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Introduction




This handbook is designed to aid student groups that intend to be recognized as official academic societies. It outlines the
freedoms granted to, and restrictions imposed on, existing societies as of the 2015-2016 Academic Year. In addition to the
University of Toronto’s Code of Conduct, the guidelines in this handbook must be adhered to at all times if, in accordance to
these rules, the student group is recognized as an academic society under the UTM Students Union (hereafter known as UTMSU)
and the Academic Societies Advisory Committee (hereafter known as ASAC).

Academic societies differ intrinsically from student clubs. They organize to provide their students with academic
resources in the form of both material goods and in the types of events hosted (see Events). Societies do not exist solely to
provide extra-curricular activities; while this may be one of the many types of activities organized, the society’s main goal is
oriented towards celebrating their academic discipline through events that enhance a student’s academic experience and
learning opportunities in an unconventional, out-of-the-classroom method. Societies are encouraged to use as many resources
as can possibly be obtained through their department, UTMSU, and ASAC to achieve this goal. Societies also make an active effort
to communicate students’ course/discipline related concerns to their department by creating a safe, interactive forum of
discussion.

Academic societies are held accountable not only to their student body, but to their immediate department/faculty, to
the University’s Administration (i.e. ASAC), and to the UTMSU (i.e. the President of University Affairs and Academics, and the
Academic Societies Coordinator). While independently run by students, societies should seek counsel from their department
and are held responsible at all times for their executive decisions under the authorities listed above. Their practice is subject to
a bi-annual review in the form of audits (see Audit section), wherein ASAC and UTMSU reserve the right to withdraw recognition
of the society where there is an unequivocal failure to follow the rules of this handbook.

DEFINITIONS

ASAC - the Academic Society Advisory Committee (consisting of the Office of the Dean and UTM Students’ Union).
UTMSU - The University of Toronto at Mississauga’s Students’ Union.
Academic Year - the time period involving activity from September of one year to the April of the following year.




Constitution




All academic societies must compose a constitution to be kept on file for their own records and for the use of UTMSU, ASAC,
and their department. Below is the basic format societies are encouraged to follow, with descriptions that further outline
instructions.

Article I: Name
- State the full name of the academic society and any abbreviations by which it may also be referred.
Article II: Purpose

- The society acknowledges their status as an official academic society and the purpose for which they are a collective;
- The academic discipline(s) the society is centered around;

- The types of resources the society intends to provide students;

- The overall mission statement; and

- Basic expectations to be held with regard to the society’s conduct and practice.

Article III: Membership
The society outlines their eligible membership.

- The membership of every academic society is automatically comprised of all full-time and part-time students enrolled
in the academic programs (Major, Minor, Specialist subject POSt) to which the society caters:

- The society’s membership also includes students taking elective courses from the academic discipline to which the
society caters;

- students granted automatic membership by way of program enrollment cannot be charged a basic membership fee;

- The society can however charge a premium fee to offer certain resources to members;

- The society may impose further standards for other students not enrolled in the program to be associate members;

- Societies cannot deny membership to students enrolled in their academic programs based on race, religion, gender,
academic inclination, age, and sexual orientation. This non-exclusionary policy is all encompassing and reflects on every
aspect of academic society policy;

- The society’s membership also comprises its voting members.




Article IV: Executives
The society outlines the executive positions and roles that comprise the society’s executive council.

- The executive council of all recognized academic societies must be comprised of currently enrolled full-time or part-time
students who have paid their University of Toronto incidental fees.
- All executives of a society must necessarily be enrolled in the academic program(s)/subject POSt(s) of the society for
their election to be legitimate;
- All students that run for an executive position must be a part-time or full-time student for the year they serve on the
committee.
- Every society must necessarily have, or have executives with equivalent roles as:
1) President - responsible for overseeing the society’s practice and chief of decision making; primary contact
for the society.
2) Vice President Internal OR Secretary - responsible for internal communications in the society; taking
minutes; emails/social media; chief of human resources.
3) Treasurer - responsible for handling financial resources and cash flow; keeping records of receipts, finances,
and spending; design budgets in collaboration with the President and other executives; submit the bi-annual
audit report to UTMSU/ASAC.

- The society may choose to add other executive positions in addition to the mandatory ones listed above;
- The society may have first year positions open for election every September;
- Requirements to be an executive for each position must also be listed, for example:
=>» President - must have experience of at least 1 year on the executive team in another position.
=> Event Coordinator - no experience required, any member of society may run for the position.

Article V: Meetings
Indicate frequencies of executive meetings and general meetings open to all members of the academic society.

