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ARTICLE 1. INTERPRETATIONS 
1.01 Definitions 
1.01.01 In this part and any other parts of this policy, unless context requires otherwise, 
	(a) “Association” means the Concurrent Education Students’ Association, that is, 	the Association whose membership consists of Association members.
(b) “Council” refers to the governing body of the Association which includes the President, Vice President (Internal), Vice President (External), Executive Administrator,	Representatives to the AMS, Senator, Treasurer, Academic Affairs Commissioner, Marketing and Design Director, Year Representatives, Events Director, Council Clerk(s), QCE Chair, and Head Teach.
(c) “Extended Council” refers to members of the Association who do not sit on Council, but hold leadership positions under the guidance of the Marketing and Design Director, Events Director, QCE Chair, and Head Teach, including the IT Administrator, Photography Coordinators, First Year Interns, Workshop Coordinators, B.Ed Spread Editors, Community Affairs Coordinators, Social Affairs Coordinators, 	Athletic Sticks, QCE Director of Logistics, QCE Director of Finance, QCE Director of Special Events, QCE Director of Marketing, Academics Teach, Financial Teach, and Social Teach.
	(d) “Umbrella” refers to the positions with which a member of Council oversees, 	in accordance with the job descriptions outlined in the Job Description Policy 	Manual.
	(e) “Umbrella Head” refers to a member of Council who is responsible for 	overseeing positions on Council and/or Extended Council
		i) The President is the Umbrella Head for the following positions: 				Executive Administrator, Representatives to the AMS, Representatives to 			the AMS, Senator, Treasurer, Academic Affairs Commissioner, Head 			Teach, Council Clerk(s), Speaker, and First Year Intern.
ii) The Vice President (Internal) is the Umbrella Head for the following positions: Marketing and Design Director, Year Representatives, and First Year Intern.
iii) The Vice President (External) is the Umbrella Head for the following positions: Events Director, Equity Affairs Commissioners, QCE Chair, and First Year Intern.	
iv) The Marketing and Design Director is the Umbrella Head for the following positions: IT Administrator, Photography Coordinators and B.Ed Spread Editors.  
v) The Events Director is the Umbrella Head for the following positions: Workshop Coordinators, Community Affairs Coordinators, Social Affairs Coordinators, and Athletic Sticks.	
vi) The QCE Chair is the Umbrella Head for the Conference Committee
vii) The Head Teach is the Umbrella Head for the Orientation Committee.
(f) “Event” means an event, initiative, or meeting organized by a member or committee of Council or Extended Council.
(g) “Event Proposal Form” means the form that is required to be filled out by the 	member(s) of Council and/or Extended Council wishing to host an Association 	event.
	(h) “Acronym” means CESA, the acronym of the Association. 
(i) “Logo” means the logo of the Association, as seen in the appendix attached at the end of this document.
(j) “Brand” means the visual identity of the Association and the consistent marketing and promotion of this identity.
(k) “The Website” means the official website of the Association as described in 	4.02.01.
	(l) “Weekly Email” means the email containing all pertinent Association 	information to	be sent out on LISTSERV on a weekly basis.  
	(m) “Year Representatives” means the collective positions of 1st Year 	Representatives, 2nd Year Representatives, 3rd Year Representatives and 4th 	Year Representatives. 

ARTICLE 2. COMMUNICATION STRATEGY
2.01 Executive Responsibility 
2.01.01 The Executive shall be responsible for the creation and implementation of the 	overall 	communications strategy of the Association, in consultation with the 	Executive Administrator, and the Marketing and Design Director.
2.01.02 The Executive Administrator shall,
(a) harmonize the schedule of events, meetings and initiatives for the 	Association to	ensure a strong balance throughout the year, in consultation with 	the Executive.
i) This includes, but is not limited to, approving proposed event dates and maintaining a calendar of events in the Con-Ed Office.

