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CONSTITUTION AND BYLAWS

Chartered 1945

Revised April 2011

CONSTITUTION

ARTICLE I - Name

1. The name of this organization shall be CANADIAN FEDERATION OF UNIVERSITY WOMEN Guelph (referred to subsequently as CFUW Guelph or the Club).

2. The name ‘CFUW’ shall not be used in speaking or writing on any matter contrary to established CFUW policy.

3. When there is no established CFUW policy, the Club name may be used in speaking or writing on matters of local concern provided these are in accordance with the aims of CFUW and not contrary to any policy adopted by CFUW or by the Ontario Council.

ARTICLE II - Purpose

1. To advance human rights and to improve the status of women.

2. To encourage members to put their education and experience to use in the community.

3. To arouse and sustain among members an informed interest in public affairs; to encourage an active participation in such affairs by qualified women; and to provide an opportunity for effectual, concerted action.

4. To cultivate excellence in education and to encourage the higher education of women. 

5. To participate in the work of the Canadian Federation of University Women and the International Federation of University Women.

6. To promote understanding, friendship and cooperation among members.

ARTICLE III - Non-Profit Status

The Club shall be carried on without purpose of gain for its members. Any profits to the Club shall be used in promoting its objectives.

BYLAWS

BYLAW I - Membership


1. The membership of the Club shall consist of women who are in agreement with the purposes of CFUW, pay the prescribed dues and are included in one of the following categories: 

a. Members – Women who hold an approved degree from a college or university recognized by the Committee of Standards of the International Federation of University Women or have earned a professional qualification that currently requires a university or college degree. They shall have full voting rights.

b. Associate Members – Women who do not qualify for regular membership, as stated in By-Law I.1a. They shall support the objectives and purposes of CFUW, are entitled to all the privileges and responsibilities of membership in CFUW and shall pay full CFUW per capita dues.  Associate Members shall not exceed twenty-five per cent of the total number of members. 

c. Life Members – Women who have given outstanding service to the Club; proposed by the Executive Committee and approved by Club membership. They shall retain previous membership rights. 

d. Honorary Members - Women who have made a significant contribution to the development of society in ways consistent with the purposes of CFUW may be made Honorary Members of CFUW Guelph; proposed by the Executive Committee and approved by Club membership and CFUW. Honorary Members shall neither hold office nor have voting privileges.

e. Student Members – Women who are full-time university or college students, are enrolled in a degree, diploma, or equivalent program that could lead to graduate studies, and are residents of Canada.

2. The membership year is September 1 to August 31.

3. Members in good standing may transfer to another Club by applying to the Member Services Chair for a notice of transfer.

4. Only members in good standing are eligible to join Club interest groups.

5. Guests who are eligible for membership are permitted to attend no more than two general meetings annually prior to becoming members.

BYLAW II - Membership Dues

1. The membership dues shall be reviewed annually by the Executive Committee; changes must be approved by Club membership.
2. The membership dues shall include levies as follows:

a. Members - CFUW, CFUW Ontario Council and CFUW Guelph

b. Associate Members - CFUW, CFUW Ontario Council and CFUW Guelph

c. Life Members - levies are assumed by the Club

d. Honorary Members - levies are assumed by the Club

e. Student Members – CFUW, CFUW Ontario Council and CFUW Guelph

3. Membership dues are to be paid on or before August 31.

4. New members are women who have never belonged to any CFUW club.  Those new members joining the Club after February 1shall pay the annual membership dues less the CFUW levy for this year.

5. Members who have paid the CFUW levies and provincial levies for the current year through another club shall have these amounts deducted from their dues.

BYLAW III - Finance

1. The fiscal year of CFUW Guelph shall be May 1 to April 30.

2. Cheques shall be signed by any two of the following: Treasurer, President, Vice-President, Past President.

3. The Treasurer shall make extraordinary disbursements only when authorized to do so by the Executive Committee. Any extraordinary disbursements over $150.00 for one purpose can be authorized by the members at a General Meeting only if proper notice has been given. An extraordinary disbursement is defined as any disbursement not already allocated in the annual budget, or for a purpose not already stipulated in the accounts system.

4. The Executive Committee shall appoint a person(s) to perform the annual financial review and to submit a report to the annual general meeting.

5. Requests from individuals or other organizations for donations shall be considered in light of the Purpose of CFUW Guelph and available resources.

BYLAW IV - Executive Committee

1. The Executive Committee shall consist of:

a. Officers

(1) Past President

(2) President

(3) Vice-President

(4) Secretary 

(5) Treasurer

b. Committee Chairs

(1) Communications Chair

(2) Hospitality Chair

(3) Member Services Chair

(4) Program Chair

2. The term of office shall be one year. An individual may hold the same office for a maximum of two consecutive years. For Committee Chairs, the term may be extended for one more year at the discretion of the Executive.

3. In the event of the resignation or death of a member of the Executive Committee or the Nominating Committee, a successor shall be appointed by the Executive Committee in consultation with the Nominating Committee.