- All societies are required to hold 2 general meetings, one in each semester.



- All societies must have one general meeting for members between January and March showing financial statements to
their members.

Article VI: Elections
The society outlines the basic rules for elections in accordance with the UTMSU Elections Guidebook; the society indicates who is
eligible to run and who is eligible to vote; guidelines for elections resulting in a vacant executive position.

- All elections must be conducted by last week of March, as per the requirements of experience listed under the executive
positions;
- All elections must have a Chief Returning Officer (see Elections);
- All members are eligible voters - i.e. voting members are students enrolled in the society’s academic programs (Major,
Minor, Specialist subject POSt) at UTM;
- Alumni may be associate members but are not eligible to vote in the executive elections;
- Students who will have graduated (alumni) for the year they intend to serve as an executive are not eligible to run.
- The society includes guidelines for cases wherein an executive position is left vacant. The following must be included:
1) The society must hold a second election in the following September, after advertising the vacant positions to
its members (see Elections);
2) For the months of April - September, the society can either appoint an interim executive or opt to keep the
position vacant, giving its responsibilities to an existing executive temporarily.

** For more information on how to conduct elections, and for other relevant rules, see Elections.

Article VII: Recall from Office
The society outlines guidelines by which an executive may be removed from office.

- Removal from office can occur after the VP University Affairs and Academics has issued two verbal warnings and ASAC
has issued one written warning. The warnings must clearly state the problem(s) and the steps to be taken to resolve
them;

- The society itself can petition to remove an executive from office;
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=>» The petition must outline the alleged offenses/instances of neglect of duty of the executive (corresponding to
the society’s constitution)

=>» The petition must be submitted to and approved by the Vice President of University Affairs/Academic Societies
Coordinator

=> Upon approval, the society must conduct a referendum mediated by the Academic Societies Coordinator
wherein a majority vote will take place

- The society must discuss further steps with UTMSU before removing any executive from office or suspending their
duties;

- Foritto be formalized, the removal from office must be verified in writing by the Vice President of University Affairs
and Academics/Academic Societies Coordinator.

Article VIII: Amendment
The constitution of a society must be subject to an amendment procedure that prevents arbitrary alterations to it.

- All amendments must be approved by UTMSU before they are formalized.

Please Refer To Appendix A.




Elections
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Societies must conduct their elections in accordance with the UTMSU Elections Guidebook. The following are some
instructions that serve to provide additional guidance:

- All elections require a Chief Returning Officer who will set up the elections online at www.voting.utoronto.ca or in-
person;

- The CRO must be non-biased and must be approved by the Academic Society’s executive and the Academic Societies
Coordinator;

- The CRO’s duties and responsibilities are outlined in the UTMSU Elections Guidebook;

- Elections must be completed by the last week of March;

- Only students enrolled in the society’s subject POSt(s) may run for an executive position - a student not enrolled in the
program to which the society caters is not eligible for any executive position;

- Advertising for elections are mandatory and are to take place over a period of a minimum of two weeks, and must be
visible throughout campus;

- Al election advertisements must be submitted to the
VP University Affairs and Academics and the Academic Societies Coordinator for approval;

- All paper advertisements must be in accordance to the environmental sustainability policies (see Sustainability);

- A nomination period following the advertising period should be set for a period of at least one week;

- A campaign week will be held in the week following nominations close;

- Elections are to take place during or following the campaign week either online at voting.utoronto.ca or in-person - the
society must have the medium of the election approved by the Academic Societies Coordinator;

- In the case of a by-election, academic societies must still follow the above regulations;

- Any complaints that arise during the course of elections, or as a result of elections must be brought to the attention of the
Academics Societies Coordinator in written form within 72 hours of the elections.

Societies are encouraged to manage their elections online at voting.utoronto.ca, set up by their CRO in collaboration with UTM’s
Office of the Student Life.


http://www.voting.utoronto.ca/
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The Academic Societies Coordinator and/or the Vice President of University Affairs reserve the right to investigate, and if
deemed necessary, invalidate elections that were conducted in an undemocratic manner - i.e. in a blatant manner that does not
adhere to the rules above or those listed in the UTMSU Elections Guidebook. If this is the case, the Academic Societies
Coordinator will conduct a re-election.

The society is responsible for following these rules at all times; if this is not possible due to an extenuating circumstance, the
society must declare this to UTMSU (the Academic Societies Coordinator or VP University Affairs) beforehand to be exempted
from the consequences.