ARTICLE 3. VISUAL IDENTITY STANDARDS
3.01 Marketing and Design Director Responsibilities
3.01.01 The Marketing and Design Director shall,
(a) be responsible for upholding the visual identity standards of the Association and informing CESA Council and Extended-Council members of the visual identity standards 
(b) be responsible for the creation and implementation of the CESA brand and logo in consultation with the Executive and the IT Administrator 
(c) approve any temporary changes to the Logo or Brand
(d) approve any changes to the official Logo or Brand in consultation with the Executive
3.02 Use of the Logo
3.02.01 The CESA Logo is the primary element of the CESA Brand and shall appear on all CESA publications and visuals. This includes but is not limited to:
	(i) publications such as the B.Ed Spread
(ii) promotional materials such as posters, flyers and merchandise
	(iii) advertising in print and web formats
	(iv) all photos released by the Photography Coordinators 
3.02.02 CESA does not permit colouring alterations of its Logo, including the use of a gray scale CESA logo. Black and white versions are to be used instead.
3.02.03 Any exceptions to the above policies shall be explicitly approved by the Marketing and Design Director before creation or implementation occurs.

ARTICLE 4. CESA EVENTS
4.01 Event Approval
3.01.01 In order for an event to be approved, members of each Umbrella must submit an Event Proposal Form to their respective Umbrella Head two weeks prior to the event, or three weeks prior to registration if pre-sale/registration is applicable. 
(a) Upon receiving the Event Proposal Form, each Umbrella Head shall consult the Executive Administrator regarding the proposed event date.
i) Once the proposed date has been approved by the Executive 	Administrator, the Umbrella Head shall assess how effective the event 	will be in supporting the Association’s mission statement; at which point 	an official approval or rejection of the event will be granted.		
ii) Should the proposed date be rejected by the Executive Administrator, 	the Umbrella Head will notify the event organizers and an alternative 	“Event Proposal Form” can be drafted and submitted to undergo a new 	review in accordance with subsection 3.01.01.
4.01.02 Under no circumstances should advertising of an event commence without the written or verbal approval of the Umbrella Head. 
4.01.03 Event organizers shall contact the Marketing and Design Director in regards to advertising by submitting a CESA Marketing Request Form once approval has occurred.
ARTICLE 5. EVENT ADVERTISING
5.01 General 
5.01.01 When a proposed event has been approved, the event organizers shall be responsible for forwarding each individual promotional blurb within the Event Proposal Form to:
(a) the Marketing and Design Director, who will then coordinate the advertisement of the event with the IT Administrator, Photography Coordinators, and B.Ed Spread Editors to maintain consistency and accuracy within all forms of communication including, but not limited to the Association website, newsletter, Facebook, and Twitter.
(b) the Vice President (Internal), who will then coordinate the advertisement of the event with the Year Representatives.
5.01.02 The primary source of advertisement updates on Facebook shall be the Concurrent Education Students’ Association page: 
a) this shall include the creation of any events. 
5.01.03 Upon approval of the Event Proposal Form, the organizers of the event may execute their plan, without further approval of the Umbrella Head regarding methods and uses of advertising.
5.01.04 All members of Council and Extended Council are entitled to use the logo, and/or the full name, and/or the acronym of the Association on all advertising, correspondence, and promotional materials in their capacity as members. 
5.01.05 At least one copy of all Association print advertisements shall be posted inside the Con-Ed Office. 

5.02 Restrictions 
5.02.01 All Umbrella Heads reserve the right to cancel an event under their umbrella indefinitely should it be deemed that the planning and advertising of the event is offensive to any particular persons or groups of people.
5.02.02 No media account or group shall be formed without the knowledge and consent of the Marketing and Design Director. 
5.02.03 The Marketing and Design Director reserves the right to create any media account or group under the official Concurrent Education Students’ Association media accounts notwithstanding 5.02.04. This includes but is not limited to:
	(a) Facebook groups, pages and events
	(b) Twitter accounts
	(c) websites 
5.02.04 Year representatives shall be responsible for creating and hosting year specific events via Facebook through their respective Con-Ed Facebook groups.
5.02.05 The logo, full name, acronym, or website address shall not be reproduced and used to promote an initiative, event, meeting, that has not been approved by the Umbrella Head. 
5.02.06 The logo, full name, acronym, or website address shall not be used in any manner which implies Association endorsement or sponsorship of a product, service, publication, website, social networking page, policy stance, or program without the expressed consent of the Marketing and Design Director. 
5.02.07 The logo, full name, acronym, or website address shall not be used in any manner which disparages the Association, Association committees, Association-sponsored events, or members of the Association. 

