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Preamble: The Society Bursaries policy outlines the structure and responsibilities of the Committee on Bursaries.
[bookmark: _Toc502876159]A. Engineering Society Committee on Bursaries
A1. A Bursary Committee will be formed, under the Director of Social Issues Portfolio, to provide financial accessibility to the Engineering Society.
A2. The goal of the Bursary Committee will be to ensure that no Engineering Society sanctioned event or item is financially unattainable for any member of the Society. These events and/or items include but are not limited to:
i. Applied Science Jackets
ii. Orientation Week (First Years & FREC Fees)
iii. Science Formal
iv. Conferences (Internal & External)
v. Design Team Competitions
A3. A Bursary Committee Chair will be hired to serve as the Chair of the Committee. The Director of Social Issues shall act as the Deputy Chair of the Committee
i. If a Bursary Committee Chair is not hired, the Director of Social Issues shall serve as the Chair and a Deputy Chair shall be selected from amongst the elected members of Council.
ii. In the event that no elected members of Council wish to serve as Deputy Chair, a member of Council shall be appointed to act as interim Deputy Chair until the additional members are elected.
A4. The Bursary Committee Chair shall oversee the Bursary Committee and be responsible for organising and running the Engineering Society Bursary Program. 
A5. The Bursary Committee will be elected at council and shall consist of:
i. The Bursary Committee Chair, as hired by the Director of Social Issues in β.C.13.3 (ex-officio) (Chair)
ii. Director of Social Issues (ex-officio) (Deputy Chair)
iii. An odd number of at least 3 non-Executive members of the Engineering Society Council
A6. It is at the discretion of the Chair and Director of Social Issues how many positions are filled as outlined above so long as:
i. The number of positions available is at least 3. 
ii. Each year is represented on the Committee. In the case that applicants from all years do not accept their respective nominations, the Committee will be structured to include as equal representation as possible.
A7. While elected council members are preferred, it is at the discretion of the Chair and the Director of Social Issues to choose to elect non-council members to join the Bursary Committee.
A8. Members of the Bursary Committee, upon election, will undergo bursary training organised by the Bursary Chair. 
A9. Members of the Bursary Committee will maintain privacy and not disclose any bursary-related information to members outside of the Committee, and act in an unbiased manner when conducting matters under the Bursary Committee. 
A10. The Committee shall address any issues related to bursaries by presenting a report at Council. These reports shall summarize any issues recognized in the awarding of bursaries and actions taken to improve the system.
A11. The committee shall evaluate bursary applications and dispense bursary funds as they deem appropriate based on applications detailed in section ρ.C.
A12. The Committee shall continually evaluate the current bursary system and establish a series of best practices for awarding bursaries for a variety of events and/or items. 
i. The Committee will work with the individuals responsible for determining and appropriating funds for bursaries to implement the established best practices in order to ensure that the process is as fair and equitable as possible.
A13. Event and/or service heads are required to attend bursary meetings regarding bursaries provided under their portfolios. This can include:
i. Director of Conferences (ex-officio)
ii. Director of Design (ex-officio)
iii. Orientation Chair or their designate (ex-officio)
iv. Campus Equipment Outfitters (CEO) Head Manager or their designate (ex-officio) 
v. Science Formal Convener or their designate (ex-officio)
vi. EngLinks Head Manager or their designate (ex-officio)
A14. Event and/or service heads will work in collaboration with the Bursary Chair, understanding that the Bursary Chair has the final say on their operations relating to Bursaries.
i. Event and/or service heads wanting to use the bursary program must reach out to the Bursary Chair a minimum of 3 weeks prior to deadlines. 
ii. Event and/or service heads must properly communicate all operations relating to Bursaries to the Bursary Chair. 
A15. There shall exist a Summer Bursary Committee which will operate over the summer to support bursaries for summer events. 
i. The Summer Bursary Committee shall be comprised of:
i. Bursary Committee Chair (Chair) (ex-officio)
ii. Director of Social Issues (Deputy Chair) (ex-officio)
iii. Orientation Chair
iv. Engineering Society President (Deputy Chair)
v. Engineering Society Vice President of Operations
vi. Engineering Society Vice President of Student Affairs
ii. The Summer Bursary Sub-committee shall review applications and award bursaries according to policy section ρ.B but may only award funds detailed in B1.a.
