
Agenda #16  
Emergency Board of Directors Meeting  
February 14, 2018 @ 6:00pm – UC 442 
 
16.0. Call to Order 

16.1. Land Acknowledgement 
16.2. Adoption of the Agenda 

 16.2.1. Motion to Approve the Agenda  
16.3. Ratifications and De-ratifications 
16.4. Comments from the Chair 

               16.4.1.   Introductions and Pronouns 
16.5. Approval of Past Board Minutes 
16.6. (Info) Executive Committee Minutes   
16.7. (Presentation) Executive Reports    
16.8. Director Reports 
16.9. CSA Services Updates and Reports 
16.10. Committee Updates and Reports 
16.11. Business 

     16.11.1.      (Action) CSA General Election – Ratify Referendum Question           (pg. 2) 
     16.11.2.      (Action) CSA General Election – Ratify Executive Nominees                (pg. 3) 
     16.11.3.      (Action) CSA General Election – Ratify Board of Director Nominees             (pg. 4) 
     16.11.4.      (Notice) CSA General Election - Current CSA Executives and Board of Directors    (pg. 5) 
     16.11.5.      (Action) (in camera) HR policy requirements   
     16.11.6.      (Presentation) SHAC Restructure               (pg. 6) 
     16.11.7.      (Action) Job Description Approvals (with Supplementary Materials  A – G)   (pg. 7) 

16.11.8.      (Action) Strike Hiring Committees                                                                       (pg. 44)   
16.11.9.      (Action) Hiring Committee Appointments              (pg. 45) 

16.12. New Business 
16.13. Announcements 
16.14. Adjournment 
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Action (Motion)  
Emergency Board of Directors Meeting 
February 14, 2018 @ 6:00pm – UC 442 
 
 

Action Item 16.11.1. 
CSA General Election – Ratify Referendum Question 

 
WHEREAS, as per CSA Policy Manual, Appendix K, Section 10.0 Ratification of Referendum Questions. 
 
 
MOTION:  to ratify the following Referendum Question: 
 
First Response Team (FRT): 
 
Preamble: 
 

FRT is an on campus student volunteer group that provides first aid treatment to student, faculty, and 
other campus visitors. Since our last referendum in 2010 we have experienced increased call volume and 
increased operating costs. With increased financial resources, FRT would be able to invest in higher levels of 
training, improved equipment, and increased effectiveness on campus. 

 
Question: 
 

FRT currently collects $1.01 in student fees towards providing volunteer First Aid services on campus. 
Do you support the collection of a student fee of $ 1.60 (an increase of $0.59) for both Full Time and Part Time 
Students per Fall and Winter Semester for the purpose of updated equipment, improving training standards, and 
continued improvement in the service we provide. The student fee will be collected indefinitely, beginning 
September 2018. The fee will not be subjected to be increased annually.  
 
 
 
Moved:     Seconded:  
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Action (Motion)  
Emergency Board of Directors Meeting 
February 14, 2018 @ 6:00pm – UC 442 
 
 

Action Item 16.11.2. 
CSA General Election – Ratify Executive Nominees 

 
WHEREAS, as per CSA Policy Manual, Appendix K, 4.1.4: The CEO shall submit the names of all valid 
candidates and the offices they are seeking to the Board of Directors for ratification within seven days of the 
close of nominations. If the Board of Directors does not meet within seven days of the close of nomination, the 
Executive Committee is empowered to ratify the list of candidates 
 
 
MOTION:  to ratify the following Executive nominees: 
 
  President: 

-Jack Fisher 
-Jensen Williams 

 
VP Student Experience: 
-Aidan Paskinov 

 
VP Academic: 
-Natalie Clarke 
-Tanya Vohra 

 
VP External:  
-Kate Bakos 
-Kayla Weiler 
-Zoey Ross 

 
 
 
Moved:     Seconded:  
 
 
 
 

Page 3



Action (Motion)  
Emergency Board of Directors Meeting 
February 14, 2018 @ 6:00pm – UC 442 
 
 

Action Item 16.11.3. 
CSA General Election – Ratify Board of Director Nominees 

 
WHEREAS, as per CSA Policy Manual, Appendix K, 4.1.4: The CEO shall submit the names of all valid 
candidates and the offices they are seeking to the Board of Directors for ratification within seven days of the 
close of nominations. If the Board of Directors does not meet within seven days of the close of nomination, the 
Executive Committee is empowered to ratify the list of candidates 
 
 
MOTION:  to ratify the following Board of Director nominees: 
 
  College of Business and Economics: 

-Aaron Felstein 
-Andrew Hodgkinson 

 
College of Biological Sciences: 
-Nick Kowaleski 
-Raymond Hu 

 
College of Engineering and Physical Sciences: 
-Matteo Raso 

 
College of Arts: 
-Bella Harris 

 
College of Social and Applied Human Sciences: 
-Alexsandra Doyle  
-Amia Khosla 
-Horeen Hassan 
-James Gibson 

 
OAC: 
-Amy Rodenburg 
-Patrick MacCarthy 

 
 
Moved:     Seconded:  
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Notice 
Emergency Board of Directors Meeting 
February 14, 2018 @ 6:00pm – UC 442 
 
 

Notice Item 16.11.4. 
CSA General Election – Current CSA Executives and Board of Directors 

 
Current CSA Executives and Board of Directors that are not seeking re-election are barred from joining current 
nominees campaigning teams. Current member duties as found in the Bylaws and Policy Manual include:  
 

- Be at all times as objective, fair and impartial as possible when discussing issues and making decisions;  
- Actively promote student involvement in CSA services, advocacy, events and campaigns.  

 
If current CSA Executives and Board of Directors that are not seeking re-election wish to promote the general 
election, they must do so in a way that promotes all candidates equally such as promoting attendance to the 
all executive forum and/or encourage voting during the voting period. 
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Presentation  
Board of Directors Meeting 
January 10, 2018 @ 6:00pm – UC 442 
 

Presentation Item 16.11.6. 
SHAC Restructure 

 
After reviewing its current mandate and activities, the Student Help and Advocacy Centre (SHAC) is 
undergoing structural changes towards a more streamlined focus and greater efficiency of the service. In 
light of this, upon the approval of the Board, the CSA will only be hiring for the SHAC Coordinator 
position, the SHAC Advocacy Coordinator position, and the SHAC Legal Coordinator position. The SHAC 
Events Coordinator and SHAC Volunteer Coordinator positions will no longer exist. This change was 
agreed upon by the current SHAC Coordinator and the CSA VP Academic (the Executive Supervisor of 
SHAC), as per some issues and areas for improvement identified within the service.  

Firstly, the bulk of the tasks in the Volunteer Coordinator job description are to be done at the end of 
the summer and beginning of the fall semester, leaving significantly less for them to do for the majority 
of their term after the recruitment and training processes are complete. Moreover, we believe that the 
job of recruiting and training SHAC volunteers can be effectively spread out between coordinators, 
instead of being performed by one individual. Given that the tasks around volunteer training, 
recruitment, and management can be worked into other portfolios, it is our belief that the Volunteer 
Coordinator is not needed as a stand-alone position. The Events Coordinator position, over the past 
several years at SHAC, has become more about supporting other campus groups putting on key events 
throughout the year, rather than planning and running SHAC-specific events. This has been part of a 
general shift in SHAC’s mandate whereby student advocacy cases are the main focus of the service, and 
events have been less of a priority. This change is not a bad thing; students frequently rely on SHAC to 
know their rights, get the supports they need, and have the ability to advocate for themselves when 
their rights are being obstructed. Moreover, with no student grievance procedure or ombudsman at the 
university, SHAC is an integral service for students.  

The events budget mostly goes to other student groups who run annual events like Black History Month, 
Queer Identities Week, December 6th Day of Remembrance, etc. In this way, the SHAC events budget 
line has acted more as a PDR (Petitions, Delegations, and Representation) fund and less as a pool of 
resources to be used for SHAC to run events. Because of this, if the Events Coordinator position is 
removed, we will ask that the money typically given to these groups annually by SHAC will be allocated 
to their budgets for the advocacy events we have been historically affiliated with.  

To account for the reduction in the number of coordinators, hours and pay have gone up for the SHAC 
Advocacy Coordinator position to ensure that office hours can be met, and to reflect additional job 
responsibilities. The Advocacy Coordinator will now be working 15 hours a week throughout the year 
(675 hours total), with reduced hours during exams- an increase from this year’s 7.5 in the summer and 
12.5 in the fall and winter semesters (494 hours total). Accordingly, the salary will increase from $6,358 
to $10,362 (which also accounts for the recent minimum wage change).  

Based on a lot of thought and deliberation, we are bringing forth these changes to the Board with a 
more focused, efficient SHAC in mind. Board members are strongly encouraged to bring any questions 
or concerns to the February 14th meeting.   

VP Academic 
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Action (Motion)  
Emergency Board of Directors Meeting 
February 14, 2018 @ 6:00pm – UC 442 
 
 

Action Item 16.11.7. 
Job Description Approvals 

 
WHEREAS, the CSA begins its hiring process for the 2018-2019 term in February. 
 
WHEREAS, job descriptions (see Supplementary Materials A - G) must be completed and then reviewed by the 
Board of Directors. 
 
MOTION: To consider the following motions omnibus: 
 

MOTION: To approve the Chief Electoral Officer (CEO) job description (Supplementary Material A). 
 
MOTION: To approve the Assistant Electoral Officer (AEO) job description (See Supplementary Material 

B). 
 
MOTION: To approve the Board Chair job description (See Supplementary Material C). 
 
MOTION: To approve the Board Scribe job description (See Supplementary Material D).  
 
MOTION: To approve the Front Office Assistant(s) job description (See Supplementary Material E). 
 
MOTION: To approve the Student Help and Advocacy Centre (SHAC) Advocacy Coordinator job 

description (Supplementary Material F). 
 
MOTION: To approve the Student Help and Advocacy Centre (SHAC) Legal Resource Coordinator job 

description (Supplementary Material G). 
 
 
Moved:     Seconded:  
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 1 

The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of 
our membership, representing collective interests on a diverse range 
of issues such as public transit, housing, student rights and the 
accessibility of education.  In addition, we offer numerous services 
and programs such as the universal bus pass, health and dental plan, 
and a Student Help and Advocacy Centre. 

 
 

CHIEF ELECTORAL OFFICER 
The CSA’s Elections Office is fundamental to the democratic governance of the student association. Each year this office 
ensures the democratic participation of the CSA membership in a Fall By-Election and a Winter General Election. The Chief 
Electoral Officer is responsible for the administration and supervision of these Elections and coordinating the work of the 
Elections Office and the Assistant Electoral Officer. 
 

Term Summer 20187 – 210 hours and 120 flex hours20 flex hours 
September 45 to November 30, 2018, December 1, 2017, 13 weeks 
January 78 to April 56, 20198, 13 weeks 
Total of 26 Weeks 

Hours Fall - 10 hours per week, Winter - 15 hours per week, 345 hours total 
(hours vary from week to week, particularly during election periods)  

Wages $5,2964,441 (includes vacation pay)  

Immediate Supervisor Policy & Transition Manager 

Executive Supervisor President 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, 

April 7 
• Required to attend a full day of Staff Training, and other training sessions/workshops scheduled by the Policy and 

Transition Manager covering topics related to conflict resolution, anti-oppression/inclusivity, CSA policy and bylaws, 
Health and Safety, etc., 

• Required to receive up to 5 hours of one-on-one training at minimum wage from the outgoing Chief Electoral Officer 
• Required to provide up to 5 hours of transitioning training to the incoming staff member at the end of this contract 
• Required to create/update the CEO Transition & Operating Manual to be submitted to the Policy & Transition Manager 

prior to the end of your contract 
• Required to sit on the CEO hiring committee as the staff member, unless directed otherwise by Policy and Transition 

Manager 

JOB DESCRIPTION: 
• Conduct elections and bi-elections in accordance with CSA By-laws and Policies 
• Act in an unbiased manner 
• Maintain 6 office hours a week in the Fall and 8 office hours per week in the Winter. Office hours shall increase during 

campaign and voting periods 
• Maintain a bi-weekly activity log of hours and duties completed to be submitted to your immediate supervisor, as 

requested 
• Meet with the Policy and Transition Manager and CSA Board of Directors as requested 
• Be responsible for assigning tasks and overseeing the Assistant Electoral Officer in collaboration with the Policy & 

Transition Manager 
• Schedule Election Office Team meetings 

Supplementary Material A
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• Meet with the Policy & Transition Manager to review Election Bylaws and Policies for approval as per CSA bylaws and 
policy.  

