The School of Hospitality & Tourism Management Student Association
Constitution: Revised February 2009

Article 1:  Name

 This association shall be know as “The School of Hospitality & Tourism Management Student Association” hereafter known as HTMSA. 

The address of HTMSA is:

Hospitality and Tourism Management Student Association

C/O The School of Hospitality & Tourism Management

Macdonald Stewart Hall

University of Guelph

Guelph, Ontario

N1G 2W1

Article 2:  Objectives

· To obtain recognition within the university community and the hospitality & tourism industry as a leader in education. 
· To organize and promote activities and events that will enhance our students’ university experience. 

· To continually improve the communications between and within the academic years, faculty, The School of HTM Alumni Association and the Hospitality Industry. 

Article 3: Membership 

· The members of HTMSA shall include all full-time, part-time and Co-op students enrolled in the bachelor programs of HTM at the University of Guelph as outlined by the policy concerning full time and part-time student. 
 

Article 4: Management 

· The elected or appointed members of the HTMSA Executive and their representatives shall manage HTMSA.  

· The HTMSA Executive shall consist of the: President, Vice President, Director of Records, Director of Public Relations and Director of Finance, Director of Marketing, Director of Charitable Events, Director of Tourism Relations  

· The HTMSA  Appointed Positions will include:
· Executive Chair: If there is a senior member who has been a pervious executive member on the council and made outstanding contribution, they may be appointed to this position as an unofficial member of the HTMSA executive. This position would be appointed by the HTMSA elected executive. 

· Honorary Members: If there is an individual who has not been elected by the student body, but who show exceptional commitment to HTMSA over the course of a semester they may be appointed by the elected HTMSA executive to this position. 
HTMSA Representatives: 

· All members of the student body may run for election to represent their year as a year representative. In the case that there are no representatives for a given year the Executive may appoint an individual for representation. All non-executive, elected positions will be considered Representatives. These representative positions will consist of four (4) representatives from each year, unless the executive agrees upon exceptional circumstances. 

Criteria for election of Executive Members: 
· Executive members must possess at least one (1) year’s experience on the association in any position, unless the executive agrees upon exceptional circumstances. 

· President/Vice- President:  The Positions of President and Vice President require at least one (1) year’s experience as an executive member of the association, unless the executive agrees upon exceptional circumstances.   
Criteria for election of General Elections and Executive Appointments 

· Any member of the School of Hospitality and Tourism Management; full-time, part-time or returning co-op student is eligible to nominate and vote in general elections. 

· If a student wants to run for an Executive position, who does not meet the above requirements, it will be decided by the HTM Executive in a two thirds (2/3) majority vote to grant them eligibility in the election. 

· Elections shall be held each academic year in the winter semester. Elected members shall hold office for one (1) full year commencing in the month of April. 

· If there are vacant positions on the HTMSA in the month of March, after the election, and / or the removal or resignation of a member, the new Executive may choose to run a second election or appoint those positions to people who seem interested in a certain position by a two thirds (2/3) vote by the Executive. 

Article 5: Job Descriptions 
 Executive Positions 
The President:

· At all times Act as an official representative of the students to faculty, staff, administration, alumni and industry

· Voice the concerns of the students to faculty, staff and administration

· Be responsible for providing the association will a sense of unity, direction and leadership

· Ensure accountability of objectives / goals of HTMSA are achieved on a consistent basis

· Responsible for sitting on the Board of Directors 
· Responsible for organizing and planning all executive meetings as well as general meetings. 

· Must complete SRM training 
· Must sign off of any transaction or spending requests with HTMSA’s bank account
 

The Vice President:

· At all times Act as an official representative of the students to faculty, staff, administration, alumni and industry in concert with, and when necessary, instead of the President

· Oversee the actions of the President to ensure proper representation

· Act as a link between HTMSA and CMESA Council (ex. BOD meeting attendance)
· Be responsible to maintain the htmsa@uoguelph.ca email account and eatsleeptravel@uoguelph.ca
· Act as proxy for president in any states of their position in which they are unable to attend.  

