
The Board of Directors of the Carleton University

Students’ Association both acknowledges and is

reconciling with its location on the unceded and never

surrendered territory of the Algonquin First Nation.

MINUTES for the 18th Meeting

of the CUSA Board of Directors

November 25th, 2023, at 12:00 pm EDT

Hybrid (Haven - 43 Seneca/Online)

IN ATTENDANCE (bolded): President Riazudden, Chair Harris, Director Buri, Director Fraser,
Director Nobossi, Director Pilatwe



1. Call to Order and Land Acknowledgement
- Chair Harris called the meeting to order at 1:05 pm

2. Disclosure of Interest
3. Approval of the Agenda

3.1. Motion to Approve the Agenda as Presented (B-204)

4. Approval of Past Minutes

4.1. Motion to Approve the Special Board Meeting Minutes from October 14th, 2023
(B-205)

5. In-Camera Session

5.1. Motion to Move to In-Camera Session (B-206)

6. Presentations/Delegations

6.1. Executive Roadmap
6.2. CUSA By-Election Update and Referendum Results

7. Directors Reports
8. Staff Reports

8.1. Report from All Staff
8.2. Report from the President

9. Committee Reports

9.1. Report from the Agenda Subcommittee
9.2. Report from the Human Resources Subcommittee
9.3. Report from the Finance and Governance Subcommittee

10. Introduction of Bylaws/Policy
11. Reconsideration of ByLaws/Policy
12. Announcements and Correspondence
13. New Business



13.1. Motion to Approve the Chair Terms of References (D-02) (B-207)
13.2. Motion to Approve the Reserve Fund Policy (F-01) (B-208)
13.3. Motion to Approve the Finance Policy (F-00) (B-209)
13.4. Motion to Approve the Policy Management Policy (G-01) (B-210)
13.5. Motion to Hire Lisa Yu as a Contractor with CUSA (B-211)
13.6. Motion to Adopt the CUSA Organisational Restructuring Plan (B-212)
13.7. Motion to Amend the Hiring Policy & Procedure (B-213)
13.8. Motion to Transfer Administrator Duties for Quickbooks to Trina Watters

(B-214)

14. Notice of Motion
15. Unfinished Business and Deferred/Tabled Items
16. Other Business
17. Question and Answer Period
18. Adjournment

18.1. Adjournment (B-215)

Appendix A: 2023-2024 Executive Roadmap
Appendix B: Report from All Staff
Appendix C: Report from President
Appendix D: Proposed Chair Terms of References (D-02)
Appendix E: Proposed Reserve Fund Policy (F-01)
Appendix F: Proposed Finance Policy (F-00)
Appendix G: Proposed Policy Management Policy (G-01)
Appendix H: Proposed Organisational Restructuring Plan
Appendix I: Proposed Hiring Policy and Procedure (H-01)



Item 3.1

Motion to Approve the Agenda as Presented (B-204)

BE IT RESOLVED that the Agenda for the November 25th, 2023 Regular Board Meeting be
approved as written.

Moved: Director Nobossi

Seconded: Director Fraser

CARRIED UNANIMOUSLY



Item 4.1

Motion to Approve the Special Board Meeting Minutes from October 14th, 2023 (B-205)

BE IT RESOLVED that the past minutes for the October 14th, 2023 Special Board Meeting be
approved as written.

Moved: Chair Harris

Seconded: Director Fraser

CARRIED UNANIMOUSLY



Item 5.1

Motion to Move to In-Camera Session (B-206)

BE IT RESOLVED that pursuant to Section 6 of the CUSA Board Rules of Procedure, the Board
moves in-camera.

Moved: Director Fraser

Seconded: Director Pilatwe

CARRIED UNANIMOUSLY



Item 6.1

Executive Roadmap Presentation

Oral Presentation to be given at the Board

[see Appendix A]

● President Riazudden gave an overview of the Executive Roadmap and outlined its
purpose

● President Faris said the roadmap embodies upcomings CUSA’s priorities and presents
CUSA’s goals

● President Faris emphasized that these goals are realistic and achievable with CUSA’s
resources

https://www.cusaonline.ca/wp-content/uploads/2023/11/Executive-Roadmap-2023-24-compressed-1.pdf


Item 6.2

CUSA By-Election Update and Referendum Results

Oral Presentation to be given at the Board

● Vice President Internal Breen shared that the USC Referendum passed with 19.8%
voter turnout and added that the Executive now knows how much effort is needed to
hit quorum

● Vice President Internal Breen added that the Executive is exploring areas of need with
which may merit another referendum during the General Election



Item 8.1

Report from All Staff

Oral presentation to be given at Board.

[see Appendix B]

● President Riazudden gave a presentation to the Board
● President Riazudden added that the Director of Communications and Strategic

Initiatives was instrumental in completing the organizational restructuring
● Staff are working on launching Haven Connect and the new USC space
● A new Finance Manager has been hired and onboarding with begin on December 4th

[The Board reached consensus to move in-person in accordance with Section 6 of the CUSA
Board Rules of Procedure]



Item 8.2

Report from the President

Presentation to be given at Board.

[see Appendix C]

● President Riazudden provided updates on the Wing:
○ Going to open the Wing hopefully next semester
○ Lots of policy work completed to ensure a successful opening

● Five new CUSA awards have been added to the CUSA Awards profile
● Flowing Rights campaigns has been launched
● The Executive team met with Housing Minister Sean Fraser
● Over 30 new student jobs have been created this year
● AVPs have been working diligently on various projects including external relations,

helping lead the USC Referendum, policy refinement, grant writing, assisting
● There has been 90% Chonk Nation volunteer retention rate

[The Board reached consensus to move in-camera in accordance with Section 6 of the CUSA
Board Rules of Procedure]



Item 9.1

Report from the Agenda Subcommittee

Oral presentation to be given at Board.

● Chair Harris informed the Board that extra efforts were taken to ensure the agenda was
complete and accurate



Item 9.2

Report from the Human Resources Subcommittee

Oral presentation to be given at Board.

● Chair Harris provided a summary of the most recent Human Resources Subcommittee
meeting, at which the Director of Human Resources presented an Occupational Health
& Safety manual that contained the policies the Committee was scheduled to review

● These policies were supposed to be reviewed annually, as per provincial law
● They will now be reviewed annually by external consultants as part of the

Occupational Health & Safety Manual
● Final Occupational Health & Safety binder will be sent in the coming weeks



Item 9.3

Report from the Finance & Governance Subcommittee

Oral presentation to be given at Board.

● Director Pilatwe provided a report on the Finance & Governance Subcommittee and
summarized the policies that the Subcommittee recommends for approval at this
meeting



Item 13.1

Motion to Approve the Chair Terms of References (D-02) (B-207)

WHEREAS the CUSA Board of Directors is required, from time to time, to review and/or modify
policies over which it has been given authority

ANDWHEREAS the Chair Terms of Reference (D-02) is to be reviewed no later than 1 May,
2024

BE IT RESOLVED that the CUSA Board of Directors approves the Chair Terms of Reference
(D-02), attached as Appendix D, as written.

Moved: Chair Harris

Second: Director Pilatwe

CARRIED UNANIMOUSLY

[see Appendix D]



Item 13.2

Motion to Approve the Reserve Fund Policy (F-01) (B-208)

WHEREAS the CUSA Board of Directors is required, from time to time, to review and/or modify
policies over which it has been given authority

ANDWHEREAS the Reserve Fund Policy (F-01) is to be reviewed no later than 1 May, 2024

BE IT RESOLVED that the CUSA Board of Directors approves the Reserve Fund Policy (F-01),
attached as Appendix E, as written.

Moved: Director Fraser

Second: Director Buri

CARRIED UNANIMOUSLY

[see Appendix E]



Item 13.3

Motion to Approve the Finance Policy (F-00) (B-209)

WHEREAS the CUSA Board of Directors is required, from time to time, to review and/or modify
policies over which it has been given authority

ANDWHEREAS the Finance Policy (F-00) is to be reviewed no later than 1 May, 2024

BE IT RESOLVED that the CUSA Board of Directors approves the Finance Policy (F-00),
attached as Appendix F, as written.

