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User’s Guide to GSA Board Policy 
 

●​ GSA Board Policy was created by Motion of the GSA Board on 1 December 2010, and 
subsequently codified in GSA Bylaw by GSA Council on 14 March 2011. ​
 

●​ As per GSA Bylaw and Policy, Section A.BYL.3.1, “GSA Board Policy details high-level 
operational policies of the GSA.”​
 

●​ As per GSA Bylaw and Policy, Section A. BYL.3.2, “GSA Board Policy is under the 
jurisdiction of the GSA Board and may be amended by a simple majority vote of the GSA 
Board at any meeting of the GSA Board, with changes to be reported to GSA Council.”​
 

●​ As per GSA Bylaw and Policy, Sections F.POL.3.2.a and Section F.POL.3.2.b, “the GSAB 
[GSA Board] is the senior administrative authority of the GSA as delegated to it by GSA 
Council” and “the GSAB is the discussion forum for the GSA Officers and Directors.”​
 

●​ Please check the GSA website or consult the Executive Director (or delegate) for the 
most up-to-date copy. ​
 

●​ Footnotes indicate the date changes were made following approval by the GSA Board. ​
 

●​ All sections have tables at the beginning which note any other specifically related 
sections of GSA Bylaw and Policy or GSA Board Policy that should be consulted, note the 
existence of any related forms, and provide definitions of recurring terminology used 
within that section (if any). When reviewing a section that notes other specifically 
related sections of GSA governing documents, users should turn to those sections to 
ensure they have a full understanding of the topic at hand. 

 
●​ Failure to comply with this policy may result in disciplinary action, including suspension, 

termination, or legal proceedings, depending on the severity of the violation. 
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​​ Section 1: GSA IT, Electronic Resources and Office Security1 

 

Other Specifically Related Sections of GSA 
Governing Documents 

None 

Related Forms None 
Definitions None 

 

1.​ This policy applies to all staff, Directly Elected Officers (DEOs), Council Elected Officers, 
contractors, and third parties who access the GSA’s IT resources, including hardware, 
software, networks, and data. 

2.​ Emails are property of the GSA and may be subject to legal proceedings. 

3.​ The Executive Director (ED) (or delegate) will provide Directly Elected Officers (DEOs), 
Council Elected Officers, and staff with GSA-owned CCIDs (@ualberta.ca email account)  

1.​ Initial passwords are generated and assigned by ED (or delegate). 

2.​ Passwords must be strong (mixed case, numbers, symbols), not dictionary words 
or easily guessed, and significantly different from previous passwords. 

3.​ DEOs may change their passwords at any time during their term for convenience 
or security. 

4.​ On their final day in office, DEOs must revert to their original staff-assigned 
password. 

5.​ DEO passwords will be reset by ED (or delegate) following any confirmed 
security incident. 

6.​ Those receiving GSA-owned CCIDs (excluding DEOs) may not change the 
passwords to accounts; the GSA retains the right to change the password to 
accounts at any time.  

7.​ Upon the departure or end of term of an individual, the ED (or delegate) will 
ensure that any passwords associated with the individual’s duties are changed, 
and that the individual’s alarm code is disabled.   

4.​ If a DEO, Council-Elected Officer, or staff member uses personal electronic devices 
(phone, tablet, personal computer, etc.) to access GSA resources (reports, meeting 
materials, etc.), those devices must be password protected and encrypted.   

1.​ If an individual loses their personal device or suspects that their GSA-owned 
CCID password has been compromised, they must alert the ED (or delegate) 
immediately.  

5.​ IT resources are provided for work-related purposes; personal use must be minimal and 
must not interfere with job performance. 

1 Approved by the GSA Board on 29 March 2017 and amended on 27 June 2018 and May 21 2025. 
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1.​ Users must respect others’ privacy and avoid unauthorized access to personal or 
confidential information. 

2.​ Use of organization-owned devices for illegal activities, including but not limited 
to unauthorized downloading of copyrighted material or engaging in illegal 
transactions, are prohibited. 

