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Section 1: Board Policies

Approved: 23-Jul-2025
Revised:

Upon approval of the following Board Policies by the Board of Directors, all previous board policies are
rescinded, and are of no force or effect.

1.1 Introduction and Administration of the Board Policies

1.1.1 Context

The University of Guelph’s Graduate Students’ Association (“GSA”) is governed in accordance with the
following documents which are listed in hierarchical order:

e GSA is incorporated and operates under the Ontario Not-for-Profit Corporations Act (the “Act”) and
is a Primary Student Organization accredited by the University of Guelph;

e GSA’s Supplementary Letters Patent (“Letters Patent”) dated November 17, 1988 define the
corporation’s stated purposes;

e GSA’s Constitution and Bylaws (the “Bylaws”) approved by the Members (the “Members”) on
March 29, 2023 prescribe how governance decisions are made by the Members and Directors of
the corporation;

e Minutes of meetings of the Board of Directors (the “Board” collectively and “Directors” individually)
record the resolutions approved by the Board;

e The Board Policies define the role and responsibilities of the Board and Directors as well as how
the Board delegates authority and accomplishes its goals;

e GSA staff may from time to time adopt administrative procedures and/or policies which govern
GSA'’s operations.

1.1.2 Consistency

Board Policies must comply with the Act, GSA’s Letters Patent, and GSA’s Bylaws. Operational and
administrative policies and procedures adopted and approved by the Business Operations Manager must
be consistent with Board Policies. The Board does not need to review operational and administrative
policies unless the Business Operations Manager requests Board approval or the Board determines there
is a reason it needs to grant approval and/or to check for alignment and consistency with Board Policies.

If a Director raises a concern regarding an apparent inconsistency between Board Policies and the Act,
Letters Patent, Bylaws, or approved resolutions as reflected in the Board’s minutes, the matter will be
resolved by the Board Chair (the “Chair”), or at the Chair’s discretion by referral to the Board for
determination.

1.1.3 Changes to the Board Policies

Board Policies must be reviewed at least once every three years. Proposed amendments may be
submitted by any Director and will be referred to the appropriate committee as defined by the
Responsibility for Review below. All changes to Board Policies will be reviewed by the Executive
Committee before a “track changes” version is presented to the Board for approval.



Any changes to Board Policies must be approved by ordinary resolution of the Board. Upon adoption of
an amendment to the Board Policies, the Business Operations Manager will ensure that a new version is
created, dated, given an updated file name and made available to all Directors no later than the next
Board meeting.

The Board authorizes the Business Operations Manager to make minor amendments to Board Policies
such as policy numbering, punctuation, cross-references, terminology changes, dates related to Bylaw
changes, or operational updates that do not change the intention of any Board Policy, and other minor
wording adjustments as necessary. The Business Operations Manager will complete a review of the
Board Policy Manual on an annual basis and must log and advise the Executive Committee of any
changes made to the Board Policies section under this delegated authority.

1.1.4 Level of Detail

Amendments to Board Policies will be added or substituted in accordance with the principle of working
from the "outside in”. In other words, the broadest policy statement should be presented first, then the
next broadest, etc., down to the level of detail that the Board finds appropriate for Board action and
oversight.

1.1.5 Responsibility for Review

The VP Internal (in consultation with the President) is responsible for reviewing this Manual and the
documents on the Board’s portal at least once every three years and recommending any amendments to
the full Board for approval.



1.2 Organization Essentials

1.2.1 Purposes

As stated in GSA’s Letters Patent, the legally stated purposes of the organization are:

. To further the social and academic pursuits of the University of Guelph Graduate Students'
Association by providing facilities, personnel, financial assistance, equipment, guidance, and by
articulating the interest of these same students wherever and whenever possible to the
appropriate persons or authorities;

. To develop, build, acquire, and administer projects in the best interests of the University of
Guelph Graduate Students wherever possible;

. To accept donations, gifts, legacies, grants and bequests.

1.2.2 Mission Statement

As the University of Guelph’s Graduate Students’ Association (GSA) our mission is to:

a) Advance the academic goals and professional and personal development of the University of
Guelph graduate student body;

b) Provide key academic, social, and financial resources to University of Guelph graduate students;

c) Ensure the accessibility of these key academic, social, and financial resources to University of
Guelph graduate students; and

d) Responsibly articulate the interest of graduate students to the appropriate persons and
organization(s).

1.2.3 Stakeholders

The Board has legal obligations to the Members of the corporation as defined in the Act and the Bylaws
but also acknowledges GSA'’s staff, volunteers, and the University of Guelph as stakeholders to be
considered when making decisions.

1.2.4 Strategic Planning

GSA Directors are expected to think strategically and set the overall strategic direction of the
organization. The Board will work collaboratively with the Executive Committee and staff to develop,
review, and approve the strategic direction which will then drive the annual planning and budgeting
process. The Board will ensure the Strategic Plan is updated and approved at appropriate intervals with
a Board motion.

The VP Finance in consultation with the Business Operations Manager is expected to develop tactical
implementation plans based on the approved Strategic Plan and to develop an annual budget to fund the
implementation plan. The annual operating plan and budget are to be approved by the Board and the
Members prior to the beginning of each new fiscal year.



1.3 Board Structure and Processes

1.3.1 Governing Style

Directors will approach Board tasks in a manner that emphasizes outward vision rather than an internal
preoccupation, encourages a diversity of viewpoints, focuses on strategic leadership rather than
administrative detail, and is proactive rather than reactive.

In this spirit, the Board will:

1) Enforce upon Directors the discipline needed to govern with excellence and efficiency. Discipline will
apply to matters such as attendance, preparation for meetings, committee work, respect for clarified
roles, and self-policing of any tendency to stray from the governance structure and processes
adopted in the Board Policies. The Board will speak to Members and the public with one voice.