Moved: Chair Harris

Seconded: Director Nobossi

CARRIED UNANIMOUSLY

[see Appendix F]



Item 13.4

Motion to Approve the Policy Management Policy (G-01) (B-210)

WHEREAS the CUSA Board of Directors is required, from time to time, to review and/or modify
policies over which it has been given authority

ANDWHEREAS effective and successful policymaking is a collaborative effort

ANDWHEREAS the Association does not have a clear guiding document on the creation,
management, and storage of corporate policies

ANDWHEREAS the expectations and accountabilities of policy development are unclear to
employees, Directors, Councillors, contractors, advisors, students-at-large, and all persons who
have a relationship with the Association

ANDWHEREAS the creation of a clear set of rules and procedures for policy development will
assist in mitigating internal and external-facing conflicts and siloing within the Association

BE IT RESOLVED that the CUSA Board of Directors approves the Policy Management Policy
(G-01), attached as Appendix G, as written.

Moved: Chair Harris

Seconded: President Riazudden

CARRIED UNANIMOUSLY

[see Appendix G]



Item 13.5

Motion to Hire Lisa Yu as a Contractor with CUSA (B-211)

WHEREAS the former CUSA Manager and Director of Finance, Lisa Yu, has offered to provide
contracting services to CUSA as a client for a period of, at minimum, 12 months.

ANDWHEREAS Lisa Yu was consulted in the creation of a contractor tendering proposal.

BE IT RESOLVED that CUSA retain the services of Lisa Yu for 12 months, effective January
2024.

BE IT FURTHER RESOLVED that senior management be delegated the task of negotiating a
contract with Lisa Yu in keeping with the CUSA Board’s recommendations.

BE IT FURTHER RESOLVED that the CUSA Board of Director reconvene to discuss the
potential extension of this contract no later than June 30th, 2024

Moved: Chair Harris

Seconded: Director Pilatwe

CARRIED UNANIMOUSLY



Item 13.6

Motion to Adopt the CUSA Organisational Restructuring Plan (B-212)

WHEREAS, the Carleton University Students' Association (CUSA) continually strives to
enhance its operational efficiency, effectiveness, and overall performance in serving the
student community,

ANDWHEREAS, the need for an organisational restructuring plan has been identified to
optimise the senior leadership framework and streamline the management of staff for
improved functionality and alignment with CUSA’s goals and objectives,

ANDWHEREAS, CUSA now has the opportunity to undertake this restructuring plan as there
are numerous vacancies in departmental leadership roles, allowing for smoother transition and
implementation of the proposed changes,

ANDWHEREAS, Christine Falardeau, Director of Communications and Strategy through
months of research, consultations, and assessments has developed a comprehensive
restructuring plan aimed at maximising the utilisation of resources and enhancing the
productivity and cohesiveness between CUSA's senior leadership, CUSA Departments and
Executive portfolios,

BE IT RESOLVED that the proposed Organisational Restructuring Plan for CUSA's senior
leadership and staff management, as presented and outlined in the document CUSA
Organisational Restructuring Plan and attached as Appendix H, be officially adopted.

BE IT FURTHER RESOLVED that the implementation of the Organisational Restructuring Plan
shall commence immediately, under the oversight of the appointed senior leadership team and
Executive council responsible for its execution.

Moved: Chair Harris

Seconded: President Riazudden

CARRIED UNANIMOUSLY

[see Appendix H]



- Less direct reports to the Executive Director will allow them to support the Senior
Management and

- Chair of the Board Harris thanked Director Falardeau for their work on the
re-organization plan and for answering the Board’s questions.



Item 13.7

Motion to Amend the Hiring Policy & Procedure (B-213)

WHEREAS the Executive Director position within Senior Leadership, otherwise known as
Class 2 within the Hiring Policy and Procedure (H-01), is vacant after staffing changes.

ANDWHEREAS the CUSA Board has adopted a new organisational structure during this
meeting of the Board of Directors.

BE IT RESOLVED that Section 3 subsection (i) of the Hiring Policy and Procedure read as
follows:

i) Senior Leadership (class 2)
(1) Executive Director
(1) Director of Operations
(2) Finance Manager
(2) Director of Communications & Strategic Initiatives
(3) Director of Student Development
(4) Director of Student Services

BE IT FURTHER RESOLVED that Section 2 of the Hiring Policy & Procedure read as follows:
a) Executive Director Director of Operations
i) The Hiring panel for the Executive Director Director of Operations shall

consist of:
(1) President/CEO
(2) Chair of the CUSA Board
(3) Up to two (2) interested CUSA Board Directors, selected by the

CUSA Board
(4) Director of Human Resources
(5) Director of Finance & Administration or delegate

Moved: Director Nobossi

Seconded: Director Pilatwe

[see Appendix I]

CARRIED UNANIMOUSLY



- Need to review this Policy piece by piece until DoO can be hired, this is the most
important piece as it is required to hire the DoO



Item 13.8

Motion to Transfer Administrator Duties for Quickbooks to Trina Watters (B-214)

WHEREAS CUSA has staffed the position of Finance Manager, who is responsible for leading
the day-to-day operations of the Association’s Finance Department

ANDWHEREAS the Finance Manager will require administrator access to Quickbooks.

ANDWHEREAS the new Finance Manager’s starting date will be December 4th, 2023.

BE IT RESOLVED the new Finance Manager, Trina Watters, be transferred administrator
access to the Association’s Quickbooks account to ensure access prior to a starting date of
December 4th, 2023.

Moved: President Riazudden

Seconded: Director Nobossi

CARRIED UNANIMOUSLY



Item 13.9

Motion to Call a Special December Council Meeting

WHEREAS Council needs more time to consider referendums for the 2024 CUSA

general election.

ANDWHEREAS per section 12(4) of the Referenda and Recall Policy, referendums for

the general election "must be proclaimed before the 31st of December."

ANDWHEREAS per section 6.6 of the Bylaw, "the Board will convene a Special

Members' Meeting on written request of not less than fifteen percent (15%) of the

Members."

ANDWHEREAS the following voting members of Council have submitted written

requests to the Vice President Internal for a special Council meeting:

● President Mohamed Faris Riazudden
● Councillor Aiden Rohacek
● Councillor Nkosi Mhlanga
● Councillor Zeba Munira
● Councillor Michael Huynh
● Councillor Clara de Oliveira Borba

BE IT RESOLVED that the CUSA Board of Directors approve of a special Council

meeting to be held on December 4th, 2023 at 6pm.

Moved: Chair Harris

Seconded: Director Fraser

CARRIED UNANIMOUSLY



Item 18.1

Adjournment (B-215)

BE IT RESOLVED that the CUSA Board of Directors adjourns until the next regular board
meeting at Haven (43 Seneca) or virtually.

Moved: Director Buri

Seconded: Director Fraser

CARRIED UNANIMOUSLY



APPENDIX A:

2023-2024 Executive Roadmap















































































APPENDIX B:

Report from All Staff

CUSA Senior Staff Board/Council Report

Date: November 2023

Name of Department: Communications & Strategy

Summary of recently concluded files:
1. Athletics sponsorship fulfillment plan (contract term Sept 2023 - Aug 2024)
2. Establishing IT plan including securing independent contractor, request forms and other

related processes
3. USC referendum communications support

List of activities in progress and upcoming events:
1. Working with FMP on renovation of former INS space to prepare for USC to move in -

In progress, anticipated completion January 2024
2. Developing a website for USC - In progress, anticipated completion January 2024
3. Leading the custom CUSA app and web ordering payment platform project

(sponsorship with Get It Custom) which includes Ollie’s food and beverage ordering,
event ticket payment management, and rewards program - In progress. Ollie’s payment
platform went live early Sept, and the ticketing and app are anticipated to go live
January 2024

4. Leading the digital menu boards project for Ollie’s and Rooster’s - In progress
5. Working in conjunction with Charitable Initiatives Manager on association wide

sponsorship portfolio including staffing, opportunities, valuation calculators, policy
creation etc - In progress

6. General project management of Haven Connect coworking space - In progress,
anticipated completion date November 2023

1. Interior branding for coworking space
2. Website development and marketing plans

7. Redesign and upgrade furniture in select CUSA office and shared spaces (ie
boardrooms, main office space, front office) - In progress



Influence & type of Influence on CUSA, if any, of the files, activities, or events within
your department (Legal, Reputational, Financial, Cultural, etc):

1. Financial
1. Haven Connect

1. Website development - $6,000
2. Renovation and outfitting costs - $15,000

2. USC renovation costs - $40,000
1. Costs will be split between past Future Funder campaign account,

AFCOM (pending proposal acceptance), cost-sharing with FMP (their
covering 50%) and CUSA general ops budget

2. Reputational
1. The successful USC referendum, the upcoming opening of their larger and more

prominent space in NN and their new website will bolster CUSA’s reputation in
a positive way. The increased brand awareness and support from the Charitable
Initatives Manager will pave the way for the USC to attain more grant funding
and other financial support outside of the student levy.