3.​ Employees may not use GSA internet, email, or other electronic communications 
to transmit, retrieve or store any communications or other content of 
pornographic nature. 

4.​ No messages with derogatory or inflammatory remarks about an individual's 
race, age, sex, disability, religion, national origin, physical attributes, gender 
identity, sexual orientation or any other protected class may be initiated. 

5.​ Threats made against the province or federal government will be reported to the 
authorities. 

6.​ Harassment of any kind is prohibited. 

7.​ Abusive, excessively profane, or offensive language and any illegal 
activities—including piracy, cracking, extortion, blackmail, copyright 
infringement and unauthorized access to any computers on the internet or 
email—are forbidden. 

8.​ Only licensed, approved software may be installed on GSA devices; unapproved 
or pirated software is forbidden. 

9.​ All work-related software must be kept up to date to mitigate security 
vulnerabilities. 

6.​ Data is collected and processed solely for business purposes, in compliance with relevant 
regulations (e.g., GDPR, PIPA). 

1.​ Personal data is gathered only when necessary and retained only for the period 
required to fulfill its purpose. 

2.​ Sensitive data must be encrypted both in transit and at rest. 

3.​ Access to sensitive data is restricted to authorized personnel under the principle 
of least privilege. 

4.​ Regular backups are required to ensure data recoverability in the event of 
system failure or disaster. 

7.​ All devices on the University network must have up-to-date antivirus protection and 
security patches. 

1.​ Firewalls must be enabled to safeguard internal networks from unauthorized 
access. 

2.​ Multi-factor authentication (MFA) is RECOMMENDED for access to critical 
systems and services. 
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8.​ The ED (or delegate) will provide DEOs and staff with the necessary keys, access cards, 
and alarm codes to access the GSA office during and after business hours; these remain 
the property of the GSA and may be changed or rescinded at any time.   

1.​ If an individual loses their key or access card or suspects that their alarm code 
has been compromised, they must alert the ED (or delegate) immediately.  

9.​ All on-site IT policies apply equally to remote use of GSA-issued technology. 

1.​ Remote users must adhere to all security protocols for device and network 
connections. 

10.​The GSA shall comply with all applicable provincial and federal laws and regulations 
governing IT security, data protection, and privacy (e.g., FOIP, PIPA, GDPR). 

1.​ Employees must remain aware of and fulfill their legal obligations in handling 
and protecting data. 

2.​ Any security incident—including data breaches, phishing attempts, unauthorized 
access, or malware—must be reported immediately to the ED. 

3.​ Users are required to cooperate fully with all incident investigations. 

11.​Upon the departure or end of term of a DEO, Council-Elected Officer, or staff member, it 
is that individual’s responsibility to ensure that all GSA property is returned. Further, any 
confidential GSA documents saved to personal electronic devices should be destroyed.   

12.​All employees and DEOs must sign an acknowledgment confirming they have read and 
understood this policy. 

13.​Employees will be notified of any significant revisions. 
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1.​ Section 2: GSA Recognition Awards: Nomination and Adjudication Processes2​
 

Other Specifically Related Sections of GSA 
Governing Documents 

GSA Bylaw and Policy, Section H: Performance, 
Conduct, Responsibilities, and Attendance, and 
the GSA Appeals and Complaints Board, GSA 
Policy, Performance and Conduct, Conflict of 
Interest, and Conflict on Commitment 

GSA Bylaw and Policy, Section O: GSA 
Recognition Awards  

Related Forms GSA Recognition Awards nomination forms 
available on the GSA website 

Definitions 
“Working Day” is defined as a day that the GSA 
office is open 

1.1.1.​  

1.​ GSA Recognition Awards: Nomination and Adjudication Processes​
 

1.1​ Adjudication criteria for all GSA Recognition Awards are set out in GSA Bylaw 
and Policy, Section O: GSA Recognition Awards. Nomination criteria and 
information is available on the GSA website.​
 