• Schedule regular Election Planning meetings with the Promotional Services & Graphic Designer, Assistant Electoral 
Officer, Policy & Transition Manager, Office Manager, Business Manager, Programmer, President and any other 
pertinent staff to:   

• Schedule regular Election Planning meetings with: 
• With the Policy & Transition Manager fFinalize an election and referendum timeline as per CSA bylaws 

and policy 
• With the President and Promotional Services and Graphics Designer to eEstablish a promotional 

strategy for the Elections 
• Ensure all necessary spaces and resources are booked, with the assistance of the Events Programmer 

and Policy & Transition Manager (ie. candidate forum venue, banner space, meeting spaces, etc) 
• Ensure all components of the Candidates package is complete working with the Policy & Transition 

Manager 
• Review the Elections Budget with the Business Manager for the current and upcoming elections, 

which would include all necessary expenses such as photocopying, advertising, candidate’s campaign 
allowance, wages for electronic polling station temporary help, supplies and other relevant expenses 

• Attend the CSA Annual General Meeting, and support in conducting outreach for CSA Elections, AGM, and programming 
as requested 

• Meet with Student Housing Services and Resident Life Services to discuss promotion of the elections, candidate access 
to residences for campaigns, and residence postering policies 

• Attend the CSA Annual General Meeting, and support in conducting outreach for CSA Elections, AGM, and programming 
as requested 

• Ensure the completion of all other duties as laid out in the CSA Bylaws and Policies  
• Explore new technologies to improve the voting process and to ensure reliability of the voting system when required 

 
SUMMER DUTIES (20 FLEX HOURS) 
• To meet with the Policy & Transition Manager to review Election Bylaws and Policies  
• To schedule the first Election Planning meeting to establish a by-election and referendum timeline as per bylaws and 

policy.  
• Meet and work with the Promotional Services & Graphic Designer and President to begin creating promotional material 

for the CSA by-elections 
• Meetings with Executive or Staff may either be in person or via telecommunication technology  
• Together with the Policy & Transition Manager, ensure the Board fills the membership of the Standing Referendum 

Committee by the last Board meeting of the summer 
• To explore new technologies to improve the voting process and to ensure reliability of the voting system 

 
RESOURCE TO CANDIDATES AND REFERENDUM TEAMS 
• Act as the primary liaison with campus departments and representatives regarding CSA elections, including (at a 

minimum) the Library, Secretariat (to develop the ballot), Registrarial Services (for the ratification of nomination 
signatures) and Student Housing Services and Residence Life Services 

• Validate candidate nominations and requisite signatures in accordance with CSA Elections’ Bylaws and Policies 
• Respond to emails within 24 hours outside of peak times, and within 12 hours during campaign/voting periods 
• Ensure all candidates and referendum teams receive all pertinent election information and packages including the 

candidate package, list of classrooms with 100+ students as prepared by the VP Academic, and schedule of election 
fines 

• Send important election updates to candidates and referendum team in a timely manner  
• Ensure all candidates comply with the CSA Election's Bylaws and Policies 
• Approve campaign materials in accordance with bylaws and policies 
• Monitor and follow-up on complaints and infractions related to CSA candidates/referendum teams 

 

Formatted: Tab stops: Not at  1.9 cm
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REFERENDUM QUESTIONS 
• Receive referendum questions  
• Chair the Standing Referendum Committee (SRC) 
• In cooperation with the Policy & Transition Manager, ensure that the Board of Directors fills the membership of the 

Standing Referendum Committee by the last board meeting of the Summer and Fall semesters. 
 

ARCHIVING AND REPORTING 
• Prepare and submit a nominations report containing candidates and referendum questions no more than 7 days after 

the close of nomination period for approval by the Board of Directors 
• Revise and submit the schedule of election fines for ratification by the Board of Directors 
• Prepare a final elections/by-elections report of results and quorum, containing a motion for ratification by the Board of 

Directors submitted to the first Board of Directors meeting after the completion of the elections 
• Present a year-end report to the Board of Directors with election recommendations including a review of timelines, 

bylaw and policy changes, election fines, voting statistics, and the work of the Elections Office, to be reviewed by PBRC 
• Create and maintain an archive of election results for all Elections and Referendums. This report is to be submitted to 

the Executive, Business Office, Policy & Transition Manager and Student Affairs 

QUALIFICATIONS: 
• Demonstrated knowledge of interpreting and understanding bylaws, policies & procedures 
• Experience working with confidential data 
• Excellent communications skills, both verbal and written 
• Good organization and time management skills 
• Ability to work independently 
• Strong understanding of, and commitment to, diversity and inclusion 
• General knowledge of the CSA and how it runs, specifically election procedures 
• Strong leadership skills 
• Arbitration and diplomacy skills 
• Dedication and commitment 

 
 

 
 

Deadline for applications is Friday, March 2Wednesday, April 5, 20187 at 12:00 PM (noon) 
Resumes and Cover letters should be submitted online through the CSA application process found at 

http://www.csaonline.ca/jobs 
 

 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy 
Manual, Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities.  
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for 
candidates taking part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca 
 
 
 
 

Supplementary Material A
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of 
our membership, representing collective interests on a diverse range 
of issues such as public transit, housing, student rights and the 
accessibility of education.  In addition, we offer numerous services 
and programs such as the universal bus pass, health and dental plan, 
and a Student Help and Advocacy Centre. 

 
 

CHIEF ELECTORAL OFFICER 
The CSA’s Elections Office is fundamental to the democratic governance of the student association. Each year this office 
ensures the democratic participation of the CSA membership in a Fall By-Election and a Winter General Election. The Chief 
Electoral Officer is responsible for the administration and supervision of these Elections and coordinating the work of the 
Elections Office and the Assistant Electoral Officer. 
 

Term Summer 2018 – 20 flex hours 
September 4 to November 30, 2018, 13 weeks 
January 7 to April 5, 2019, 13 weeks 
Total of 26 Weeks 

Hours Fall - 10 hours per week, Winter - 15 hours per week, 345 hours total 
(hours vary from week to week, particularly during election periods)  

Wages $5,296 (includes vacation pay)  

Immediate Supervisor Policy & Transition Manager 

Executive Supervisor President 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, 

April 7 
• Required to attend a full day of Staff Training, and other training sessions/workshops scheduled by the Policy and 

Transition Manager covering topics related to conflict resolution, anti-oppression/inclusivity, CSA policy and bylaws, 
Health and Safety, etc. 

• Required to receive up to 5 hours of one-on-one training at minimum wage from the outgoing Chief Electoral Officer 
• Required to provide up to 5 hours of transitioning training to the incoming staff member at the end of this contract 
• Required to create/update the CEO Transition & Operating Manual to be submitted to the Policy & Transition Manager 

prior to the end of your contract 
• Required to sit on the CEO hiring committee as the staff member, unless directed otherwise by Policy and Transition 

Manager 

JOB DESCRIPTION: 
• Conduct elections and bi-elections in accordance with CSA By-laws and Policies 
• Act in an unbiased manner 
• Maintain 6 office hours a week in the Fall and 8 office hours per week in the Winter. Office hours shall increase during 

campaign and voting periods 
• Maintain a bi-weekly activity log of hours and duties completed to be submitted to your immediate supervisor, as 

requested 
• Meet with the Policy and Transition Manager and CSA Board of Directors as requested 
• Be responsible for assigning tasks and overseeing the Assistant Electoral Officer in collaboration with the Policy & 

Transition Manager 
• Schedule Election Office Team meetings 

Supplementary Material A
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• Meet with the Policy & Transition Manager to review Election Bylaws and Policies for approval as per CSA bylaws and 
policy.  

• Schedule regular Election Planning meetings with: 
 With the Policy & Transition Manager to finalize an election and referendum timeline as per CSA 

bylaws and policy 
 With the President and Promotional Services and Graphics Designer to establish a promotional 

strategy for the Elections 
 Ensure all necessary spaces and resources are booked, with the assistance of the Events Programmer 

and Policy & Transition Manager (ie. candidate forum venue, banner space, meeting spaces, etc) 
 Ensure all components of the Candidates package is complete working with the Policy & Transition 

Manager 
 Review the Elections Budget with the Business Manager for the current and upcoming elections, 

which would include all necessary expenses such as photocopying, advertising, candidate’s campaign 
allowance, wages for electronic polling station temporary help, supplies and other relevant expenses 

• Attend the CSA Annual General Meeting, and support in conducting outreach for CSA Elections, AGM, and programming 
as requested 

• Meet with Student Housing Services and Resident Life Services to discuss promotion of the elections, candidate access 
to residences for campaigns, and residence postering policies 

• Ensure the completion of all other duties as laid out in the CSA Bylaws and Policies  
• Explore new technologies to improve the voting process and to ensure reliability of the voting system when required 

 
SUMMER DUTIES (20 FLEX HOURS) 
• To meet with the Policy & Transition Manager to review Election Bylaws and Policies  
• To schedule the first Election Planning meeting to establish a by-election and referendum timeline as per bylaws and 

policy.  
• Meet and work with the Promotional Services & Graphic Designer and President to begin creating promotional material 

for the CSA by-elections 
• Meetings with Executive or Staff may either be in person or via telecommunication technology  
• Together with the Policy & Transition Manager, ensure the Board fills the membership of the Standing Referendum 

Committee by the last Board meeting of the summer 
• To explore new technologies to improve the voting process and to ensure reliability of the voting system 

 
RESOURCE TO CANDIDATES AND REFERENDUM TEAMS 
• Act as the primary liaison with campus departments and representatives regarding CSA elections, including (at a 

minimum) the Library, Secretariat (to develop the ballot), Registrarial Services (for the ratification of nomination 
signatures) and Student Housing Services and Residence Life Services 

• Validate candidate nominations and requisite signatures in accordance with CSA Elections’ Bylaws and Policies 
• Respond to emails within 24 hours outside of peak times, and within 12 hours during campaign/voting periods 
• Ensure all candidates and referendum teams receive all pertinent election information and packages including the 

candidate package, list of classrooms with 100+ students as prepared by the VP Academic, and schedule of election 
fines 

• Send important election updates to candidates and referendum team in a timely manner  
• Ensure all candidates comply with the CSA Election's Bylaws and Policies 
• Approve campaign materials in accordance with bylaws and policies 
• Monitor and follow-up on complaints and infractions related to CSA candidates/referendum teams 

 
REFERENDUM QUESTIONS 
• Receive referendum questions  
• Chair the Standing Referendum Committee (SRC) 
• In cooperation with the Policy & Transition Manager, ensure that the Board of Directors fills the membership of the 

Standing Referendum Committee by the last board meeting of the Summer and Fall semesters. 