Faculty/Staff Liaison
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Each department provides a faculty or staff liaison to help societies in general, but in particular with respect to ideas about
possible programming and to help publicize their events among the faculty. Atthe beginning of each academic year, UTMSU will
provide you with the name of your faculty or staff liaison. You are encouraged to arrange a meeting with appropriate executive
from your society and the liaison to talk about your plans for the year. Over the course of the year, we encourage you to stay in
touch with your liaison and to use whatever guidance this individual gives you to make the most of your cycle of activities.

See Appendix E for the List of Liaisons.




List of Events and Budget
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Each society recognized by UTMSU must submit a list of events for the entire academic year and a budget for these events at an
agreed upon time by the VP University Affairs and Academics and the Academic Society. This list should include the name of the
event and definite or tentative dates. Please keep the Academic Societies Coordinator up-to-date on any changes. The budget
should outline anticipated revenues and expenses for each event. The Academic Societies Coordinator reserves the right to
require a society to re-submit a budget if deemed inaccurate or does not follow the guidelines.

Further guidelines:

1. Atleast two thirds of the people at a society event held at a room booked at UTM must be UTM students (exempting the
Blind Duck since it is paid for);
2. Each academic society must host at least one event each term that is open to all University of Toronto students.

ADVERTISING FOR EVENTS

Any and all postings on campus must conform to both the academic society non-exclusionary policy and the UTMSU bulletin
boards and wall surfaces advertising policy. Please note that all advertising must be in English or a direct English translation
should be provided.

» Poster Wall
1 The Poster Wall is located in the Meeting Place opposite the elevator. There is a maximum of one 2’ x 3’ poster, or four
8-1/2" x 11” posters (posters cannot be taped together to form a large banner). All posters must be stamped before
they are to be used. Posters can be stamped during office hours at the Information Booth. Use only masking tape when
taping the posters to the wall. All other boards require push pins to be used. It is the society’s responsibility to remove
posters after all events. If posters are left on the wall after the date of the event, the society may lose its posting
privileges.

» UTMSU Bulletin Boards
9 Before posting society events, society’s postings must receive the UTMSU stamp or risk having them removed from the
boards. Posters or flyers can be stamped at the Information Booth. Clubs are responsible for removing their own




posters after events. A size limit of 8-1/2” x 11” per poster board and a maximum of 8 advertisements (1 sheet
maximum per board). Push pins may only be used on the UTMSU bulletin boards.

» UTMSU Forums and Calendar/ Newsletter

1 Free service provided by UTMSU for all recognized societies. The Academic Societies Coordinator can post
events online or the academic society executives can do it.
» CFRE Radio
1 All societies have access to limited airtime on CFRE Radio at no cost. For additional airtime, please see CFRE
Radio for a price list.

Please Refer To Appendix B.
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Academic societies receive long-term funding based on the number of students enrolled in its academic programs and
thosetaking full course equivalent electives in that discipline. Societies receive 60% of their allocated fund in September-
October, and the remaining 40% in February if their submitted audit in January is successful. In addition to the allocated
amount, ASAC exercises discretion to pass short-term funding for societies that request extra financial assistance for an event
they intend to plan in the future (see Short Term Funding below).

Generally, in order to be eligible for funding through ASAC, societies must:

Be recognized by UTMSU

Have a bank account approved and authorized by UTMSU, as indicated by their bank transition letter;
Submit a detailed financial breakdown of the events in the school year;

Submit bank statements of the previous year and proof of the current account.

= =4 -4 A

It is the responsibility of the society to keep the Academic Societies Coordinator up-to-date on any changes. The Academic
Societies Coordinator or Academic Societies Auditor reserve the right to require a society to re-submit a budget if deemed
inaccurate or does not follow the guidelines.

Short Term Funding

In the event that a society needs financial support for an extra event not stated in their Long Term Funding application, they
are entitled to submit a Short Term Funding application. Short term funding is only available prior to the event and not
retroactively; ASAC will not grant funding to a society for an event that has already taken place. A proposal must be submitted
requesting financial assistance from ASAC. This consists of:

1) The specific amount being requested;

2) A detailed breakdown of the budget for the event;

3) The importance of the event;

4) An explanation/proof as to why the society does not already have sufficient resources;
5) Any other information the society deems significant for consideration.



Criteria for Short-Term Funding
Funding will be allocated to societies based on the following criteria:

Academic nature of event

Award nominations

Quality of event planned

Frequency of events planned

Previous spending habits

Audit report from previous year/semester
The amount requested

= =4 =4 -8 -8 _9 -9

**Note: Short term funding is not guaranteed through ASAC. ASAC may choose to provide a portion of the requested amount,
or decide not to fund the society altogether based on the above criteria.
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A bank account is mandatory for all Academic Societies unless the ASAC explicitly grants an exception. All bank accounts must
be registered under the name of the academic society and never in the name of an individual. A copy of the bank statement
containing the society name will be submitted to the VP University Affairs and Academics by the last Friday of April, along with
the names of the new executives taking over signing rights. Each account must require two signatures.

