HIRING DECISION  

8.01 The discussion of any applicant by Partial Members of the Hiring Panel must be made in 
the presence of the Impartial Member. 

 8.02 The deliberation and scoring of an applicant may be based on the following 

information:  

i. Information provided by the applicant during the Hiring Process   

ii. Information provided by Applicant References   

iii. Information provided by CESA Internal Records   

iv. Academic and enrollment records provided by the Faculty of Arts and Science to  ensure 

good academic standing.   

8.03 In the event that an applicant misinterpreted a question the Hiring Panel may choose to 
disregard the question or evaluate it based on how it was interpreted. 

 8.04 Any decisions regarding the status of an applicant will be made with regard to all 
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components of their hiring process including, but not limited to their written applicant, 
individual interview, group interview, and cohesions with other members during the hiring 

process.  

8.05 If the Hiring Panel decides to dismiss candidates from being considered before a 
subsequent stage in the hiring process as indicated by sections 4.01, 4.02, and 4.03 they may 
do so based on the following thresholds:  

i. Less than 10 applicants – no dismissal   

ii. 10-14 applicants – no more than twenty percent (20%) shall be dismissed   

iii. 15-19 applicants – no more than thirty-five percent 935%) shall be dismissed   

iv. 20-24 applicants – no more than fifty percent (50%) shall be dismissed   

v. 25 or more applicants – no more than sixty percent (60%) shall be dismissed.   

8.06 Applicants shall be contact with regards to their status in the hiring process by the 

Impartial Member via email.  

8.07 Successful applicants shall be contacted first to ensure they accept the offered position  

8.08 Should a successful applicant reject a position offer the Hiring Panel shall reconvene 

and offer the position to another deserving applicant.  

8.09 Once all applicants have been contacted regarding their hiring status, the results shall 
be communicated to all members of the Association via email.  

ARTICLE 9 CONFIDENTIALITY  

9.01 All interview and information discussed within shall remain confidential between the 

applicant and the Hiring Panel.  

9.02 No Applicant shall discuss or release interview questions after the interview.  

9.03 All written application and records of interview responses will be kept confidential and 
retained for six (6) months following the interview.  

ARTICLE 10 CONFLICT ON INTEREST  

10.01.01 A conflict of interest may exist when a Partial Member of the Hiring Panel has a 
previous relationship with an applicant that may interfere with the objectivity of the hiring 

process. 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10.01.02 When a Partial Member of the Hiring Panel has one or more of the following 
relationships with an applicant it shall be deemed a Level 1 Conflict of Interest:  

i. The member of the panel is the significant other of the applicant   

ii. The member of the panel is a family member of the applicant   

iii. The member of the panel is currently or with the intention to enter a legal contract (Ex. A 

lease) with the applicant.   

iv. The member of the panel determines that they will not be able to objectively evaluate the 

candidate.   

10.01.03 When a Partial member of the Hiring Panel has one or more of the following 
relationships with an application it shall be deemed a Level 2 Conflict of Interest:  

i. The member of the panel has worked previously or is currently working as either a co-
position or umbrella head with the applicant on CESA Council or Extended Council  

ii. The member of the panel was in the same Orientation Week group with the applicant as 

either a first year or orientation leader   

iii. The member of the panel has worked previously with the applicant in some other capacity 

at Queen’s   

iv. The member of the panel has a close personal relationship and/or friendship with the 

applicant   

v. If the Impartial Member of the panel determines that the Partial Member of the Panel has 

a conflict of interest with the applicant that is not listed above.   

10.02 In the event that there is a conflict of interest during the written application portion of 
the hiring process, the following conditions must be met:  

i. All Partial Members of the Hiring Panel will review and score applicants   

ii. Individuals will note if they recognized an applicant based upon their written  responses   

iii. All comments and scores from a Level 1 Conflict will be disregarded.   

