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A.1 [bookmark: _Toc361134225]General Guidelines
A.1.1 [bookmark: _Hlk18878559]The Engineering Society of Queen’s University will acknowledge the existence of Design Team and Design Club affiliated groups.
A.1.2 A Design Team is considered to be a special form of an Engineering Society ratified affiliated group under the Director of Design and overseen by the Vice-President (Student Affairs). Design Teams develop projects that compete in engineering design competitions against other post-secondary institutions or professional groups. Design Teams are eligible for the Space Allocation matrix and have the ability to acquire dedicated space within the Integrated Learning Center.
A.1.3 A Design Club is considered to be a special form of an Engineering Society ratified affiliated group under the Director of Design and overseen by the Vice-President (Student Affairs).. Design Clubs do not compete against other post-secondary institutions or professional groups. Design Clubs are not eligible for the Space Allocation matrix and instead can book out temporary space external to Faculty of Engineering and Applied Science room booking through the Engineering Society.
A.1.4 The following student organizations are currently considered to be Engineering Society Design Teams:
a. Queen’s SAE Aero Design Team
b. Queen’s Concrete Toboggan Team (QCTT)
c. Queen’s Concrete Canoe Team (QCCT)
d. Queen’s Formula SAE (QFSAE)
e. Queen’s Fuel Cell Team (QFCT)
f. Queen’s Baja SAE
g. Mostly Autonomous Sailboat Team (MAST)
h. Queen’s University Experimental Sustainability Team (QUEST)
i. Queen’s Solar Design Team (QSDT)
j. Queen’s Space Engineering Team (QSET) 
k. Queen’s Bridge Building Team
l. Queen’s Genetically Engineered Machine Team (QGEM)
m. Queen’s Supermileage (QS)
n. Queen’s Rocket Engineering Team (QRET)
o. Queen’s Biomedical Innovation Team (QBIT)
p. Queen’s Soft Robotics
q. Queen’s Hyperloop Design Team
r. Queen’s VEX U Robotics Team (QVEX)
s. Queen’s Robomaster Team
A.1.5 The following student organizations are currently considered to be Engineering Society Design Clubs:
a. Queen’s BioMechatronics Team (QBMeT)
b. Queen’s Relectric Car Team (QRCT)

A.2 Ratification Guidelines
A.2.1 Any student group wishing to be ratified by the Engineering Society as a design group must:
a.  Fill out an initial ratification form to be reviewed by the Director of Design. The ratification forms will be made available in the Tom Harris Student Lounge and the Engineering Society website for any group.
b. The Director of Design will then meet with the prospective design group. In this meeting, design groups will present:
i.  The Design Groups’ updated charter in accordance with the governing documents of the Engineering Society of Queen’s University.
ii. The signature of the aforementioned faculty sponsor must be present on the submitted charter.
iii. A prototype of the proposed groups project.
iv. An initial budget that outlines both the current and upcoming fiscal years, in accordance with the Engineering Society formatting and financial policies.
v. A list of at least 20 members currently on the design group.
A.2.2 After the Director of Design has reviewed the initial ratification form, prototype, and budget, the Vice-President (Student Affairs) may approve the group as a ratified group under the Engineering Society. 
a. As seen in Policies B.1.2 and B.1.3, groups will be classified as either a Design Team or Design Club.
A.2.3 The above classification will determine the state of space acquisition and privileges within the Engineering Society as stated in Policies B.1.2 and B.1.3.
A.2.4 Upon the recommendation of the Vice-President (Student Affairs), the Director of Design along with a member of the prospective design group will motion to ratify the prospective design group.
A.2.5 Design Groups must be present at the Engineering Society Council for which they are being ratified, and must present to the members of Council why they should become an affiliated group under the Engineering Society of Queen’s University.
A.2.6 If the motion to ratify the design group passes, the group will become an affiliated design group pending the approval of the Dean of Engineering and Applied Science.
A.3 [bookmark: _Toc361134226]Re-Ratification Process
A.3.1 Ratified design groups must apply for re-ratification at the beginning of every school year. The deadline for this application shall be set by the Director of Design and must be in the month of September.
A.3.2 Re-ratification forms will be made available in the Tom Harris Student Lounge and through the Engineering Society website.
A.3.3 After the re-ratification form has been completed, the Director of Design will review the applications. Upon the approval of re-ratification by the Director of Design:
a. Design Teams will be given access to their space in accordance with the Space Allocation matrix.
b. Design Clubs will be added to the list of approved groups to use Engineering Society Design Club space booking.
A.3.4 Throughout the year, design groups must submit quarterly reports to the Director of Design to remain ratified. The quarterly reports will be made available in the Tom Harris Student Lounge and on the Engineering Society website. 
a. The contents of both the re-ratification form and quarterly reports will be brief in nature and vary year to year upon the decision of the Director of Design with recommendation from the Vice-President (Student Affairs).
A.3.5 To qualify for re-ratification, all design group executives must agree to and attend required training set out by the Director of Design and mandated by the Engineering Society of Queen’s University.
a. The contents of the required training will vary year to year upon the decision of the Director of Design with recommendation from the Vice-President (Student Affairs) and Director of Human Resources.