Financial Statements

Financial Statements must include the following:

1 The planned budget and expenses for events of the term(s) - detailed breakdown of these expenses (this is submitted
with the re-recognition package, though the society will be required to re-submit this for the audit);

The actual expenses for events held in the term(s) - detailed breakdown of these expenses;

Bank statements and original receipts supporting expenses for each event

The amount of money received by the society through ASAC till date;

Total amount spent during the year

The bank transition letter

Contact information of the creator of the financial statements (i.e. the treasurer or VP finance of the society’s executive).

= =42 =4 -4 -8 -9

All financial statements must be typed. UTMSU and the Academic Societies Coordinator reserve the right to reject any
Financial Statement that does not meet specified standards.



Audit System
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A workshop on creating a financial statement will be held by UTMSU during the year and it is MANDATORY for the finance
officers of each academic society to attend it. If they are unable to do so they must get an attendance waiver from the Academic
Societies Coordinator and set up an alternate time to discuss the statement requirements.

Financial Statements, bank statements, budget vs. actuals, and original receipts must be submitted to the UTMSU office as part
of the auditing package by the second Monday of January. Non-submission will result in loss of the remaining funding
through ASAC.

Financial Statements will be audited by the UTMSU Academic Societies Audit Team (hired) and audits will be approved by the
ASAC before the other 40% of funding is released. Auditing of Financial Statements will take two weeks. The VP University
Affairs and Academics or designate will provide a more detailed and specific list of important deadlines.

**Failing the audit or failure to provide the correct information for the audit may result in losing further funding from ASAC,
both the remaining 40% and any short term requests for financial assistance. The society also risks losing credibility, which
could result in future implications when considering spending habits for financial assistance.




Transition Report
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At the end of each academic year, the outgoing executive team must compose transition reports for each executive position for
the incoming successors to read. These transition reports must include, for each executive position: the roles and

responsibilities of the executive; the executive’s resources and information; any suggestions for improvements; any advice on
how to undertake the role of the executive effectively.

Please Refer To Appendix C.



Resource Binder
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Every academic year, academic societies will have access to a resource binder provided by UTMSU. This binder will include
contact information of faculty members, social media assistants, and sponsorships. Additionally, the binder will also include
information about subsidized services offered by UTMSU.

Please Refer To AppendixD. .
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UTMSU holds society training up to 3 times in a year, and the society is responsible for having at least a minimum of
representatives attend. Training sessions will cover:

1) Important leadership skills & society-related tasks;
2) Finances and the audit process;
3) Elections and academic integrity.

Failure to attend these trainings consistently will influence the society’s credibility for funding through ASAC and for
assistance from UTMSU. If the society is unable to be represented at the training sessions, they are responsible for clearing the
absence with the Academic Societies Coordinator first.




Academic Society Privileges
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All recognized societies have the following privileges:

T
)l

= =

Request financial assistance from ASAC (See Short Term Funding section)

Request the use of an office, possibly furnished with a desk and a chair. UTMSU does not guarantee requests. In addition,
societies must be prepared to share office space with another society. The office distribution is at the discretion of the
Academic Societies Coordinator as priority will go to academic societies who do not have departmental support.

Have free advertising of society events by means of the UTMSU poster wall, CFRE Radio, the online forums and calendar
found at http://www.utmsu.ca

Have the use of a mailbox in the UTMSU office

Use and reserve rooms, equipment, food and beverage services on campus upon request in compliance with UTMSU
policies:

Tables and rooms must be booked through UTMSU Equipment and food and beverage service must be booked through
the appropriate departments on campus.

Privileges may be revoked if the society does not pay their invoices or if rules and regulations outlined by UTMSU,
Conference Services, Audio/Visual Department, or Food Services are not followed.



http://www.utmsu.ca/

Warning System
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A written warning will be presented to any academic society or academic society executive that fails to abide by regulations
announced by the Academic Societies Coordinator and/or outlined in the handbook.

- Ifasociety or executive receives two written warnings, it will lose its room booking privileges for a period of six (6)
months.

- Any further warnings will lead to the loss of status or removal of the executive in question.