BYLAW V - Duties of the Executive Committee

1. The Executive Committee shall direct the activities of the Club subject to the approval of the membership.

2. The Executive Committee shall appoint the following:  Archivist; Examiner of Financial Records; Trustees of Scholarships and Awards Trust Fund.

3. Duties of individual Executive Committee members:

a. The Past President shall:

i. act as advisor to the President and to the Executive Committee

ii. chair the Nominating Committee

iii. send notes of congratulation, sympathy and condolence on behalf of the Club.

b. The President shall:

i. preside at all general meetings of the Club and of the Executive Committee

ii. be an ex-officio member of all Committees except the Nominating Committee

iii. be the Club's official spokesperson or appoint a designate in her place

iv. be responsible for receiving and disseminating CFUW communications

v. notify the Executive Committee members of Executive meetings

c. The Vice-President shall:

i. perform the duties of the President when the President is absent or unable to act

ii. be responsible for receiving and disseminating CFUW communications in coordination with the President

iii. be Chair of Policy and Resolutions Committee

iv. Serve as an appointed Trustee of the Scholarships and Awards Trust Fund

d. The Secretary shall:

i. keep the minutes of all general and Executive Committee meetings.  In her absence, the President shall appoint a replacement from the Executive Committee

ii. distribute Executive meeting minutes to Executive members and Club meeting minutes to the membership after approval of the President
e. The Treasurer shall:

i. be responsible for the conduct of the financial affairs of the Club - see BYLAW III - Finance

ii. submit financial records at the end of the fiscal year to the Examiner of Financial Records

iii. submit written reports at Executive Committee meetings and interim reports to the membership at the general meetings, and a written report to the membership at the Annual General Meeting

iv. prepare a budget for the following year in consultation with the Executive Committee

v. make budgeted disbursements by authority of the Executive Committee and unforeseen disbursements over $150.00 by authority of the membership

vi. make investments in consultation with the Executive Committee

vii. be a Trustee of the Scholarship and Awards Trust Fund

f. The Communications Chair shall be responsible for establishing a committee of members responsible for:

i. publicizing the Club’s activities, internally, in the local community, and in any CFUW and CFUW Ontario Council publications, through the maintenance of a club web site and the production and/or distribution of:  

a. a newsletter, including Notice of Meeting, preceding each general meeting
b. notices of special meetings

c. an annual program and registration form


g. The Hospitality Chair shall:

i. be responsible for all hospitality activities

ii. be the liaison with the meeting facility manager

h. The Member Services Chair shall be responsible for:

i. the member records and membership lists

ii. compiling, printing and distributing the membership directory

iii. coordinating interest groups

i. The Program Chair shall:

i. be responsible for programs for all general meetings

ii. present a draft outline of the programs for the coming year at the June Executive Committee meeting

iii. provide a list of programs in July to the Communications Chair.

4. The Executive Committee may assign additional duties as required.

5. Committee Chairs may add assistants as required from the membership at large.

6. Each member of the Executive Committee shall submit a written report in preparation for the Annual General Meeting.

BYLAW VI - Committees

1.  
Standing Committees

a. Chairs of Standing Committees shall be appointed by the President, with the approval of the Executive Committee, not later than the first meeting of the Executive Committee in September. They shall submit a written report in preparation for the Annual General Meeting. Standing Committees shall report to the Executive Committee.

b. The following shall be the Standing Committees and their duties:

(1) The Archives Committee shall:  be chaired by the Archivist; keep a record of all matters pertaining to the history of the Club, and an indexed listing of such material; be responsible for an annual compilation of a list of special honours to Club members in the fields of education, professional life, arts and letters, and public service.

(2) The Education Committee shall: assist the Club in carrying out the purposes of the Club related to education.

(3) The Policy and Resolutions Committee shall:  be chaired by the Vice-President, who shall also act as representative to the Legislation Committee of CFUW/Ontario Council; review and prepare for presentation to the Executive Committee all briefs and resolutions originating with Club members or interest groups; review briefs and resolutions originating with CFUW, CFUW/Ontario Council and other organizations.

(4) The Status of Women and Human Rights Committee shall: work to improve the economic, legal and professional status of women.

2.  
Special Committees


Special committees may be appointed at a general meeting of the Club or by the Executive Committee. The scope of special committees shall be outlined by the Executive Committee.

3.
Scholarship Committee


The Scholarship Committee shall be the Trustees of the Scholarships and Awards Trust Fund.

BYLAW VII - Meetings 

1. General Meetings

a. A minimum of seven general meetings shall be held between September and May.

b. No more than two general meetings per year shall be open to the public.

c. Members shall be notified of meetings.

d. The Annual General Meeting shall be held in May.

e. Special meetings may be called by the Executive Committee. The Executive Committee must call a special meeting upon receipt of a request signed by a minimum of 10% of the members stating the general nature of the issues to be addressed. Notice for special meetings must be given at least ten days in advance and include the date, time, place and purpose.

f. A quorum for a general, annual or special meeting shall be 10% of the members eligible to vote.

g. Members who are unable to attend any meeting may offer their proxy vote in writing or by email to any other member who will be in attendance. Proxy votes will be counted as quorum as if the absent member were in attendance.