Supplementary Material A
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 3 

 
ARCHIVING AND REPORTING 
• Prepare and submit a nominations report containing candidates and referendum questions no more than 7 days after 

the close of nomination period for approval by the Board of Directors 
• Revise and submit the schedule of election fines for ratification by the Board of Directors 
• Prepare a final elections/by-elections report of results and quorum, containing a motion for ratification by the Board of 

Directors submitted to the first Board of Directors meeting after the completion of the elections 
• Present a year-end report to the Board of Directors with election recommendations including a review of timelines, 

bylaw and policy changes, election fines, voting statistics, and the work of the Elections Office, to be reviewed by PBRC 
• Create and maintain an archive of election results for all Elections and Referendums. This report is to be submitted to 

the Executive, Business Office, Policy & Transition Manager and Student Affairs 

QUALIFICATIONS: 
• Demonstrated knowledge of interpreting and understanding bylaws, policies & procedures 
• Experience working with confidential data 
• Excellent communications skills, both verbal and written 
• Good organization and time management skills 
• Ability to work independently 
• Strong understanding of, and commitment to, diversity and inclusion 
• General knowledge of the CSA and how it runs, specifically election procedures 
• Strong leadership skills 
• Arbitration and diplomacy skills 
• Dedication and commitment 

 
 

 
 

Deadline for applications is Friday, March 2, 2018 at 12:00 PM (noon) 
Resumes and Cover letters should be submitted online through the CSA application process found at 

http://www.csaonline.ca/jobs 
 

 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy 
Manual, Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities.  
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for 
candidates taking part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca 
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of 
our membership, representing collective interests on a diverse range 
of issues such as public transit, housing, student rights and the 
accessibility of education.  In addition, we offer numerous services 
and programs such as the universal bus pass, health and dental plan, 
and a Student Help and Advocacy Centre. 

 
 
 

ASSISTANT-ELECTORAL OFFICER 
The CSA’s Elections Office is fundamental to the democratic governance of the student association. Each year this office 
ensures the democratic participation of the CSA membership in a Fall By-Election and a Winter General Election.  The 
Assistant Electoral Officer’s (AEO), primary duty is to engage the membership in the democratic process through 
recruiting candidates and increasing voter turnout. 
 

Term September 4 5 to October 123, 20187, 6 weeks 
January 78 to March 156, 20198, 10 weeks 
Total of 16 weeks 

Hours Fall - 10 hours per week,  Winter - 15 hours per week,  210 hours total  
(average hours vary from week to week, particularly during election periods) 

Wages $3,2242,703 (includes vacation pay) 

Immediate Supervisor Chief Electoral Officer (CEO) 

Executive Supervisor President Policy & Transition Manager 

 

TRAINING AND TRANSITION: 
• Required to attend a full day of Staff Training, and other training sessions/workshops scheduled by the Policy and 

Transition Manager covering topics related to conflict resolution, anti-oppression/inclusivity, CSA policy and bylaws, 
Health and Safety, etc. 

• Required to create/update the AEO Transition & Operating Manual to be submitted to the Policy & Transition Manager 
prior to the end of your contract 

• Required to sit on the Assistant Electoral Officer hiring committee as the staff member, unless directed otherwise by 
your immediate supervisor  

JOB DESCRIPTION: 
• Attend bi-weekly Election Office Team meetings 
• Assist the Chief Electoral Officer (CEO) in conducting elections in accordance with CSA by-laws & policies 
• Ensure utter transparency and professionalism in the nature of work 
• Act in an unbiased manner 
• Maintain extensive office hours throughout the election periods and consistently be available for candidates 
• Maintain a bi-weekly activity log of hours and duties completed to be submitted to the Policy & Transition Manager, as 

requested  
• Assist the Chief Electoral Officer (CEO) with the approval of all candidate and referendum team campaign materials in 

accordance with the campaign rules 
• Host two candidate information sessions ensuring the review of the All Candidates Package, to be scheduled in 

conjunction with other candidate training, prior to the campaign period 
• Host elections’ materials prep day in conjunction with the Promotional Services and Graphics Designer 
• Coordinate and host a minimum of one candidate open forum per election campaign period – with at least one in the 

UC 
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• Coordinate the promotion of elections to the student body in conjunction with the Promotional Services and Graphic 
Designer and Chief Electoral Officer (CEO) prior to and during nominations and during the voting period 

 
• Create a class speaking list for Board of Directors members in coordination with supervisors, to ensure their 

participation in the promotion of the election period 
• Coordinate the use of Facebook, Twitter and other relevant social media outlets for the purpose of promoting the 

election period, in conjunction with the President 
• Contact all relevant student organizations to provide information about nominations and voting in the elections 
• Be available to attend meetings of student organizations and other groups to make presentations about the election 

process 
• Provide elections timelines and resources to services and staff through the Policy & Transition Manager 
• Canvass on campus to encourage students to run in the election, get informed about the election and vote in the 

election 
• Communicate with campus media (the Ontarion and thecannon.ca) in order to provide elections timelines and 

candidate contacts 
• Attend the CSA Annual General Meeting, and support in conducting outreach for CSA Elections, AGM, and programming 

as requested 
• Ensure the completion of all other duties as laid out in the CSA Bylaws and Policies  
• Learn how to manage and assist with online polling and coordinate polling stations during peak hours in high traffic 

areas during voting period 
• Perform the duties of the CEO in accordance with the CSA by-laws and policies if necessary 
• Other election related duties as assigned by the Chief Electoral Officer (CEO) 

QUALIFICATIONS: 
• Excellent organization and time management skills 
• General knowledge of CSA Operations and campus resources 
• Excellent communication skills 
• Experience with various social media platforms 
• Ability to work independently 
• Experience working with confidential data 
• Strong understanding of, and commitment to, diversity and inclusion 
• Creativity and marketing skills an asset 
• Commitment & Dedication 
 

 
Deadline for applications is Friday, March 2, 2018July 28, 2017 at 12:00 PM (noon) 

Resumes and Cover letters should be submitted online through the CSA application process found at 
http://www.csaonline.ca/jobs 

 
 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy 
Manual, Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities.  
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for 
candidates taking part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca 
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of 
our membership, representing collective interests on a diverse range 
of issues such as public transit, housing, student rights and the 
accessibility of education.  In addition, we offer numerous services 
and programs such as the universal bus pass, health and dental plan, 
and a Student Help and Advocacy Centre. 

 
 
 

ASSISTANT-ELECTORAL OFFICER 
The CSA’s Elections Office is fundamental to the democratic governance of the student association. Each year this office 
ensures the democratic participation of the CSA membership in a Fall By-Election and a Winter General Election.  The 
Assistant Electoral Officer’s (AEO), primary duty is to engage the membership in the democratic process through 
recruiting candidates and increasing voter turnout. 
 

Term September 4 to October 12, 2018, 6 weeks 
January 7 to March 15, 2019, 10 weeks 
Total of 16 weeks 

Hours Fall - 10 hours per week, Winter - 15 hours per week, 210 hours total  
(average hours vary from week to week, particularly during election periods) 

Wages $3,224 (includes vacation pay) 

Immediate Supervisor Chief Electoral Officer (CEO) 

Executive Supervisor President  

 

TRAINING AND TRANSITION: 
• Required to attend a full day of Staff Training, and other training sessions/workshops scheduled by the Policy and 

Transition Manager covering topics related to conflict resolution, anti-oppression/inclusivity, CSA policy and bylaws, 
Health and Safety, etc. 

• Required to create/update the AEO Transition & Operating Manual to be submitted to the Policy & Transition Manager 
prior to the end of your contract 

• Required to sit on the Assistant Electoral Officer hiring committee as the staff member, unless directed otherwise by 
your immediate supervisor  

JOB DESCRIPTION: 
• Attend bi-weekly Election Office Team meetings 
• Assist the Chief Electoral Officer (CEO) in conducting elections in accordance with CSA by-laws & policies 
• Ensure utter transparency and professionalism in the nature of work 
• Maintain extensive office hours throughout the election periods and consistently be available for candidates 
• Maintain a bi-weekly activity log of hours and duties completed to be submitted to the Policy & Transition Manager, as 

requested  
• Assist the Chief Electoral Officer (CEO) with the approval of all candidate and referendum team campaign materials in 

accordance with the campaign rules 
• Host two candidate information sessions ensuring the review of the All Candidates Package, to be scheduled in 

conjunction with other candidate training, prior to the campaign period 
• Host elections’ materials prep day in conjunction with the Promotional Services and Graphics Designer 
• Coordinate and host a minimum of one candidate open forum per election campaign period – with at least one in the 

UC 
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• Coordinate the promotion of elections to the student body in conjunction with the Promotional Services and Graphic 
Designer and Chief Electoral Officer (CEO) prior to and during nominations and during the voting period 

• Create a class speaking list for Board of Directors members in coordination with supervisors, to ensure their 
participation in the promotion of the election period 

• Coordinate the use of Facebook, Twitter and other relevant social media outlets for the purpose of promoting the 
election period, in conjunction with the President 

• Contact all relevant student organizations to provide information about nominations and voting in the elections 
• Be available to attend meetings of student organizations and other groups to make presentations about the election 

process 
• Provide elections timelines and resources to services and staff through the Policy & Transition Manager 
• Canvass on campus to encourage students to run in the election, get informed about the election and vote in the 

election 
• Communicate with campus media (the Ontarion and thecannon.ca) in order to provide elections timelines and 

candidate contacts 
• Attend the CSA Annual General Meeting, and support in conducting outreach for CSA Elections, AGM, and programming 

as requested 
• Ensure the completion of all other duties as laid out in the CSA Bylaws and Policies  
• Learn how to manage and assist with online polling and coordinate polling stations during peak hours in high traffic 

areas during voting period 
• Other election related duties as assigned by the Chief Electoral Officer (CEO) 

QUALIFICATIONS: 
• Excellent organization and time management skills 
• General knowledge of CSA Operations and campus resources 
• Excellent communication skills 
• Experience with various social media platforms 
• Ability to work independently 
• Experience working with confidential data 
• Strong understanding of, and commitment to, diversity and inclusion 
• Creativity and marketing skills an asset 
• Commitment & Dedication 
 

 
Deadline for applications is Friday, March 2, 2018 at 12:00 PM (noon) 

Resumes and Cover letters should be submitted online through the CSA application process found at 
http://www.csaonline.ca/jobs 

 
 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy 
Manual, Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities.  
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for 
candidates taking part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca 
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of our 
membership, representing collective interests on a diverse range of issues 
such as public transit, student rights and the accessibility of education.  In 
addition, we offer numerous services and programs such as the universal bus 
pass, health and dental plan, and a Student Help and Advocacy Centre. 

 
 
 

BOARD CHAIR 
The CSA's Board of Directors meets approximately every alternate Wednesday to discuss and deliberate important issues facing 
students and how we plan on addressing them. The Board may call emergency Board Meetings in addition to the scheduled 
meetings. If these are called, they would be called with 48 hour notice and they would still occur on a Wednesday evening.  
Between General Membership Meetings, the Board of Directors is the highest decision making body of the organization.  The 
Board of Directors is made up of a four person Executive, two at-large members elected per college, and primary and alternate 
representatives appointed from college governments and campus organizations. 
 
The Board Chair is an external staff position and is an external chair (not a member of the Board of Directors).  This position’s 
primary duty is to uphold the CSA’s Rules of Order and Robert’s Rules of Order in order to allow for democratic decisions to be 
determined by the Board of Directors. 
 