2) Be accountable to stakeholders and the general public for competent, conscientious, and effective
accomplishment of its obligations as a governance body. It will allow no Director or committee of the
Board to usurp this role or hinder this commitment.

3) Monitor and regularly discuss the Board's own processes and performance, seeking to ensure the
continuity of its governance functions by the selection of capable Directors and the orientation,
training, and evaluation of Directors.

4) Be proactive with respect to direction and policy. The Board is ultimately responsible for GSA’s
financial health.

Directors, including the President and Chair, have no authority when acting in their individual capacity.
Governing authority is only exercised by the Board as a body, and is expressed by resolutions approved
by a majority of Directors present and eligible to vote at a duly constituted meeting of the Board.

The failure of Directors to comply with GSA’s Board Policies, their role, and/or their responsibilities will
result in disciplinary action up to and including dismissal from the Board. In addition, and where
appropriate, civil actions and/or criminal sanctions may be pursued. A Director may be removed in
accordance with Bylaw Article 4.4.1 if (a) they are absent without regrets from any three (3) regularly
scheduled meetings of the Board of Directors, including the AGM; (b) they are absent with or without
regrets from any four (4) regularly scheduled meetings of the Board of Directors, including the AGM; (c)
they are absent with or without regrets from three (3) consecutive regularly scheduled meetings of the
Board of Directors, including the AGM; or, (d) they fail to fulfill their duties as General Directors as
outlined in Section 4.1 for three (3) consecutive months. If special circumstances exist, an absence may
be excused if the Board deems that the interest of GSA can best be served by retaining the Director.

1.3.2 Board Meetings

In addition to Board meetings convened for the purpose of considering matters of business brought
before the Board for decision, meetings may include guest presenters, interaction with beneficiaries and
stakeholders, Director training, and relationship-building activities. Based on Bylaw Article 3.2.1 Board
proceedings are to be governed by Robert’s Rules of Order.

The following policies are intended to improve the process for planning and running Board meetings:
1) The schedule for Board meetings will be set at the Annual General Meeting.

2) During May of each year, the meeting locations will be determined based on room reservations.



Quorum for reqular meetings shall be two-thirds (2/3) of the total number of voting seats of the Board
of Directors. Quorum for regular meetings shall be reduced to one-third (1/3) of the total number of
voting seats of the Board of Directors for the period of May 1 to August 31. (Bylaw Article 3.2.2 (d)).

The VP Internal and committee chairs will develop their respective agendas and supporting materials,
which will include monitoring reports, previous minutes, and other such background information
necessary for Board and committee members to participate in the discussion of matters before them
in an informed manner. The agenda and materials will be sent electronically to all Directors at least
three business days in advance of a meeting.

Meeting discussion content will be limited to those issues that, according to Board Policy, clearly
belong to the Board to decide, and shall not include operational concerns which are the responsibility
of the Business Operations Manager and appointed Officers.

Meeting minutes will be sent to the Board or committee chair for review within two weeks of the
meeting and to all Board or committee members with the next meeting materials.

In-camera sessions without staff or Members present will be a regularly scheduled event at the end of
each Board meeting. These sessions are designed to handle sensitive issues that cannot be
discussed publicly. There will be no minutes taken during in-camera sessions unless there is a formal
Board motion that needs to be recorded. In the event that it is not appropriate for the Board to come
out of its in-camera session to record a motion in the regular meeting minutes, the Chair will record
the motion in a set of in-camera minutes and securely retain them in a file to be transferred to the
next VP Internal.

A consent agenda is used to group routine business and reports into one agenda item. The consent
agenda can be approved in one action, rather than filing motions on each item separately.

At least once a semester the VP Internal will send the Directors a Board Meeting Assessment. The
completed forms (or online survey version) will be reviewed and acted upon by the Executive
Committee.

1.3.3 Board Committees

Committees help the Board to be effective and efficient. The committees required in Bylaw Articles 3.1.1
(a)and 7.1.15 are:

Executive Committee

Bylaws Committee

Finance Committee

Grad Student Lounge Sustainability Committee
Volunteer Committee

O O O T QO
—_——_— = =

The mandates and duties of standing committees are set out in the Bylaws.

The Board may also establish ad-hoc committees (Bylaw Article 7.1.1) and will establish their mandates
and duties in a Terms of Reference document. Any changes to the Terms of Reference must be
approved by the full Board.

Committees must provide a report of activities to the Board after each committee meeting. Committees
will also research and report on any issues requiring Board approval and make recommendations to the
Board.



Committees speak "to the Board" and not "for the Board". Unless specifically authorized by resolution of
the Board, a committee may not exercise authority on behalf of the Board. Committees are struck to
provide advice to the Board and not to advise or exercise authority over staff.

Once a Board committee is created, the Executive Committee will recommend committee chairs and the
VP Internal will recommend members to be appointed by the Board.
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14 Director Duties

1.4.1 Duties of the Full Board

The job of the Board is to lead GSA toward the desired performance and to ensure that performance
occurs. The Board's specific contributions are unique to its trusteeship role and should reflect proper
governance and management. Therefore the Board will:

1) Manage and supervise the corporation's affairs in accordance with the Ontario Not-for-Profit
Corporation’s Act,

2) Provide oversight and advice in the determination of the vision, mission, strategies, major goals,
outcomes, and risks, understanding the key risks and mitigation measures related to GSA’s
operations;

3) Determine the Board Policies within which the Board is expected to operate and continually monitor
them for improvements;

4) Monitor the financial and operational performance of GSA,;

5) Monitor financial solvency and integrity through policies and effective reporting mechanisms;

6) Ensure a Board and committee succession plan is in place and reviewed annually; and

7) Evaluate and constantly improve the Board’s performance as the governing body of GSA including,

but not limited to, reviews of the performance of the Board and individual Directors.