Recommendations to the Board of Directors or Council (depending on who is to receive
this report):

N/A

Name of Department: Human Resources

Summary of recently concluded files:
● Recruiting/Hiring & Onboarding

○ Finance Manager
○ 6 general staff for the businesses

● Employer initiatives applications (City of Ottawa)
○ The City approved 3 of the 4 submitted applications, and we received a direct

deposit of $11,881.8 last week.

● Employee Satisfaction & Wellbeing
○ Holiday party in early December



○ Engaging all the Managers, Executives, and Directors in the planning for the
new GM/ED hiring process through a survey.

● 1281 and 3011
○ Completed multiple LOUs with the unions to meet current needs/changes.
○ Informed the union about the bookstore closure.
○ Keeping the unions informed about any new additions/departed members.

● Confidential files
○ ED Departure related
○ Director of Student Services

● Administrative
○ Negotiated Peninsula's contract and saved $7000/year. We were able to secure

the same service without downsizing it with 60% less fees for 3 years.
○ Health and Dental plan
○ ADP
○ Employee’s records/contracts
○ OH&S Manual

List of activities in progress and upcoming events:
● Employment incentives application for the Finance Manager position
● Strategic planning
● Maintaining a healthy environment
● Health and Safety inspections and implementation of the manual
● Implementing a new process for Desjardins Group enrollment and updating all the old

records.
● Birthday package for the staff starting January 2024
● A small celebration for Christine and Sam Prentice
● Performance Review Plan for the finance, communication, events, and clubs

departments

Influence & type of Influence on CUSA, if any, of the files, activities, or events within
your department (Legal, Reputational, Financial, Cultural, etc):



Recommendations to the Board of Directors or Council (depending on who is to receive
this report):

I recommend moving forward with the hiring process for Dustin’s and Adil’s positions
ASAP. The stress has been unmanageable lately and the team can use another set of
hands more than ever.

Name of Department: Development & Governance, Finance, Building Operations?

Summary of recently concluded files:
● Development & Governance

○ Supported Byelection, completed SWOT analysis of election with CRO and
other staff involved in elections.

○ Supported select Orange shirt Day and PRiDE programming
● Finance

○ Sorted out investments and various restricted funds, so we have a more
accurate picture of the organizations cash flow

○ Backpay for CUPE 1281 staff processed and explained in full. Huge credit to
Finance Team.

○ Received a cash transfer from the University. Restored most recently liquidated
investments in keeping with Board motion from previous meeting

● Building Operations
○ Stage & Tech / Events Crew fully trained

List of activities in progress and upcoming events:
● Development & Governance

○ Supporting student leaders in events and campaigns, such as MOSAIC, State of
Student Unions, Frost Week, and Student Issues Conference

○ Student Groups Administrator has been supporting VPI in navigating various
issues with current and former clubs which involve requests from non-CUSA
entities

● Finance



○ Shutting down many previous manual/physical processes and increasingly
turning to online and digital mechanisms. Should reduce workload in the office
and free up staff time.

○ Working with our tenants to implement new rent agreements to match increase
imposed on us by University

○ Nearing completion of audit, and preparing elements of annual report to
university for fee release (assurance of Accessibility Fund use and other
restricted account items)

○ Preparing to onboard new Finance Manager
○ Creating a Finance calendar. Some staff in the office have calendars they use to

arrange their tasks. I am creating a calendar that aligns them all and includes
senior level responsibilities

○ Performance Reviews of finance department full-time staff being completed in
advance of new manager starting

○ Working out amount payable to each ancillary fee group
● Building Operations

○ Supporting Haven upstairs finalization

Influence & type of Influence on CUSA, if any, of the files, activities, or events within
your department (Legal, Reputational, Financial, Cultural, etc):

Development & Governance
● Student Groups Administrator is working with VPI to manage various club matters

which, because of the club(s) affiliation with CUSA or prior affiliation, have the potential
to harm CUSA’s reputation. So far, I would say we are represented well by the VPI and
SGA, with no concerns worthy of Board attention at this time.

Finance
● The passage of the USC referendum will allow CUSA to close the deficit of a major

department within CUSA going forward. That is good news. CUSA has been allowing
the USC to run major deficits for a couple years to meet student need.

● Finance operations and files are all of a serious nature to the corporation and bring with
them inherent financial risks, followed by legal and reputational risks if financial risks
are not properly managed.

● Delay in processing payments to some ancillary fee groups could pose a legal risk, but
so far any group that has approached CUSA looking for their fee transfer has been
understanding of the delay.



Building Operations
● None

Recommendations to the Board of Directors or Council (depending on who is to receive
this report):

Development & Governance
● None

Finance
● Retain Lisa Yu.
● Encourage future Executives/Full-time Staff to open and complete negotiations with

CUPE 1281 and CUPE 3011 much earlier, so as to avoid the back-pay calculations and
processing, which have cost the Finance Department a considerable amount of time
beyond standard operating.

● Implement a “contractually obligated only” pay raise expectation until CUSA is sure it is
through cash flow matters (at least one year). Any staff who request and/or are
deserving of a pay raise can be offered other items in lieu, i.e. time off.

Building Operations
● None



APPENDIX C:

Report from the President

Summary of recent activities and accomplishments

President
1. Stakeholder engagement
2. Supporting the USC Referendum
3. Executive Roadmap has been published
4. Legal Aid clinic
5. Health and Dental Plan Annual Report, $227.92 to $183.11
6. The Wing
7. Haven books operations
8. CUSA Awards
9. Flowing Rights, menstrual and reproductive rights and justice
10. Met with the Minister for Housing and Infrastructure Sean Fraser
11. Student Jobs update
12. Supporting students affected by Greek life
13. UCRU
14. Transit advocacy
15. Future Funder for USC and Gender Affirming Gear
16. CASA Conference

AVPs:
i. ER: USC Referendum, Exec committee support and Board assist
ii. U&A: Advocacy concern form, 111 Bus route advocacy
iii. GA: Meeting Minister Fraser, Councilor Menard, Transit advocacy

VP Finance
1. Finalized Budget report for website
2. Completed hiring process for new finance manager

AVP SF: The Wing, applied for more grants, SIF dispersals, Applying for 3 more grants for
December

VP Internal:
1. Co-led Unified Support Centre referendum effort.
2. Coordinated get-out-the-vote campaign in by-election.
3. Coordinated CUSA Information Week.
4. Launch of five new CUSA awards.



5. Hiring panel for Finance Manager position.
6. Onboarded new councilors.
7. Clubs training

AVP SG:
1. Finalization of procurement process to purchase lockers for club storage.
2. Launch of Simply Voting election platform for clubs.
3. Launch of club event calendar on website and @cusaclubs Instagram.
4. Updated clubs directory on website.
5. Filming reels for club promotions on Instagram.
6. Facilitating application/interview process for clubs per the Leadership Succession

procedure.

VP Student Issues
1. Gender Based Violence Advisory Group
2. Mosaic Campaign, International student breakfast and Culture shock event
3. CASA Conference

AVP Campaigns: Mosaic planning and assist

VP Community Engagement
1. 90 embassies, high commissions and consuls.
2. Met with Ecuador, Montenegro, Sweden
3. Exam Bus shuttles

AVP EA: Support with campaigns, The Wing reopening,

VP Student Life
1. Finalized CUSA Frost Week Plans and meeting with all stakeholders next week.
2. Finalized and revamped CUSA Thrift Drive, happening on December 5th.
3. Working with E&PC to finalize Winter Events and Programming 2024
4. 90% of Chonk Nation members have stayed from Fall Term - So volunteering retention

heavily improved.
5. Met with U ottawa to offset costs for Fall Orientation programming and coordinating

sponsorships

AVP SE: Social Media engagement, Volunteer engagement and event support

List of current Activities in progress and upcoming activities
President

1. State of the Union



2. LTSP
3. Exec Composition
4. The Wing

VP Finance
1. The wing re-launch and implementation plan
2. Haven profit/loss analysis
3. Haven connect launch
4. Midterm budget analysis

VP Internal
1. Secure re-launch and sustainable operations of CUSA’s three funds: Student Initiative

Fund, Academic Resilience Fund, and Accessibility Fund.
2. Lead Executive Composition Committee efforts and an upcoming by-law amendment.
3. Referendum planning and approval for general election.
4. Operationalize the CUSA Transparency and Ethical Standards Policy.
5. CUSA Clubs bylaw review and the drafting of new club procedures with the Clubs

Oversight Commission.
6. Explore a more efficient club funding process to streamline the time between funding

approval and the issuance of cheques.