2. Executive Committee Meetings

a. Executive Committee meetings shall be held no less than six times per year at such time and place as the Executive Committee shall determine.

b. A quorum for an Executive Committee meeting shall be 60% of the Executive Committee.

BYLAW VIII - Nominations and Elections

The Nominating Committee, chaired by the Past President, shall include two members not of the Executive Committee. It shall be responsible for preparation of a slate of the Executive and Nominating Committees for the following year.
In the January newsletter, the Nominating Committee shall request the names of potential nominees from the membership.
No member shall be nominated as a candidate unless her consent to serve has been obtained.
The Nominating Committee shall notify all members of the slate in the April newsletter and shall present this slate to the April general meeting. Further nominations may be made from the floor or submitted in writing at the April meeting.
Elections shall be held at the Annual General Meeting in May. Whenever two or more persons are nominated for the same office, the voting shall be by ballot, with scrutineers appointed by the President.
BYLAW IX - Interest Groups

Interest groups may be formed with the approval of the Executive Committee and shall be co-ordinated by the Member Services Chair. Only members in good standing are eligible for membership in the groups.  Interest group expenses shall be met by the group concerned.

BYLAW X - Amendments

The Constitution and By-Laws may be altered or amended by a vote of two-thirds of the members present at any general, annual or special meeting, provided that a quorum is present. Any such alteration or amendment must have been submitted in a notice of motion to a previous general meeting and circulated to all members.

BYLAW XI - Rules of Order

All proceedings of this organization shall be governed by "Robert's Rules of Order, Newly Revised", except in cases where these conflict with provisions of the Constitution and By-Laws of the Club.

BYLAW XII - Dissolution and Disbursement of Funds

In the event of the dissolution of the Club for any reason whatsoever, the funds remaining in the Club's account, after payment of all debts and liabilities including current CFUW levies, will be distributed as agreed upon by the membership and in accordance with the Purpose of CFUW Guelph.

Descriptions of Executive Duties

Revised June 2011
BYLAW V - Duties of the Executive Committee

7. The Executive Committee shall direct the activities of the Club subject to the approval of the membership.

8. The Executive Committee shall appoint the following:  Archivist; Examiner of Financial Records; Trustees of Scholarships and Awards Trust Fund.

 SEQ CHAPTER \h \r 1TITLE: PAST PRESIDENT

BY-LAW V, SECTION 3a
The Past President shall:  

(1) act as advisor to the President and to the Executive Committee

(2) chair the Nominating Committee (see BYLAWS, ARTICLE VIII)
(3) send notes of congratulations, sympathy and condolence on behalf of the Club

ACTIVITIES:
· Attends and votes at all Executive and general meetings; notifies the President if unable to attend

· Acts as a co-signer of the cheques, along with the President, Vice President and Treasurer

· Maintains a list of Boards and Commissions in the community and names of members interested in them

· Notifies the Communications Chair of available Board and Commission vacancies for inclusion in the newsletter
· Acts as Chair of the committee that updates the CFUW Guelph Handbook including club Constitution and By-laws, Scholarships and Awards By-laws, Executive Duties and Policies when deemed necessary by the Executive

· Maintains a book of Executive and general meeting motions, in coordination with the Secretary

· Sends notes of congratulations/sympathy/condolence when necessary on behalf of the Club

· Attends Ontario Council Standing Committee meetings as a replacement

· Arranges gift (currently a CFUW pin) for the outgoing President

TIMELINE:
September or October
· May act as hostess for the New Members’ Dessert Party 
January:


· Calls a meeting of the Nominating Committee
· Reviews and updates the CFUW Guelph Handbook 

April:
· Reports the slate of nominees at the Executive meeting

· Sends the slate of nominees for the Executive and Nominating Committee to the Communications Chair for the April newsletter

· Presents the slate to the general meeting

· Orders outgoing President’s gift in time for the Annual General Meeting

May:

· Reminds executive to prepare materials for the archives to be given to the Chair of the Archives Committee in June

· Presents slate of officers at the Annual General Meeting

· Invites new members of the Executive to attend the Change-Over Meeting in June

June:

· May act as hostess for the Executive changeover meeting

· Collects materials for the Archives and delivers them to the Archives Chair 
TITLE:  PRESIDENT

BY-LAW V, SECTION 3b

The President shall:

(1) sets the agenda and presides over all general meetings of the Club and of the Executive Committee 
(2) presides as an ex-officio member of all Committees except the Nominating Committee

(3) presides as the Club’s official spokesperson or appoint a designate in her place

(4) be responsible for receiving and disseminating CFUW communications

(5) notify the Executive committee members of Executive meetings 

BYLAW VI: Committees, SECTION 1a

Chairs of Standing Committees shall be appointed by the President, with the approval of the Executive Committee, not later than the first meeting of the Executive Committee in September.