1.4.2 Director Commitment

Each Director must commit to the following:

1) Serve at least one full term;

)
2) Annually sigh GSA’s Letter of Agreement;
3) Serve on Board and/or operational committees as appointed;
4) Attend and arrive prepared for all Board meetings, committee meetings, the Annual General Meeting,

and any special meetings of the Board or Members;
5) Work with others in a positive, co-operative, and respectful manner;

6) Refrain from trying to influence other Directors outside of Board meetings that might have the effect of
creating factions and limiting free and open discussion;

7) Be willing to be a dissenting voice, endeavor to build on other Director’s ideas, offer alternative points
of view as options to be considered, and invite others to do so as well;

8) Once a Board decision is made, support the decision even if one’s own view is a minority one;

9) Not disclose or discuss differences of opinion on the Board with those who are not on the Board; the
Board must communicate externally with “one voice”;

10) Not disclose any personal, confidential, or proprietary information about GSA, Members, staff,
volunteers, or others associated with GSA externally and/or on personal social media accounts; and

11



11) Undertake personally and with the other Directors to develop knowledge and skills in board
governance.

Directors will be asked by the Executive Committee to complete a Director Self-Assessment every year to
ensure they understand and accept their role and responsibilities.

1.4.3 Legal Obligations of Directors

When an individual agrees to serve on the Board of an organization, they assume a degree of personal
risk which could include fines, repayment of debt, and, in rare cases, imprisonment.” There are a number
of ways Boards and Directors minimize this risk. Examples include adhering to the three legal duties
listed below, ensuring the organization is run by capable staff and volunteers, following the rules set out in
the governing documents (Letters Patent, Bylaws, and Board Policies), Directors & Officers Insurance
coverage, and the protection of the corporate structure of GSA.

1) Duty of Loyalty: Directors must conduct themselves in an ethical and businesslike manner, in
the best interests of GSA. Directors must offer loyalty to the interests of the corporation,
superseding any conflicting loyalty such as that to family members, advocacy or interest groups,
and other Boards or staffs of which they are members. Directors must avoid any conflict of
interest with respect to their fiduciary responsibility. There must be no self-dealing or conduct of
private business or personal services between any Director and GSA. Directors must comply
with the conflict of interest provisions of the Act.

2) Duty of Confidentiality: Directors must respect the confidentiality of matters brought before the
Board or before any committee of the Board including the details and any dynamics of Board
discussion.

3) Duty of Care: Directors must act with the skill, care, and diligence of a prudent person, treating
the assets of GSA in the same manner as they would their own property.

1.4.4 Director Remuneration

Directors shall receive no remuneration, other than reimbursable expenses, for fulfilling their Board
duties. With the exception of the Honoraria paid to Executive and certain committee members, no
Director is to receive, either directly or indirectly, any salary, wages, fees, commissions, or other amounts
for services rendered to GSA for conducting work as a Director.

1.4.5 Director Travel & Expense Reimbursement

Any extra-ordinary expenses for travel, accommodation, and incidental costs incurred to fulfill Board or
committee duties must be pre-approved by the VP Internal and VP Finance in consultation with the
Business Operations Manager. Transportation to and from Board meetings and travel within the greater
Guelph area is not an expense that is typically reimbursed.

Approved expenditures are to be submitted with receipts to the Business Operations Manager for
reimbursement within one month of the expense being incurred.

1 http://www.carters.ca/pub/article/charity/govset/A-duties.pdf

12


http://www.carters.ca/pub/article/charity/govset/A-duties.pdf

1.5 Executive & Officer Roles

Based on Bylaw Article 5.6, GSA’s Executive (President and CEO, Vice President Internal, Vice President
Finance, and Vice President External) are to be elected by the Members annually. Executive positions
are appointed for one-year terms to the maximum term limit of three years per position (Bylaw Article
5.6.2 (e)). The responsibilities of each Executive position are in Bylaw Articles 5.2 — 5.5.

Appointed Officers (Chair, Chief Returning Officer, and Activities and Communications Coordinator) are
appointed by the Executive Committee following the process in Bylaw Article 6.1.6. The responsibilities
of each appointed Officer position are in Bylaw Articles 6.2 — 6.4.

Executive Officers are expected to train, mentor, and coach prospective Directors for roles in executive
leadership or as committee chairs.

13



1.6 Board Recruitment and Succession Planning Policy

GSA is governed by a Board which is accountable to the Members and stakeholders of the corporation.
The Board will demonstrate a commitment to be policy-based and competency-based. The Board views
succession planning and staggered terms of office of Directors as important to healthy board
development and the overall success of the organization.

The size and composition of the Board must follow Bylaw Article 3.1.

1.6.1 Board Commitment to Diversity

GSA values the benefits that diversity can bring to its Board of Directors. Diversity promotes the inclusion
of different perspectives and ideas, mitigates against group think, and improves oversight, decision-
making and governance. Diversity on the Board also demonstrates GSA’s commitment to diversity and
anti-oppression at all levels within the organization.

GSA is committed to fostering an inclusive culture based on merit and strives to be free of conscious or
unconscious bias.

At all times, GSA seeks to maintain a Board comprised of talented and dedicated Directors with a diverse
mix of experience, skills, and backgrounds collectively reflecting the strategic needs of the organization
and the nature of the environment in which GSA operates. Diversity includes business experience,
geography, race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, sex, sexual orientation,
gender expression, age, marital status, family status, disability, or any other characteristic protected by
provincial or federal law.