VP Student Issues
1. Study Snacks
2. CUSA Awards
3. Transit Policy

VP Student Life
1. Frost Week
2. Thrift Drive

VP Community Engagement
1. Social media mini-”campaign” to increase online engagement during the holidays
2. Collating resources to provide for National Addictions Awareness week
3. Social media mini-”campaign” to increase online engagement during holidays



APPENDIX D:

Proposed Chair Terms of References (D-02)

Chair Terms of Reference D-02

LONG TITLE Chair of the CUSA
Board Terms of

Reference

DATE OF ENACTMENT 27 March 2022

LAST AMENDED 25 November 2023
27 March 2022

REFERENCE No. D-02 NEXT REVIEW 1 November 20261
May 2024

CATEGORY Board COMPETENT CHAMBER CUSA Board

REVIEW
COMMITTEE

CUSA Board or
Designated

Subcommittee

DELEGATES Chair of the Board
CUSA Board

1) Objective
a) These Chair of the CUSA Board Terms of Reference outline the mandate and

primary responsibilities of the Chair of the CUSA Board
2) Mandate

a) Represent the interests of the Carleton University Students’ Association (CUSA)
and the undergraduate student body of Carleton University;

b) Provide opportunities for the CUSA Board and larger Carleton University
community to provide strategic direction for the organization; and

c) Ensure proper procedure and procedural fairness are adhered to in the running
of Board meetings and in the execution of other duties.

3) Primary Responsibilities
a) Act as Chairperson of the CUSA Board and Human Resources Subcommittee of

the Board.
b) Act as the spokesperson of the CUSA Board for both internal and external-facing

communications.
c) Work with the Agenda Governance Subcommittee of the Board to inform all

Board members of agenda items and relevant documents to be reviewed in
advance

d) Ensure all appropriate Board members and advisors are informed of meetings in
a manner in compliance with CUSA ByLlaws.



e) Provide guidance to the Executive Assistant Associate Vice President, Executive
Relations as the Record Keeper of note for both CUSA Board Meetings and the
Human Resources Subcommittee of the Board.

f) Provide leadership and strategic direction to CUSA Board operations and
procedure while allowing the Board to determine the strategic direction of CUSA
while also maintaining fair process during debate when issues are hotly debated.

g) Collaborated with the Vice Chair, Speaker of Council, President/CEO, and Vice
President Finance / Secretary-Treasurer on matters related to non-profit
governance.

h) Attend CUSA Council meetings where issues pertaining to non-profit
management or other board responsibilities are being discussed.

i) Attend regular bi-lateral meetings with the President/CEO to ensure open lines of
communication with the CUSA Board.

j) When appropriate, attend regular meetings with members of CUSA’s senior
management team in which Board responsibilities may be engaged.

k) Collaborate with the Vice Chair and members of CUSA’s senior management
team to ensure that Board members receive sufficient learning and development
opportunities throughout their tenure.

l) Fulfill any roles as outlined in policy, such as the Conflict of Interest Policy,
Executive Accountability & Discipline Policy, or any other that may be drafted.



APPENDIX E:

Proposed Reserve Fund Policy (F-01)

Reserve Fund Policy F-01

LONG TITLE Reserve Fund Policy for
Emergency Corporate
Management

DATE OF ENACTMENT 31 March 2022

LAST AMENDED 25 November 2023

REFERENCE No. F-01 NEXT REVIEW 01 November 202601 May
2024

CATEGORY Finance COMPETENT CHAMBER CUSA Board

1) Purpose
a) CUSA shall maintain a reserve fund to hold and invest surplus funds.
b) The reserve fund shall serve the following purposes:

i) To smooth the impacts of changes to student fee revenues during times
of change or short term uncertainty.

ii) To absorb the cost or emergency expenditures that were not included in
the budget.

iii) To finance certain capital projects and other major financial obligations.
iv) To allow unused funds to generate additional revenue for the corporation

via investment returns.
v) To allow organizational survival into the medium-term in the event that

the Corporation suffers a serious impairment to one of its revenue
sources.

vi) To cover unpaid obligations in the event of organizational dissolution.
2) Sources and Uses of Funds

a) Subject to cash flow requirements, CUSA shall move surplus funds into the
reserve fund.

b) All withdrawals from the reserve fund must be authorized by a resolution of the
CUSA Board.

3) Reserve Targets
a) The Reserve Fund shall have a target of $6,000,000 in 20242 Canadian funds.
b) In the event that the reserve fund is short of target, a reserve fund contribution

of at least 10% of the shortfall shall be included in the annual budget.



c) The Vice President Finance / Secretary-Treasurer shall periodically issue
recommendations to the CUSA Board regarding the target for the reserve fund.



APPENDIX F:

Proposed Finance Policy (F-00)

Finance Policy F-00

LONG TITLE Finance Policy to Guide
Other Financial Policies

DATE OF ENACTMENT 31 March 2022

LAST AMENDED 25 November 2023

REFERENCE No. F-00 NEXT REVIEW 01 May 2024
01 November 2026

CATEGORY Finance COMPETENT CHAMBER CUSA Board

1) Objective
a) To outline the fundamentals of financial operations of CUSA.

2) Definitions
For the purposes of this policy unless the context demands a separate interpretation:

a) Executive Officer shall mean the President and Vice Presidents, student leaders
who are at the head of the organization.

b) Approving Authority is the body (either Council or the CUSA Board) who has
oversight over a particular budget.

c) Fiscal Year shall be the Fiscal Year of CUSA, which starts on May 1st and ends
April 30th.

d) CUSA shall mean the Carleton University Students’ Association of Carleton
University

e) Constituents shall mean the undergraduate students of Carleton University
f) Signing Officer shall mean individuals able to authorize financial transactions

and bind the organization.
g) Council shall refer to the assembled membership of CUSA.

3) Student Fees
a) To pay for its operations and services, CUSA shall levy student fees from its

constituents.
b) CUSA Council & the CUSA Board shall have joint jurisdiction over the levying of

student fees on constituents of CUSA.
i) CUSA Council may choose to defer the right to make decisions on

specific fees to voters via referendum



ii) CUSA Council may accept advice from the CUSA Board or any
Subcommittee of the Board on policy surrounding student fees or fees
themselves.

iii) The CUSA Board may accept advice from CUSA Council or any
Committee of Council on policy surrounding student fees or fees
themselves.

c) In the event that a constituent does not pay an optional fee funding a specific
CUSA service, CUSA may restrict that constituent’s access to the specific
services funded by that fee.

4) Budgets & Expenditures
a) CUSA’s expenditures shall be guided by a budget produced and approved as

part of the annual budgeting process.
b) There shall be two components to the budget

i) The Corporate Budgets shall be overseen by the Executive Director and
their designates

ii) The Executive Budgets shall be overseen by the Executive Director and
their designates as well as the Executive Officers of the Corporation

c) Budgets for a fiscal year shall be approved after the preceding fiscal year by the
relevant approving authority:
i) The Approving Authority for the Executive Budgets and the Corporate

Budgets shall be the CUSA Council and the Board of Directors.
ii) The Approving Authority for the Corporate Budgets shall be the Board of

Directors.
d) The Executive Director shall be accountable for the performance of the

corporate budgets.
e) Each Executive Officer shall have their own budget and shall be independently

accountable to CUSA Council and the Board of Directors for the performance of
their budgets. The resources allocated to each executive officer shall only be
alterable by resolution of Council and the Board of Directors.

f) Intentional spending outside the budgeted amount for each line shall be
disclosed to the relevant Approving Authority at the earliest possible meeting of
the relevant entity.

g) The CUSA Board shall establish a Purchasing Policy or Procurement Policy
governing procurement, purchasing, contracts, sponsorships and other
transactions.

5) Financial Transparency



a) CUSA shall post its audited financial statements in a publicly accessible format
once approved by the CUSA Board.

b) On a quarterly basis, the Vice President Finance / Secretary-Treasurer or their
designate shall present an executive summary of the actual expenditures under
each budget to the relevant Approving Authority.

c) CUSA shall post its annual executive and corporate budgets in a publicly
accessible format.

d) The Vice President Finance / Secretary-Treasurer shall be responsible for
continuously promoting the financial transparency of the organization.