10.03 In the event that there is a conflict of interest during the individual or group interview 
portion of the hiring process, the following conditions must be met:  
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i. All partial members of the hiring panel must state if they have a conflict of interest before 

the interview takes place   

ii. All conflicts of interest will be noted by the Impartial Member in the applicant’s file and 

will not reflect negatively on the Applicant   

iii. If there is a Level 1 conflict, the Partial Member of the Hiring Panel will remove 
themselves from the interview room and will not comment on the suitability of the 

applicant for a position.   

iv. If there is a Level 2 conflict, the Partial Member will speak last on the Applicant’s merits 

during deliberations.   

v. If more than one member of the Hiring Panel has a Level 2 Conflict, then all those 
members without a conflict must speak first followed by what the Impartial Member 

determines to be the least amount of conflict.   

ARTICLE 11 APPLICANT FEEDBACK AND COMPLAINTS  

11.01 All complaints shall be directed to the Impartial Member who shall determine all 

courses of action or resolution  

11.02 All complaints shall be made within 72 hours of hiring announcements.  

11.03 All parties shall have the opportunity to meet with the Impartial Member in person  

11.04 All correspondence between the complainant and the Impartial member shall remain 
confidential, unless permission is given by the complainant to bring matters of concern to 
the Hiring Panel.  

11.05 The Impartial Member shall provide all applicants with the opportunity to directly 
provide feedback on the hiring process as well as seek feedback on their individual 

application.  

11.06 Requests for feedback can be made at any time after the final hiring decision.  

11.07 The Impartial Member will review the Applicant’s application and comments made by 
the Partial Members of the Hiring Panel. If comments or feedback are not clear, the 
Impartial Member may reach out to the Partial Members to clarify their decision.  

11.08 Once the Impartial Member has compiled the necessary information, they will email 
the applicant to indicate if they would like to be provided with feedback by email, in-person 
or both. 
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Appendix: Outreach (for the moon even if you miss you’ll land among the stars) A 
 
From the Job Description Policy Manual 
 
4.17 Duties of the Alumni Homecoming Coordinators Outreach Coordinators 
4.17.01 The Alumni Homecoming Coordinators Outreach Coordinators shall: 

(a) be members of Extended Council and be held accountable to Council 
under  the requirements described by the Job Description Policy Manual, 

 (b) be a position held by two (2) members of the Association, 
 (c) plan and facilitate a homecoming event for Queen’s Education alumni, 
 including Concurrent and Consecutive Queen’s and Trent-Queen’s alumni, 
 (d) engage current Concurrent students in the planned event, 
 (e) collaborate with the Alumni Relations Office to set up event registration, 
 volunteer training, advertising to alumni, and confirm event feasibility within 
t the  scope of Queen’s Homecoming weekend, 
 (f) attend Homecoming Planning: Students & Alumni Connecting meetings, 
 (g) collaborate with the Faculty of Education Events Coordinator, 

(h) establish a volunteer base and ensure volunteers attend Queen’s 
homecoming training, 

 (i) act as principle contact of event inquiries, 
 (j) contact Event Services for food, beverage and room booking as necessary, 
 (k) hire Stucons as necessary, 
 

(l) facilitate at least one (1) fundraiser in the winter semester to increase 
funds for Homecoming events, 
(m) reach out to Alumni to donate to the Con-Ed Relay for Life team in 
conjunction with the Events Director, 
(l) be required to maintain contact with the Events Director on a bi-weekly 
basis in order to discuss current and potential initiatives and concerns. 
(m) be responsible for maintaining accurate records and contact information 
for  all of the Association’s Alumni Representatives. 
(n) facilitate the planning and execution of least (1) fundraiser in the winter 
semester for an event under the events umbrella.  
(o) act as a resource for members of council and extended council regarding 
fundraising and sponsorship. 
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Appendix: Outreach (for the moon even if you miss you’ll land among the stars) B 
 
From the Job Description Manual 
 
1.03 Duties of the Vice President (External)  
1.03.01 The Vice President (External) shall:  
 (a) be a voting member of Council and is required to attend all Council 
meetings,  
 (b) act as a resource for the, CESA Clubs Coordinators, Conference Chair, and 

Events Director, including the Community Affairs Coordinators, Social Affairs 
Coordinators, and Workshop Coordinators,  and the Alumni Homecoming 
Coordinator Outreach Coordinators 