1.6.2 Orientation of New Directors

The thorough orientation of new Directors is fundamental to the building of a strong and cohesive Board.
All newly appointed Directors will receive a copy of the Board Policy Manual prior to attending their first
Board Meeting and will be required to attend orientation sessions with the VP Internal, the Chair, and the
Business Operations Manager which will cover all items listed in the New Director Orientation Checklist.
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1.7 Board, Executive & Business Operations Manager Relationship

1.7.1 Delegation to the Executive & Business Operations Manager

It is the Board’s responsibility to establish governance policies and meet its fiduciary duty of care.
Implementation of Board Policies and the development of administrative and operational policies are the
responsibility of the Business Operations Manager in consultation with the Executive Committee as
outlined in the Business Operations Manager’s Job Description.

1) All Board authority delegated to staff is delegated through the President & CEO, so that all authority
and accountability of staff is considered to be the authority and accountability of the President & CEO.

2) Individual Directors will not interfere with the Business Operations Manager’s implementation of the
Board’s direction. Should the Board determine that the Business Operations Manager should be re-
directed, it will express this intention through Board resolutions as appropriate.

3) The Executive Committee and Business Operations Manager will provide regular reporting to the
Board in conjunction with Board meetings. An assurance that statutory remittances have been made
must be reported to the Board with the financial statements at least twice each year. Any further
information required by the Board should be requested in the meeting minutes specifying the
additional information sought by the Board.

4) The Board may authorize the expense of staff time or the financial cost to study an issue or
accomplish a task. Individual Directors do not have the right to request that the Business Operations
Manager or any other staff member provide information or documentation which is not provided to the
entire Board. In other words, individual Directors have no authority over the Business Operations
Manager. Only executive members or committee chairs may request information, but if such a
request, in the Business Operations Manager’s judgment, is disruptive or requires a material amount
of staff time or funds, it may be sent to the full Board for approval.

1.7.2 Communication and Counsel to the Board

The VP Internal and Business Operations Manager will keep the Board informed about matters essential
to carrying out its policy duties. Accordingly, the VP Internal and Business Operations Manager will:

1) Inform the Board of relevant trends, anticipated adverse media coverage, or any material external or
internal changes to GSA or its mission, particularly changes in the assumptions upon which any
Board Policy had previously been established;

2) Relate to the Board as a whole except when fulfilling reasonable requests for information or
responding to executive members or committees duly charged by the Board; and

3) Advise the Board if, in the opinion of the VP Internal and Business Operations Manager, the Board is
not in compliance with legislation or its own policies.

1.7.3 Annual Performance Review

The President & CEO and VP Finance will conduct a documented annual review of the Business
Operations Manager’s performance. They will take into consideration the Business Operations
Manager’s input and invited comments from all Directors.

After meeting with the Business Operations Manager, the President & CEO will report on the review to
the Board in an in-camera session, including recommendations about the Business Operations
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Manager’'s compensation, which is to be approved by the full Board and captured in the regular meeting
minutes.

During this process, the Business Operations Manager and the Board will agree on annual Performance
Objectives and any specific professional and/or organizational goals for the year ahead which will be
documented and used for the following year’s performance review. The President & CEO will advise on
the process including the ongoing monitoring of performance objectives.

1.7.4 Long Term Succession Planning

The Business Operations Manager must develop a long-term succession plan which addresses the
Business Operations Manager and key staff transitions which the Executive Committee will review on an
annual basis. This plan must include timelines for professional development to ensure appropriate
investments are made in internal candidates for key roles.

1.7.5 Emergency Succession Planning

The President & CEO is designated to take on an Acting Business Operations Manager role during a
short-term leave and/or unexpected absence.

1.7.6 Business Operations Manager Transitions

The incumbent Business Operations Manager will give the Board notice of resignation in accordance with
their employment agreement.

The Board authorizes the President & CEO to appoint an Business Operations Manager Search
Committee and a committee chair as soon as a permanent vacancy of the Business Operations Manager
is known. Within 30 days the committee will recommend for Board approval the Terms of Reference for
the Search Committee.

The Search Committee’s Terms of Reference must include the development of a work plan, an expected
timeline, position announcement, communications plan, recommendation of a search consultant (if
applicable), the expected salary range, the general terms of an employment agreement, the appointment
of a search secretary, and a budget for the search.
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1.8 Staff and Volunteer Policies

The President & CEO is expected to hire, train, and supervise staff and volunteers in a way that meets or
exceeds provincial labour standards and to develop a culture that is aligned with GSA’s mission and
vision.

1.8.1 Diversity

In consultation with the Executive Committee, the Business Operations Manager must develop a Diversity
Policy for the operations of GSA. The GSA Diversity Policy is to ensure that volunteers and staff broadly
reflect the diversity of the community GSA serves and promotes GSA’s commitment to anti-oppression.
Employees and volunteers must be recruited and selected through an objective, consistent process that
complies with human rights legislation and encourages applicants from diverse backgrounds.

1.8.2 Salaries and Benefits

Salaries and benefits are to be commensurate with organizations of similar size, budget, and location and
in accordance with the budget approved by the Board. The organization must have a compensation
structure that fairly evaluates and compensates the value of each position.

1.8.3 Staff and Volunteer Management

The Business Operations Manager will ensure that there are appropriate screening mechanisms for all
staff and volunteers (including Board and committee members) and that all staff and volunteers have
appropriate supervision, orientation and training, systems for feedback and conflict management, and
appropriate acknowledgement and recognition for their service. Staff must be given a letter of
employment, an employment contract or agreement, a job description, a work plan, and an annual
performance appraisal. The Activities & Communications Coordinator will oversee the involvement of
GSA’s volunteers and evaluate regularly the impact and contributions of volunteers. All volunteers must
have documented and meaningful role assignments.