ARTICLE 6. USE OF ASSOCIATION COMMUNICATION TOOLS 
6.01 Email Communication 
6.01.01 Members of Council are permitted to send e-mails to the rest of Council at their own discretion.
6.01.02 Any member of Council wishing to contact a member of Extended Council must “cc” the respective Umbrella Head of the person they wish to reach.
6.01.03 Members of Extended Council wishing to contact members of Council must forward their message to their respective Umbrella Head, who is responsible for notifying Council through an e-mail and/or the next Council meeting.
6.01.04 Emails intended to be sent within the weekly e-mail must be sent directly to the Vice President (Internal), who is responsible for compiling the updates and forwarding them to the Year Representatives.
	(a) As per 4.01.01, the Vice President (Internal) will be notified of event 	advertising through the Umbrella Heads upon the approval of the Event Proposal 	Form.
6.01.05 The Year Representatives shall use their LISTSERV privileges to distribute any messages, including the weekly update, to their year at their discretion. 
6.01.06 E-mails intended to be sent to all members of the Association must be approved by the Executive Administrator and sent only by them using their LISTSERV privileges.

6.02 Website 
6.02.01 The official website of the Association shall be http://queenscesa.com. 
6.02.02 All information posted to the website shall be approved by, or originate from, the Marketing and Design Director. That is, should members of the Council require information to be posted to the website; they are required to send the information by email to the IT Administrator and cc the Marketing and Design Director. 
6.02.04 The IT Administrator shall ensure information given by the Marketing and Design Director is posted to the website in a timely manner. 
6.02.05 The Marketing and Design Director and the IT Administrator shall be the only member of the Association with the authority to make changes and post updates to the website. 
(a) The Marketing and Design Director or IT Administrator may, at their discretion, allow another member of the Council to access the website editor if the need arises. 
6.02.06 The Orientation Committee and Conference Committee are permitted to create and maintain their own websites for the purposes of those committees. 
	(a) These websites shall provide a link to the Association website. 
	(b) These websites shall include the logo of the Association on the website. 

6.03 Social Networking 
6.03.01 The IT Administrator shall be responsible for creating, maintaining, and updating all Association-sponsored social networking pages and groups. 
6.03.02 The Marketing and Design Director shall be an administrator of all Association-sponsored social networking pages and groups, and shall update the page(s) in a timely manner.

ARTICLE 7. ENCRYPTION 
7.01 Definition and Guidelines
7.01.01 “Encryption” refers to the addition of a level of security (e.g. a password) to information that is stored or transmitted electronically.
7.01.02 All CESA related documents including sensitive, personal or confidential information are required to be encrypted if stored or transmitted electronically. 
(a) Information is “sensitive” when it includes financial information, contact information, or other confidential documents.
(i) This includes, but is not limited to: written applications, interview responses and feedback, bursary applications, bursary decisions, and registration forms.
(b) Other documents are to be encrypted if specifically requested by the subject of the document(s) in question.
7.01.03 In cases where it is unclear whether files should be encrypted, a course of action is to be established in consultation with the Executive Administrator.

7.02 Procedure
7.02.01 The standard procedure for encrypting information shall be the addition of a password (i.e. an encryption key), for files and folders.
7.02.02 All encryption keys are to be given to the Executive Administrator, in the event that they are forgotten or misplaced. 
7.02.03 Encryption keys shall only be shared between parties who have an explicit requirement to access the encrypted information, as well as the Executive Administrator as per 7.02.02.
7.02.04 When passwords are used to protect files that are transmitted electronically, the passwords shall not be transmitted to the same destination as the files that they protect.
7.02.05 Methods of sharing passwords are appropriate as long as reasonable caution is exercised to keep the passwords private, taking into account 7.02.04.
(a) Such methods may include, but are not limited to: writing, verbal, text message, email to a different account, private social media messaging, etc.
7.02.06 All information that requires encryption is to be destroyed at the end of term (i.e. April 30th), notwithstanding information that is required to be kept for a longer period of time (e.g. venue booking forms, transition manuals).


ARTICLE 8. ADVERTISING NON-CESA EVENTS
8.01 Procedures
8.01.01 Any information brought to the attention of a member of Council or Extended Council with the intent of advertising to the Association must be forwarded to the Marketing and Design Director.
(a) Should the event be deemed beneficial in supporting the Association’s mission statement, the Marketing and Design Director will disseminate the information to the IT Administrator, B.Ed Spread Editors, and the Photography Coordinators.