The Academic Societies Coordinator will also investigate any complaints received by students and/or executives and issue a
warning, if necessary, accordingly. Any serious issue, as determined by the discretion of the Academic Societies Coordinator,
will be reported to ASAC and further consequences will be doled out.
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Every society that wishes to have an office in the Student Centre must complete an Office Application Form, which can be
obtained from the UTMSU office at www.utmsu.ca. UTMSU is in no way responsible or liable for any property or damage done
to the Office, whether by theft or vandalism. The society is responsible for the contents of the office and is strongly advised
against leaving any valuables or money in the office unattended.

Each executive receiving an office key must submit a $10.00 deposit at the beginning of the year, which can be claimed when
the key is returned. These deposits must be collected by the president of the society and handed in to the UTMSU office along
with a completed Student Centre Key Card Agreement Form.

Offices are places of business and should be treated as such. As well, offices are a part of the University of Toronto and are
subject to its policies and regulations. Therefore, smoking and alcohol are expressly prohibited in offices. In addition, windows
can only be covered one third of the way from the floor up. A first offense will result in an official written reprimand, which
will go on file. A second offense will result in expulsion from the office and loss of the security deposit.

The Academic Societies Coordinator (in consultation with the Clubs Coordinator) shall use the following criteria to serve as a
basis for office allocation:

1) Application received before the deadline.

2) Previous treatment of office space.

3) Activity/Use of Office: based on past year’s events, visibility and accessibility.

4) A group that is viable and representative of the university both on and off campus.

5) Fulfillment of required office hours.

6) Availability of space.

7) Statute—Clubs will typically get priority, as they do not receive departmental assistance.

8) Where possible, offices will be furnished with a desk and chair. UTMSU furniture must not be removed from the office
to which it was allocated. The Office Checklist must be completed and keys returned before the last Friday of April. An
exemption can be requested in writing and is to the discretion of the Academic Societies Coordinator. If the checklist is
not completed and the keys are not returned, the club will forfeit their deposit. If a key is lost, a further $20.00 deposit
needs to be submitted and the previous deposit will be used to pay for the replacement.


http://www.utmsu.ca/
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Other factors may also contribute to the decision such as financial responsibility, and professional attitude as demonstrated by
the society and its executive.

OFFICE HOURS POLICY

All Student Center offices will be accessible only during Info Booth hours. All other times, this area will be locked up. Each
academic society is required to perform ten posted office hours per week. The Clubs’ Coordinator or Academic Societies
Coordinator will perform periodic checks to confirm compliance. Failure to perform these hours will result in:

1 A written warning issued to the society.
1 Asecond failure will result in a second written warning.
9 A third failure will result in loss of academic society status and office privileges.




Bookings
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Room, Table, Equipment, Food/Beverage
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University Of Toronto at Mississauga offers many services to all UTMSU recognized student groups. These services are offered
through the UTMSU All Student Center bookings are to be made online on the Student Center Booking website. Please ensure
you cancel if you do not need the booking. Two-thirds of the people attending an academic society event in one of the Student
Center rooms must be UTM students. The Blind Duck’s policy regarding this is set by the General Manager of the Blind Duck.

Room bookings should be made no less than two weeks prior to the event. Please note that this does not guarantee room
availability; the earlier you book, the better. To book a room, societies must adhere to the following rules:

1. Obtain a login password to the online booking system from the Office Manager (Linda). Please note that only presidents
will be granted access to the online booking system.

2. Go to the UTMSU website and click on the “Student Center Bookings” link under “Student Services”.

3. Login with UTORID and password.

4. Book the room of choice at the desired time. Please do not book rooms in advance for “just in case” scenarios as this will
be strictly regulated.

After your events, make sure all the furniture has been returned to its original place. If the room setup was changed by the
society and then not re-set, a minimum housekeeping charge of $35 will be billed to the society. If a society finds a room not
set according to the proper layout, then they should report this to the UTMSU Office Manager, and restore the layout on
leaving the room. If any rules and regulations outlined by the University or UTMSU are broken, the society will lose their
booking privileges.

If a society has an ongoing event, it can booked for up to a month in advance, depending on availability, i.e. every Thursday at
4:00 p.m. can be booked for one month at a time.

Table bookings can be made no less than two weeks prior to the event. Tables must be obtained from the Information Booth
and you must return the table to the Information Booth to be put away after the booking. The Information Booth will collect a
student card when you obtain the table and it will be returned when the table is returned to the Information Booth staff.

For equipment rentals, you must contact Campus Infrastructure and Facilities to rent equipment. They can be reached at 905-
828-5443. The Data Cart can be signed out from the Student Center Events Coordinator. For media audiovisual related
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equipment or podiums, please contact the Instructional Media Services department at 905-828-5242. They require an email to
be sent to crt@utm.utoronto.ca and mention you are a recognized academic society to receive a discount.