· Must complete SRM training and ensure that each executive member also attends SRM training.
The Director of Finance:

· Ensure proper financial conduct of the association’s activities
· Must sign off of any transaction or spending requests with HTMSA’s bank account
· Keep up to date financial records and make sure all transactions are recorded in software & hardcopy.
· Provide guidance to association regarding financial matters

· Ensure petty cash is kept replenished to ensure timely reimbursement to council members for out of pocket expenses related to HTMSA.
· Complete bank deposits on a weekly basis

· Pay received invoices within 20 days

· Prepare the budget at the beginning and end of each semester in coordination with the President and submit to CMESA
· Responsible for collecting or arranging collection of all monies related to sales of HTMSA events or promotions on the date of such occurrence. 
The Director of Records:

· Maintain up to date contact information on Excell about companies in the industry who have contributed to any HTMSA event

· Responsible for co-ordination, collection and organization of Event Summaries. 
· Responsible for communication and updates with all HTMSA members.
· Responsible for issuing thank you notes to contributing companies in the industry and ensuring that it is completed. 
· Must complete SRM training 

· Be responsible for recording, distributing via ‘uoguelph’ email and filing all minutes of meetings

· Responsible for the publication of the agenda for HTMSA’s weekly meetings and taking attendance.
· Director Records will track HTMSA members’ contribution to office hours.
 The Director of Communications:

· Ensure all association promotions are completed in a way that complies with SRM standards and enhance the school’s image and reputation

· Work with event organizers in designing and distributing promotional material and initiatives for all HTMSA events. 
· Responsible for the HTMSA bulletin board at MACS 209, MACS 121 the booth in the Student Lounge, and the board in the MINS hallway into the Student Lounge
· Responsible for the photography design and compilation of the HTMSA members on the board leading to the Student Lounge to identify its members.
· Ensure communication during general meetings for all promotional material for upcoming events
· Must complete SRM training

· Responsible for the creation of emails and sending them to LISTSERVE faculty member for distribution to all of HTM.  Brigid Flucker Current: bflucker@uoguelph.ca
· Oversee the maintenance of the HTMSA’s website, the HTMSA Facebook page and the HTM Facebook page to ensure postings are kept current

The Director of Special Events:

· Responsible for facilitating and working with faculty members as the student representation for Alumni night and the annual Job fair during HTM week in January. 

· Must complete SRM training 
· Knowledge of where all SRM forms are kept and ensure they are accessible and submitted for approval.
· Responsible for organizing and executing End of Semester event for each semester. For example Hob Nob and Semester Send Off.
The Director of Charitable Events shall:

· Responsible for organizing and running the annual Charity Auction during HTM Week (January)

· Responsible for running the annual Think Pink event during the month of October
· Act as a liaison between the Guelph Community and the HTMSA
· Issue thank you notes alongside the Director of Records for all sponsors, volunteers, etc for each Charitable event

· Must complete SRM training 
The Director of Tourism Relations

· Responsible for maintaining a connection with the students enrolled in the Tourism Management program 

· Responsible for the organization of two events a year, one in the fall semester and one in the winter semester. 

· The fall semester event shall be designed to bring together the tourism students in a social fun atmosphere 

· The winter semester event shall be focused as a networking/educational experience for students and will include professionals of the Tourism industry (ex Talk Tourism during HTM Week)

· SRM Training.

· In the event that there is no Tourism Major Student running for Director of Tourism Relations position on executive, a HAFA Major may be eligible to run for the position. 
 Year Representatives 

      Fourth Year Representatives:

· Responsible for having an imminent part in the Orientation Day

· Responsible for the organization of Branion plaza and purchase of pumpkins for the pumpkin sale with the first year representatives – further more responsible to facilitate the orientation and direction of first year representatives to the pumpkin sale once they have been elected. 
· In the winter semester they will be responsible for hosting a social event during HTM Week 
· Responsible for making announcements and marketing within their classes
· Acts as a liaison between HTM students and HTMSA

· Responsible for distributing Hornblowers to 4th year classes.
 

Third Year Representatives shall:

· Responsible for having an imminent part in the Orientation Day

· Responsible for all Smart Serve organization throughout the year including organizing the days, emailing the recipients for collection of certificates and maintaining the smartserveguelph@hotmail.com email account.  
· Acts as a liaison between HTM students and HTMSA

· Responsible for distributing the Hornblowers to 3rd year classes.
· Responsible for making announcements and marketing within their classes

 

Second Year Representatives:

· Responsible for having an imminent part in the Orientation Day

· Responsible for the organization, selling and distribution of HTM Clothing Sales
· Responsible for distributing Horblowers to 2nd year classes
· Responsible for making announcements and marketing within their classes

First Year Representatives:

· Be responsible for the execution of the Pumpkin Sale alongside 4th year representatives
· Responsible for making announcements and marketing within their classes
· Responsible for distributing Hornblowers to 1st years. 

· Responsible for organizing and promoting the Student reception prior to Alumni Night.

 

Article 6: Responsibility and Accountability 

· Each member shall be held responsible for upholding the constitution and all decisions made by HTMSA. Failure to do so may result in disciplinary action
· The Executive shall reserve the right to make decisions on behalf of the association when a decision has to be made before the next general meeting.  