 (c) represent the Association on, be a voting member on, and advocate on 
 students' behalf to: 
  (i) Education Faculty Board 
  (ii) Teacher Education Liaison Committee 
  (iii) Teacher Education Advisory Committee  
 (d) organize and distribute the CESA mid-year review forms,  
 (e) sit on the Bursary Committee,  

(f) act as a mentor and work with their First Year Intern. 
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Appendix: Outreach (for the moon even if you miss you’ll land among the stars) C 
 
From the Job Description Manual 
 
4.04 Duties of the Events Director  
4.04.01 The Events Director shall: 
 (a) be a non-voting member of council and is required to attend of all Council 
 meetings,  
 (b) be a position held by one (1) member of the Association,  
 (c) report to the Vice President (External), 

(d) approve actions of the Workshop Coordinators, Community Affairs 
Coordinators, Social Affairs Coordinators, and Alumni Homecoming 
Coordinator Outreach Coordinators, but the Vice President (External) has the 
power to veto the decisions made by the Events Director if deemed 
necessary,  
(e) hire the Workshop Coordinators, Community Affairs Coordinators, Social 
Affairs Coordinators, and Alumni Homecoming Coordinator Outreach  
Coordinators with the Executive, 
(f) oversee the activities of the Workshop Coordinators, Community Affair 
Coordinators, Social Affairs Coordinators, Alumni Homecoming Coordinator 
Outreach Coordinators and the Athletic Coordinators,  
(g) represent the Workshop Coordinators, Community Affairs Coordinators, 
Social Affairs Coordinators, and Alumni Homecoming Coordinator  Outreach 
Coordinators on Council, and should it be deemed necessary, advise them to 
attend a Council meeting,  
(h) attend sub-committee meetings and maintain bi-weekly contact with the 
Workshop Coordinators, Community Affairs Coordinators, Social Affairs 
Coordinators, and Alumni Homecoming Coordinator,  Outreach Coordinators 
(i) act as a resource for the Workshop Coordinators, Community Affairs 
Coordinators, and Social Affairs Coordinators, Outreach Coordinators to 
ensure the successful execution of their tasks, 
(j) report to Workshop Coordinators, Community Affairs Coordinators, Social 
Affairs Coordinators, and Outreach Coordinators event dates, concerns, and 
other pertinent information as discussed in Council,  
(k) hold internal reviews at the end of the Fall semester with the Workshop 
Coordinators, Community Affairs Coordinators, and Social Affairs 
Coordinators, and Outreach Coordinators 

 (l) coordinate a mid-year review of the Community Affairs Coordinators and 
Social Affairs Coordinators by the members of the Volunteer Initiatives Committee 
and Social Committee respectively,  
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 (m) be responsible for organizing Con-Ed’s booth at the Sidewalk Sale in 
 September, 
 (n) be responsible for facilitating one event in the Winter semester (e.g. 
Queen’s Relay for Life, etc.). 
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Appendix: Outreach (for the moon even if you miss you’ll land among the stars) D 
 
From the CESA Constitution 
 
5.02.05 The hired members of Extended Council shall be:  
 (a) IT Administrator,  
 (b) B.Ed Spread Editors,  
 (c) Workshop Coordinators,  
 (d) Community Affairs Coordinators,  
 (e) Social Affairs Coordinators,  
 (f) Athletic Coordinators, 
 (g) Academics Teach,  
 (h) Social Teach,  
 (i) Financial Teach,  
 (j) Logistics Teach, 
 (k) QCE Director of Logistics,  
 (l) QCE Director of Special Events,  
 (m) QCE Director of Marketing,  
 (n) QCE Director of Finance, 
 (o) QCE Director of Sponsorship, 
 (p) Merchandise Coordinator, 
 (q)Photography Coordinators, 

(r) First Year Interns, 
(s) Equity Outreach Coordinator 
(t) Alumni Homecoming Coordinators Outreach Coordinators 
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New Business 
 