BACKGROUND:

1. Has held an Executive position in any CFUW Club

2. Has an overall awareness of the responsibilities of the Club to CFUW Ontario and CFUW

3. Exhibits the following leadership qualities:

· Ability to make decisions

· Ability to build rapport within the Club

· Ability to delegate responsibility and to ensure that it is carried out

· Ability to act as spokesperson for the Club and to lobby for CFUW resolutions

· Has a good working knowledge of the Constitution and By-laws of the Club

GENERAL ACTIVITIES:

Guides the work of the Executive to ensure that the purposes of the Canadian Federation of University Women Guelph (“CFUW Guelph”), as established in the Constitution and By-laws, are met

ACTIVITIES:
· Acts as the Club’s official spokesperson

· Acts as the Club’s liaison with CFUW and disseminates, as appropriate, communications from CFUW

· Calls and presides at all Executive and general meetings, follows parliamentary procedure

· Votes at Executive and general meetings only in case of a tie
· Prepares the agenda for all Executive and general meetings and circulates it to the Executive no later than the day before the meeting for approval / amendment 

· Activates the cancellation policy and initiates the communication of a change in venue

· Appoints the Chair of the Status of Women, Education, Archives and any ad hoc committees, in consultation with the Executive

· Informs members who have not renewed that they are no longer a member of any Club interest group

· Acts as a co-signer of the cheques, along with the Past President, Vice President and Treasurer

· Appoints an Examiner of Financial Records for the Club and the Scholarship Trust Fund, in consultation with the Executive

· Represents the Club at Ontario Council, CFUW gatherings and other official functions.

· Looks for opportunities to promote CFUW and encourage new memberships, including networking events and other social functions

TIMELINE:

June:

· At the Executive changeover meeting, schedules New Member Dessert Party in the fall 
July:

· Approves the Club’s brochure  in conjunction with the Chairs of Program, Member Services and Communications 

August:
· Represents the Club at the CFUW Annual General Meeting (may be held in July)

· Gives the Communications Chair a President’s Letter for the August mailing and the New Members’ package. 

September:

· Appoints Chairs of Standing Committees and Examiner of Financial Records for the Club and the Scholarship Trust Fund, in consultation with the Executive

October:
· Represents the Club at the Ontario West annual gathering

November:

· On behalf of the Executive Committee, informs members who have not renewed that they are no longer a member of any Club interest group

May:

· Thanks the Executive members and other Chairs at the Club’s Annual General Meeting and in the May newsletter

· Sends a letter of appreciation to the Examiner of Financial Records

· Represents the Club at the CFUW Ontario Annual General Meeting

June:

· Completes and submits, in co-operation with the Treasurer, the CFUW National Club’s annual report form.

· Submits appropriate archival material (dated three years previous to current date) to the Past President at the Executive changeover meeting

TITLE:  VICE PRESIDENT

BY-LAW V, SECTION 3c

The Vice-President shall:

(1) perform the duties of the President when the President is absent or unable to act

(2) be responsible for receiving and disseminating CFUW communications in co-ordination with the President
(3) be Chair of the Policy and Resolutions Committee

(4) Serve as an appointed Trustee of the Scholarships and Awards Trust Fund
ACTIVITIES:

· Attends and votes at all Executive and general meetings; notifies the President if unable to attend

· Appoints tellers for general meetings as needed

· Acts as a co-signer of the cheques, along with the Past President, President and Treasurer

· Is willing to serve as the President and Past President of the Club in the succeeding two years

· Acts as the Club’s liaison with CFUW Ontario and disseminates, as appropriate, communications from CFUW Ontario

· Acts as the Club’s representative to the three Ontario Council Legislation Standing Committee meetings
TIMELINE:
September:

· As Chair of the Policy and Resolutions Committee, may co-ordinate the formulation of resolutions to be submitted to the CFUW Resolutions Committee by November 1 (draft) and December 1 (final)

· Represents CFUW Guelph at the Ontario Council’s Standing Committees (Legislation) meeting

October - November:

· May attend the Ontario West annual gathering

· Checks that any draft resolution proposal has been sent in to the CFUW Resolutions Committee by November 1

· Attends the Guelph Club’s New Members event

December:

· Checks that any final resolution proposal has been sent in to the CFUW Resolutions Committee by December 1

January:

· Represents CFUW Guelph at the Ontario Council’s Standing Committees (Legislation) meeting

February - March:

· Chairs the study of CFUW Resolutions, Ontario and National, when they arrive and reports to the Club.
· Represents CFUW Guelph at the Ontario Council’s Standing Committees (Legislation) meeting

April:

· Presents recommendations re resolutions, including proposed amendments, to Club for approval

· Sends Club’s proposed amendments to CFUW Resolutions Director, according to the Guidelines from CFUW National.