· Any member of HTMSA, whose lack of attendance becomes a problem without regrets or exceptional circumstances could face disciplinary action.
· To send proper regrets an HTMSA member must communicate directly with the President or Director of Records of the reason for absence within 24 hours of the scheduled meeting.  

· Acceptable reasons for absence include sickness or representation on behalf of the association. The Executive on an individual basis will consider other reasons for absence. 
· At the end of the semester the current executive may inform students who have not fulfilled their HTMSA duties that they will not be allowed to run for HTMSA in the following year. 
· Each member will contribute to the HTMSA regular office hours for the year.

Disciplinary Action 

· Any member of the School of Hospitality and Tourism Management Student Association can bring motion forth for disciplinary action. The process for disciplinary action will be conducted as follows: 

First / Minor Offence  

· A meeting will occur between the offender and a minimum of 70% of the Executive. In this meeting, the issue will be discussed and resolved in a manner deemed appropriate by the Executive. 

Second / Major Offence 

· The case will be presented at a General Association Meeting where 70% of elected members are present. Impeachment or suspension will be provided by a vote where two thirds (2/3) of elected members are in favour.   
Article 7: Election Criteria 
Time of Elections (General and 1st year elections)
· The election procedure shall consist of three distinct segments. Each segment shall be of a one-week duration.
· Elections shall be held in the winter semester commencing within an acceptable time prior to be completed by the beginning of the exam period. This process will be set by the HTMSA executive.
· A non-returning fourth year student will be appointed as the official election officer

· This individual is responsible for collecting all nominations and presenting them to the presiding executive

· Responsible for counting the votes following the conclusion of elections along with the presiding president and an appointed faculty member.
Week #1: Promotions and Nominations
· Nominations for Executive positions will be opened to those eligible for contention 

· Any eligible person may nominate themselves and need one other nomination from a HTM student (need 2 nominations) by email in that regard to the official HTMSA uoguelph email address
Week #2: Campaigns and Speeches
· No slanderous remarks are to be present on any campaign materials.

· The presiding president must approve all campaign material for content. Ex Facebook pages, posters…etc. 
· All campaign materials must be removed within 24 hours after the conclusion of campaign week. 

· It will be the responsibility of the candidates to attend any classes to promote their campaign at the permission of the professors at least 24 hours before the scheduled class. (in the case of the first year election these speeches will take place during the HTM 1000 class) Maximum of 3 classroom announcements to speak in.
Week #3: Voting
· The President and the Official Election Contact Person will be responsible for the voting process, which will consist of an emailed ballot to all HTM students.

· Students will have a determined amount of time decided by the executive to complete the ballot and return it to the Official Election Contact Person via email.  (with the exception of the first year elections in which they must be completed in class on the day of presentations)
· Ballots will only be counted if they are from University of Guelph email accounts or if a manual ballot has been submitted.

· The Official Election Contact Person, current President will review the results within 24 hours of the voting conclusion. One faculty member should view results before students are contacted.
· If a candidate does not follow the outlined election procedures he/she risks removal from the election by a two thirds (2/3) vote from the Executive.

 

** The current Academic Advisor must approve incoming Council with all valid opinions/suggestions taken into consideration** 

Article 8: Meetings 

· Executive meetings shall be held once a week, attended by the Executive. If an Executive is unable to attend the meeting, they must email President regarding the issue. The agenda for the Executive meeting will be set and administered by the President. All Executive members shall attend the meeting.  

· General  HTMSA meetings shall be held at least once a week and attended by the Executive, Year Representatives, and Appointed members. The agenda for this meeting will be set and administered by the Director of Records.  This meeting will also be open and available to any other HTM students who wish to attend.
Article 9: Financial  

HTMSA will hold two (2) accounts: 

· They will be allocated for graduation and general operations. 

· Signing authority for these accounts will be granted to the President and the Director of Finance. 

· Signing authority must be transferred within three weeks of elections. 

· Each semester a thorough budget will be prepared by the Executive and voted on at the Executive meeting.  A deficit will not be forecasted in any semester; rather a realistic projection shall occur. 
Article 10:  Publications and Communication 

· An email account will be maintained htmsa@uoguelph.ca and eatsleeptravel@uoguelph.ca by the Vice President 
· A facebook group will be maintained under the title of HTM and HTMSA by Director of Communications
· A website will be maintained as htmsa.ca by Director of Communications
· Each member is responsible for answering questions posed on the Facebook page and or the website if they happen to reach it first. 
 
 