6) Officers
a) The Vice President Finance / Secretary-Treasurer is the Chief Financial Officer of

CUSA and is principally responsible for overseeing the organization’s finances.
b) The Executive Director shall also be independently accountable to the CUSA

Board to ensure the integrity of the corporation’s financial statements and the
financial stability of the corporation.

c) The CUSA Board shall determine the signing authorities for CUSA, while
considering the following four roles hold the most responsibility for the budget:
i) Vice President Finance / Secretary-Treasurer
ii) Executive Director
iii) Finance Manager Director of Finance, or equivalent position as

designated by the Executive Director
iv) President/CEO

d) The CUSA Board should consider the importance of having at least one
full-time staff person and one Executive Officer as a signing authority, when
possible.
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Policy Management Policy G-01

LONG TITLE Policy on the Creation,
Maintenance, and
Storage of CUSA
Policies

DATE OF ENACTMENT XX November 2023

LAST AMENDED

REFERENCE No. G-01 NEXT REVIEW 1 November 2027

CATEGORY Governance COMPETENT CHAMBER Bicameral

MANDATE
The purpose of this policy is to serve as a guiding document for, and during, CUSA’s

corporate policy cycle. It outlines the fundamental elements and accountabilities that are
critical to the successful policy development, approval, implementation, and review within
CUSA.

Policies are developed and approved to govern operational activities and best practices.
They serve to make expectations and accountabilities clear to employees, Directors,
Councillors, contractors, advisors, students-at-large, and all persons who have a relationship
with the Association. This policy should be considered as a guiding document for all public and
private policies, procedures, and guidelines at CUSA.

INTERPRETATION
1 This Policy may be called the Policy Management Policy.
2 In this Policy, the following definitions shall apply, and any other unclear terms shall

have the same meaning as in The Merriam-Webster Dictionary:
“competent chamber(s)” refers to the governing body or bodies – CUSA Council and/or the

CUSA Board of Directors – responsible for a given policy’s creation, architecture, and
maintenance. They are accountable to set the policy's direction, ensure alignment with
the Association's goals and values, and make decisions about a policy's scope. A
policy’s competent chamber(s) retain(s) final approval over its language, guidelines,
procedures, and any other information.



“guideline” refers to a collection of specific suggestions based on best practice to meet policy
or procedure requirements.

“policy” refers to the various governance rules of the Association, specifying control, direction
or information. It outlines principles, requirements, rules, and motivations.

“policy author” refers to a position, office, or department involved in crafting a proposed policy
or policies or any given amendment(s). A policy author may be, but is not synonymous
with, a competent chamber(s). Policy authors may also be, for example, a Councillor, a
Director, an Executive, or a member of senior management.

“policy lead” refers to the position, office, or department responsible for the day-to-day
management and implementation of a specific policy within the Association, such as an
Executive or a member of senior management. They oversee the practical aspects of a
policy's application.

“procedure” refers to an action-oriented document that outlines clear, step-by-step
descriptions of a policy lead’s duties in policy administration. Procedures often include
details of activities, responsibilities, and frequency of reviews. A procedure may also
include guidelines.

PURPOSE
3 This policy aims to establish a uniform framework for the Association’s policy
governance based on the following principles:

(a) Policies follow the Association’s defined framework, as outlined in this document.
(b) Policies must align with the Association’s governing documents, namely the Articles

of Amendment and the CUSA Bylaws.
(c) Policies must align with the Association’s mission, vision, and objectives.
(d) Policies should align with the Association’s existing Long-Term Strategic Plan or,

where appropriate, internal policies.
(e) Policies must, at a minimum, satisfy existing municipal, provincial, and federal

legislative and regulatory requirements.
(f) Policies must be reviewed by the respective competent chamber, at minimum, every

four (4) years unless applicable legislation or regulations require more frequent
review.

(g) There shall be an official repository of current CUSA policies. This standardized
folder shall be considered the ‘source of truth’ for all policies and should be updated
frequently to reflect all changes to new or existing policies, procedures, and
guidelines.

(h) All previous versions of policies shall be archived and retained by the Executive
Director and the Director of Student Development.



(i) Any documents provided in a paper format or in a draft version are not controlled
and should always be checked against copies found in a common, standardized
folder of CUSA Policies.

( j) The standardized CUSA Policies folder shall be managed by, at minimum:
(i) The Vice President Internal
(ii) The Director of Student Development
(iii) The Communications Coordinator

(k) The standardized CUSA Policies folder shall be owned by the Director of Student
Development.

(l) All CUSA policies shall be available to the public in accordance with section 6(c) of
the CUSA Transparency and Ethical Standards Policy, except for any
employment-related policies.

(m)All CUSA employment-related policies shall be made available to all members of
CUSA staff, as defined in the Hiring Policy and Procedure, and the CUSA Board of
Directors.

(n) Internal and external corporate policies must be approved by the designated
competent chamber(s). Departmental procedures may be created according to and
within the scope of the Departmental Procedure Approval Policy.

RESPONSIBILITIES AND ACCOUNTABILITIES
4 Responsibilities and accountabilities for the Association’s policy maintenance should be
followed in accordance with the matrix attached as Schedule I of this Policy.

APPROVAL AUTHORITY
5 All Association policies must be approved, at an appropriate level, by the designated
competent chamber with due consideration of the policy’s pertinence.
6 Any and all policy approval must be documented and recorded by the appropriate
competent chamber.
7 In accordance with section 9.4 of the CUSA Bylaws, the CUSA Board of Directors shall
have jurisdiction to generate, modify, repeal, and manage Policies and Procedures for the
supervision of the management of the Corporation.
7.1 In accordance with section 9.5 of the CUSA Bylaws, CUSA Council shall have
jurisdiction to generate, modify, repeal, and manage Policies and Procedures for advocacy and
student interest positions and policies.
7.2 The CUSA Board of Directors shall have jurisdiction to generate, modify, repeal, and
manage any Policy or Procedure that is not expressly delegated to Council within the CUSA
Bylaws.



8 Designation of a competent chamber for relevant policies and procedures must be
included in the policy at the time of approval.
9 Internal, department-specific procedures must seek approval as described within the
Departmental Procedure Approval Policy.

POLICY AND PROCEDURE DEVELOPMENT GUIDELINES
Inclusion, Diversity, Equity, and Accessibility Considerations

10 The Association shall strive to instill an IDEA (Inclusion, Diversity, Equity, and
Accessibility) lens to the development of all policies, thus helping guide the decision-making
process with said values.
11 During each review period, the Association’s competent chambers should review the
used language, viewpoints and materials to ensure IDEA values are addressed.
12 The designated competent chamber(s) should account for, at minimum, the following
IDEA considerations:

(a) Using gender neutral language.
(b) Ensuring appropriateness of cultural references, if used.
(c) Reviewing the impact of differences in culture, orientation and abilities on policy and

implementation.
(d) Guidelines for accessible document creation are followed, with the goal of reaching

the highest possible standard for web accessibility.

Writing Style

13 The Association shall ensure that all policies are written in an easily comprehensible
language with minimal legal or technical jargon.
14 The designated competent chamber(s) should account for, at minimum, the following
writing style considerations:

(a) Content should be written in English. Exceptions may be made based on IDEA
considerations (for instance, when referencing Indigenous place names).

(b) Content should be written in a clear and concise manner.
(c) Content should be written in an active voice when using the present tense.
(d) Content should be up-to-date on all details included, if easily outdated information

must be included.
(e) Full titles or terms should be used instead of using the acronym, employing

acronyms as the last resort or to avoid repetition.
(f) Documents should be consistent in presentation format. It is suggested that Nunito

font size 11 be used.



Planning

15 To ensure the success of a policy, the Association shall enable an internal planning
process which encompasses the following phases:

(a) Confirmation of appropriate details, requirements, and jurisdiction necessary for
policy creation or revision.

(b) Review of existing policies and/or followed practices.
(c) Identification of inconsistency and gaps between policies and practices, as well as

alignment with applicable legislation.
(d) Clarification of any discrepancies, vagueness or oddness noted between policy and

practice.
(e) Where the CUSA Board of Directors is a competent chamber, consultation with the

Executive Director or designated department manager to ensure alignment and
subject matter expertise is taken into consideration.