Term  4 months, May 1 – August 31, 20187 with possible extension pending favourable evaluation from the 
CSA Board of Directors.  Approximately 5 meetings in the spring semester 

Honorarium $275.00 per hour, rounded up to the nearest quarter hour – starting from pre-meeting 
Minimum three hours paid for all regularly scheduled board meetings and training dates  

Immediate Supervisor  Policy and Transition Manager 

Executive Supervisor The CSA Board of Directors 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, April 7 
• Required to attend a full day of Staff Training, and other Training sessions/workshops scheduled by the  Human Resources & 

Operations Manager and Policy & Transition Manager covering topics related to conflict resolution, anti-oppression/inclusivity, 
CSA policy and bylaws, Health and Safety, etc., 

• Required to receive 5 hours of one-on-one training at minimum wage from the outgoing Board Chair 
• Required to create /update your Transition & Operating Manual to be submitted to the Policy & Transition Manager prior to the 

end of your contract 
• Required to sit on the Board Chair hiring committee as the staff member, unless directed otherwise by your Executive 

Supervisor  
• As the incoming Board Chair, be required to sit during the last Board of Directors meeting of the Winter semester and as the 

outgoing Board Chair, be required to attend the first Board of Directors meeting in September  to assist the new Board Chair 

JOB DESCRIPTION: 
• To at all times be impartial and objective as it relates to the content of matters brought forward to the CSA Bboard of Ddirectors 

and membership. 
• To chair/facilitate Board of Directors meetings, emergency Board meetings and members meetings 
• Demonstrate an understanding of University of Guelph student issues as well as an understanding of the workings of the Central 

Student Association, including Bylaws and Policies 
• Have a working knowledge of Roberts' Rules of Order and CSA Rules of Order 
• Review board packages prior to Board meetings with the Policy and Transition Manager 
• Make all necessary inquiries and complete research to ensure you are prepared as possible for discussion at Board meetings 
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• Attend meetings on an as needed basis with the Policy and Transition Manager before Board of Directors meetings and 
members meetings in order to go over upcoming items 

• Formulate rulings of the chair when an issue arises which is not explicitly stated in the CSA bylaws and/or policies, while also 
adhering to Roberts Rules of Order 

• Ensure the Board is made aware of and upholds CSA bylaws and policies pertinent to meeting discussions in conjunction with 
the Policy and& Transition Manger 

• Sign minutes of the Board of Directors once they have been approved by the Board 
• Act as a resource for Directors with respect to all questions of process in Board meetings 
• Assist, when needed, in the training of Board members on CSA Rules of Order and Robert’s Rules of Order 
• Consult with the President on legal counsel on issues that may come before the Board of Directors in conjunction with the 

President of the corporation 
• Participate in a performance evaluation conducted by the board of directors with notes from the PTM. 

QUALIFICATIONS: 
• Excellent communication skills 
• Knowledge of Roberts Rules of Order 
• General knowledge of the CSA, its operations and Bylaws and Policies and how it runs 
• Arbitration and diplomacy skills 
• Be familiar with the Ontario Corporations Act and the Ontario Not -For- Profit Corporations Act 
• Experience chairing large meetings. 
• Strong understanding of, and commitment to, anti-oppression/inclusivity 
 

 
Deadline for applications is Friday, March 217, 20187 at 12:00 PM (noon) 

Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs 
 

 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, 
Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities. 
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking 
part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca 
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of our 
membership, representing collective interests on a diverse range of issues 
such as public transit, student rights and the accessibility of education.  In 
addition, we offer numerous services and programs such as the universal bus 
pass, health and dental plan, and a Student Help and Advocacy Centre. 

 
 
 

BOARD CHAIR 
The CSA's Board of Directors meets approximately every alternate Wednesday to discuss and deliberate important issues facing 
students and how we plan on addressing them. The Board may call emergency Board Meetings in addition to the scheduled 
meetings. If these are called, they would be called with 48 hour notice and they would still occur on a Wednesday evening.  
Between General Membership Meetings, the Board of Directors is the highest decision making body of the organization.  The 
Board of Directors is made up of a four person Executive, two at-large members elected per college, and representatives 
appointed from college governments and campus organizations. 
 
The Board Chair is an external staff position  (not a member of the Board of Directors).  This position’s primary duty is to uphold 
the CSA’s Rules of Order and Robert’s Rules of Order in order to allow for democratic decisions to be determined by the Board of 
Directors. 
 

Term  4 months, May 1 – August 31, 2018 with possible extension pending favourable evaluation from the 
CSA Board of Directors.  Approximately 5 meetings in the spring semester 

Honorarium $27.00 per hour, rounded up to the nearest quarter hour – starting from pre-meeting 
Minimum three hours paid for all regularly scheduled board meetings and training dates  

Immediate Supervisor Policy and Transition Manager 

Executive Supervisor The CSA Board of Directors 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, April 7 
• Required to attend a full day of Staff Training, and other Training sessions/workshops scheduled by the Policy & Transition 

Manager covering topics related to conflict resolution, anti-oppression/inclusivity, CSA policy and bylaws, Health and Safety, etc. 
• Required to receive 5 hours of one-on-one training at minimum wage from the outgoing Board Chair 
• Required to create /update your Transition & Operating Manual to be submitted to the Policy & Transition Manager prior to the 

end of your contract 
• Required to sit on the Board Chair hiring committee as the staff member, unless directed otherwise by your Executive 

Supervisor  
• As the incoming Board Chair, be required to sit during the last Board of Directors meeting of the Winter semester and as the 

outgoing Board Chair, be required to attend the first Board of Directors meeting in September to assist the new Board Chair 

JOB DESCRIPTION: 
• To at all times be impartial and objective as it relates to the content of matters brought forward to the CSA Board of Directors 

and membership 
• To chair/facilitate Board of Directors meetings, emergency Board meetings and members meetings 
• Demonstrate an understanding of University of Guelph student issues as well as an understanding of the workings of the Central 

Student Association, including Bylaws and Policies 
• Have a working knowledge of Roberts' Rules of Order and CSA Rules of Order 
• Review board packages prior to Board meetings with the Policy and Transition Manager 
• Make all necessary inquiries and complete research to ensure you are prepared as possible for discussion at Board meetings 
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• Attend meetings on an as needed basis with the Policy and Transition Manager before Board of Directors meetings and 
members meetings in order to go over upcoming items 

• Formulate rulings of the chair when an issue arises which is not explicitly stated in the CSA bylaws and/or policies, while also 
adhering to Roberts Rules of Order 

• Ensure the Board is made aware of and upholds CSA bylaws and policies pertinent to meeting discussions in conjunction with 
the Policy and Transition Manger 

• Sign minutes of the Board of Directors once they have been approved by the Board 
• Act as a resource for Directors with respect to all questions of process in Board meetings 
• Assist, when needed, in the training of Board members on CSA Rules of Order and Robert’s Rules of Order 
• Consult with the President on legal issues that may come before the Board of Directors 
• Participate in a performance evaluation conducted by the board of directors with notes from the PTM. 

QUALIFICATIONS: 
• Excellent communication skills 
• Knowledge of Roberts Rules of Order 
• General knowledge of the CSA, its operations and Bylaws and Policies 
• Arbitration and diplomacy skills 
• Be familiar with the  Ontario Not-For-Profit Corporations Act 
• Experience chairing large meetings 
• Strong understanding of, and commitment to, anti-oppression/inclusivity 
 

 
Deadline for applications is Friday, March 2, 2018 at 12:00 PM (noon) 

Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs 
 

 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, 
Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities. 
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking 
part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca 
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of our 
membership, representing collective interests on a diverse range of issues 
such as public transit, housing, student rights and the accessibility of 
education.  In addition, we offer numerous services and programs such as the 
universal bus pass, health and dental plan, and a Student Help and Advocacy  

       CCentre. 
 
 
 

BOARD SCRIBE  
 
The CSA's Board of Directors has scheduled meetings approximately every alternate Wednesday evenings to discuss and 
deliberate important issues facing students and how to address them. The Board may call emergency Board Meetings in addition 
to the scheduled meetings. If these are called, they would be called with 48 hour notice and they would still occur on a 
Wednesday evening.  The Board Scribe is responsible for transcribing discussion and decisions and making sure that the records of 
these meetings reflect the day-to-day operations of the organization. 
 
 

Term May 1, 2018 October 23, 2017 to April 30, 20198 
Total of at least 10 Board of Director meetings 

Honorarium $15.352.87/hour, rounded up to the nearest quarter hour, starting from pre-meeting.  Minimum three 
hours paid for board meetings.  

Immediate Supervisor Policy and Transition Manager 

Executive Supervisor President 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, April 7 
• Required to attend a full day of Staff Training, and other Training sessions/workshops scheduled by the Policy & Transition 

Manager covering topics related to conflict resolution, inclusion, CSA policy and bylaws, Health and Safety, etc. 
• Required to receive up to 3 hours of one-on-one training from the Policy & Transition Manager 
• Required to create /update your Transition & Operating Manual to be submitted to the Policy & Transition Manager prior to the 

end of your contract 
• Required to sit on the Board Scribe hiring committee as the staff member, unless directed otherwise by your Executive 

Supervisor 
 

 
BOARD OF DIRECTOR MEETING DUTIES: 
• Responsible for attending all CSA Board of Directors Meetings and Annual General Meetings and taking accurate minutes with 

the assistance of a recording device. 
• Responsible for transcribing all minutes and making sure the President, Policy & Transition Manager, Business Manager and 

Executive Committee have a copy of the minutes in electronic form within five working days. 
• Completion of the minutes will occur within the CSA office. The Board Scribe will coordinate their schedule within the office to 

complete the minutes with the Policy and Transition Manager at the beginning of each semester. 
• Notify the Business Office of the time taken to prepare the minutes.  Reimbursements will be paid out within 3 business days. 
• Compile a report of Board member’s attendance to be served for information in the Board package at the last Board meeting of 

each semester. 
• Circulate an attendance list at all Board of Directors Meetings for Board Members to sign. This list will be provided to the Policy 

and Transition Manager. 
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• Ensure that electronic copies of the minutes of all the meetings for each semester are given to the Policy & Transition Manager 
and President for audit purposes. 

 

QUALIFICATIONS: 
• Excellent communication and teamwork skills 
• Ability to type at the pace of general conversation and discussion 
• Ability to attend scheduled Board of Directors meetings (every alternate Wednesday evenings) 
• General knowledge of the CSA and its operations 
• Working knowledge of Robert’s Rules and CSA Rules of Order 
• Experience in minute taking  
• Experience with Microsoft Word or similar Word Processing programs 
• Able to paraphrase and synthesize conversations 
• Ability to sit through long meetings 
• Strong understanding of, and commitment to, inclusivity 
 

 
Deadline for applications is Friday, March 2, 2018 October 13, 2017 at 12:00 PM (noon) 

Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs 
 

 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, 
Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities. 
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking 
part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca 
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of our 
membership, representing collective interests on a diverse range of issues 
such as public transit, housing, student rights and the accessibility of 
education.  In addition, we offer numerous services and programs such as the 
universal bus pass, health and dental plan, and a Student Help and Advocacy  

      Centre. 
 
 
 

BOARD SCRIBE  
 
The CSA's Board of Directors has scheduled meetings approximately every alternate Wednesday evenings to discuss and 
deliberate important issues facing students and how to address them. The Board may call emergency Board Meetings in addition 
to the scheduled meetings. If these are called, they would be called with 48 hour notice and they would still occur on a 
Wednesday evening.  The Board Scribe is responsible for transcribing discussion and decisions and making sure that the records of 
these meetings reflect the day-to-day operations of the organization. 
 
 

Term May 1, 2018 to April 30, 2019 
Total of at least 10 Board of Director meetings 

Honorarium $15.35/hour, rounded up to the nearest quarter hour, starting from pre-meeting.  Minimum three 
hours paid for board meetings.  