1.2​ The GSA’s timeline for advertising (and associated methods) and accepting 
nominations will be determined by the Executive Director (ED) (or delegate), in 
consultation with the GSA Awards Selection Committee (GSA ASC).​
 

1.3​ The ED (or delegate) will ensure that nominations are pre-screened for 
completeness and eligibility.​
 

1.4​ The ED (or delegate) will ensure that, prior to the nomination deadline, the 
members of the GSA ASC are contacted to schedule training meetings.​
 

1.5​ Once the deadline has passed, the ED (or delegate) will ensure that GSA ASC 
members are notified of the total number of nominations for each award, and 
arrange for individual review and adjudication of nominations. ​
 

1.6​ Each nomination will be individually scored according to the adjudication criteria 
set out in GSA Bylaw and Policy, Section O: GSA Recognition Awards.​
 
1.6.a​ To review nominations, each adjudicator will be placed in a private 

room. Adjudication guidelines, a score sheet, and randomly assigned 
nominations are provided. Relevant conflict of interest policy will be 

2 Approved by the GSA Board on 17 October 2012. Amended by the GSA Board on 18 September 2013, 10 September 2014, 26 
August 2015, 29 March 2017, 27 June 2018, 17 April 2019, and 25 September 2019. 
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adhered to.​
 

1.6.b​ Each nomination will be scored initially by two (2) adjudicators 
independently; they will not be provided with each other’s scores. 

 
1.6.c​ The Chair and Vice-Chair of the GSA ASC will not be involved in the initial 

rounds of assessment as they may be called upon serve as a third 
adjudicator in cases of scoring discrepancy; in such cases a new score 
will then be reached using the two (2) closest scores.​
 

1.6.d​ In cases where previously successful nominees have again been 
nominated for the same award adjudicators will be provided with the 
initial successful nomination package to compare with the current 
nomination package. Nominees will only be assessed on merits achieved 
since their previously successful nomination. ​
 

1.7 ​ After the initial assessment process is completed, scores are compiled and 
nominations are ranked according to their total score.  

 
1.8​ The final list of proposed recipients will be voted on for approval by the GSA 

ASC, by email or in a meeting where required as determined by the GSA ASC 
Chair.​
 

1.9​ All adjudicator files are confidential and all adjudication decisions are final.​
 

1.10​ Once approved, recipients of GSA Recognition Awards will be notified via email. ​
 

1.11​ Original copies of successful nominations will be retained by the GSA for a 
period of five (5) years. Unsuccessful nominations will be shredded by the GSA.​
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2.​ Section 3: GSA President’s Citation: Terms of Reference3​
 

Other Specifically Related Sections of GSA 
Governing Documents 

GSA Bylaw and Policy, Section F: GSA 
Standing Committees 

Related Forms None 

Definitions None 

 
1.​ The purpose of this citation is to acknowledge those individuals who have assisted the GSA 

Board (GSAB) in terms of 1) infrastructure development, 2) significant contributions of time and 
energy to supporting GSA Board initiatives (including joint Students’ Union or University 
initiatives) above and beyond their expected duties/positions, or 3) who have upheld and 
exceeded standards of collegial governance in working with the GSAB to see critical initiatives 
come to fruition. ​
 
1.1​ The eligibility and suitability of an individual for this citation is left to the discretion of 
the GSAB.​
 
1.2​ There is no application form for this citation and self-nominations are not accepted. ​
 
1.3​ A Motion must be made by a member of the GSAB recommending that an individual be 

chosen as a recipient of this citation during a closed session meeting of the GSAB. ​
 

1.4​ The number of recipients for this citation is determined by the GSAB.​
 
2.​ A plaque will be presented to the recipient(s) of this citation at the annual GSA Awards Night. ​
 

2.1​ The recipient(s) of this citation are determined by early February. 
 