1.8.4 Staff and Volunteer Policies

In consultation with the Executive Committee, the Business Operations Manager will develop and
maintain Human Resource policies that are legally reviewed at appropriate intervals. The Human
Resource policies must be easily accessible to all staff and, as applicable, to volunteers. All policies are
to adhere to the Ontario Employment Standards Act (ESA) and all other applicable employment
legislation and must cover topics such as occupational health & safety, fire safety, human rights
discrimination, employment standards, harassment in the workplace, privacy, a formal process to manage
workplace conflicts, and a process and procedure for complaints.
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1.9 Program & Service Policies

The Executive Committee is expected to monitor programs and services to achieve GSA’s objectives.
Any material changes such as the starting or ending of programs and services outside of the annual
operating plan or significant changes to existing programs and services must be brought to the Board for
approval.

1.9.1 Health & Safety

Safety is a vital element of all functions. As such, the Business Operations Manager must ensure that
adequate health and safety standards are in place for all staff and volunteers. Staff and volunteers must
have direct access to the President & CEO on any matter concerning health and safety.

1.9.2 Accessibility

In consultation with the President & CEO, the Business Operations Manager must develop a multi-year
plan every five years to prevent and remove barriers for persons with disabilities as required by the
Integrated Accessibility Standards Regulation (IASR) under the Accessibility for Ontarians with Disabilities
Act (AODA).
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1.10 Communications Policies

The various efforts to represent GSA to the public (media, social media, public relations, etc.) will be
consistent with GSA’s vision and mission and be integrated sufficiently so that GSA’s positioning
externally is positive and effective.

1.10.1 Public Affairs

The Executive Committee and Business Operations Manager will exercise care in representing GSA as a
mission-centered organization and will develop policies and procedures for communicating with
stakeholders and the public in a way that reinforces that image. Any potentially controversial public
statements must be consistent with Board-approved policy positions.

1.10.2 Communications Restrictions

To preserve GSA’s image in the community, the President & CEO and/or any designated individual, are
the only spokespeople authorized to speak for GSA. The Chair is the only spokesperson for the Board.
None of the spokespersons may represent GSA in any way that is inconsistent with Board Policies; make
statements that may be perceived as supporting a political party or platform; be the author of an article,
book, or publication that includes classified or sensitive information about GSA; or engage in lobbying
activities at any governmental level without prior written permission from the Board. If a Director is
contacted by the media they must direct the inquiry to the Business Operations Manager, President &
CEO, or their designate(s).

1.10.3 Social Media

The Business Operations Manager and the Activities & Communications Coordinator will ensure the
passwords for all social media accounts representing GSA are kept confidential and that a limited number
of people are permitted to post material on GSA’s social media accounts. Content must adhere to
guidelines approved by the Business Operations Manager.
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1.11 Finance Policies

The VP Finance in consultation with the Business Operations Manager will ensure that the financial
integrity of GSA is maintained at all times; that proper care is exercised in the receiving, processing, and
disbursing of funds; and that financial and nonfinancial assets are appropriately protected.

1.11.1 Budgeting
The budget during any fiscal period will not:

a) deviate materially from the Board's goals and priorities,
b) risk fiscal jeopardy, or
c) fail to show a generally acceptable level of foresight.

Accordingly, the VP Finance and Business Operations Manager may not cause or allow budgeting that is
not derived from the objectives of GSA and that provides less than the funds required for Board activities
such as the cost of Board meetings, board development, and the annual financial audit.

1.11.2 Financial Controls

The VP Finance and Business Operations Manager must exercise care in accounting for and protecting
the financial assets of GSA. In addition to the Financial Procedures in Bylaw Article 10, the VP Finance
(through the external bookkeeper) is expected to use the accrual basis of accounting, incorporate
Canadian generally accepted accounting standards for non-profit organizations, and maintain internal
controls in the financial systems that are employed in GSA.
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1.12 Risk Policies

The Business Operations Manager will take the necessary steps to ensure the integrity of GSA’s systems
and procedures to ensure they comply with all pertinent legal, regulatory, and professional requirements
and to report to the Board any material variations or violations.

1.12.1 Annual Financial Statement Review

An independent accounting firm will be annually appointed by the Members to conduct an audit pursuant
to Bylaw Article 2.5.3 (c). The Business Operations Manager will work with the accounting firm to ensure
the annual financial statements are reviewed and will respond to items concerning opportunities to
improve systems and procedures related to financial controls.

1.12.2 Risk Management

The Business Operations Manager must advise the President of any real or potential risk-related issues
as soon as they are aware of them. The Finance Committee will ensure the Business Operations
Manager annually signs the Business Operations Manager's Compliance Checklist as part of GSA’s risk
management system.

1.12.3 Business Continuity

The Business Operations Manager must ensure there is a Business Continuity Plan in place that sets out
how the organization will mitigate unforeseen catastrophic events that jeopardize mission-critical
operations. Testing and drills of the plan must take place annually.

1.12.4 Insurance Coverage

The Business Operations Manager will present a summary report of insurance coverage to the Board
annually.

1.12.5 Records Retention

The Business Operations Manager must ensure that the appropriate books and documents, whether
physical or cloud-based, are maintained in a secure place to meet at least the minimum requirements
under the Income Tax Act, Employment Insurance Act, Canada Pension Plan and Excise Tax Act, and
any CRA administrative policies for non-profits.
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1.13 Elections Policy

1.13.1 Purpose

This policy outlines the establishment and procedures of the Ad Hoc Elections Committee and articulates
expectations for the fair and transparent election of Executive Officers and General Directors of the
Graduate Students’ Association (GSA), in accordance with Article 10.8 of the GSA Bylaws.

1.13.2 Scope

This policy applies to all Members of the Corporation involved in elections and by-elections conducted by
the GSA. It ensures the integrity, equity, and compliance with GSA Bylaws throughout the election
process.