Appendix: Exec AdmINTERN  
From the Job Description Policy Manual  
 
4.15 Duties of the First Year Intern(s) 
4.15.01 The First Year Intern(s) to the Executive 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) be a position held by up to three (3) First Year Association members,  
(c) be assigned a Member of the Executive to work with by the hiring panel 
(d) discuss with their Associate Member of the Executive what the role will 
entail for their term, the role includes but is not limited to,  
 (i) assisting with initiatives of the Executive  

(ii) assisting with daily operations of the Association (e.g. 
administrative duties, Council meetings, Council meeting preparation) 
(iii) support initiatives under the umbrella of their Associate Member 
of the Executive 

(e) learn from their associate member of the Executive how the Association is 
run. 
(f) facilitate at least one (1) collaborative initiative between all the First Year 
Interns 

4.15.02 The First Year Intern to the Executive Administrator 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) be a position held by one (1) First Year Association member,  
(c) be assigned to the Executive Administrator to work with, 
(d) discuss with the Executive Administrator what the role will entail for their 
term, the role includes but is not limited to,  
 (i) assisting in putting together the Agenda and/or Minutes for Council 
meetings, 
 (ii) assisting in decorating and maintaining the Con-Ed office, 

(iii) assisting with daily operations of the Association (e.g. 
administrative duties, Council meetings, Council meeting preparation) 

(e) learn from the Executive Administrator how the Association is run. 
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Appendix: B.Ed Spread Your Wings and Fly Away (A)  
From the CESA Constitution  
5.02.05 The hired members of Extended Council shall be:  
 (a) IT Administrator,   
 (b) B.Ed Spread Editors, 

(c) Workshop Coordinators,  
 (d) Community Affairs Coordinators,  
 (e) Social Affairs Coordinators,  
 (f) Athletic Coordinators, 
 (g) Academics Teach,  
 (h) Social Teach,  
 (i) Financial Teach,  
 (j) Logistics Teach, 
 (k) QCE Director of Logistics,  
 (l) QCE Director of Special Events,  
 (m) QCE Director of Marketing,  
 (n) QCE Director of Finance, 
 (o) QCE Director of Sponsorship, 
 (p) Merchandise Coordinator, 
 (q)Photography Coordinators, 

(r) First Year Interns, 
(s) Equity Outreach Coordinator 
(t) Alumni Homecoming Coordinators  

5.03 Duties of Council Members  
5.03.01 Notwithstanding Subsection 5.02.03, all members of the Council shall: 
 (a) attend all meetings of the Council,  
  i) Should a member be unable to attend a meeting, the member shall 
   notify the Executive Administrator of the absence in writing 
twenty-four    (24) hours prior to the start of the meeting, 
notwithstanding any cases of    exceptional circumstance within 
twenty-four (24) hours of the meeting,    as determined by the 
Executive Administrator.  
  ii) If unable to attend a meeting, a written report must be provided to 
the   Executive Administrator prior to the meeting, with the exception of 
   extenuating circumstances in which case the written report 
must be    submitted as soon as possible.  

(b) hold a minimum of one office hour in the Con-Ed Office on a weekly basis 
during regular semester classes, with the exception of First Year Intern(s) 
whose office hour(s) shall be held with a member of the Executive, 
(c) contribute to at least one edition of the B.Ed Spread,  
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(d) attend Con-Ed’s Sidewalk Sale table during Orientation Week for a 
minimum of one (1) hour, barring extenuating circumstances (i.e. 
involvement in Orientation Week, still under contract with summer job, 
etc…), 
 

5.03.02 All members of Extended Council shall: 
(a) be required to attend the Annual General Meeting and any Special 
General Meeting(s), 
(b) be held accountable under the requirements described by the 
Association’s Code of Conduct, 
(c) hold a minimum of one office hour in the Con-Ed Office on a weekly basis 
during regular semester classes, 
(d) contribute to at least one edition of the B.Ed Spread,  
(e) attend Con-Ed’s Sidewalk Sale table during Orientation Week for a 
minimum of one (1) hour, barring extenuating circumstances (i.e. 
involvement in Orientation Week, still under contract with summer job, 
etc…), 
(f) complete a transition manual, 

(i) Shall be submitted to the Executive Administrator by one (1) 
meeting of the Council prior to the Annual General Meeting. 
(ii) Shall be submitted to the incoming position holder at the Annual 
General Meeting. 