May:

· Receives and co-ordinates the approval/rejection of proposed amendments to Guelph-initiated resolutions

· Attends the Ontario Annual General Meeting

June:

· Submits appropriate archival material (dated three years previous to current date) to the Past President at the Executive changeover meeting 
 SEQ CHAPTER \h \r 1TITLE: SECRETARY

BY-LAW V, SECTION 3d

The Secretary shall:

1) keep the minutes of all general and Executive Committee meetings (in her absence, the President shall appoint a replacement from the Executive Committee

2) distribute Executive meeting minutes to Executive members and Club meeting minutes to the membership after approval by the President

ACTIVITIES:

· Attends and votes at all Executive and general meetings; notifies the President if unable to attend

· Records and sends a copy of the Executive meeting minutes to the Executive prior to the next meeting 
· Records the general meeting and Annual General Meeting minutes and sends a copy to the President for review

· Sends a copy of the general meeting and Annual General Meeting minutes to the Web Master and Executive Committee

· Makes corrections to meeting minutes
· Maintains a book of Executive and general meeting motions, in coordination with the Past President

· Counts the number of people attending each general meeting and records it as part of her report
TIMELINE:

June:

· Submits appropriate archival material (dated three years previous to current date) to the Past President at the Executive changeover meeting

 SEQ CHAPTER \h \r 1TITLE: TREASURER
BY-LAWS, ARTICLE V, SECTION 3e

The Treasurer shall:

1) be responsible for the conduct of the financial affairs of the Club - see BYLAW III - Finance

2) submit financial records at the end of the fiscal year to the Examiner of Financial Records

3) submit written reports at each Executive Committee meeting, and interim reports to the membership at the general meetings, and a written report to the membership at the Annual General Meeting

4) prepare a budget for the following year in consultation with the Executive Committee

5) make budgeted disbursements by authority of the Executive Committee and unforeseen disbursements exceeding $150.00 by authority of the membership

6) make investments in consultation with the Executive Committee

7) be a trustee of the Scholarship and Awards Trust Fund

ACTIVITIES:
· Attends and votes at all Executive, general and Scholarship and Awards Fund meetings; notifies the President / Chair if unable to attend

· Reports the financial condition of the Club at all Executive and general meetings

· Deposits membership fees, banquet revenue and any other proceeds

· Makes appropriate investments, in consultation with the Executive

· Prepares cheques for Club expenses and ensures that there are two signatures

· Remits the dues collected for CFUW and CFUW Ontario, along with any required reporting

· Receives the bank statements and reconciles the bank account

· Maintains financial records for the Club

· Prepares financial reports for the Executive and the Club’s Annual General Meeting

· Notifies the Executive promptly if there is a forecast budget overrun
· Prepares the annual budget

TIMELINE:
July:
· Ensures that the banking records are up-to-date for all the signing officers

September-October:
· Deposits all membership fees

· Makes appropriate investments, in consultation with the Executive

January:
· Remits CFUW Ontario dues 

April:
· Prepares a draft budget for the Executive meeting

May:

· Makes the financial records of the Club available to the Examiner of Financial Records

· Prepares the final budget for the Executive meeting
· Presents and moves acceptance of the year’s examined financial records, the proposed budget and the proposed membership fee for the upcoming year at the Annual General Meeting

· Deposits all banquet proceeds

· Remits CFUW dues

June:

· Submits appropriate archival material (dated three years previous to current date) to the Past President at the Executive changeover meeting
 SEQ CHAPTER \h \r 1TITLE: COMMUNICATIONS CHAIR

BY-LAW V, Section 3f


The Communications Chair shall: 
establish a committee of members responsible for publicizing the Club’s activities, internally, in the local community, and in any CFUW and CFUW Ontario Council publications, through the maintenance of a club web site and the production and/or distribution of:

1) an annual program and membership application form

2) a newsletter, including Notice of Meeting, preceding each general meeting

3) notices of special meetings and announcements related to club activities.

ACTIVITIES:
· Attends and votes at all Executive and general meetings; notifies the President if unable to attend

Newsletter:

· In collaboration with Club’s database manager, mails newsletters to members who request a paper copy and emails announcement of web posting of the newsletter to the other members 

· Sends September to November newsletters to all members from previous year and to new members

· Sends January to May newsletters to paid-up members 

· Sends electronic copy of each newsletter to the web manager

· Sends newsletter to people outside the Club, to include CFUW Executive Director, Vice President Ontario Council, Ontario West Regional Director and the Ontario West clubs; in consultation with the President and the database manager, reviews and updates this list, including mailing addresses, each year

· Solicits paid advertisements for the newsletter

Publicity: 
· As directed by the President, informs members of a general meeting cancellation or a change in venue

· Sends notices of the general meetings that are open to the public to public service announcement columns in Guelph media

· Arranges for someone to take photographs of significant club events

· Mails contributions to the editors of CFUW publications, as designated by the President

· Notifies local media of photo opportunities at events such as Membership Social, AGM and Banquet and presentation of Scholarship Awards

· Advertises and promotes CFUW Guelph to women in Guelph, including students at the University of Guelph

Email Communications: 

· Maintains email group list and sends out email messages

· Prints one copy of each newsletter for the archives

Membership Drive:  

· Prepares mailing of Club flyer, membership application form and letter of welcome from the President to previous two years’ members

TIMELINE:

July:

· Reviews Club flyer for any necessary changes.
· Reviews and solicit member advertising to be contained in the newsletter
· Obtains information on program for coming year from Program Chair

August:

· Finalizes Club flyer for coming year and print copies needed for distribution

· Prepares and Distributes Program Brochures and newsletter to members, libraries, community centres and other locations in Guelph

October:

· Gives Treasurer names and addresses of advertisers to be billed.