1.13.3 Definitions

e Chief Returning Officer (CRO): The external individual appointed to oversee the administration
of the election.

e Member: As defined in the GSA Bylaws.

o General Director: A voting member of the Board elected to represent a departmental unit or
community group.

1.13.4 Formation of the Committee

a) The Ad Hoc Elections Committee shall be chaired by the CRO, who serves as a non-voting authority.
b) The committee shall consist of a minimum of three Board members, including at least one member
from the GSA Constitution and Bylaws Committee and one from the GSA Equity Committee.

c) The committee shall be established prior to each election and shall be dissolved upon the conclusion
of the election process and the resolution of any related disputes, in accordance with this policy.

1.13.5 Committee Membership Recruitment

a) A call for expressions of interest shall be issued at least one (1) month before the final day of the
nomination period.

b) The GSA Constitution and Bylaws Committee and the GSA Equity Committee shall each appoint one
of their members to the Ad Hoc Elections Committee before the call closes.

¢) The committee must be fully constituted within five (5) business days of the issuance of the call.

1.13.6 Responsibilities of the Committee

a) Monitor the election process to ensure fairness, transparency, and adherence to the GSA Bylaws and
policies.

b) Hold the CRO accountable for impartial administration of the election.

c) Resolve election-related disputes as per the procedures outlined below.

d) Convene meetings as needed. Quorum shall consist of a majority of voting members. The CRO, as
Chair, shall not vote. Decisions are made by a majority vote unless otherwise specified.
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1.13.7 Election Dispute Resolution

a) Upon receiving a written dispute, the CRO must call a resolution meeting within two (2) days.

b) The dispute resolution meeting must occur within five (5) business days. Impacted individuals may be
invited at the CRO’s discretion.

c) The committee shall deliberate and decide on the matter by majority vote. A summary of the dispute
and the final resolution must be communicated to the Board within two (2) business days.

1.13.8 Re-Election Criteria

a) A re-election shall only be called under one or more of the following circumstances:

e Significant Procedural Irregularities: Procedural errors that may have compromised the
fairness or outcome of the election.

e CRO Misconduct or Bias: Verified failure to uphold impartiality that may have affected election
results.

e Candidate Misconduct Affecting Results: Confirmed serious misconduct (e.g., bribery,
unauthorized campaigning) that cannot be addressed by disqualification alone.

b) Any other grounds for re-election must be approved by a two-thirds (2/3) majority vote of the Board of
Directors.

c¢) A re-election must be held within five (5) business days of the committee’s decision unless exceptional
circumstances apply.

d) The revised election timeline shall be proposed by the CRO and approved by the committee.

e) The committee may limit the re-election to specific positions or apply it to the entire election.

f) A summary report detailing the rationale for the re-election must be submitted to the Board and
communicated to all Members within two (2) business days.

1.13.9 Committee Vacancies

If the committee cannot be fully constituted due to lack of interest from Board members, the Executive
Committee shall fill the vacant seats to ensure the committee can be properly formed and carry out its
duties.

1.13.10 Executive Oversight

In cases where a dispute cannot be resolved by the Ad Hoc Elections Committee, the matter shall be
referred to the Executive Committee for final review and decision.

1.13.11 Policy Review

This policy shall be reviewed annually by the GSA Bylaws Committee or as needed, especially following
any amendments to Articles 8, 9, or 10.8 of the GSA Bylaws.
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1.14 Executive Election Policy

1.14.1 Purpose

This policy outlines the process and expectations for the fair and transparent election of Executive
Officers of the Graduate Students’ Association (GSA), in accordance with Article 9 of the GSA Bylaws.

1.14.2 Scope

This policy applies to all Members of the Corporation who are eligible and intend to seek election to the
GSA Executive, and to individuals involved in election administration.

1.14.3 Executive Positions

e President and CEO

¢ Vice President Internal

e Vice President Finance

¢ Vice President Academic

o Vice President Community Engagement

1.14.4 Definitions

e CRO: Chief Returning Officer

¢ Member: As defined in the GSA Bylaws

o General Director: A voting member of the Board elected to represent a departmental unit or
community group

1.14.5 General Election Guidelines

a) All Executive positions must be elected except in the case of a vacancy or removal as per Article 9 of
the Bylaws. The CRO shall be responsible for conducting the election according to this policy.

b) The Business Operations Manager shall announce the election period timeline, as determined by the
current VP Internal in conjunction with the CRO, at the Board meeting immediately preceding the election
period.

1.14.6 Eligibility

a) All candidates must be current Members of the Corporation and must be registered (or indicate intent
to register) in graduate studies at the University for the spring, fall, and winter semesters of their term.

b) Individuals who have served as Executive Officers for three (3) or more years at the start of their next
term are ineligible, unless an exception is granted by Board resolution. However, they may run for
another Executive position.

c) Members seeking nomination must have at least three (3) months of service as a General Director or
Executive at the commencement of their term. This requirement is waived if no nominated candidate
meets it.

d) Members previously removed from any Board position are ineligible for one (1) year from the date of
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removal. After this period, they must sit on the Board for at least three (3) additional months prior to re-
nominating.

e) Executive Officers must not hold executive positions in other student organizations that involve signing
authority or financial compensation.

f) All candidates must comply with this policy and Article 9 of the Bylaws. Violations may result in
disqualification, as determined by the Ad Hoc Elections Committee.

1.14.7 Term of Office

a) Executive terms run from May 1 to April 30.
b) Executives may be re-elected for a maximum of three (3) consecutive terms.
c) The Board may grant extensions in exceptional cases by resolution.

1.14.8 Nomination Process

a) The nomination period shall last one (1) month. If no nominations are received, the CRO may extend
the period, provided it does not postpone the voting beyond the Annual General Meeting where feasible.
b) Nominations must be submitted via email to the CRO and must include a candidate statement of no

more than 250 words. Any excess content will be excluded from the ballot.