Immediate Supervisor Policy and Transition Manager 

Executive Supervisor President 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, April 7 
• Required to attend a full day of Staff Training, and other Training sessions/workshops scheduled by the Policy & Transition 

Manager covering topics related to conflict resolution, inclusion, CSA policy and bylaws, Health and Safety, etc. 
• Required to receive up to 3 hours of one-on-one training from the Policy & Transition Manager 
• Required to create /update your Transition & Operating Manual to be submitted to the Policy & Transition Manager prior to the 

end of your contract 
• Required to sit on the Board Scribe hiring committee as the staff member, unless directed otherwise by your Executive 

Supervisor 
 

 
BOARD OF DIRECTOR MEETING DUTIES: 
• Responsible for attending all CSA Board of Directors Meetings and Annual General Meetings and taking accurate minutes with 

the assistance of a recording device. 
• Responsible for transcribing all minutes and making sure the President, Policy & Transition Manager, Business Manager and 

Executive Committee have a copy of the minutes in electronic form within five working days. 
• Completion of the minutes will occur within the CSA office. The Board Scribe will coordinate their schedule within the office to 

complete the minutes with the Policy and Transition Manager at the beginning of each semester. 
• Notify the Business Office of the time taken to prepare the minutes.  Reimbursements will be paid out within 3 business days. 
• Compile a report of Board member’s attendance to be served for information in the Board package at the last Board meeting of 

each semester. 
• Circulate an attendance list at all Board of Directors Meetings for Board Members to sign. This list will be provided to the Policy 

and Transition Manager. 
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• Ensure that electronic copies of the minutes of all the meetings for each semester are given to the Policy & Transition Manager 
and President for audit purposes. 

QUALIFICATIONS: 
• Excellent communication and teamwork skills 
• Ability to type at the pace of general conversation and discussion 
• Ability to attend scheduled Board of Directors meetings (every alternate Wednesday evenings) 
• General knowledge of the CSA and its operations 
• Working knowledge of Robert’s Rules and CSA Rules of Order 
• Experience in minute taking  
• Experience with Microsoft Word or similar Word Processing programs 
• Able to paraphrase and synthesize conversations 
• Ability to sit through long meetings 
• Strong understanding of, and commitment to, inclusivity 
 

 
Deadline for applications is Friday, March 2, 2018 at 12:00 PM (noon) 

Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs 
 

 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, 
Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities. 
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking 
part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca 
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The Central Student Association (CSA) is the undergraduate student union at 
the University of Guelph.  We advocate on behalf of our membership, 
representing collective interests on a diverse range of issues such as public 
transit, housing, student rights and the accessibility of education.  In addition, 
we offer numerous services and programs such as the universal bus pass, 
health and dental plan, and a Student Help and Advocacy Centre. 

 
 
 

FRONT OFFICE ASSISTANT (S) – 2 POSITIONS 
The Front Office Assistant is often times the first point of contact for students when accessing the CSA’s services and visiting the 
Main Office. The primary duty of this position is to engage with the membership while providing excellent customer service and 
maintaining the Front Office space and the CSA Print and Photocopy Service.  
 

Term September 4 5 to November 30 December 1, 20187, 135 weeks  
January 78 to April 56, 20198, 135 weeks  
(Note:  no scheduled hours during Reading Week)  
Total of 2630 Weeks 

Hours Average 12.5 hours per week, less during exam periods, maximum 350 hours total 

Hourly Rate $15.352.87 per hour  

Immediate Supervisor Office Manager & Executive Support 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, April 7 
• Required to attend a full day of Staff Training, and other Training sessions/workshops scheduled by the Policy & Transition 

Manager covering topics related to conflict resolution, inclusivity, CSA policy and bylaws, Health and Safety, etc. 
• Required to support in the updating of the Front Office Operating Manual to be submitted to the Office Manager and the Policy 

& Transition Manager prior to the end of your contract 

JOB DESCRIPTION: 
• Available to work between the hours of 9am – 4:30pm in four hour blocks, at least twice per week 
• Answer front office telephones, direct calls to appropriate people, record messages as needed 
• Respond to student and public inquiries regarding the CSA and the University and do your best to find answers to inquiries as 

best as possible 
• Be aware of the whereabouts of executive members during office hours in order to best respond to student inquiries 
• Manage and handle cash for CSA photocopy & printer services, ticket sales, and any other sales taking place in the front office 
• Manage the rental of CSA equipment and keys, as well as the boardroom booking calendar 
• Manage the boardroom booking calendar and schedule room bookings for club’s meetings 
• Manage the CSA photocopy & printer service which would include offering assistance to students, collecting payments and 

scheduling large print jobs 
• Notify the Office Manager when printer supplies are running low 
• Be responsible for collecting payment from students who use the Pro-Ink refilling cartridge service, collecting recording 

payments from students, etc., and answering questions regarding the service 
• Ensure the front office, including the photocopy room, literature tables and computer stations are kept tidy 
• Ensure an updated inventory of office supplies is maintained 
• Replenish menstrual products as needed 
• Process ISIC cards; ensuring appropriate protocol is followed in maintaining the information and taking photographs 
• Be involved with the poster running service and poster approval for student groups 
• Organize the button-making supply, track quantities and ensure there is an adequate inventory of supplies 
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• Check and distribute mail when required 
• Assist with Bus Pass Distribution and distribute bus passes throughout the year 
• Collect Bus Pass opt-in payments  
• Collect bus pass replacement fees for replacement stickers 
• Email students if any lost student cards are returned to the CSA Office and send unclaimed cards to the Registrar's Office 
• Attend staff meetings, and performance reviews when required  
• Be of general assistance in office-related tasks  

QUALIFICATIONS: 
• Strong understanding of, and commitment to, inclusivity 
• General knowledge of the CSA and its role on campus 
• Experience with inventory management 
• Cash handling experience 
• Proficiency with computers, particularly with Microsoft Office programs 
• Customer service experience  
• Ability to multi-task 
 

 
Deadline for applications is Friday, March 2February 10, 20187 at 12:00 PM (noon) 

Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs 
 

 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, 
Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities. 
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking 
part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca 
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The Central Student Association (CSA) is the undergraduate student union at 
the University of Guelph.  We advocate on behalf of our membership, 
representing collective interests on a diverse range of issues such as public 
transit, housing, student rights and the accessibility of education.  In addition, 
we offer numerous services and programs such as the universal bus pass, 
health and dental plan, and a Student Help and Advocacy Centre. 

 
 
 

FRONT OFFICE ASSISTANT (S) – 2 POSITIONS 
The Front Office Assistant is often times the first point of contact for students when accessing the CSA’s services and visiting the 
Main Office. The primary duty of this position is to engage with the membership while providing excellent customer service and 
maintaining the Front Office space and the CSA Print and Photocopy Service.  
 

Term September 4 to November 30, 2018, 13 weeks  
January 7 to April 5, 2019, 13 weeks  
(Note:  no scheduled hours during Reading Week)  
Total of 26 Weeks 

Hours Average 12.5 hours per week, maximum 350 hours total 

Hourly Rate $15.35 per hour  

Immediate Supervisor Office Manager & Executive Support 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, April 7 
• Required to attend a full day of Staff Training, and other Training sessions/workshops scheduled by the Policy & Transition 

Manager covering topics related to conflict resolution, inclusivity, CSA policy and bylaws, Health and Safety, etc. 
• Required to support in the updating of the Front Office Operating Manual to be submitted to the Office Manager and the Policy 

& Transition Manager prior to the end of your contract 

JOB DESCRIPTION: 
• Available to work between the hours of 9am – 4:30pm at least twice per week 
• Answer front office telephones, direct calls to appropriate people, record messages as needed 
• Respond to student and public inquiries regarding the CSA and the University and do your best to find answers to inquiries as 

best as possible 
• Be aware of the whereabouts of executive members during office hours in order to best respond to student inquiries 
• Manage and handle cash for CSA photocopy & printer services, ticket sales, and any other sales taking place in the front office 
• Manage the rental of CSA equipment and keys,  
• Manage the boardroom booking calendar and schedule room bookings for club’s meetings 
• Manage the CSA photocopy & printer service which would include offering assistance to students, collecting payments and 

scheduling large print jobs 
• Notify the Office Manager when printer supplies are running low 
• Be responsible for collecting payment from students who use the Pro-Ink refilling cartridge service, collecting recording 

payments from students, etc., and answering questions regarding the service 
• Ensure the front office, including the photocopy room, literature tables and computer stations are kept tidy 
• Ensure an updated inventory of office supplies is maintained 
• Replenish menstrual products as needed 
• Process ISIC cards; ensuring appropriate protocol is followed in maintaining the information and taking photographs 
• Be involved with the poster running service and poster approval for student groups 
• Organize the button-making supply, track quantities and ensure there is an adequate inventory of supplies 
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• Check and distribute mail when required 
• Assist with Bus Pass Distribution and distribute bus passes throughout the year 
• Collect Bus Pass opt-in payments  
• Collect bus pass replacement fees for replacement stickers 
• Email students if any lost student cards are returned to the CSA Office and send unclaimed cards to the Registrar's Office 
• Attend staff meetings, and performance reviews when required  
• Be of general assistance in office-related tasks  

QUALIFICATIONS: 
• Strong understanding of, and commitment to, inclusivity 
• General knowledge of the CSA and its role on campus 
• Experience with inventory management 
• Cash handling experience 
• Proficiency with computers, particularly with Microsoft Office programs 
• Customer service experience  
• Ability to multi-task 
 

 
Deadline for applications is Friday, March 2, 2018 at 12:00 PM (noon) 

Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs 
 

 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, 
Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities. 
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking 
part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca 
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of our 
membership, representing collective interests on a diverse range of issues 
such as public transit, housing, student rights and the accessibility of 
education.  In addition, we offer numerous services and programs such as the 
universal bus pass, health and dental plan, and a Student Help and Advocacy 
Centre. 

 
 
 

STUDENT HELP & ADVOCACY CENTRE –  HUMAN RIGHTS ADVOCACY COORDINATOR 
The Student Help and Advocacy Centre (SHAC) is a student-run advocacy and referral office that provides a safe space to assist 
students in a confidential and compassionate manner to provide them with the information they need. SHAC strives to eliminate 
discrimination against people facing all forms of oppression, as well as the stigma of asking for help through working with an 
empowerment model. 
 
The SHAC Human Rights Advocacy Coordinator is responsible for guiding University of Guelph students experiencing issues 
covered by SHAC through the relevant resolution processes. Their primary responsibility is to act as an information source and support for 
students who are looking for assistance, , advocate for students’ rights and assist students undergoing the University’s Judicial process..  following a 
human rights violations, and to promote the importance of human rights and  This position is also responsible for spreading awareness of the  
various resources available resources to the undergraduate population.  It is also their responsibility to refer students undergoing the University’s 
Academic Appeal process to the Vice President Academic.  In the summer semester, it is their responsibility to assist students undergoing the 
University’s Judicial process assistand students who express legal concerns.  This requires research skills, familiarity with both local and university 
services, and interpersonal skills. This position is also responsible for promoting the advocacy services provided by SHAC to the 
student body, and must also be willing to seek out resources both in order to build the resource library in office, and to expand 
the breadth of areas in which SHAC can easily provide assistance. 
 