Drafting Process

16 Policymaking is a collaborative activity. The Association shall abide by the following
standards when developing new policies:

(a) Use the Association’s standard policy template.
(b) Share with appropriate internal stakeholders and affected departments to collect

feedback. Authors are encouraged to provide specific deadlines for feedback.
(c) Adjust the policy draft to incorporate any feedback received from the policy lead(s);

competent chamber(s); their respective committees, commissions, and
subcommittees; and others as deemed necessary.

(d) Include all relevant sections, such as the policy's purpose, scope, responsibilities,
and related procedures, in the feedback and final draft.

Execution

17 Policies of the Association may have, but do not necessarily require, instruments that
help facilitate its execution such as:

(a) Guiding values that can help provide a framework for the policy’s execution.
(b) Procedures that can help further execute the vision of the policy into day-to-day

business.
(c) Detailing any immediate consequences of policy non-compliance on the responsible

policy lead or affected entity.

ISSUES
18 It is important that all employees, CUSA Council, and the CUSA Board of Directors use
this policy to better understand the set expectations and standards for all policies.



18.1 Failure to abide would result in inconsistency and incoherence with the organization’s
policies. This may result in, among other issues, insufficient functioning and operations.



Schedule I — Policy Responsibility and Accountability Matrix G-01-I

AUTHORITY CUSA Board of
Directors

AUTHORIZED XX XXXXX 2023

LAST AMENDED

Responsibilities Accountabilities

CUSA Staff Access relevant policies through
CUSA’s standardized CUSA
Policies folder.

Review applicable policies and
abide by relevant policies and
procedures.

Identify and advise on areas of
revision or improvement on policies
to relevant staff.

Report on policy-relevant
incidents to relevant staff, their
supervisor, or in accordance with
guidelines addressed in the
Whistleblower Policy.

Competent
Chamber(s)

(CUSA Council
and/or the CUSA
Board of Directors)

Oversee the creation and
maintenance of appropriate
mechanisms for good governance,
leadership and administrative
structures.

Review governance, leadership
and administrative structures
periodically and provide guidance
on structural functioning and
improvements.

Review and contribute, per need,
to the content, implementation and
evaluation of the policy and the
policy process.

Consult with appropriate staff
and/or legal counsel for matters
related to legislation and
regulation review and revision.

Brief any relevant policy additions,
revisions, and retirement to
affected persons, such as a
department or the Executive team.

Hold all employees accountable
to applicable policies.

If possible, network with other
organizations for policy inquiries.

Ensure that appropriate CUSA
policies and related documents
are at-par with other
organizations.

Policy Lead Monitor organizational practices
and relevant policies applicable to
relevant staff and address

Draft and implement plans for
organizational communication,
training, education and



inconsistency between policy and
staff action appropriately.

implementation.

Identify and provide proposed
updates to policies nearing their
review date to the appropriate
competent chamber(s).

Identify and confirm the Policy
Author, as defined within this
Policy.

Determine, in consultation with the
competent chamber(s), any policy
redundancies.

Initiate any necessary processes
to authorize the removal of
redundant policies.

Submit new/revised policy and
related documents for approval to
the relevant competent
chamber(s).

Communicate updates, additions
and withdrawal of policies to
affected staff.

Policy Author Review any relevant legislation;
research; guidelines; internal and
stakeholder feedback; past
practices; and other applicable
documents to support
the creation, revision, or retirement
of a policy.

Consult with the Executive
Director, designated members of
senior staff, and the Vice
President Internal for policies
that may involve any of these
considerations.

Department of
Communications

Maintain an accessible inventory of
current policies on the website.

Refer staff to relevant policies
and related documents within
the inventory, when inquired.

Crafting communications materials
to inform employees of any
upcoming policy changes.

When asked, provide advice on
policy language, terminology,
and other IDEA considerations.
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APPENDIX I:

Proposed Hiring Policy and Procedure (H-01)

Hiring Policy & Procedure H-01

LONG TITLE Hiring Policy &
Procedure

DATE OF ENACTMENT 24 March 2022

LAST AMENDED 6 May 2023
25 November 2023

REFERENCE No. H-01 NEXT REVIEW 31 May 2024
1 February 2024

CATEGORY Human Resources COMPETENT CHAMBER CUSA Board

REVIEW
COMMITTEE

Human Resources
Subcommittee

DELEGATES President/CEO
Executive Director
Human Resources

1) Objective
a) To outline the principles and processes through which positions within the

Corporation are filled if not otherwise explained or covered in CUSA’s governing
documents.

2) Principle
a) The Carleton University Students’ Association (CUSA) does not discriminate on

the basis of sex, gender identity or expression, religion, race, colour, national or
ethnic origin, age, disability, sexual orientation or political affiliation. Hiring for
all positions within CUSA shall be carried out in a professional and ethical way
and based on the merit of each individual applying for the position, cognizant of
structural barriers to employment.

3) Policy Administration
a) The CUSA Board may approve the creation, restructuring, or moving of a

position across inter-CUSA departments and classifications, but all positions
shall fall into one of the following categories or offices;
i) Executive (class 1)

(1) President/CEO
(2) Vice President Finance / Secretary-Treasurer



(3) Vice President Internal
(4) Vice President Student Life
(5) Vice President Student Issues
(6) Vice President Community Engagement

ii) Senior Leadership (class 2)
(1) Executive Director
(2) Finance Manager
(3) Director of Communications & Strategic Initiatives
(4) Director of Student Development
(5) Director of Student Services

iii) CUPE 3011 Unionized Positions (CUPE 3011)
(1) Student Services Manager
(2) Communications Coordinator
(3) Building Operations Manager
(4) Building Operations Assistant Manager & Technical Coordinator
(5) Events & Programming Coordinator
(6) Student Groups Administrator
(7) Graphic Designer
(8) Accounts Payable & Payroll Administrator
(9) Accounts Receivable
(10) Haven Books Manager
(11) Haven Cafe Manager
(12) Ollie’s Manager
(13) Ollie’s Assistant Manager
(14) Unified Support Centre Administrator
(15) Rooster’s Coffeehouse Manager
(16) HR and Finance Assistant

iv) Executive or Management Adjacent Student Positions (Class 3)
(1) Executive Assistant / Recording Secretary
(2) Executive Coordinator
(3) Research & Advocacy Coordinator
(4) Policy Coordinator
(5) Business Development Coordinator
(6) Speaker of Council
(7) Deputy Speaker of Council
(8) IT Administrator

v) CUPE 1281 Unionized Student Positions (CUPE 1281)



(1) Haven student employees
(2) Ollie’s student employees
(3) Rooster’s student employees
(4) Carleton Disability Awareness Centre (CDAC) Administrative

Coordinator
(5) CDAC Programming Coordinator
(6) Gender & Sexuality Resource Centre (GSRC) Administrative

Coordinator
(7) GSRC Programming Coordinator
(8) Director of Hatch
(9) Mawandoseg Centre Student Leader
(10) Racialized & International Student Experience (RISE)

Administrative Coordinator
(11) RISE Programming Coordinator
(12) Wellness Centre Administrative Coordinator
(13) Wellness Centre Programming Coordinator
(14) The Womxn’s Centre Administrative Coordinator
(15) The Womxn’s Centre Programming Coordinator
(16) Front Desk student employees
(17) Social Media Coordinator

vi) Full-time, short-term, contracted positions & consultants (Class 4)
(1) Business Advisor
(2) Chief Returning Officer
(3) Governance Consultant
(4) Charitable Initiatives Manager
(5) Other Ad-Hoc Consultants

b) All positions will be advertised externally through the CUSA webpage and
other CUSA locations for at least 14 days prior to a set deadline.
i) Class 4, CUPE 3011, and CUPE 1281 positions may be exempt from this

process due to clauses within Collective Bargaining Agreements (CBAs)
or where a hiring process is otherwise outlined below.

c) Where appropriate, Class 1, Class 3, and CUPE 1281 positions will be
advertised through the Carleton myCareer webpage, RRRA webpage, and The
Charlatan.

d) Where appropriate, Class 2, CUPE 3011, and Class 4 positions will be
advertised through LinkedIn, Indeed, CharityVillage, CACUSS, COCA, or other
relevant professional associations



e) Postings for CUSA jobs shall include the following:
i) Name of position
ii) Reporting relationships
iii) Duties and responsibilities
iv) Required and desired qualifications
v) Compensation
vi) Union status; and
vii) Any other criteria determined by the direct supervisor, area supervisor, or

Director of Human Resources
f) The following phrases shall be included on each job posting:

i) “CUSA values employment and educational equality and welcomes
applicants from diverse groups including (but not limited to): women;
aboriginal people; people of colour; people with disabilities; international
students; and gay, lesbian, bisexual, transgendered people.”

ii) "We thank all candidates for their interest, however, only those selected
for an interview will be contacted."

g) Hiring panels may decide to invite Resource Members by majority vote, but an
effort will be made to reach consensus on inviting Resources Members to hiring
panels.