June:

· Submits appropriate archival material (dated three years previous to current date) to the Past President at the Executive changeover meeting

· Gets addressed envelopes and Membership Application forms from database manager 

TITLE:  HOSPITALITY CHAIR

BY-LAW V, Section 3g

The Hospitality Chair shall:

(1) be responsible for all hospitality activities

(2) be the liaison with the meeting facility manager

(3) be responsible for opening the facility and organizing greeters at the door

ACTIVITIES:

· Attends and votes at all Executive and general meetings; notifies the President if unable to attend

· Provides tea and coffee and all related supplies for the general meetings

· Organizes the interest groups to provide the food and welcome people as they arrive for the general meetings
· Organizes a banquet for the night of the CFUW Guelph Annual General Meeting
TIMELINE:

June:

· With the Program Chair, negotiates and signs the contract for the general meeting site
September - April:
· Organizes a banquet for the night of the CFUW Guelph Annual General Meeting

· Arranges for interest groups to provide refreshments for the general meetings
· Confirms the details a few days prior to the general meetings
May:

· Confirms banquet details for the night of the CFUW Guelph Annual General Meeting

June:
· Submits appropriate archival material (dated three years previous to current date) to the Past President at the Executive changeover meeting

TITLE:  MEMBER SERVICES CHAIR
BY-LAW V, SECTION 3h

The Member Services Chair shall be responsible for:
(1) member records and membership lists

(2) compiling, printing and distributing the membership directory 
(3) co-ordinating interest groups

ACTIVITIES:
· Attends all Executive and general meetings; notify the President if unable to attend

· Receives membership renewal forms and payments for fees and Scholarship donations

· Gives membership changes to the database manager

· Gives email address changes to the Communications Chair

· Informs the Chair of the Scholarship Committee of the scholarship donations
· Organizes the New Members Dessert Party

· Communicates with interest group leaders

· Maintains a list of interest group participants and checks their membership renewal

· Distributes, collects and organizes the nametags


TIMELINE:
July:

· Assists the Communications Chair in compiling the CFUW Guelph brochure

· Provides up-dated records, name changes and addresses to the database manager
Contacts previous year’s interest group conveners to determine if there is a change in the convener, time of the meetings, and list of members 
August:
· Reorganizes all nametags – replaces, files, and up-dates where necessary

· Develops system of identifying Executive and new members by their nametags

· Prepares a New Member package

· Prepares a calendar for interest group meeting times 
August – September:

· Receives membership forms with dues and Scholarship Fund donations
· Forwards all cheques and cash to the Treasurer

· Forwards a list of Scholarship donations to the Scholarship Fund Treasurer
September:

· In conjunction with the database manager, compiles final copy of membership list, updates executive and interest group conveners, confirms business directory information, and arranges for printing (move to here from October)

· In conjunction with the Executive, contacts members who have not yet renewed (move to here from October)

· Provides pamphlets for all levels of CFUW and IFUW

· Provides New Member packages
· Records member updates and changes on the master list and forwards to database manager

· Mails invitations to new members for the New Members Dessert Party 

· Updates nametags

October:
· Puts notice in Newsletter asking interest group conveners to give list of group members to her by October 31

· Distributes Membership Directory at October General Meeting

November:
· Checks lists of names in Interest Groups with master list to confirm renewals

· Informs interest group conveners of members who have not renewed
January: 

· Gives President the number of members for submitting CFUW Provincial Dues

February:
· Checks that any first-time members joining after February 1 pay a reduced fee for the current year


April:
· Reviews status of contract with database manager; makes sure contract (in consultation with Executive when time for renewal) is in place for mailing of brochure and membership renewal form.
 

May:
· Gives President the number of members for submitting CFUW National Dues
June - September:

· In conjunction with the Executive, sets the date for the New Members Dessert Party

· Submits appropriate archival material (dated three years previous to current date) to the Past President at the Executive changeover meeting

TITLE:  PROGRAM CHAIR
BY-LAW V, SECTION 3i

The Program Chair shall:

1) be responsible for programs for all general meetings

2) present a draft outline of the programs for the coming year at the June Executive Committee meeting

3) Provide a list of programs in July to the Communications Chair

4) Arrange all logistics with the meeting facility one week in advance.
ACTIVITIES:

· Attends and votes at all Executive and general meetings; notifies the President if unable to attend

· Negotiates and signs the contract for the general meetings site in association with the Hospitality Chair

· Arranges for guest speakers for all general meetings and the AGM banquet

· Arranges for members to Introduce and Thank guest speakers for all general meetings and AGM banquet

· Arranges all logistics for set-up & use of the meeting space with the facility (chairs, microphone, podium, AV, screen, etc.)