B. Bursary Funding
B.1. Bursary funding shall be made available for members of the Engineering Society of Queen’s University for the following Engineering Society events and items:
a. Orientation Week:
i. Funding for bursaries related to Orientation Week shall be provided through the Orientation Week Operating Budget. The amount of bursary funding for Orientation Week related activities shall be determined by the Orientation Chair or their designate and will be reported to the chair of the Committee on Bursaries prior to any meetings of the Bursary committee regarding awarding bursaries related to Orientation Week.
b. Science Formal
i. Funding for bursaries related to Science Formal shall be provided through the Science Formal Operating Budget. The amount of bursary funding for Science Formal related activities shall be determined by the Science Formal Convener or their designate and will be reported to the Committee on Bursaries prior to any meetings of the Bursary committee regarding awarding bursaries related to Science Formal.
c. Englinks Workshops
i. Funding for bursaries related to Englinks tutorials shall be provided through the EngLinks operating budget. The amount of bursary funding for workshops shall be determined by the Englinks Head Manager or their designate.
d. Applied Science Jackets
i. Funding for bursaries related to Applied Science Jackets shall be provided through the Campus Equipment Outfitters Operating Budget. The amount of bursary funding for Applied Science Jackets shall be determined by the Campus Equipment Outfitters Head Manager or their designate and will be reported to the Committee on Bursaries prior to any meetings of the Bursary Committee regarding awarding bursaries related to Applied Science Jackets.
e. Internal or External Conferences
i. Funding for bursaries related to Internal Engineering Society Conferences or External Conferences will originate in the Engineering Society Operating Budget. The amount of bursary funding for Internal Engineering Society Conferences and External Conferences will be determined by the Director of Conferences in consultation with the director of Finance, the executive team and conference chairs and approved by the Engineering Society Council through approval of the Engineering Society Operating Budget. The amount of bursary funding for each specific internal conference shall be reported to the Committee on Bursaries immediately following the approval of the Engineering Society Operating Budget. If bursary funds allocated to a specific conference are not exhausted at completion of said conference, they may be used to fund bursaries for other conferences for which bursary funds have been allocated.
f. Design Teams
i. Funding for Individual travel arrangements related to design team competitions will originate in the Engineering Society Operating Budget. The amount of bursary funding for individual travel arrangements related to design team competitions will be determined by the Director of Design in consultation with the Director of Finance, executive team and design team captains and approved through by the Engineering Society Council through approval of the Engineering Society Operating Budget. The amount of bursary funding for each specific internal conference shall be reported to the Committee on Bursaries immediately following the approval of the Engineering Society Operating Budget. If bursary funds allocated to a specific competition are not exhausted at completion of said competition, they may be used to fund bursaries for other competitions for which bursary funds have been allocated.
B.2. Funding of bursaries for other expenses deemed appropriate by the committee on bursaries shall originate from Engineering Society General Account and must be reported in the QuickBooks bursary expense account.  
B.3. Funding for miscellaneous requests may be requested by the Committee on Bursaries Chair to be included in the Engineering Society Operating Budget.
B.4. If funds detailed in B1.a, B1.b, B1.c or B1.d are not exhausted at the conclusion of the Engineering Society’s Fiscal Year, they shall return to the account from which they originated.
B.5. At the end of the conclusion of the Engineering Society’s Fiscal Year, unallocated funds will be reported in the Operational Budget and will be used in subsequent years to fund any bursary deemed appropriate by the committee on bursaries including but not limited to additional funds for cases listed in section B for which the allocated funds have been exhausted.
B.6. It shall be the aim of the Bursary Selection Sub-committee and the Summer Bursary Selection Sub-Committee to exhaust all allocated funds year after year.