4) Class 1 Hiring
a) The President/CEO is elected by students-at-large in results compiled by the

Chief Returning Officer in line with the Elections Policy and ratified by CUSA
Council

b) The Vice President Finance / Secretary-Treasurer is selected in accordance with
the Vice President Finance / Secretary-Treasurer Nominating Committee and
settled by CUSA Council

c) The Vice Presidents Internal, Student Life, Student Issues, and Community
Engagement are elected by CUSA Council in line with the Vice Presidential
Elections Policy

5) Class 2 Hiring
a) Executive Director

i) The Hiring panel for the Executive Director shall consist of
(1) Outgoing Executive Director (Where possible)
(2) Up to two (2) interested CUSA Board Directors, selected by the

CUSA Board
(1) Chair of the CUSA Board
(2) President/CEO



(3) Director of Human Resources
(4) Vice President Internal or Vice President Finance /

Secretary-Treasurer
b) Finance Manager

i) The Hiring panel for the Finance Manager shall consist of
(1) Executive Director or designate
(2) President/CEO
(3) Vice President Internal or Vice President Finance /

Secretary-Treasurer
(4) Chair of the CUSA Board
(5) One CUSA Board member, if willing

c) Director of Communications & Strategic Initiatives
i) The Hiring panel for the Director of Communications & Strategic

Initiatives shall consist of
(1) Executive Director or designate
(2) President/CEO
(3) Director of Finance & Administration or delegate
(4) Vice President of Community Engagement or delegate
(5) One CUSA Board member, if willing

d) Director of Student Development
i) The Hirning panel for the Director of Student Development shall consist

of
(1) Executive Director or designate
(2) President/CEO
(3) Director of Finance & Administration or delegate
(4) Vice President Student Issues or delegate
(5) One CUSA Board member, if willing

e) Director of Student Services
i) The Hiring panel for the Director of Student Services shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) Vice President Community Engagement or delegate
(4) President/CEO or delegate

6) CUPE 3011 Hiring
a) Student Services Manager

i) The Hiring panel for the Student Services Manager shall consist of
(1) Executive Director or designate



(2) Director of Finance & Administration or delegate
(3) Vice President Community Engagement or delegate
(4) President/CEO or delegate

b) Communications Coordinator
i) The Hiring panel for the Communications Coordinator shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) Director of Communications & Strategic Initiatives
(4) President/CEO or delegate

c) Building Operations Manager
i) The Hiring panel for the Building Operations Manager shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) President/CEO or delegate

d) Building Operations Assistant Manager & Technical Coordinator
i) The Hiring panel for the Building Operations Assistant Manager &

Technical Coordinator shall consist of
(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) President/CEO or delegate

e) Events & Programming Coordinator
i) The Hiring panel for the Events & Programming Coordinator shall consist

of
(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) Director of Student Development
(4) Vice President Student Life or delegate

f) Student Groups Administrator
i) The Hiring panel for the Student Groups Administrator shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) Director of Student Development
(4) Vice President Internal or delegate

g) Graphic Designer
i) The Hiring panel for the Graphic Designer shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate



(3) Director of Communications & Strategic Initiatives
(4) President/CEO or delegate

h) Accounts Payable & Payroll Administrator
i) The Hiring panel for the Accounts Payable & Payroll Administrator shall

consist of
(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) Vice President Finance / Secretary-Treasurer or delegate

i) Accounts Receivable
i) The Hiring panel for the Accounts Receivable position shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) Vice President Finance / Secretary-Treasurer or delegate

j) Haven Books Manager
i) The Hiring panel for the Haven Books Manager shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) President/CEO

k) Haven Cafe Manager
i) The Hiring panel for the Haven Cafe Manager shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) President/CEO

l) Ollie’s Manager
i) The Hiring panel for the Ollie’s Manager shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) President/CEO

m) Ollie’s Assistant Manager
i) The Hiring panel for the Ollie’s Assistant Manager shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) President/CEO or delegate
(4) Ollie’s Manager

n) Unified Support Centre Administrator
i) The Hiring panel for the Unified Support Centre Administrator shall

consist of



(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) President/CEO

o) Rooster’s Coffeehouse Manager
i) The Hiring panel for the Rooster’s Coffeehouse Manager shall consist of

(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) President/CEO

p) Rooster’s Coffeehouse Assistant Manager
i) The Hiring panel for the Rooster’s Coffeehouse Assistant Manager shall

consist of
(1) Executive Director or designate
(2) Director of Finance & Administration or delegate
(3) President/CEO or delegate
(4) Rooster’s Coffeehouse Manager

q) HR and Finance Assistant
i) The Hiring panel for the HR and Finance Assistant shall consist of

(1) Director of Finance and Administration
(2) 1 other finance staff as designated by the Director of Finance and

Administration
(3) President/CEO or Vice President Finance / Secretary Treasurer
(4) 1 other Senior Staff member as designated by the Director of

Finance and Administration

Class 3 Hiring
a) Executive Assistant / Recording Secretary

i) The Hirning panel for the Executive Assistant shall consist of
(1) Chair of the CUSA Board
(2) President/CEO
(3) Executive Director or designate
(4) Director of Finance & Administration or delegate
(5) Director of Student Development

b) Executive Coordinator
i) The Hirning panel for the Executive Coordinator shall consist of

(1) President/CEO
(2) Vice President Internal
(3) Director of Finance & Administration or delegate



c) Research & Advocacy Coordinator
i) The Hirning panel for the Research & Advocacy Coordinator shall consist

of
(1) Director of Finance & Administration or delegate
(2) Vice President Student Issues or delegate
(3) Vice President Community Engagement or delegate
(4) Director of Student Development

d) Policy Coordinator
i) The Hirning panel for the Policy Coordinator shall consist of

(1) Director of Finance & Administration or delegate
(2) Chair of the Board
(3) Speaker of Council
(4) President/CEO
(5) Director of Student Development

e) Business Development Coordinator
i) The Hirning panel for the Business Development Coordinator shall

consist of
(1) Director of Finance & Administration or delegate
(2) Vice President Finance / Secretary-Treasurer or delegate
(3) Director of Finance

f) Speaker of Council
i) The Hiring panel for the Speaker of Council shall consist of

(1) Two (2) CUSA Councilors appointed by CUSA Council at the
Annual General Meeting

(2) Director of Student Development
g) Deputy Speaker of Council

i) The Hiring panel for the Deputy Speaker of Council shall consist of
(1) The same two (2) CUSA Councilors appointed by CUSA Council

at the Annual General Meeting to hire the Speaker of Council
(2) Director of Student Development

h) Clerk to Council
i) The Hiring Panel for the Clerk to Council Shall consist of

(1) the same two CUSA Councillors appointed at the Annual General
Meeting to hire the Speaker

(2) Vice President Internal (non-voting, but votes in the case of a tie)
(3) The Director of Student Development



7) CUPE 1281
a) Haven student employees

i) The hiring of Haven student employees shall be the responsibility of the
Haven Books and Have Cafe Managers

b) Ollie’s student employees
i) The hiring of Ollie’s student employees shall be the responsibility of the

Ollie’s Manager
c) Rooster’s student employees

i) The hiring of Rooster’s student employees shall be the responsibility of
the Rooster’s Manager

d) Carleton Disability Awareness Centre (CDAC) Administrative Coordinator
i) The hiring panel for the CDAC Administrative Coordinator shall consist

of
(1) Student Services Manager
(2) Outgoing CDAC Administrative Coordinator, where possible
(3) One (1) CUSA Executive appointed by the Executive

e) CDAC Programming Coordinator
i) The hiring panel for the CDAC Programming Coordinator shall consist of

(1) Student Services Manager
(2) Outgoing CDAC Programming Coordinator, where possible
(3) One (1) CUSA Executive appointed by the Executive

f) Gender & Sexuality Resource Centre (GSRC) Administrative Coordinator
i) The hiring panel for the GSRC Programming Coordinator shall consist of

(1) Student Services Manager
(2) Outgoing GSRC Programming Coordinator, where possible
(3) One (1) CUSA Executive appointed by the Executive

g) GSRC Programming Coordinator
i) The hiring panel for the GSRC Programming Coordinator shall consist of