Term May 78 to December 14, 2018, 32 weeksSeptember 1, 2017, 17 weeks 
September 4 to December 15, 2017, 15 weeks 
January 78 to April 1920, 20198, 15 weeks 
Total of 47 Weeks 

Hours 15 hours per week, reduced to 7.5 hours during Fall and Winter Exam periodsSummer – 157 hours per 
week,  Fall and Winter – 12.5 hours per week, 494675 hours total 
 (average hours may vary  from week to week) 

Wages $10,3626,358 (includes vacation pay) 

Immediate Supervisor SHAC Coordinator 

Executive Supervisor Vice President Academic 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, April 7 
• Required to attend a full day of Staff Training, and other Training sessions/workshops scheduled by the Policy & Transition 

Manager covering topics related to conflict resolution, anti-oppression/inclusivity, CSA policy and bylaws, Health and 
Safety, etc., 

• Required to attend a full day of SHAC specific training  to include Active Listening, Residential Tenancy Act, FILAC Files, etc. 
• Receive training specific to the Human Rights Policies & Procedures  of the University of Guelph 
• Receive training specific to Undergraduate Policies & Procedures of the University of Guelph, relating to academic 

misconduct and, the Academic Appeal Process from the VP Academic, Tenancy and relevant student financial matters   
• Receive training specific to student tenancy and budgeting issues from the lawyer on contract with SHAC 
• Required to receive 5 hours of one-on-one training at minimum wage from the outgoing SHAC Advocacy Coordinator 
• Required to provide 5 hours of one-on-one training to the new incoming Advocacy Coordinator 
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• Required to create /update your Transition & Operating Manual to be submitted to the Policy & Transition prior to the end 
of your contract 

• Required to sit on the SHAC Advocacy Coordinator hiring committee as the staff member, unless directed otherwise by your 
Executive Supervisor  

JOB DESCRIPTION: 

GENERAL RESPONSIBILITIES: 
• Ensure SHAC is operating in an anti-oppressive/inclusive manner 
• Hold at least twelve (120) six (6) office hours per week each semester 
• Maintain a bi-weekly activity log of hours and duties completed to be submitted to your Immediate and Executive 

Supervisor, as requested 
• Meet with your Executive Supervisor as requested  
• Attend and participate in bi-weekly meetings of the SHAC Staff Team as scheduled by the SHAC Coordinator  
• Prepare and submit a summary report at the end of every semester to the SHAC Coordinator, detailing the number of 

clients  and general nature of visits 
• To coordinate the updating of resources for the Resource Library in regards to legal, financial, tenancy, and law school 

materials 
• Direct those who seek assistance from SHAC to resources appropriate to their query  
•  Prepared to offer basic academic support regarding student academic rights and responsibilities as well as academic 

processes. 
•  
•  
• Arrange appointments with students outside of established office hours when necessary 
• Work with other SHAC Coordinators to maintain an organized, accessible office, including keeping files and resource 

materials updated and monitor the office’s accessibility and address issues as they appear.  
• Develop and update office resources in areas of need, identified by student enquiries or cases in collaboration with the 

SHAC Staff Team 
• The coordinator must also be willing to seek out resources both in order to build the resource library in office, and to 

expand the breadth of areas in which SHAC can easily provide aid.  
• Be flexible, especially with respect to hours worked per week.  Be prepared to spend additional hours per week in 

preparation for various events and fewer hours at other times throughout this contract 
• Collaborate on campaigns, workshops and resources where possible with other CSA Services, on-campus 

organizations/services and off-campus organizations/services as approved by the SHAC Coordinator and VP external 
• Be familiar with municipal, provincial, federal, and internationals awareness days and events and coordinate events or 

campaigns as appropriate 
• Host at least two tabling events in the Fall and the Winter semesters  

 
•  

Assist with the Traditional Events as noted in the SHAC budget, specifically  December 6th Day of Remembrance and Action on 
Violence Against Women, Queer Identities Week,  Black History Month and Human Rights in an International Context 
SUMMER DUTIES 

• During the summer semester, the Advocacy Coordinator is expected to offer support to students on all Tenancy and 
Financial matters when appropriate 

• Work with the SHAC Team to ensure a SHAC presence and promotion during Orientation week 
• Establish a timeline and action plan for at least one significant Orientation Week event 
• Be available to coordinate and run the Orientation event 
• Work with the Promotional Services & Graphic Designer to create promotional material for events and campaigns while 

ensuring they are in line with the CSA Branding Package  
•  

 
 CROSS TRAINING RESPONSIBILITIES 
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• During the summer semester, the Advocacy Coordinator is expected to offer support to students on all Tenancy and Financial 
matters when appropriate 

• Refer all academic related issues to the Vice President Academic, however when necessary, be prepared to offer basic academic 
support  
 
HUMAN RIGHTS ADVOCACY 

• Be a human rights resource for the CSA and other student groups. 
• Advocate on behalf of students around matters relating to human rights 
• Serve as a resource and contact for the CSA and other student groups staff within SHAC; become very familiar with the 

Human Rights Policies & Procedures  of the University of Guelph, the International Declaration of Human Rights, the 
Ontario Human Rights Code, and other relevant documents  

• Develop relationships and work collaboratively with special status groups and the Diversity & Human Rights Office and any 
other  organization on-campus that provide student advocacy services,  

• Ensure that the peer support and advocacy services are promoted to the CSA membership in collaboration with the 
Promotion Services and Graphic Designer 

• Collaborate with the VP External on  human rights related issues, workshops  and resources.  
• Develop and maintain clear and transparent records system for the advocacy services provided by SHAC to students, and to 

utilize these records to improve those services 
• Hear and maintain records of complaints of individuals regarding oppression or human rights violations  
• Refer all complaints to the appropriate support on campus ((example:  a human rights complaint would be referred to the 

Diversity & Human Rights Office) 
• Meet with the SHAC Coordinator on a bi-weekly monthly basis to review all ongoing advocacy cases 
• Work with the SHAC Coordinators regarding all volunteer and training matters related to human rights advocacy 
 

VOLUNTEERS 
• Work with the SHAC Coordinators regarding all volunteer and training matters related to advocacy 
• Together with the Volunteer Coordinator, be responsible for Eestablishing a comprehensive training programme for all 

volunteers who wish to support the work of the Advocacy  Coordinator 
 Conduct regular training sessions specific to the work of the Advocacy Coordinator to Eensure a sufficient number of 

volunteers are appropriately trained to meet the needs of this aspect of the SHAC office 
• How regular? This should be more specific 
• In collaboration with the other SHAC Coordinators, lVolunteer Coordinator, log  monthly hours and activities of every 

volunteer that supports the work of the Advocacy Coordinator 
• Develop and maintain the sections of the SHAC Volunteer and Resource Manual specific to this position, in collaboration 

with other SHAC Coordinators  
• Have bi-weekly meetings with the  SHAC Volunteer Coordinator to plan how volunteers can become engaged in HR 

Advocacy support and events 
• Attend SHAC Volunteer meetings as requiredested by the SHAC Volunteer Coordinator 

QUALIFICATIONS: 
• Possess  a strong analysis of oppression, power, privilege and social justice issues  
• Strong commitment to anti-oppression/inclusivity 
• Be familiar and keep current with the various University of Guelph, provincial and federal policies and legislation related to 

human rightsPossess a strong analysis of oppression, power, privilege and social justice issues 
•   
• Strong research skills 
• Experience with advocacy and basic peer support  
• Strong organizational, communication and interpersonal skills 
• Experience working in a team environment or on a and committee environment 
• Experience with and commitment to maintaining confidentiality in regards to cases 
• Familiarity with the various on-campus organizations which deal with human rights-related issues;  
• Familiarity with on-going anti-oppression, social justice and human rights issues, initiatives, and campaigns on campus  
• Effective organizational, communication and interpersonal skills 
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• Effective outreach strategies 
 Experience with advocacy and basic peer support  
• Experience solving problems under pressure 
• Experience with advocacy and basic peer support is an asset 
• Familiarity with human rights policy at the University of Guelph, provincial and federal level is an asset 
• Experience working in a team and committee environment 
• Previous CSA/SHAC experience is an asset 

 
 

Deadline for applications is Friday, March 2, 2018February 24, 2017  at 12:00 PM (noon) 
Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs 

 
 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage applications from women, Aboriginal 
peoples, persons with disabilities, racialized people, international students and members of Queer communities.  
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking part in all aspects of the 
selection process.  To arrange accommodations please contact csamain@uoguelph.ca. 
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of our 
membership, representing collective interests on a diverse range of issues 
such as public transit, housing, student rights and the accessibility of 
education.  In addition, we offer numerous services and programs such as the 
universal bus pass, health and dental plan, and a Student Help and Advocacy 
Centre. 

 
 
 

STUDENT HELP & ADVOCACY CENTRE – ADVOCACY COORDINATOR 
The Student Help and Advocacy Centre (SHAC) is a student-run advocacy and referral office that provides a safe space to assist 
students in a confidential and compassionate manner to provide them with the information they need. SHAC strives to eliminate 
discrimination against people facing all forms of oppression, as well as the stigma of asking for help through working with an 
empowerment model. 
 
The SHAC Advocacy Coordinator is responsible for guiding University of Guelph students experiencing issues covered by SHAC 
through the relevant resolution processes. Their primary responsibility is to act as an information source and support for students who are 
looking for assistance, advocate for students’ rights and assist students undergoing the University’s Judicial process.   This position is also 
responsible for spreading awareness of the various resources available to the undergraduate population.  In the summer semester, it is their 
responsibility to assist students who express legal concerns.  This requires research skills, familiarity with both local and university services, and 
interpersonal skills. This position is also responsible for promoting the advocacy services provided by SHAC to the student body, and 
must also be willing to seek out resources both in order to build the resource library in office, and to expand the breadth of areas 
in which SHAC can easily provide assistance. 
 

Term May 7 to December 14, 2018, 32 weeks 
January 7 to April 19, 2019, 15 weeks 
Total of 47 Weeks 

Hours 15 hours per week, reduced to 7.5 hours during Fall and Winter Exam periods, 675 hours total 
 (average hours may vary from week to week) 

Wages $10,362 (includes vacation pay) 

Immediate Supervisor SHAC Coordinator 

Executive Supervisor Vice President Academic 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, April 7 
• Required to attend a full day of Staff Training, and other Training sessions/workshops scheduled by the Policy & Transition 

Manager covering topics related to conflict resolution, anti-oppression/inclusivity, CSA policy and bylaws, Health and 
Safety, etc. 

• Required to attend a full day of SHAC specific training to include Active Listening, Residential Tenancy Act, FILAC Files, etc. 
• Receive training specific to Undergraduate Policies & Procedures of the University of Guelph, relating to academic 

misconduct and the Academic Appeal Process from the VP Academic  
• Receive training specific to student tenancy and budgeting issues from the lawyer on contract with SHAC 
• Required to receive 5 hours of one-on-one training at minimum wage from the outgoing SHAC Advocacy Coordinator 
• Required to provide 5 hours of one-on-one training to the new incoming Advocacy Coordinator 
• Required to create /update your Transition & Operating Manual to be submitted to the Policy & Transition prior to the end 

of your contract 
• Required to sit on the SHAC Advocacy Coordinator hiring committee as the staff member, unless directed otherwise by your 

Executive Supervisor  
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JOB DESCRIPTION: 

GENERAL RESPONSIBILITIES: 
• Ensure SHAC is operating in an anti-oppressive/inclusive manner 
• Hold at least twelve (12) office hours per week each semester 
• Maintain a bi-weekly activity log of hours and duties completed to be submitted to your Immediate and Executive 

Supervisor, as requested 
• Meet with your Executive Supervisor as requested  
• Attend and participate in bi-weekly meetings of the SHAC Staff Team as scheduled by the SHAC Coordinator  
• Prepare and submit a summary report at the end of every semester to the SHAC Coordinator, detailing the number of 

clients and general nature of visits 
• Direct those who seek assistance from SHAC to resources appropriate to their query  
• Prepared to offer basic academic support regarding student academic rights and responsibilities as well as academic 

processes. 
• Arrange appointments with students outside of established office hours when necessary 
• Work with other SHAC Coordinators to maintain an organized, accessible office, including keeping files and resource 

materials updated and monitor the office’s accessibility and address issues as they appear.  
• Develop and update office resources in areas of need, identified by student enquiries or cases in collaboration with the 

SHAC Staff Team 
• The coordinator must also be willing to seek out resources both in order to build the resource library in office, and to 

expand the breadth of areas in which SHAC can easily provide aid  
• Be flexible, especially with respect to hours worked per week.  Be prepared to spend additional hours per week in 

preparation for various events and fewer hours at other times throughout this contract 
• Collaborate on campaigns, workshops and resources where possible with other CSA Services, on-campus 

organizations/services and off-campus organizations/services as approved by the SHAC Coordinator and VP external 
• Be familiar with municipal, provincial, federal, and internationals awareness days and events and coordinate events or 

campaigns as appropriate 
• Host at least two tabling events in the Fall and the Winter semesters  

 
SUMMER DUTIES 

• During the summer semester, the Advocacy Coordinator is expected to offer support to students on all Tenancy and 
Financial matters when appropriate 