ARTICLE 9. USE OF ASSOCIATION TECHNOLOGY
9.01 Camera
9.01.01 The Association camera may be signed out by any member of Council, Extended Council, or member of the Photography Committee. 
9.01.02 Use of the camera shall be for the explicit purpose of documenting CESA events, initiatives, and student life.   
9.01.03 The camera shall be housed in the office safe when it is not in use.
9.01.04 Should a member wish to sign out the camera, they must contact the Marketing and Design Director indicating this desire and to arrange opening of the safe with a member of the Executive, Treasurer, or Executive Administrator.
9.01.05 The camera will be signed out on a first-come, first-serve basis. 
9.01.06 The Marketing and Design Director will be responsible for creating and maintaining a sign in and sign out sheet for the camera, which will include the following information: 
	(a) the name and signature of the member utilizing the camera,
(b) the date and time that the camera was removed from the office safe, 
	(c) the reason for requesting the camera, 
	(d) the date and time that the camera was returned to the office safe,
	(e) a record of any damage to the camera, 
(f) the Marketing and Design Director’s signature at the camera’s time of removal and return to the office safe.
9.01.07 Prior to returning the camera to the Association safe, the member shall fully recharge the battery and delete all photos from the camera’s memory card. 
9.01.08 Should components and/or accessories of the camera be lost or the camera itself become damaged to the point where it is no longer functional, the member who signed out the camera shall be responsible for replacing the camera and/or its necessary components and accessories.   

9.02 iPad 
9.02.01 The Association iPad may be booked for use by any member of Council or Extended Council. 
9.02.02 Use of the iPad shall be for the explicit purpose of facilitating a CESA-related event or initiative. 
9.02.03 The iPad shall be housed on the Con-Ed Office desk when it is not in use. 
9.02.04 Should a member wish to book use of the iPad, they must contact the Treasurer indicating this desire and to arrange opening of the safe with a member of the Executive, Treasurer, or Executive Administrator. 
9.02.05 The iPad can be booked in advance on a first come, first served basis for an out-of-office CESA event by filling out the iPad booking section on the Event Proposal Form and sending it to the Treasurer. 
9.02.06 The Treasurer will be responsible for creating iPad forms for registration purposes as requested in the Event Proposal Form. 
9.02.07 The member must receive written confirmation of booking success from the Treasurer prior to out-of-office use of the iPad. 
9.02.08 Should components or accessories of the iPad be lost or the iPad become damaged to the point where it is no longer functional, the member who booked the iPad shall be responsible for replacing the iPad and/or its necessary components and accessories.

APPENDIX: VISUAL IDENTITY STANDARDS (LOGO AND TYPOGRAPHY)
Brand
CESA’s brand includes the CESA logo and the CESA wordmark.
Logo
The CESA graphic logo consists of two distinct graphic elements: the CESA emblem and the accompanying text. The CESA emblem consists of an apple encircled by a left facing crescent and a leaf tilted to the right. The emblem is read with the exception of the leaf, which is green. The colours of the emblem may not be substituted or rearranged. The emblem may also appear in black and white. The emblem may appear simply as an outline.
[bookmark: _GoBack]The accompanying text is composed on one typographical element: “Concurrent Education Students’ Association” in bolded “Century Schoolbook” font. This element may not be separated, substituted or appear without the CESA emblem. The accompanying text may appear in black or white. In special cases, the Marketing and Design Director may approve of the CESA emblem appearing without the accompanying text if there is a clear connection between the emblem and the Association.
Wordmark
The CESA wordmark is a text only version of the logo that is distinct from the logo and shall be used separately. It is composed of two typographical elements: the “C” mimics the design and layout of the CESA emblem and includes a leaf tilted to the left. The remaining letters, “ESA”, are in bolded “Century Schoolbook” font. The CESA logo and the CESA wordmark should never be used together. It is encouraged that the CESA wordmark is only used on promotional products that cannot properly accommodate the CESA logo (i.e.pens).
Colouring and Typography
The official colours of the CESA logo and wordmark are:

	Element
	Colour and Code 

	Text
	Darker Cool Brown
362F2D

	Apple 
	Red
D5171E

	Leaf
	Green
A3D49C



Reproduction of the CESA logo or wordmark shall adhere to the values listed above. Indivisuals are encourages to use these colours in CESA publication and visuals.
The CESA logo may appear in black and white for gray scale publications and in cases where the colours of the emblem may blend in. It is important to note that the black and white version of the CESA logo is distinct from a gray scale version, which is not permitted.
Typography
The official CESA text is “Century Schoolbook”.
Logo Examples
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