1.14.9 Campaigning

a) Campaigning shall commence immediately after the nomination deadline and last for two (2) weeks,
ending at 4:30 PM EST on the final day.

b) All campaign material and platforms must be pre-approved by the CRO, if necessary, in consultation
with the Ad Hoc Elections Committee.

¢) Campaign spending is limited to $75.00 per candidate. Any items obtained below market value shall
be recorded at fair market value as determined by the CRO. Expenses are reimbursable upon submission
of receipts and an expense summary to the CRO by the last campaign day.

d) No campaigning is permitted during the voting period.

1.14.10 Voting Procedures

a) Voting shall be conducted electronically over a minimum period of three (3) days.
b) All Members of the Corporation are eligible to vote.
c¢) Ballots shall include:

¢ Candidate names (in alphabetical order by last name)
e Position descriptions

e Approved candidate statements

e An option to decline or vote for none of the above

d) Before voting begins, the CRO shall cast and seal a paper tie-breaking ballot for each contested
position. These ballots will only be opened in the event of a tie and destroyed if unused.
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1.14.11 Results and Tie-Breaking

a) The CRO shall collect and certify the election results, if needed, in consultation with the Ad Hoc
Elections Committee.

b) The candidate with the highest number of votes shall be elected.

c) In the event of a tie, the sealed CRO ballot shall be opened and counted.

d) Results will be presented to the Board of Directors in an in-camera session.

e) All candidates shall be notified via email by the CRO.

1.14.12 Disputes

a) Disputes must be submitted in writing to the CRO within 48 hours of result announcement.
b) The Ad Hoc Elections Committee shall review and resolve all disputes in accordance with the GSA Ad
Hoc Elections Committee Establishment Policy.

1.14.13 Vacancies

a) Vacancies may be filled through by-election or Board appointment until the next general election.
b) Appointed Executives shall serve until the next election cycle unless otherwise decided by the Board.

1.14.14 Responsibilities

e CRO: Oversees election administration, compliance, and dispute resolution.
e VP Internal: Supports the nomination process and election communication.
e Candidates: Must comply with all timelines, rules, and campaign guidelines.

1.14.15 Policy Review

This policy shall be reviewed annually by the Bylaws Committee or in response to any amendments to
Article 9 of the GSA Bylaws.

1.15 General Director Election Policy

1.15.1 Purpose

This policy outlines the procedures and expectations for the nomination, election, campaigning, and
appointment of General Directors to the Graduate Students’ Association (GSA) Board of Directors, in
accordance with Article 8 of the GSA Bylaws.

1.15.2 Scope

This policy applies to all Members of the Corporation seeking election as General Directors, and to
individuals involved in election administration. GSA is committed to a fair, accessible, and democratic
process that ensures equitable representation across departmental and community constituencies.
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1.15.3 Definitions

e CRO: Chief Returning Officer

¢ Member: As defined in the GSA Bylaws

e General Director: A voting member of the Board elected to represent a departmental unit or
community group

1.15.4 Eligibility

a) Only current Members of the Corporation may be nominated.

b) Individuals removed under Bylaw Articles 6.8, 8.5, or 8.6 are ineligible for one (1) year.

c) All candidates must comply with the procedures and deadlines in this policy and Article 8 of the
Bylaws. Violations may result in disqualification, as determined by the Ad Hoc Elections Committee.

1.15.5 General Election Guidelines

a) Annual elections must conclude before the October regular Board meeting.

b) Terms commence at the October meeting and conclude the day before the following year’s October
meeting.

c) A January by-election may be held, concluding before the February regular meeting, to fill vacancies.
d) Additional by-elections require approval from the Vice President Internal.

1.15.6 Nomination Process

a) The nomination period begins after the September Add/Drop deadline and must last a minimum of ten
(10) days.

b) Nominations must be emailed to the CRO and must include a candidate statement of no more than
150 words. Content exceeding the limit will not appear on the ballot.

1.15.7 Campaigning Rules

a) Campaigning begins immediately after nominations close and lasts for two (2) days. Campaigning
must end by 4:30 PM EST on the final day.

b) Campaign material and platforms must be pre-approved by the CRO, if required, in consultation with
the Ad Hoc Elections Committee.

c) Candidates must comply with GSA’s Human Rights and Equity policies.

d) Campaigning is prohibited during the voting period.

1.15.8 Voting Procedures

a) Voting shall be conducted electronically and be open for a minimum of two (2) days.
b) Ballots will be distributed via the University’s official email list.
c) Ballots must include:

¢ Candidate names (alphabetical by last name)

e Position description
e Approved candidate statements
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e Option to decline or vote for none of the above

d) Before voting begins, the CRO shall cast a sealed paper ballot for each contested position. This ballot
will be used only in the event of a tie and will otherwise be destroyed.

1.15.9 Election Results and Tie-Breaking

a) The CRO shall compile and certify election results in consultation with the Ad Hoc Elections
Committee, as needed. Results will be reported to the Executive and Board in-camera.

b) The candidate(s) with the highest number of votes shall be declared elected.

¢) An election result shall be void if the winning candidate is later found ineligible at the start of their term.
d) In the event of a tie, the sealed CRO ballot shall be opened and counted.

e) The CRO shall notify all candidates of the results by email.

1.15.10 Election Disputes

a) Disputes must be submitted in writing to the CRO within 48 hours of the announcement of results.
b) The Ad Hoc Elections Committee shall resolve disputes in accordance with the GSA Elections
Committee Establishment Policy.

1.15.11 Vacancies

a) Vacancies may be filled by by-election or by Board appointment until the next general election.
b) Appointed General Directors shall serve until the next election cycle unless otherwise determined by
the Board.