For food/beverage services please refer to the Food Policy handout.

Any bookings for the Blind Duck must be done through its Manager (905-828-5463).



mailto:crt@utm.utoronto.ca

Environmental Sustainability Policy

By James Boutiller and Grayce Yuen
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Preamble

UTMSU has the opportunity through academic societies to become a leader in the area of sustainability at the University of
Toronto Mississauga by adopting an innovative, well-researched and achievable sustainability action plan. It is necessary for
the Students’ Union to demonstrate its own sustainable practices and behaviour. By demonstrating a commitment to
sustainability, societies will be leading by examples in promoting a culture of responsible global citizenship to the campus
community.

All academic societies are therefore required to adhere to the following sustainability guidelines. Failure to comply with these
guidelines will result in a warning issued by UTMSU'’s Sustainability Coordinators.

1. With respect to advertising:
Where possible, academic societies are encouraged to use paperless forms of advertisement such as: the Student Center

newsletter, email mailing lists, Facebook, websites or blogs, Blackboard, the library televisions, class speaks, CFRE, etc.
When deemed necessary, paper advertisements are permitted; however, they are subject to the following restrictions:

a. Societies must strive to use paper that contains at least some recycled content.

b. As posters create a great deal of visual pollution and waste, societies must limit the number of posters printed to 8
posters per event. If poster printing is to exceed 8 posters, the Sustainability Coordinator should be consulted prior to
printing

c. All posters are required to be printed on non-glossy paper.

d. All promotional material(s), where feasible, are to contain the following phrase: “Please pass this on to a friend and
recycle after use.”

e. Flyers are to be limited to up to 50 flyers per day of event up to a maximum of 250 in total.

f. Flyers are not to be larger than half a page (6” by 6”)

2. With respect to events:

Where possible, societies are encouraged to make their events sustainable and meet the following guidelines:
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a. Societies are encouraged to limit disposable item usage at events by using biodegradable products or cutlery

b. Whereas water is a universal right and must be consumed sustainably and protected, societies are prohibited from
providing or selling bottled water at events, unless absolutely necessary for safety precautions. Bottled water is
resource intensive: it's processing, transportation, and disposal cost a lot more than tap water. Instead of purchasing
bottled water, academic societies are encouraged to use pitchers and biodegradable cups. Pitchers are available for use
without fee from the Blind Duck.

c. Academic societies are encouraged to support sustainable food practices by purchasing food ranked in the following
order of preference:
1. Local
2. Sustainable Agriculture
3. Organic and/or Fair trade

In addition, academic societies should preference businesses who maintain:
a. Minimal packaging that is environmentally friendly such as biodegradable and recyclable
b. Recycling and composting at their outlets

d. Academic societies are further encouraged to provide minimum 50% vegetarian or vegan food. Vegetarian and vegan
fare is healthy, inclusive, and diverse. Unlike meat, it does not pose undue burden on any of the religious or cultural
diets represented at the University of Toronto.

e. When hosting an event off campus clubs are encouraged to provide mass transit options for their members.

3. With Respect to Office Space and General Administration:

Whereas academic societies communicate with the union on a frequent basis and this generates a lot of paperwork, all
academic society submissions to UTMSU must be printed double sided and contain at least some recycled content.

Furthermore, academic societies generate a lot of waste in their respective club offices; they are therefore are asked to remove
waste bins from individual academic society offices and rely on existing bins throughout the Student Center.



Enforcement:
Failure to comply with these guidelines will result in a written warning issued by UTMSU’s Sustainability Coordinators.
Continued failure to comply with these guidelines after repeat warnings may result in:

- Suspension of room booking privileges

- Suspension of printing and poster privileges

- Reduced subsequent club funding

- Revoking of office space or loss of club recognition in the event of persistent unapologetic offenses to the policy

* Additional information on warnings can be found in the sub-topic: Warning System
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Academic Society of the Year
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At the end of the year, one society is awarded the Academic Society of the Year award and this is based on the following
criteria:

Events held, including larger events and smaller weekly events
Diversity of the events

Academic nature of event

Keeping their members informed

Event attendance

Initiative taken

Collaboration with other clubs

Submission of required paperwork on time

Charitable works

Funding - efforts made by the academic society to go beyond their own resources to improve the quality of their events
Professor or administrative recommendations are noted

=4 =4 4 -8 -5_-9_4_42_4._-4._-2-

The runner-up will receive the VP University Affairs and Academics’ Choice or Dean’s Choice Award.