5.10 Committees of Council  
5.10.01 The standing committees of the Council shall be:  
 (a) Conference Committee,  
  i) The chair of the committee shall be the Conference Chair.  
 (b) Orientation Committee,  
  i) The chair of the committee shall be the Head Teach.  
 (c) Robert J. Hill Committee,  
  i) The chair of the committee shall be the Robert J. Hill Committee 
Chair.  
 (d) Social Affairs Committee  
  i) The chairs of the committee shall be the Social Affairs Coordinators.  
 (f) Bursary Committee,  
  i) The chair of the committee shall be the Equity Affairs 
Commissioner.  
 (g) Community Affairs Committee, 
  i) The chairs of the committee shall be the Community Affairs  
   Coordinators.  
 (h) B.Ed Spread Committee, 
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  i) The chairs of the committee shall be B.Ed Spread Editors.   
(i) Athletics Committee, 

   i) The chairs of the committee shall be the Athletics Coordinators.  
 (j) Senate Advisory Committee, 

i) The President and Senator shall make up this committee. This 
committee will get in contact before every Senate meeting and the 
committee as a whole will decide the Senator's vote on upcoming 
motions at Senate.  

(k) Education Outreach Award Committee, 
i) The chair of the committee shall be the Education Outreach Award 
Chair. 
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Appendix: B.Ed Spread Fly Your Wings (B)  
From the Job Description Policy  
 
1.02 Duties of the Vice President (Internal)  
1.02.01 The Vice President (Internal) shall:  
 (a) be a voting member of Council and is required to attend all Council 
meetings,  
 (b) act as meeting chair in the absence of the Executive Administrator,  

(c) act as a resource for the First Year Representatives, Second Year 
Representatives, Third Year Representatives, Fourth Year Representatives, 
Alumni Representative(s), Marketing and Design Director, Merchandise 
Coordinator, IT Administrator, B.Ed Spread Editors, Photography 
Coordinators, and Athletics Coordinators, 

4.03 Duties of the Marketing and Design Director  
4.03.01 The Marketing and Design Director shall: 

(a) be a non-voting member of Council and is required to attend all Council 
meetings,  

 (b) be a position held by one (1) member of the Association,  
 (c) report to the Vice President (Internal),  
 (d) manage the Association’s online presence and content output: 

(i) run the Association’s Facebook, Twitter, and other social media 
accounts, including the CESA website homepage and events calendar  
(ii) liaise with all Council and Extended Council members to 
coordinate marketing strategies, 
(iii) develop and implement strategies for gauging the exposure and 
effectiveness of the Association’s marketing.  

(e) hire the Merchandise Coordinator, IT Administrator, B.Ed Spread Editors, 
and Photography Coordinators, with the Executive,  
(f) oversee the activities of the Merchandise Coordinator, B.Ed Spread 
Editors, IT Administrator, and Photography Coordinators,  
(g) represent the Merchandise Coordinator, IT Administrator, B.Ed Spread 
Editors, and Photography Coordinators on Council, and should it be deemed 
necessary, advise them to attend a Council meeting,  
(h) maintain bi-weekly contact with the Merchandise Coordinator, IT 
Administrator, B.Ed Spread Editors, and Photography Coordinators, 
(i) act as a resource for the Merchandise Coordinator, IT Administrator, B.Ed 
Spread Editors, and Photography Coordinators to ensure the successful 
execution of their tasks,  
(j) report to the Merchandise Coordinator, IT Administrator, B.Ed Spread 
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Editors and Photography Coordinators event dates, concerns, and other 
pertinent information as discussed in Council, 
(k) hold internal reviews at the end of the Fall semester with the IT 
Administrator, B.Ed Spread Editors, and Photography Coordinators,  
(l) upon receiving the B.Ed Spread 24 hrs before its schedules release, review 
the newsletter and seek assistance from the Equity Affairs Commissioner as 
necessary. 
 