A.4 De-Ratification Process
A.4.1 If the group is de-ratified, they will lose access to all space, be removed from Engineering Society governing documents, and lose access to Engineering Society services, effective immediately.
A.4.2 In any event that a design group has broken the affiliated group contract with the Engineering Society, Faculty of Engineering and Applied Science (Stewardship Agreement or Safety Plan), and/or the upkeep of space, the Director of Design may issue 48 hour warnings to groups. Within this 48 hours, groups have a chance to address the issues brought to them by the Director of Design. The warnings are issued by the Director of Design.
A.4.3 If the issues are not resolved within the 48 hours given by the Director of Design, the Director of Design may either:
a. Lock out a design team from their allocated space for a duration of 1 week.
b. Remove a design club from the Engineering Society Design Club space booking list for a duration of 1 week.
A.4.4 The design group at fault must meet with the Director of Design within the 1 week of action taken. The design group must outline to the Director of Design why the incident happened, how they will resolve it, and how they plan to prevent future incidents of the relevant nature.
A.4.5 In the event that the Director of Design is satisfied with the resolutions discussed in Policy B.4.3, the 1 week sanction will be lifted.
A.4.6 In the event that the Director of Design is not satisfied with the resolutions discussed in Policy B.4.3, the design group will incur an additional 1 week sanction and must meet again with the Director of Design with the presence of the Vice-President (Student Affairs).
A.4.7 In the event that the Director of Design is again not satisfied with the resolutions discussed in Policy B.4.3, the Director of Design may recommend to the Vice-President (Student Affairs) that they de-ratify the design group in question.
A.4.8 A design group that is de-ratified by the Engineering Society may not re-apply for ratification within the school year of being de-ratified.
A.4.9 A design group will be eligible to be ratified the following school year after de-ratification. The process to become a ratified group is noted in Policy B.3.
A.4.10 Safety is the main concern in the competitive design team space. Since design teams will know their specific safety concerns and procedures, each team must complete a standard safety inspection checklist at the end of each operation month during the academic year (September, October, November, January, February, and March). The checklist must be completed by each team’s Safety Officer and signed by the Director of Design. Failure to submit a checklist by the determined due date shall result in a warning, administered by the Director of Design. 
A.4.11 The safety officer of each team must ensure that team members are using appropriate personal protective equipment (PPE) when working in either the shared team space or individual team bay.
A.4.12 In order to have access to the competitive design team space, the member must have valid WHMIS training. If a non-WHMIS certified member wishes to work in the building, they must be accompanied by a person with valid WHMIS training.
A.5 [bookmark: _Toc361134228]Web Access
A.5.1 Design groups shall receive equivalent privileges to those granted to EngSoc Clubs and must abide by those rules governing the use and access of such accounts.
A.5.2 All design teams are subject to the Engineering Society Computing Policy found in section λ.B of the Policy Manual.
A.6 Design Team Roundtable
A.6.1 The Director of Design will Chair at a minimum, 2 roundtables (one per term), which is designed to be a time for teams to discuss problems and issues relating specifically to their team as well as other teams, provide updates on their progress, and allow for the Engineering Society to relay important information to the teams.
A.6.2 A member of the Executive for each design team must attend each meeting. Due to the importance of these meetings, failure to attend may result in the Director of Design issuing a 48-hour warning to the team in question. The team in question will have 48 hours to address the concern and resolve any issues.
A.6.3 If a design team executive is unable to attend the Design Team Roundtable, they can do so with the approval of the Director of Design and Vice-President (Student Affairs).
A.7 Space Allocation
A.7.1 Only currently ratified competitive design teams are eligible to acquire dedicated space within the Integrated Learning Center. The reallocation of space occurs every even year (i.e., 2022, 2024, 2026...). The deadline for this form shall be set to be at the end of week 4 of the fall semester.The template form and information will be sent out in January of the year. The deadline for this form shall be set to be in April of the year and move-in shall be in the first week of September of the year.
A.7.2 All design teams must submit the Space Allocation form to be eligible for space for the following two years, including teams with existing space. All design teams with existing space that do not resubmit the form will be issued a warning one week prior to the submission deadline and may be removed from the Integrated Learning Center.
A.7.3 The form will be made available in the Tom Harris Student Lounge and on the Engineering Society website and should be submitted to the current Director of Design. The Space Allocation form will be reviewed by the Director of Design, the Vice-President (Student Affairs), the General Manager, and the FEAS Operations and Facilities Manager or designate.
A.7.4 The Space Allocation form consists of six items:
a. Summary of the Team
b. Team Competition
c. Member Development
d. Team Structure, Culture, and Dedication to EDII
e. External Affairs
f. Space Allocation Matrix Weight
A.7.5 Included in the Space Allocation form, design teams must also submit their Safety Plan, Charter, and Stewardship Agreement.
A.7.6 The contents of the Space Allocation form may vary year to year upon the decision of the Director of Design with recommendation from the Vice-President (Student Affairs).
A.7.7 Teams will be provided an opportunity to discuss the results with the panel as a whole.