C. Bursary Application
C.1. The Engineering Society shall create and maintain a financial aid webpage on the Engineering Society website and listed on this page shall be:
a. Information regarding the events and items for which The Engineering Society awards bursaries.
b. Information regarding which other resources exist from which undergraduate Engineering Students can be awarded financial aid (Queen’s University, Alma Mater Society, Dean’s Donation et al.)
c. A link to the Engineering Society Bursary Application website
d. Contact information for members of the Executive, Director and Officer team who can provide help regarding issues related to bursaries.
C.2. There shall exist a separate sharepoint containing the bursary application and completed applications which will be held in an excel spreadsheet.
a. The Chair, Deputy Chair, Vice President (Student affairs) and Director of Information Technology shall be the only persons allowed access to completed applications containing any identifying personal information.
b. The Bursary application shall contain the following:
i. A question requesting the name of the applicant
ii. A question requesting the netID of the applicant
iii. Yes or no question regarding whether or not an applicant is an undergraduate engineering student at Queen’s University.
iv. A question from which an applicant can select which event or item they are requesting a bursary. With instruction to contact a responsible executive, director, or officer if the event or item for which they are requesting a bursary is not listed.
v. Contact information for the chair of the committee for any questions regarding the process
vi. A question regarding the full cost of the event or item for which the applicant is requesting a bursary
vii. A question in the form of a drop-down menu regarding what percentage of the total fee the applicant is requesting to be funded through this bursary with options 25%, 50%, 75%, 100%.
viii. The following question for which the selectable answers shall be yes or no: “Is your attendance at this event/ purchasing this item contingent on receiving financial assistance?”
ix. The following question for which the answer shall be in paragraph format with no word count limit: “Please outline any information that demonstrates your financial need (Government funding, work study program details, needs based scholarships, sources of income, expenses etc.)”
x. The following questions for which the answer shall be in paragraph format with no word count limit: “Why is this event or item important to you? What do you hope to gain? What impact can this have on others or the Engineering Society?”
xi. A question regarding when the payment for the item or event is due.
xii. A submission folder to submit supporting documentation that proves that the bursary will be used for its indicated purpose or receipts for relevant payments already made if the bursary is for an event or item outside of the Engineering Society. This may include but is not limited to acceptance email from an internal/external conference or a receipt for a conference payment. 
xiii. A description of the appeals process available after bursary decisions are made. 
c. The bursary application shall not require: Social insurance numbers, or government funding identification information.
C.3. Bursary applications for Engineering Society events and/or items must be open for a period of 2 weeks, closing at a minimum of 3 days prior to the payment deadline. 
a. It is the responsibility of relevant stakeholders (i.e Orientation Chair) to communicate clearly to the Bursary Chair about payment deadlines and accommodate the required bursary application timeline into their operations.
C.4. All events and items for which the Engineering Society provides bursaries shall advertise the availability of bursaries and the location of the Bursary application. When possible, a link to the bursary application shall be provided on web pages which collect payment for said items or events and advertisements for said items or events.

D. Awarding Process
D.1. The bursary awards process shall be completed at a minimum 2 days prior to the payment due date to provide ample time for bursary distribution. 
D.2. The Chair shall receive all bursary applications and categorize them by the event or item. The Engineering Society Vice President (Student Affairs) shall have access to applications in a supervisory capacity if needed. The Director of Information Technology or a designate shall have access to assist with technical issues.
D.3. Prior to examining applications for a particular event or item, the Chair shall provide in confidence the list of student names and NetIDs of applicants to the Vice President (Student Affairs) to confirm they are members of the Engineering Society. All who are not confirmed members will be disqualified from receiving bursary funding. In the occurrence the Vice President (Student Affairs) is unavailable this responsibility may be delegated to the Engineering Society President.