4.06 Duties of the Equity Affairs Commissioner  
4.06.01 The Equity Affairs Commissioner shall: 

(a) Be a non-voting member of Council and is required to attend all Council 
meetings,  

 (b) be a position held by one (1) member of the Association,  
 (c) report to the President, 
 (d) chair the Bursary Committee,  

(e) act as a resource to all Members of the Association with regards to 
matters of equity, 
(f) maintain a display in the Con-Ed Office with the Equity Outreach Director 
in order to keep Association members  informed about resources in the 
community,  

 (g) maintain and manage Equity Resource Binder while upholding a thorough 
 knowledge of its contents 
 (h) attend AMS Equity Caucus meetings as representatives of CESA,  
 (i) be responsible for the Anti Oppression training and Positive Space training 

of  Con-Ed’s leadership position holders at the beginning of Fall term, in 
conjunction with the President,  
i) The use of the Positive Space sticker will only be used if training  attendees 
of that year vote unanimously on the placing of the sticker on the Con-Ed 
Office door,  
(j) act as a resource to the Marketing and Design Director in the editing of the 
B.Ed Spread before its release, 
(k) advise on appropriate steps to resolve a harassment or discrimination 
issue  involving CESA, 

 
4.12 Duties of the B.Ed Spread Editor(s)   
4.12.01 The B.Ed Spread Editor(s) shall:   

(a) not be members of Council but are to be held accountable to Council 
under  the requirements described by the Job Description Policy Manual,    
(b) be a position held by one (1) or two (2) Association members,   
(c) produce each newsletter, by collecting articles from Council, Extended 
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Council and committee members,    
(d) ensure each newsletter is placed on the Association website with the  
assistance of the IT Administrator,    
(e) ensure hardcopies of the newsletter remain in the Con-Ed Office for 
general  viewing,    
(f) determine the number of newsletters to be released at the beginning of 
each  semester in consultation with the Marketing and Design Director,   
(g) give the Marketing and Design Director 24 hours in advance to review the 
newsletter before being released,   
(h) be required to maintain contact with the Marketing and Design Director 
on a biweekly basis in order to discuss current and potential initiatives and 
concerns. 
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Appendix: B.Ed Spread Your Wings and Fly Away ( C)  
From the Communications Policy Manual: 
 
ARTICLE 1. INTERPRETATIONS  
1.01 Definitions  
1.01.01 In this part and any other parts of this policy, unless context requires 
otherwise,  
 (a) “Association” means the Concurrent Education Students’ Association, that 
is,  the Association whose membership consists of Association members. 

(b) “Council” refers to the governing body of the Association which includes 
the President, Vice President (Internal), Vice President (External), Executive 
Administrator, Representatives to the AMS, Senator, Treasurer, Academic 
Affairs Commissioner, Marketing and Design Director, Year Representatives, 
Events Director, Council Clerk(s), QCE Chair, and Head Teach. 
(c) “Extended Council” refers to members of the Association who do not sit 
on Council, but hold leadership positions under the guidance of the 
Marketing and Design Director, Events Director, QCE Chair, and Head Teach, 
including the IT Administrator, Photography Coordinators, First Year Interns, 
Workshop Coordinators, B.Ed Spread Editors, Community Affairs 
Coordinators, Social Affairs Coordinators,  Athletic Sticks, QCE Director of 
Logistics, QCE Director of Finance, QCE Director of Special Events, QCE 
Director of Marketing, Academics Teach, Financial Teach, and Social Teach. 
(d) “Umbrella” refers to the positions with which a member of Council 
oversees,  in accordance with the job descriptions outlined in the Job 
Description Policy  Manual. 