• Work with the SHAC Team to ensure a SHAC presence and promotion during Orientation week 
• Establish a timeline and action plan for at least one significant Orientation Week event 
• Be available to coordinate and run the Orientation event 
• Work with the Promotional Services & Graphic Designer to create promotional material for events and campaigns while 

ensuring they are in line with the CSA Branding Package  
 
ADVOCACY 

• Serve as a resource and contact for the CSA and other student groups; become very familiar with the Human Rights Policies 
& Procedures of the University of Guelph, the International Declaration of Human Rights, the Ontario Human Rights Code, 
and other relevant documents  

• Develop relationships and work collaboratively with special status groups and the Diversity & Human Rights Office and any 
other organization on-campus that provide student advocacy services,  

• Ensure that the peer support and advocacy services are promoted to the CSA membership in collaboration with the 
Promotion Services and Graphic Designer 

• Collaborate with the VP External on human rights related issues, workshops and resources.  
• Develop and maintain clear and transparent records system for the advocacy services provided by SHAC to students, and to 

utilize these records to improve those services 
• Hear and maintain records of complaints of individuals   
• Refer all complaints to the appropriate support on campus (example:  a human rights complaint would be referred to the 

Diversity & Human Rights Office) 
• Meet with the SHAC Coordinator on a bi-weekly basis to review all ongoing advocacy cases 
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VOLUNTEERS 

• Work with the SHAC Coordinators regarding all volunteer and training matters related to advocacy 
• Establish a comprehensive training programme for all volunteers  
• Ensure a sufficient number of volunteers are appropriately trained to meet the needs of the SHAC office 
• In collaboration with the other SHAC Coordinators, log monthly hours and activities of every volunteer that supports the 

work of the Advocacy Coordinator 
• Develop and maintain the sections of the SHAC Volunteer and Resource Manual specific to this position, in collaboration 

with other SHAC Coordinators  
• Attend SHAC Volunteer meetings as required 

QUALIFICATIONS: 
• Strong commitment to anti-oppression/inclusivity 
• Possess a strong analysis of oppression, power, privilege and social justice issues 
• Strong research skills 
• Strong organizational, communication and interpersonal skills 
• Experience working in a team environment or on a committee 
• Experience with and commitment to maintaining confidentiality in regards to cases 
• Familiarity with on-campus organizations which deal with human rights-related issues  
• Familiarity with on-going anti-oppression, social justice and human rights issues, initiatives, and campaigns on campus  
• Effective outreach strategies 
• Experience solving problems under pressure 
• Experience with advocacy and basic peer support is an asset 
• Familiarity with human rights policy at the University of Guelph, provincial and federal level is an asset 
• Previous CSA/SHAC experience is an asset 

 
 

Deadline for applications is Friday, March 2, 2018 at 12:00 PM (noon) 
Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs 

 
 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage applications from women, Aboriginal 
peoples, persons with disabilities, racialized people, international students and members of Queer communities.  
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking part in all aspects of the 
selection process.  To arrange accommodations please contact csamain@uoguelph.ca. 
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of our 
membership, representing collective interests on a diverse range of issues 
such as public transit, housing, student rights and the accessibility of 
education.  In addition, we offer numerous services and programs such as the 
universal bus pass, health and dental plan, and a Student Help and Advocacy 
Centre. 

 
 
 

STUDENT HELP & ADVOCACY CENTRE – LEGAL RESOURCE COORDINATOR 
The Student Help and Advocacy Centre (SHAC) is a student-run advocacy and referral office that provides a safe space to assist 
students in a confidential and compassionate manner to provide them with the information they need. SHAC strives to eliminate 
discrimination against people facing all forms of oppression, as well as the stigma of asking for help through working with an 
empowerment model. 
 
The SHAC Legal Resource Coordinator is responsible for providing legal advocacy for the students at the University of Guelph. 
Their primary responsibility is to act as an information source to students who are experiencing tenancy or legal issues, or are 
undergoing the University’s Judicial process.  This requires research skills, familiarity with local and university service providers, 
dispute resolution processes (especially the tenant landlord board process), and interpersonal skills.  This position is also 
responsible for promoting the tenancy-related advocacy services provided by SHAC to the student body through the organization 
of legal-oriented events, such as tenancy and budgeting workshops.  The Legal Resource Coordinator will be responsible for 
training volunteers and utilizing them to assist in these endeavoursendeavors.  

 
Term Summer 2017 – 25 Flex Hours 

September 2 August 28 to December 14, 20187, 154 weeks 
January 78 to April 196, 20198, 153 weeks 
Exam Periods – 16 Flex Hours Fall and Winter Combined 
Total of 3026 Weeks + 4 Exam Weeks 

Hours 10 hours per week, reduced to 5 hours per week during Exam periods, 280311 hours total 
 (average hours may vary  from week to week) 

Wages $4,298003 (includes vacation pay) 

Immediate Supervisor SHAC Coordinator 

Executive Supervisor Vice President Academic 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, April 7 
• Required to attend a full day of Staff Training, and other Training sessions/workshops scheduled by the Policy & Transition 

Manager covering topics related to conflict resolution, anti-oppression/inclusivity, CSA policy and bylaws, Health and Safety, etc. 
• Required to attend a full day of SHAC specific training  to include Active Listening, Residential Tenancy Act, FILAC method, etc. 
• Receive training specific to student tenancy and budgeting issues from the lawyer on contract with SHAC 
•  
• Required to receive 5 hours of one-on-one training at minimum wage from the outgoing SHAC Legal Resource Coordinator 
• Required to provide 5 hours of one-on-one training to the new incoming Coordinator 
• Required to create /update your Transition & Operating Manual to be submitted to the Policy & Transition prior to the end of 

your contract 
• Required to sit on the SHAC Legal Resource Coordinator hiring committee as the staff member, unless directed otherwise by 

your Executive Supervisor  
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JOB DESCRIPTION: 

SUMMER DUTIES AND ORIENTATION WEEK (25 FLEX HOURS): 
• Develop a timeline and action plan for tenancy workshops and the legal drop-in service 
• Work with the SHAC Team to ensure a SHAC presence and promotion during Orientation week 
• Meet regularly with the SHAC team (virtually or in person) to provide updates and discuss programming details  
• Be available to assist with running the SHAC orientation event(s) 
 Monitor emails 
 Develop a volunteer recruitment and retention strategy 
 Assist in the planning of the SHAC’s participation in Orientation Week, particularly relevant events and resource/volunteer fairs 

in collaboration with the SHAC Coordinator 
  
• Maintain a strong understanding of the operation of SHAC in regards to events which have been planned and initiatives that 

have been started during the summer so to limit the difficulties of transitioning into the role in September 
 

GENERAL RESPONSIBILITIES: 
• Ensure SHAC is operating in an anti-oppressive/inclusive manner 
• Hold at least eightsix (86) office hours per week in the Fall and Winter semesters 
•  
 Host at least two tabling events in the Fall and the Winter semesters  
•  
• Maintain a bi-weekly activity log of hours and duties completed to be submitted to your Immediate and Executive Supervisor, as 

requested 
• Meet with your Executive Supervisor as requested  
• Attend and participate in bi-weekly meetings of the SHAC Staff Team as scheduled by the SHAC Coordinator 
• Prepare and submit a summary activity report at the end of every semester to the SHAC Coordinator, detailing the number of 

clients, general nature of enquiries and workshops provided 
• Work with other SHAC Coordinators to maintain an organized, accessible office, including keeping files and resource materials 

updated and monitor the office’s accessibility and address issues as they appear.  
• Direct those who seek assistance from SHAC to resources appropriate to their query  
• Arrange appointments with students outside of established office hours when necessary 
• Assist with the Traditional Events as noted in the SHAC budget, specifically  December 6th Day of Remembrance and Action on 

Violence Against Women, Queer Identities Week,  Black History Month and Human Rights in an International Context 
• Develop and update office resources in areas of need, identified by student enquiries or cases in collaboration with the SHAC 

Staff Team. 
•  Maintain the amounts of tenancy booklets, law school information guides, and resources related to CSA initiatives as well as 

on-campus and off-campus resources 
• • Be familiar with municipal, provincial, federal, and internationals awareness days and events and coordinate events or 

campaigns as appropriate 
 
TENANCY/LEGAL 
• Collaborate with the VP External on tenancy issues, resource material and workshops 
• Plan and coordinate a Housing & Tenancy Workshop in collaboration with the VP External 
• Collaborate with Off Campus Living during the Rental Housing Fair to provide tenancy rights information and resources 
• Plan and coordinate a Student Budgeting and Finance Workshop in collaboration with the VP Student Experience 
• Work with Off-Campus Living where legal issues require it and liaison with Off-Campus Living to discuss roles between Off-

Campus Living and SHAC in regards toin regard to tenancy cases  
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• Develop relationships, maintain contacts and work collaboratively, as much as possible, with relevant organizations/ 
departments/ services/ programs/etc. on and off campus 

• Meet with the SHAC Coordinator on a monthly basis to review all ongoing tenancy/legal cases  
• Co-ordinate and oversee the lawyer drop-in service as contracted through the  Legal Aid Clinic of Guelph 
•  
• Where Whenever possible, be a legal resource for the CSA and other student groups. 
• Ensure that the peer support and tenancy/legal services are promoted to the CSA membership in conjunction with the SHAC 

Staff and the Promotion Services and Graphic Designer  
• Develop and maintain clear and transparent records system for the legal services provided by SHAC to students, and to utilize 

these records to improve those services 
• Work with the CSA Promo and Graphic Design to implement initiatives to inform students of legal issues and rights 

 
VOLUNTEERS  
• Together with the Volunteer Coordinator, be responsible for establishing a training programme for all volunteers who wish to 

support the work of the Legal Coordinator 
• Conduct regular training sessions specific to the work of the Legal Coordinator to ensure a sufficient number of volunteer are 

appropriately trained to meet the needs of this aspect of the SHAC office 
• Work with Volunteer Coordinator to develop a SHAC specific workshop for the beginning of the year to prepare volunteers for 

types of issues that SHAC sees 
• In collaboration with the Volunteer Coordinator, log  monthly hours and activities of every volunteer that supports the work of 

the Legal Coordinator 
• Develop and maintain the sections of the SHAC Volunteer and Resource Manual specific to this position, in collaboration with 

other SHAC Coordinators  
Have bi-weekly meetings with the  SHAC Volunteer Coordinator to plan how volunteers can become engaged in Legal Advocacy 
events and support 
• Insert a description as to what these meetings should concern, like is an email a ‘meeting’? What should they focus on? This 
is a little too broad to be helpful 
• Attend SHAC Volunteer meetings as requested by the SHAC Volunteer Coordinator 
• Volunteer Recruitment 

o Be responsible for the recruitment and retention of approximately 10-12 20 volunteers to support the work of the 
SHAC office 

o Work with the Promotional Services & Graphic Designer to create promotional material for volunteer recruitment 
while ensuring they are in line with the CSA Branding Package 

o Be aware of the importance of recruiting a volunteer base that reflects our school's demographics; making sure that 
various marginalized groups of students are represented on SHAC's Volunteer Team 

o Be responsible for the selection process and training of volunteers for SHAC 
• Volunteer Training and Engagement 

o • Ensure all volunteers complete mandatory training sessions before the end of the third week of classes in the Fall 
and Winter semesters Plan.  This should include, but is not limited, to the following: anti-oppression/inclusivity, 
advocacy resources, SHAC Office orientation, File system, CSA Services, University Services, Community Services, etc. 

o • Ensure a vCreate a volunteer contract for each volunteer isto signed at the beginning of the semester; this will 
include points on anti-oppression/inclusivity, language sensitivity, confidentiality and professional conduct 