D.4. Upon closure of the bursary application, the Bursary Chair shall
a. Assign each application an identification number.
b. Notify applicants that their application is being processed and provide an expected application result timeline.
c. Strike or remove any personal or identifying information from applications to maintain confidentiality
d. Distribute by email labelled confidential the applications without personal or identifying information to members of the Bursary Committee involved in the awards process. Applications regarding funds mentioned in B1 will be distributed by email to the Summer Bursary Committee.
e. Organize and chair a meeting of the committee to determine which applications will be granted.
f. Moderate discussion, thereby ensuring that decisions are made without implicit bias and consistent assessment among applicants.
g. Ensure the Committee stays within the budget allocated for a given meeting.
h. Notify successful and unsuccessful applicants the result of their application, describe the request process for appeals as in ρ.E, and provide supporting resources (i.e Mental Health or other bursary programs).
i. Follow the distribution process outlined in ρ.F
D.5. For confidentiality purposes, all applications will be deleted or confidentially disposed of 60 days after the notification of results to the applicants
E. Appeals Process
E1. Applicants of the Engineering Societies bursary program have the right to appeal their bursary decision within 30 days of receiving the results of their application. 
a. The Bursary Chair holds the right to deny an appeals request only if the request is made after the 30-day window. 
E2. In the event an applicant wishes to appeal the results of their bursary application, the Director of Social Issues and Bursary Committee Chair will immediately form an emergency appellate bursary committee
a. The appellate committee will assess the application, independently from the Bursary Committee’s initial decision.
E3. The emergency appellate bursary committee will consist of the following members:
a. The Engineering Society Executive, who make up the Summer Bursary Committee
b. In the event that a bursary appeal is submitted regarding a decision made by the Summer Bursary Committee, the appeal will be reviewed by the incoming Bursary Committee comprised of the elected officials from Council once it is reconvened in the fall term.
c. In the event that members of the Executive are absolutely unavailable to for the Appellate Bursary Committee, the Bursary Chair will immediately contact council to request elected members to join the committee. 
E4. The process of the Appellate Bursary Committee follows the regular bursary process outlined in ρ.D
a. The appellate bursary committee who is assessing the appeal shall be given an identical spreadsheet containing the same information as was given to the original bursary committee amended only with the original deliberations of the committee on all non-appealing applicants.
b. The scope of any appeal will be limited to the potential modification of only the appellee’s final assessment and may not lead to the reassessment of any additional committee decisions pertaining to the status of any non-appellee applicants.
c. The outcome of the appeal process will be confirmed by the Director of Social Issues who will notify the appellee of the status of their appeal and will follow the bursary distribution process outline in ρ.F.
F. Distribution of Awarded Bursaries
F.1. It is at the discretion of the Bursary Chair, in consultation with relevant stakeholders involved, to determine the most optimal mode of Bursary Award Distribution.
F.2. Bursary funds or coupon codes shall be dispersed at least 24 hours in advance of payment being due.
F.3. For all Engineering Society events or items which collect online payment, where possible a coupon code input should be included on the payment page. For these cases the Chair in coordination relevant stakeholders, shall provide, in the email notifying a successful applicant of their awarded bursary, a unique coupon code to be input on the payment page, implementing a discount. An event or item retailer may track the number of coupon code discounts and request the discount sum following the closing of sales. 
F.4. For Engineering Society Events or items which require in person payment (e.g. Jacket sales) The Chair will create a coupon with a unique identifier and validate it with their signature. The coupon will then be provided, in email, notifying a successful applicant of their awarded bursary to be used. The applicant will be required to present the coupon code upon payment to receive their awarded bursary. 
F.5. In the event where bursaries are unable to be awarded through coupons, bursaries will be awarded through e-transfers made by the Executive. The Chair is responsible for submitting approved bursary requests to the Vice President (Operations) through the Bank of EngSoc bursary account
a. This mode of bursary distribution will require awards to be distributed after payment is due, and applicants must be notified at least 48 hours in advance, providing proof of payment to receive their bursary. 
F.6. For cases in which payment is required for events or items outside of the financial system of the Engineering Society the Chair shall notify the successful applicant by email and arrange a time during which they can meet with the applicant and an executive member to facilitate credit card payment with an Engineering Society Corporate Credit Card. If the bursary awarded is less than the full cost of the event of item, the successful applicant will be asked to pay the engineering society the amount not covered by the awarded bursary. Once this payment has been confirmed, an executive member will pay the expense by Engineering Society Credit Card in full.