 (e) “Umbrella Head” refers to a member of Council who is responsible for 
 overseeing positions on Council and/or Extended Council 

i) The President is the Umbrella Head for the following positions: 
Executive Administrator, Representatives to the AMS, 
Representatives to the AMS, Senator, Treasurer, Academic Affairs 
Commissioner, Head  Teach, Council Clerk(s), Speaker, and First Year 
Intern. 
ii) The Vice President (Internal) is the Umbrella Head for the following 
positions: Marketing and Design Director, Year Representatives, and 
First Year Intern. 
iii) The Vice President (External) is the Umbrella Head for the 
following positions: Events Director, Equity Affairs Commissioners, 
QCE Chair, and First Year Intern.  
iv) The Marketing and Design Director is the Umbrella Head for the 
following positions: IT Administrator, Photography Coordinators and 
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B.Ed Spread Editors.   
v) The Events Director is the Umbrella Head for the following 
positions: Workshop Coordinators, Community Affairs Coordinators, 
Social Affairs Coordinators, and Athletic Sticks.  
vi) The QCE Chair is the Umbrella Head for the Conference Committee 
vii) The Head Teach is the Umbrella Head for the Orientation 

Committee. 
(f) “Event” means an event, initiative, or meeting organized by a member or 
committee of Council or Extended Council. 
(g) “Event Proposal Form” means the form that is required to be filled out by 
the  member(s) of Council and/or Extended Council wishing to host an 
Association  event. 

 (h) “Acronym” means CESA, the acronym of the Association.  
(i) “Logo” means the logo of the Association, as seen in the appendix 
attached at the end of this document. 
(j) “Brand” means the visual identity of the Association and the consistent 
marketing and promotion of this identity. 
(k) “The Website” means the official website of the Association as described 
in  4.02.01. 

 (l) “Weekly Email” means the email containing all pertinent Association 
 information to be sent out on LISTSERV on a weekly basis.   
 (m) “Year Representatives” means the collective positions of 1st Year 
 Representatives, 2nd Year Representatives, 3rd Year Representatives and 4th 
 Year Representatives.  
 
ARTICLE 3. VISUAL IDENTITY STANDARDS 
3.01 Marketing and Design Director Responsibilities 
3.01.01 The Marketing and Design Director shall, 

(a) be responsible for upholding the visual identity standards of the 
Association and informing CESA Council and Extended-Council members of 
the visual identity standards  
(b) be responsible for the creation and implementation of the CESA brand 
and logo in consultation with the Executive and the IT Administrator  
(c) approve any temporary changes to the Logo or Brand 
(d) approve any changes to the official Logo or Brand in consultation with the 
Executive 

3.02 Use of the Logo 
3.02.01 The CESA Logo is the primary element of the CESA Brand and shall appear on 
all CESA publications and visuals. This includes but is not limited to: 
 (i) publications such as the B.Ed Spread 
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(ii) promotional materials such as posters, flyers and merchandise 
 (iii) advertising in print and web formats 
 (iv) all photos released by the Photography Coordinators  
 
ARTICLE 5. EVENT ADVERTISING 
5.01 General  
5.01.01 When a proposed event has been approved, the event organizers shall be 
responsible for forwarding each individual promotional blurb within the Event 
Proposal Form to: 

(a) the Marketing and Design Director, who will then coordinate the 
advertisement of the event with the IT Administrator, Photography 
Coordinators, and B.Ed Spread Editors to maintain consistency and accuracy 
within all forms of communication including, but not limited to the 
Association website, newsletter, Facebook, and Twitter. 
(b) the Vice President (Internal), who will then coordinate the advertisement 
of the event with the Year Representatives. 

5.01.02 The primary source of advertisement updates on Facebook shall be the 
Concurrent Education Students’ Association page:  

a) this shall include the creation of any events.  
5.01.03 Upon approval of the Event Proposal Form, the organizers of the event may 
execute their plan, without further approval of the Umbrella Head regarding 
methods and uses of advertising. 
 
ARTICLE 8. ADVERTISING NON-CESA EVENTS 
8.01 Procedures 
8.01.01 Any information brought to the attention of a member of Council or 
Extended Council with the intent of advertising to the Association must be 
forwarded to the Marketing and Design Director. 

(a) Should the event be deemed beneficial in supporting the Association’s 
mission statement, the Marketing and Design Director will disseminate the 
information to the IT Administrator, B.Ed Spread Editors, and the 
Photography Coordinators. 
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