1.15.12 Responsibilities

e CRO: Oversees election administration, ensures compliance, and manages dispute resolution.
e VP Internal: Assists with nominations and communications.
e Candidates: Must follow all procedures, deadlines, and campaign guidelines.

1.15.13 Policy Review

This policy shall be reviewed annually by the Bylaws Committee or upon amendment of Article 8 of the
GSA Bylaws.

1.16 Ad Hoc Hiring Committee Establishment Policy

1.16.1 Purpose

To ensure a fair and inclusive hiring process that incorporates diverse perspectives, the organization will
prioritize the establishment of an ad hoc hiring committee for each recruitment effort. The following
guidelines will apply:
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1.16.2 Scope

This policy applies to all Members of the Corporation who wish to be involved in the Ad Hoc Hiring
Committee.

1.16.3 Formation of the Committee

The ad-hoc hiring committee will be chaired by a member of the Executive team, as decided by the
executive committee. The Business Operations Manager will also be a part of the ad-hoc hiring
committee. The hiring committee will be composed of a minimum of three board members who
demonstrate a commitment to diversity, equity, and inclusion.

1.16.4 Expression of Interest for Committee Membership

1.16.4.1 A call for expressions of interest to serve on the hiring committee will be issued alongside the job
posting.

1.16.4.2 Interested individuals from within the organization are encouraged to apply, with an emphasis on
ensuring representation from diverse backgrounds, including but not limited to gender, ethnicity, and
professional experience.

1.16.4.3 The committee must be formed within five business days of the expression of interest call.

1.16.5 Default Executive Oversight

If no expressions of interest are received or the committee cannot be formed within the stipulated time,
the executive leadership team will assume responsibility for conducting the hiring process. In such cases,
the executive team will complete the process within one week of the initial call for expressions of interest.

1.16.6 Policy Review

This policy shall be reviewed annually by the Bylaws Committee or as needed in accordance with any
amendments to the GSA Bylaws.

1.17 UC529

1.17.1 Purpose

This policy establishes the rules and procedures for the use of UC529, a shared meeting and event space
managed by the Graduate Students’ Association (GSA), and introduces a calendar-based booking
system with defined permissions.

1.17.2 Scope

This policy applies to all Members of the Corporation, GSA-affiliated groups, and authorized users who
wish to use UC529 for meetings, events, or programming.
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1.17.3 Space Description

UC529 is a multipurpose room located in the University Centre. It may be used for:
- GSA meetings

- Departmental or community group gatherings

- Workshops or events hosted by graduate student groups

- Other approved academic or social activities

1.17.4 Booking System

1.17. 4.1 All bookings must be made using the GSA’s shared online calendar system.
1.17. 4.2 Access to the calendar is granted via @uoguelph.ca email upon request and approval.
1.17. 4.3 Booking requests must include:
- Name of group/organizer
- Purpose of use
- Start/end time and date
1.17. 4.4 Booking requests are subject to approval by the Office Manager or designated Executive.

1.17.5 Booking Permissions

1.17. 5.1 Priority is given to:
- GSA Executive and Board meetings
- Departmental and recognized student community events
1.17. 5.2 Users may book up to two weeks in advance.
1.17. 5.3 Recurring bookings require special approval from the Vice President Internal.
1.17. 5.4 All approved bookings will appear on the shared calendar once confirmed.

1.17.6 Rules of Use

1.17.6.1 The space must be left clean and returned to its original configuration.

1.17. 6.2 No food or drink is permitted without prior approval.

1.17. 6.3 Users are responsible for setup, teardown, and ensuring the room is locked afterward.
1.17. 6.4 Any damage or misuse must be reported immediately to the Office Manager.

1.17. 6.5 Failure to comply may result in temporary or permanent suspension of booking privileges.

1.17.7 Cancellations

1.17. 7.1 Cancellations must be made at least 24 hours in advance via email to the Business Operations
Manager.

1.17. 7.2 Frequent no-shows or last-minute cancellations may result in suspension of access.

1.17.8 Access and Security

1.17. 8.1 Authorized users may gain access to UC529 using their University-issued keycard or may be
issued a temporary code.

1.17. 8.2 Keys or codes must not be shared.

1.17. 8.3 Unauthorized access or misuse will be subject to disciplinary action.
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1.17.9 Responsibilities

- Business Operations Manager: Manages calendar access, reviews and approves bookings.
- VP Internal: Oversees compliance and recurring booking approval.
- Users: Maintain cleanliness, follow use guidelines, report issues promptly.

1.17.9 Policy Review

This policy shall be reviewed annually by the GSA Executive to ensure relevance and accessibility.
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Section 2: Documents Available on the Board Portal

The Business Operations Manager is to ensure the following documents are available online for Board
reference:

Document Located in Folder Person Responsible for
Updates

Bylaws Organization Documents Business Operations Manager

Strategic Plan Organization Documents Business Operations Manager

Financial Statements for the Organization Documents Business Operations Manager

previous three years

Annual Budget & Operating Plan Organization Documents VP Finance

Organization Chart Organization Documents Business Operations Manager
GSA Letter of Agreement Organization Documents VP Internal

Board and Committees Contact Board Reference Documents Business Operations Manager
List

Board and Committee Meeting Board Reference Documents Business Operations Manager
Dates

Board and Committee Annual Board Reference Documents VP Internal

Work Plan

Business Operations Manager Board Reference Documents President & CEO

Job Description

Business Operations Manager’s Finance Committee VP Finance
Compliance Checklist

Board Meeting Assessment Executive Committee VP Internal
Director Self-Assessment Executive Committee VP Internal
New Director Orientation Executive Committee VP Internal
Checklist
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