Application for Renewal

48




1.

w

49

Renewal of Academic Societies recognition at the end of each academic year will be dependent upon submission of a
renewal package including:
» A list of the following academic year’s executives, including names, titles, telephone numbers, addresses, and
working e-mail addresses.
» Bank statements of January - April.
» Year-end financial statement.

Renewal packages must be submitted to the Vice President University Affairs and Academics by the Monday of the
second week of May no later than 4:00 p.m. Non-submission will have the immediate effect of cancellation of academic
society status.

All Academic Societies must have completed all election procedures by the end of March.

Signing rights to Academic Societies funds must be changed over to next year’s executive prior to the last Friday of April.
All Academic Societies are required to have mandatory transition reports passed on from one executive team to another
at the end of the academic year in order to facilitate the transfer of responsibilities, duties, recommendations, etc. A
template will be made available by UTMSU.
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Appendix A — Sample Constitution

The Awesome Society of Awesome

Article 1: Name
The Awesome Society of Awesome, hereafter referred to as ASA (abbreviation). Also referred to as Awesomeness.

Article 2: Purpose

The ASA is a society that communes to celebrate the awesomeness of all students enrolled in the Department of
Awesome, and all programs offered by that Department, including programs like: Awesome, Amazing, Brilliance, and
Magnificence. ASA exists to provide students enrolled in these programs a space to interact and communicate; we design and
execute events that give these students and opportunity to learn how to be awesome outside of the classroom [include
examples of types of events]. We also provide awesome packages and resources to aid academic learning in the study of
awesome. Awesome students can expect ASA to offer resources, host events, and to be a channel of communication for any
concerns/suggestions they may have about the Department of Awesome.

Article 3: Membership

The ASA’s members are comprised of all full-time and part-time students enrolled in the programs (Specialist, Major,
Minor) offered by the Department of Awesome, insofar as they pay their incidental fees. Additionally, any student taking an
elective offered by the Department of Awesome is also a member of the ASA. All students that thus qualify for automatic
membership will not be charged a membership fee, though a premium fee will be charged to any member that wants to access
to certain resources [list resources]. Any other student who would like to be a member (not in enrolled in the program or
elective course) can do so but must first register with ASA. The ASA cannot deny membership to any student enrolled in their
academic programs based on race, religion, gender, academic inclination, age, and sexual orientation.

Article 4: Executives
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The ASA’s Executive shall be comprised of students specifically enrolled in the program offered by the Department of
Awesome. A student not enrolled in a subject POSt of Amazing, Brilliant, and Magnificence cannot run for an executive
position. The Executive Council shall be made up of:

1) President of Awesome - to oversee all of ASA’s activities and the Society’s representative.

2) Vice President of Awesome - to substitute the President in their absence; also oversee the Society’s affiars.

3) VP Finance of Awesome - to maintain the ASA’s bank account, financial transactions; who will also prepare ASA’s audit
files.

4) Secretary of Awesome - to communicate all important information internal to the society; check e-mails and maintain
minutes; handle conflicts.

5) VP Outreach of Awesome - to handle ASA’s social media and advertise the Society’s events.

6) Event Coordinator of Awesome - to organize events in collaboration with the rest of the Council of Awesome.

Article 5: Meetings

ASA’s Executives must meet a minimum of 8 times throughout the year, with 4 meetings occurring each semester. The
ASA must hold general meetings for the general membership twice in the academic year, one in each semester. In the general
meeting occurring in the second semester, the ASA will present its financials to its membership as part of the transparency
policy it adheres to.

Article 6: Elections

The ASA’s elections must be complete by the last week of March of every academic year. All members (see
Membership) can vote, but only students in the programs offered by the Department of Awesome may run for an executive
position. Alumni are not eligible vote. The elections shall be held online at www.voting.utoronto.ca or through whatever
medium determined by Council of Awesome (consulting the UTM Students’ Union). The Chief Returning Officer will be the
Liaison at the Department of Awesome, or alternatively, the individual recommended by the UTM Students’ Union. The ASA
shall adhere to the UTMSU Elections Guidebook for procedural direction when conducting the elections.

The ASA will appoint an interim executive for April - September if a position is left vacant, and then conduct a by-
election for that position once the academic year commences in September.