 • In collaboration with the SHAC staff, be responsible for developing a robust volunteer training programme, with 
specific expectations and requirements for HR Advocacy work and, Legal work and Education & Events work 

o Develop a ‘passport’ system for all volunteers to easily understand the training modules required prior to supporting 
the work of the HR Advocacy Coordinator, Legal Resource Coordinator and the Education & Events Coordinator 

o  
Plan, develop and implement team training opportunities and workshops, at least once a semester for interested SHAC Staff and 
Volunteers, in coordination with the SHAC Coordinator  
 

•o  

Commented [AC6]: Maybe this should be the 
responsibility of the Head Coordinator? Like coordinating the 
lawyer typically has to be done through the summer and 
seems like it would fit in the head coordinator role mostly 

Formatted: Font: Bold

Commented [AC7]: Should be all as a difference in 
volunteers creates a divide, all the volunteers should support 
all coordinators 

Formatted:  No bullets or numbering

Formatted

Formatted

Formatted

Formatted:  No bullets or numbering

Formatted

Supplementary Material G

Page 39



 4 

 

QUALIFICATIONS: 
• Possess  a strong analysis of oppression, power, privilege and social justice issues  
• Strong research skills 
• Experience solving problems under pressure  
• Strong commitment to anti-oppression/inclusivity 
• Be familiar and keep current with the various policies and legislation related to tenancy 
• Familiarity with the various on-campus organizations which deal with tenancy related issues;  
• Experience with and commitment to maintaining confidentiality in regards to cases 
• Effective organizational, communication and interpersonal skills 
• Experience facilitating workshops 
• Experience working in a team and committee environment 
• Experience with advocacy and basic peer support is an asset 
• Former CSA/SHAC experience is an asset 
 

 
Deadline for applications is Friday, March 2February 24, 20187  at 12:00 PM (noon) 

Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs 
 

 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, 
Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities. 
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking 
part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca. 
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The Central Student Association (CSA) is the undergraduate student 
association at the University of Guelph.  We advocate on behalf of our 
membership, representing collective interests on a diverse range of issues 
such as public transit, housing, student rights and the accessibility of 
education.  In addition, we offer numerous services and programs such as the 
universal bus pass, health and dental plan, and a Student Help and Advocacy 
Centre. 

 
 
 

STUDENT HELP & ADVOCACY CENTRE – LEGAL RESOURCE COORDINATOR 
The Student Help and Advocacy Centre (SHAC) is a student-run advocacy and referral office that provides a safe space to assist 
students in a confidential and compassionate manner to provide them with the information they need. SHAC strives to eliminate 
discrimination against people facing all forms of oppression, as well as the stigma of asking for help through working with an 
empowerment model. 
 
The SHAC Legal Resource Coordinator is responsible for providing legal advocacy for the students at the University of Guelph. 
Their primary responsibility is to act as an information source to students who are experiencing tenancy or legal issues, or are 
undergoing the University’s Judicial process.  This requires research skills, familiarity with local and university service providers, 
dispute resolution processes (especially the tenant landlord board process), and interpersonal skills.  This position is also 
responsible for promoting the tenancy-related advocacy services provided by SHAC to the student body through the organization 
of legal-oriented events, such as tenancy and budgeting workshops.  The Legal Resource Coordinator will be responsible for 
training volunteers and utilizing them to assist in these endeavors.  

 
Term September 2 to December 14, 2018, 15 weeks 

January 7 to April 19, 2019, 15 weeks 
Total of 30 Weeks  

Hours 10 hours per week, reduced to 5 hours per week during Exam periods, 280 hours total 
 (average hours may vary from week to week) 

Wages $4,298 (includes vacation pay) 

Immediate Supervisor SHAC Coordinator 

Executive Supervisor Vice President Academic 

 

TRAINING AND TRANSITION: 
• Required to attend the full day CSA Transition Training Day for all incoming and outgoing staff members on Saturday, April 7 
• Required to attend a full day of Staff Training, and other Training sessions/workshops scheduled by the Policy & Transition 

Manager covering topics related to conflict resolution, anti-oppression/inclusivity, CSA policy and bylaws, Health and Safety, etc. 
• Required to attend a full day of SHAC specific training to include Active Listening, Residential Tenancy Act, FILAC method, etc. 
• Receive training specific to student tenancy and budgeting issues from the lawyer on contract with SHAC 
• Required to receive 5 hours of one-on-one training at minimum wage from the outgoing SHAC Legal Resource Coordinator 
• Required to provide 5 hours of one-on-one training to the new incoming Coordinator 
• Required to create /update your Transition & Operating Manual to be submitted to the Policy & Transition prior to the end of 

your contract 
• Required to sit on the SHAC Legal Resource Coordinator hiring committee as the staff member, unless directed otherwise by 

your Executive Supervisor  
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JOB DESCRIPTION: 
 
GENERAL RESPONSIBILITIES: 
• Ensure SHAC is operating in an anti-oppressive/inclusive manner 
• Hold at least eight (8) office hours per week in the Fall and Winter semesters 
• Host at least two tabling events in the Fall and the Winter semesters  
• Maintain a bi-weekly activity log of hours and duties completed to be submitted to your Immediate and Executive Supervisor, as 

requested 
• Meet with your Executive Supervisor as requested  
• Attend and participate in bi-weekly meetings of the SHAC Staff Team as scheduled by the SHAC Coordinator 
• Prepare and submit a summary activity report at the end of every semester to the SHAC Coordinator, detailing the number of 

clients, general nature of enquiries and workshops provided 
• Work with other SHAC Coordinators to maintain an organized, accessible office, including keeping files and resource materials 

updated and monitor the office’s accessibility and address issues as they appear.  
• Direct those who seek assistance from SHAC to resources appropriate to their query 
• Arrange appointments with students outside of established office hours when necessary 
• Develop and update office resources in areas of need, identified by student enquiries or cases in collaboration with the SHAC 

Staff Team. 
• Maintain the amounts of tenancy booklets, law school information guides, and resources related to CSA initiatives as well as on-

campus and off-campus resources 
• Be familiar with municipal, provincial, federal, and internationals awareness days and events and coordinate events or 

campaigns as appropriate 
 
TENANCY/LEGAL 
• Collaborate with the VP External on tenancy issues, resource material and workshops 
• Plan and coordinate a Housing & Tenancy Workshop in collaboration with the VP External 
• Collaborate with Off Campus Living during the Rental Housing Fair to provide tenancy rights information and resources 
• Work with Off-Campus Living where legal issues require it and liaison with Off-Campus Living to discuss roles between Off-

Campus Living and SHAC in regard to tenancy cases  
• Develop relationships, maintain contacts and work collaboratively, as much as possible, with relevant organizations/ 

departments/ services/ programs/etc. on and off campus 
• Meet with the SHAC Coordinator on a monthly basis to review all ongoing tenancy/legal cases  
• Co-ordinate and oversee the lawyer drop-in service as contracted through the Legal Aid Clinic of Guelph 
• Whenever possible, be a legal resource for the CSA and other student groups 
• Ensure that the peer support and tenancy/legal services are promoted to the CSA membership in conjunction with the SHAC 

Staff and the Promotion Services and Graphic Designer  
• Develop and maintain clear and transparent records system for the legal services provided by SHAC to students, and to utilize 

these records to improve those services 
• Work with the CSA Promo and Graphic Design to implement initiatives to inform students of legal issues and rights 

 
VOLUNTEERS  
• Conduct regular training sessions specific to the work of the Legal Coordinator to ensure a sufficient number of volunteer are 

appropriately trained to meet the needs of this aspect of the SHAC office 
• Work with Volunteer Coordinator to develop a SHAC specific workshop for the beginning of the year to prepare volunteers for 

types of issues that SHAC sees 
• log monthly hours and activities of every volunteer that supports the work of the Legal Coordinator 
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• Develop and maintain the sections of the SHAC Volunteer and Resource Manual specific to this position, in collaboration with 
other SHAC Coordinators  

• Volunteer Recruitment 
o Be responsible for the recruitment and retention of approximately 10-12 volunteers to support the work of the SHAC 

office 
o Work with the Promotional Services & Graphic Designer to create promotional material for volunteer recruitment 

while ensuring they are in line with the CSA Branding Package 
o Be aware of the importance of recruiting a volunteer base that reflects our school's demographics; making sure that 

various marginalized groups of students are represented on SHAC's Volunteer Team 
o Be responsible for the selection process and training of volunteers for SHAC 

• Volunteer Training and Engagement 
o Ensure all volunteers complete mandatory training sessions before the end of the third week of classes in the Fall and 

Winter semesters.  This should include, but is not limited, to the following: anti-oppression/inclusivity, advocacy 
resources, SHAC Office orientation, File system, CSA Services, University Services, Community Services, etc. 

o Ensure a volunteer contract for each volunteer is signed at the beginning of the semester; this will include points on 
anti-oppression/inclusivity, language sensitivity, confidentiality and professional conduct 

o In collaboration with the SHAC staff, be responsible for developing a robust volunteer training programme, with 
specific expectations and requirements for Advocacy work and Legal work  

o Plan, develop and implement team training opportunities and workshops, at least once a semester for interested SHAC 
Staff and Volunteers, in coordination with the SHAC Coordinator  

 

QUALIFICATIONS: 
• Possess a strong analysis of oppression, power, privilege and social justice issues  
• Strong research skills 
• Experience solving problems under pressure  
• Strong commitment to anti-oppression/inclusivity 
• Be familiar and keep current with the various policies and legislation related to tenancy 
• Familiarity with the various on-campus organizations which deal with tenancy related issues;  
• Experience with and commitment to maintaining confidentiality in regards to cases 
• Effective organizational, communication and interpersonal skills 
• Experience facilitating workshops 
• Experience working in a team and committee environment 
• Experience with advocacy and basic peer support is an asset 
• Former CSA/SHAC experience is an asset 
 

 
Deadline for applications is Friday, March 2, 2018 at 12:00 PM (noon) 

Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs 
 

 
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, 
Section 4.0. 
 
The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage 
applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities. 
 
The Central Student Association welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking 
part in all aspects of the selection process.  To arrange accommodations please contact csamain@uoguelph.ca. 
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Action (Motion)  
Emergency Board of Directors Meeting 
February 14, 2018 @ 6:00pm – UC 442 
 
 

Action Item 16.11.8. 
Strike Hiring Committees 

 
WHEREAS, the CSA begins its hiring process for the 2018-2019 term in February. 
 
WHEREAS, Hiring Committees, containing one CSA Board Member, one CSA Executive Member and one 
CSA Staff Member, must be struck. 
 
MOTION: To consider the following motions omnibus: 
 

MOTION: To strike a Hiring Committee for the Student Help and Advocacy Centre (SHAC) Advocacy 
Coordinator position. 

 
MOTION: To strike a Hiring Committee for the Student Help and Advocacy Centre (SHAC) Legal 

Resource Coordinator position. 
 
 
Moved:   Seconded:  
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Action (Motion)  
Emergency Board of Directors Meeting 
February 14, 2018 @ 6:00pm – UC 442 
 
 

Action Item 16.11.9. 
Hiring Committee Appointments 

 
WHEREAS, the CSA begins its hiring process for the 2018-2019 term in February. 
 
WHEREAS, CSA Board Members are required to sit on Hiring Committees. 
 
WHEREAS, one CSA Board Member is needed to sit on each Hiring Committee. 
 
MOTION: To consider the following motions omnibus: 
 
 

MOTION: To appoint a Board Member to the Student Help and Advocacy Centre (SHAC) Advocacy 
Coordinator Hiring Committee. 

 
BIRT      will sit on the Student Help and Advocacy Centre (SHAC) Advocacy 
Coordinator Hiring Committee. 
 
 
MOTION: To appoint a Board Member to the Student Help and Advocacy Centre (SHAC) Legal 

Resource Coordinator Hiring Committee. 
 
BIRT      will sit on the Student Help and Advocacy Centre (SHAC) Legal Resource 
Coordinator Hiring Committee. 
 

 
 
Moved:   Seconded: 
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