(1) Student Services Manager
(2) Outgoing GSRC Programming Coordinator, where possible
(3) One (1) CUSA Executive appointed by the Executive

h) Director of Hatch
i) The hiring panel for the Director of Hatch Programming Coordinator shall

consist of
(1) Student Services Manager
(2) Outgoing Director of Hatch, where possible



(3) One (1) CUSA Executive appointed by the Executive
i) Mawandoseg Centre Student Leader

i) The hiring panel for the Mawandoseg Centre Student Leader shall
consist of

(1) Student Services Manager
(2) Outgoing Mawandoseg Centre Student Leader, where possible
(3) One (1) CUSA Executive appointed by the Executive

j) Racialized & International Student Experience (RISE) Administrative Coordinator
i) The hiring panel for the RISE Administrative Coordinator shall consist of

(1) Student Services Manager
(2) Outgoing RISE Administrative Coordinator, where possible
(3) One (1) CUSA Executive appointed by the Executive

k) RISE Programming Coordinator
i) The hiring panel for the RISE Programming Coordinator shall consist of

(1) Student Services Manager
(2) Outgoing RISE Programming Coordinator, where possible
(3) One (1) CUSA Executive appointed by the Executive

l) Wellness Centre Administrative Coordinator
i) The hiring panel for the Wellness Centre Administrative Coordinator

shall consist of
(1) Student Services Manager
(2) Outgoing Wellness Centre Administrative Coordinator, where

possible
(3) One (1) CUSA Executive appointed by the Executive

m) Wellness Centre Programming Coordinator
i) The hiring panel for the Wellness Centre Programming Coordinator shall

consist of
(1) Student Services Manager
(2) Outgoing CDAC Programming Coordinator, where possible
(3) One (1) CUSA Executive appointed by the Executive

n) The Womxn’s Centre Administrative Coordinator
i) The hiring panel for the Womxn’s Centre Administrative Coordinator

shall consist of
(1) Student Services Manager
(2) Outgoing CDAC Programming Coordinator, where possible
(3) One (1) CUSA Executive appointed by the Executive

o) The Womxn’s Centre Programming Coordinator



i) The hiring panel for the Womxn’s Centre Programming Coordinator shall
consist of

(1) Student Services Manager
(2) Outgoing CDAC Programming Coordinator, where possible
(3) One (1) CUSA Executive appointed by the Executive

p) Front Desk Student Employees
i) The hiring panel for the Front Desk Student Employees shall consist of

(1) Student Services Manager
(2) Outgoing CDAC Programming Coordinator, where possible
(3) One (1) CUSA Executive appointed by the Executive

q) Social Media Coordinator
i) The hiring panel for the Social Media Coordinator shall consist of

(1) Director of Communications & Strategic Initiatives
(2) Director of Finance & Administration or designate
(3) One (1) CUSA Executive appointed by the Executive

r) IT Administrator
i) The Hiring panel for the IT Administrator shall consist of

(1) Executive Director or Designate
(2) Director of Student Services or designate
(3) Director of Communications and Strategy or designate
(4) 1 Executive Member (President/CEO or VP)

8) Full-time, short-term, contracted positions & consultants
a) Charitable Initiatives Manager

i) The Hiring Panel for the Charitable Initiatives Managers shall consist of
1) President/CEO or designate
2) Executive Director or designate
3) The Director of Student Services
4) Manager of Human Resources



Previous amendments:
May 6th, 2023

Motion to Amend the Hiring Policy & Procedure to Include the Creation of a Manager of
Charitable Initiatives (B-137)

WHEREAS the position of a full-time Manager of Charitable Initiatives has been approved on a
trial basis after consultation with CUPE 3011 leadership,

Be it resolved that Section 3 subsection a) vi) of the Hiring Policy & Procedure read as
follows:

vi) Full-time, short-term, contract positions & consultants (Class 4)
(1) Business Advisor
(2) Chief Returning Officer
(3) Governance Consultant
(4) Charitable Initiatives Manager
(5) Other Ad-Hoc Consultants

Be it further resolved Section 8 of the Hiring Policy & Procedure read as follows:

8) Full-time, short-term, contracted positions & consultants
a) Charitable Initiatives Manager

i)The Hiring Panel for the Charitable Initiatives Managers shall consist of
(1) President/CEO or designate
(2) Executive Director or designate
(3) The Director of Student Services
(4) Manager of Human Resources

Moved: President Faris
Second: Director Alary
Carried unanimously

March 31, 2022
Motion to amend the Hiring Policy & Procedure

Whereas the Social Media Coordinator Role is being created



Be it resolved that Social Media Coordinator be added to CUSA 1281 Roles

Be it also resolved that the hiring panel for the Social Media Coordinator will be:

q) Social Media Coordinator
ii) The hiring panel for the Social Media Coordinator shall consist of

(1) Director of Communications & Strategic Initiatives
(2) Director of Human Resources or designate
(3) One (1) CUSA Executive appointed by the Executive

Motion adopted with 3 yeas, 0 nays.

May 16, 2022
10.2 Amendment from Vice President Internal Caratao

Motion to amend the Hiring Policy

Be it resolved that Section 3 subsection h) of the Hiring Policy & Procedure read as follows:
h) Clerk to Council

i)The Hiring Panel for the Clerk to Council Shall consist of
(1) the same two CUSA Councillors appointed at the Annual General
Meeting to hire the Speaker
(2) Vice President Internal (non-voting, but votes in the case of a tie)
(3) The Director of Student Development

Motion passes unanimously.

April 1, 2022
Motion to amend the Hiring Policy & Procedure

Whereas the Director of Student Services Role is being created

Be it resolved that the Director of Student Services be added to Class 2 level of Employees,

Be it also resolved that the CUPE 3011 position will remain vacant for a period of 12months
pursuant to Section 12.05 of the Collective Agreement

Be it further resolved that the Hiring panel for the Director of Student Services shall consist of
f) Director of Student Services

i) The Hiring panel for the Director of Student Services shall consist
of

(5) Executive Director



(6) Director of Human Resources or delegate
(7) Vice President Community Engagement or delegate
(8) President/CEO or delegate

Motion adopted with 3 yeas, 0 nays.

August 9th, 2022
Motion to Amend the Hiring Policy & Procedure (B-52)

WHEREAS the HR and Finance Assistant position has been created

BE IT RESOLVED that the HR and Finance Assistant positions be added to CUPE 3011 level of
Employees,
BE IT ALSO RESOLVED that the Hiring panel for the HR and Finance Assistant position shall
consist of

q) The Hiring panel for the HR and Finance Assistant shall consist of
(1) Director of Finance and Administration
(2) 1 other finance staff as designated by the Director of Finance and

Administration
(3) President/CEO or Vice President Finance / Secretary Treasurer
(4) 1 other Senior Staff member as designated by the Director of Finance

and Administration

BE IT FURTHER RESOLVED that all applicable clerical edits be made through out the policy
where applicable

BE IT FURTHER RESOLVED that any references to the Director of Human Resources and
Director of Finance be amended to “Director of Finance and Administration”

BE IT FURTHER RESOLVED that sections 5(b) and 5(c) be removed from the policy, and
replaced with

(b) The Hiring panel for the Director of Finance and Administration shall consist of
(1) Executive Director
(2) President/CEO
(3) Vice President Internal or Vice President Finance/Secretary Treasurer
(4) Chair of the CUSA Board
(5) One CUSA Board member, if willing



Be it further resolved that all references to the Executive Director in hiring panel membership
be amended to “Executive Director or designate” for the following employee categories:

● Class 1
● CUPE 3011
● Class 3

Moved: President Stoikos-Lettieri

Seconded: Vice Chair Harris

Motion passes unanimously

August 9th, 2022
Motion to Amend the Hiring Policy and Procedure (B-53)

WHEREAS the IT Administrator position has been created

BE IT RESOLVED that the IT Administrator position be added to Class 3 level of Employees,

BE IT FURTHER RESOLVED that the following sections be inserted into section 7 of the Hiring
Policy and Procedure:

h) IT Administrator

i) The Hiring panel for the IT Administrator shall consist of

(1) Executive Director or Designate
(2) Director of Student Services or designate
(3) Director of Communications and Strategy or designate
(4) 1 Executive Member (President/CEO or VP)

Moved: President Stoikos-Lettieri

Seconded: Chair Simms

Motion passes unanimously