Article 7: Recall from Office


http://www.voting.utoronto.ca/
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Should any executive be found to not be awesome consistently because of their failure to fulfill the responsibilities
outlined above, a petition must be presented to UTMSU to remove an executive from office. After consulting with UTMSU, if the
removal is still necessary, a referendum must be held in the society. Every Executive (other than the one being recalled) must
agree to their removal from office. Before it has been finalized, the referendum and the removal should pass through UTMSU
(Academic Societies Coordinator, Vice President University Affairs) first, usually in writing.

Article 8: Amendment

Any amendments to the ASA Constitution occurring between September - April must be done with the agreement of
the entire Council, approved by UTMSU, and then presented to the general membership. The ASA assumes responsibility of
advertising the amended Constitution to its membership so its members are aware of the updates.
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Appendix B — Events List

Possible
Events
Name of Society Your Society's Name Goes Here
Membership Year 2013 - 2014
Indicate Long-term or Short-term Possible Events
. i E ted Estimated Cost Cost Breakd
# Event Date Event Name Brief Description/Purpose xpecte stimated Los °s re.a . own Other (
Attendance Breakdown Description
1 $100 Pens
S50 Food
S30 Decorations
To welcome members to the
Sep-30-09 - society and to have fun! To inform
EXAMPLE Welcome Week our members about the activities >0

organized by our society.

Total Cost: S180
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Appendix C — Transition Report

DATE
TRANSITION REPORT - TEMPLATE. (See separate attachment for usable file).

/.
UTmMsuii

University of Toronto at Mississauga Students’ Union  (yse your own logo)

Name of Academic Society




Transition Report — Academic Year

Table of Contents

Section Page

Introduction — Purpose of Society

Know the rules: UTMSU Constitution & By-Laws, Policies
Executive Responsibilities

Budget (Academic Year) — Get to know the Budget
Cheque Requisition

Time Line of Events/Campaigns/Meetings

Important Contacts- Allies & Partners

A DA WO W W W W W

Recommendations

1. | INTRODUCTION TO SOCIETY |

‘ 2. ‘ KNOW THE RULES: SOCIETY CONSTITUTION/POLICIES/HANDBOOK ‘

55
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| 3. | Executive Responsibilities

BackgrounderHere you outline exactly what each executive member does for the academic society.

4, GETTING ORGANIZED d Calendar, Email, Agenda etc./TIPS FOR
SUCCESS
5. | BUDGET 2013 -14 |

BackgrounderSee the template provided. Expand on society budget.

6. | TIMELINE of EVENTS/ICAMPAIGNS/MEETINGS |

Background: The following events/campaigns/meetings or deadlines are traditional. It is imperative that you consider the
following in your planning.

‘ 7. ‘ IMPORTANT CONTACTS 0 ALLIES & PARTNERS

BackgrounderThroughout my term, | have been in contact with the following allies and partners. It is imperative that you contact
them immediately and set up introductory meetings.

TASK # NAME POSITION EMAIL ADDRESS PHONE NUMBER
1. Nour Alideeb Vice President vpua@utmsu.ca 647 -896 -4065
University Affairs and
Academics
2. Mehak Kawatra Academic Societies academic.societies@utmsu.ca 647 -299 -9170
Coordinator



mailto:vpua@utmsu.ca
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3. Ebi Agbeyagbe President, UTMSU president@utmsu.ca 647 -271 -2130

4, Walied Khogali Executive Director, walied@utmsu.ca 416 -625 -7712
UTMSU

10.

For more information on university contacts, please visit the UTM online directory at:
https://app.utm.utoronto.ca/phonebook/ShowPersonnelAction.action

8. | RECOMMENDATIONS 42014 -15

Backgrounder:We have had tremendous success because of good transition. | have outlined some recommendations.6ér 2015
(These are justomeexamplesof course)

RECOMMENDATION ONE:

Whenever possible, take part in promoting events yourself by promoting through social media or even your own classes and friends-
it is a great way to increase attendance and increase enthusiasm and interest amongst the student body.

RECOMMENDATION TWO:


mailto:walied@utmsu.ca
https://app.utm.utoronto.ca/phonebook/ShowPersonnelAction.action

58

Start the audits process in November even though it seems early, as when exam time comes many people will be busy and
communications will become delayed. December is a great time to plan ahead for second semester so that there is not a big rush to
organize events or plan timelines upon the start of the winter session.

RECOMMENDATION THREE:

Having regular meetings with fellow UTMSU staff and Department Liaisons who work with the VP UA&A will be helpful in
determining availability for future events and to always have a team to rely on in case of any sudden changes- you can count on
them to help you out and vice versa whenever they require your help, you will be up to date with what they are working on.



Appendix D — Resource Binder
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COMING SOON



Appendix E — List of Liaisons
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COMING SOON