TIMELINE:

April – May:

· surveys CFUW members for interests and suggested speakers
· books presenters representing a variety of interests and topics for the upcoming year

June:

· in conjunction with the Hospitality Chair, negotiates and signs the contract for the general meetings site

July:

· sends the list of monthly programs, complete with presenter’s name, topic and description, to the Communications Chair

September - May:
· sends a letter to the guest speaker, outlining logistics and asking for a brief résumé and Audio-visual needs; confirm all details

· submits the brief résumé to the Communications Chair for the newsletter and to the web master for the website.
· arranges for a member to introduce  and thank the guest speaker and give her the guest speaker résumé
· send the completed form for program set-up to the meeting site
· prepares a thank you card and request a cheque for payment from the Treasurer to put inside
· arranges for committee members to greet the presenter, provide water, look after set-up and lighting
· makes announcements as necessary to members

June:

· Submits appropriate archival material (dated three years previous to current date) to the Past President at the Executive changeover meeting

SCHOLARSHIPS AND AWARDS TRUST FUND
Revised April 2011

Article 1: Name

The name of the organization shall be the Canadian Federation of University Women Guelph Scholarships and Awards Trust Fund (the Fund).

Article 2: Purpose

The purpose of the organization shall be to administer scholarship and award monies: these monies are to be used to advance education of selected individuals or groups from Guelph and Wellington County.

Article 3: Limitation

Trustees shall give assurance that all the money received will be expended only for the purposes outlined in this Trust Document.

Article 4: Trustees and Terms of Office

(1) Five Trustees and two Ex-officio Trustees

(2) Four of the five Trustees shall be elected by the membership of the Canadian Federation of University Women Guelph (the Club) at its annual meeting for a two-year term from a slate proposed by its Nominating Committee.  Three of these trustees shall be The Chair, the Secretary, and the Treasurer of the Fund. The terms of office of these Trustees shall overlap by one year. 

(3)   The Vice President of the Club shall serve as an appointed Trustee.

(4)   The President and the Treasurer of the club shall be Ex-officio non-voting Trustees. 

(5)   No Trustee shall serve for more than two consecutive terms in one position. Only members of the Club in good standing shall be eligible to serve as Trustees.

(6)   In the event of a vacancy, a successor to complete the term of office shall be appointed by the Executive Committee of the Club in consultation with its Nominating Committee.

Article 5: Investments

The monies of the Fund may be deposited in any bank or trust company in Guelph. Investment of the monies may be made in those investments in which a trustee is authorized to invest trust monies by the Trustee Act of Ontario or any successor or applicable statute.

Article 6: Distribution of Income

(1)   The Trustees shall invest the monies and shall disburse all or any part of the funds after consultation with the Executive Committee of the Club.

(2)   Expenditures necessary to carry out the Fund may be made by the Trustees and paid for from the Fund.

Article 7: General

(1)   The signing officers shall be the Chair and the Treasurer of the Fund.

(2)   The fiscal year of the Fund shall be May 1 to April 30.

(3)   All financial records of the Fund shall be maintained by the Treasurer who shall prepare a report for the Annual General Meeting of the Club and fulfill requirements of  Canada Revenue Agency. These financial records shall be subject to annual financial review by an examiner appointed by the Club. The examiner's report shall be presented to the Executive Committee of the Club by May 31.

(4)  A quorum shall consist of three elected Trustees and the Club Vice President or her designate. Any motion presented at a meeting of the Trustees must be passed by a majority of those Trustees present.

Article 8: Amendments

This Trust Document may be altered or amended by a vote of two/thirds of the voting body present at any annual, general or special meeting of the Club, provided that any such alteration or amendment has been submitted on a notice of motion to a previous general meeting.

Article 9: Dissolution

The Fund shall continue until it is deemed advisable by the Trustees and the Executive Committee and membership of the Club to terminate it. If this is necessary, the assets of the Fund shall be assigned by the Club membership so as to advance post-secondary education in Guelph and Wellington County.
POLICIES


PRIVACY POLICY OF CFUW GUELPH

In Compliance with PIPEDA (Personal Information Protection and Electronic Documents Act)


OUR COMMITMENT
CFUW/ Guelph values the trust of those with whom we deal. We are committed to protecting the privacy of the personal information of our members and others with whom we do business.


ACCOUNTABILITY
The Member Services chair(s) of CFUW/Guelph shall be responsible for CFUW/Guelph’s compliance with PIPEDA.


MEMBERSHIP INFORMATION
CFUW/Guelph collects personal information about its members through its annual membership application form and through updates to that information provided by members from time to time. 


Personal information is obtained and retained only to permit communication among members, to conduct club business, to prepare and publish an annual membership list (the Blue Book) and to provide the information required by the provincial, national and international Federation of University Women. 

Personal information shall not be used for any other purposes.


CONSENT
The knowledge and consent of members to the collection, use or disclosure of personal information is required. 

LIMITING COLLECTION

The personal information collected shall be limited to that which is necessary for the purposes described above. 


LIMITING USE, DISCLOSURE & RETENTION OF INFORMATION
Personal information shall not be used or disclosed for purposes other than those for which it was collected , except with the consent of the individual or as required by law. CFUW/Guelph shall retain personal information provided to it only for so long as it is required for the purposes stated above. 

Once the personal information is no longer required for the stated purposes, or upon the request of an individual member of the club, CFUW/Guelph shall destroy the personal information it retains in a secure manner.

ACCURACY
CFUW/Guelph shall take all reasonable steps to maintain the accuracy of the personal information retained by the club.


SECURITY
CFUW/Guelph shall take all reasonable steps to ensure that the information provided to it is not used for purposes other than those for which the information was obtained. CFUW/Guelph has implemented password protection and other appropriate safeguard procedures for electronic information retained by the club.


OPENNESS
CFUW/Guelph shall provide upon request information about its policies and practices respecting the management of personal information.

ACCESS
Upon request any individual shall be informed of the existence, use and disclosure of his/her personal information and shall be given access to that information. An individual shall be able to challenge the accuracy and completeness of the information and have it amended or deleted as appropriate

CHALLENGING COMPLIANCE
An individual shall be able to address a challenge concerning compliance with this policy to the Chair(s) of Membership Services


This Policy is in effect as of ………..2007. CFUW/Guelph shall from time to time review and revise its privacy practices and this Policy.


IMPLEMENTATION OF THE PRIVACY POLICY OF CFUW GUELPH

CFUW/Guelph Privacy Policy

The Privacy Policy will be available on the CFUW/Guelph web site and a printed version available from Member Services on request.

Application Form

The membership application form will include the following statement:

 “CFUW/Guelph Chapter values your privacy and will handle the personal information given on this form in accordance with the PIPEDA and our privacy policy which is available on the website or from Member Services”

In addition, the membership application form will include the following disclaimers:

 “I understand that CFUW/Guelph is only collecting personal information that it perceives necessary to members’ needs and will maintain the security and privacy of this information in accordance with its privacy policy. I therefore consent to the collection by the CFUW/Guelph of this personal information which will only be used for the purposes described in the club’s privacy policy.

“I understand that from time to time photographs may be taken at club or interest group meetings for publication in the Guelph Line newsletter or posting on the club’s web site. I therefore consent to the publication of my image, if included in these photographs, in the newsletter or on the web site”.

Secure Storage of Personal Information

Electronic copies of the personal information of club members shall be password protected. One copy will be held by the member responsible for the Database and another by the chair of Member Services.

Destruction of Personal Information

Membership application forms shall be retained for one year and then shredded.

Blue Book

The front cover of the Blue Book will include the following statement:

“In accordance with the CFUW/Guelph privacy policy, the information in this directory is to be used only for communication between club members and the operation of the club. Please shred or otherwise securely dispose of unwanted copies of the directory”.

Scholarships  and Awards Trust Fund Committee

The chair of this committee shall review the practices of the committee with respect to the collection, storage and destruction of information to ensure they are in compliance with CFUW/Guelph’s privacy policy.

Interest Groups

Interest Groups convenors will ensure they conduct themselves in accordance with CFUW/Guelph’s privacy policy.

POLICY REGARDING NON MEMBERS ATTENDANCE AT INTEREST GROUPS OF CFUW GUELPH
 SHAPE  \* MERGEFORMAT 



All Chairs of interest groups must communicate to their members that CFUW dues are required for participation in the interest groups.   If a non member continues to attend interest groups beyond the time allotted to submit membership dues: 

1. The Membership Services Chair communicates with the non members telling them that only members in good standing are eligible to join the CFUW interest groups. 

If this proves unsuccessful, the Executive Committee will send a communication notice to the non member. 

Travel Policy OF CFUW GUELPH
Revised: January 2011

CFUW Annual General Meeting:  one delegate to be fully funded at an economy rate, including registration, transportation, accommodation and food.  Funding for one additional representative will be considered and must be approved by the current Executive based on finances available.

CFUW Ontario Council Annual General Meeting: two delegates to be fully funded, including registration, mileage (based on two sharing), accommodation (based on two sharing) and food.  Funding for one additional representative will be considered and must be approved by the current Executive based on finances available.

CFUW Ontario West Regional Meetings: registration for up to four delegates and mileage for one vehicle. 

CFUW Ontario Council Standing Committee Meetings: registration for one delegate per committee three times per year.  Also included is mileage for one vehicle, if not paid for by the CFUW Ontario Council. 

The above policy is subject to amount of funding available in any given year.  This is at the discretion of the Executive at the time.

Mileage is calculated at $0.40/km.

BYLAW I - Membership 


4. Only members in good standing are eligible to join Club interest groups.





BYLAW II - Membership Dues


3. Membership dues are to be paid on or before August 31.