 

3 Approved by the GSA Board on 6 February 2013. Amended by the GSA Board on 5 February 2014, 29 March 2017, and 27 June 2018. 
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3.​ Section 4: GSA Meeting Rooms: Bookings by Groups or Individuals External to the GSA4 

 

Other Specifically Related Sections of GSA 
Governing Documents 

None 

Related Forms GSA Meeting Room Booking Form, available on the 
GSA website 

Definitions “External to the GSA” is defined as members of the 
broader University community or GSA members 
aside from Directly-Elected Officers and GSA staff 

 
1.​ The GSA offices in Triffo Hall contain two (2) meeting spaces that can be requested to be reserved on an 

occasional basis by groups or individuals external to the GSA (1-34 and 1-13). ​
 

2.​ Groups or individuals external to the GSA interested in booking a GSA meeting room are directed to fill 
out a GSA Meeting Room Booking Request Form available on the GSA website and submit it to the GSA 
office.​
 
2.1​ In filling out the form, interested parties are asked to provide the following information: first 

and last name; a valid U of A email address; a registered student group name (if applicable); 
department (if applicable); GSA membership status (if applicable); date(s) requested; start time 
(8:30 am earliest) and end time (3:30 pm latest) for the booking; indication of which room they 
would like to book (1-34 with a maximum occupancy of six (6) people or 1-13 with a maximum 
occupancy of eight (8) people); a brief description of the purpose of the meeting; and a 
signature and date. 

 
3.​ Once a room booking request form has been received by the GSA office, the availability of the 

requested space will be assessed and the requester of the meeting room booking will be notified. 
 
4.​ Approval of a request to book a meeting room is conditional upon filing the form referred to above and 

the GSA reserves the right to change/substitute the room(s) selected.  
 

4.1​ By signing the GSA Meeting Room Booking Form, groups or individuals wishing to book a 
meeting room are agreeing to use the GSA space only for the purpose indicated on the form 
and to leave the room in the condition it was found in. 

 

4 Approved by the GSA Board on 24 April 2013. Amended by the GSA Board on 14 October 2015, 29 March 2017, and 27 June 2018. 
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4.​ Section 5: GSA Media, Social Media, and Visual Identity5​
 

Other Specifically Related Sections of GSA 
Governing Documents 

GSA Bylaw and Policy, Section D: GSA Officers, 
Section H: Performance, Conduct, 
Responsibilities, and Attendance, and the GSA 
Appeals and  
Complaints Board   

Related Forms None 
Definitions “External to the GSA” is defined as members of 

the broader University community or those not 
affiliated  
with the University  
“Substantive Changes” is defined as alterations to 
the colour of the GSA logo and the incorporation 
or removal of individual design components (both 
visual and written components)  
“Working Day” is defined as a day that the GSA 
office is open 

 

1.​ In line with the “Communications” section of the University of Alberta’s Statement of Ethical Conduct, 
official GSA communications in all forms of media and electronic/social media reflect “high ethical 
standards, mutual respect and civility.” Additionally, the GSA is compliant with Canadian Anti-Spam 
Legislation.  

2.​ All media (print, television, radio, and electronic) requests for comment and interviews on any issue are 
directed to the President for response.   

3.​ All substantive content on the GSA website is approved by the President and/or GSAB prior to posting.   

1.​ Non-substantive and editorial changes to the GSA website (e.g. removing outdated images or 
information, closing grant applications due to insufficiency of funds in compliance with GSA 
Policy and in consultation with the appropriate Vice-President, etc.) may be made by the 
Executive Director (ED) (or delegate).   

4.​ All materials submitted to the GSA for considered inclusion in the GSA newsletter will be vetted by the 
ED (or delegate).   

1.​ The ED (or delegate) will determine the timing of when content will appear and its ordering 
within the GSA newsletter based on deadlines, timelines, etc. identified in said content.   

2.​ Draft GSA newsletters will normally be circulated to the GSAB for review and approval 
approximately one (1) working day before they are sent to the graduate student community 
using email addresses accessible through the GSA’s Third-Party Information Sharing Agreement 
with the University (provided no concerns are brought forward when the draft is circulated).   

3.​ The GSA newsletter will clearly identify the GSA as the sender and will include a clear 
unsubscribe mechanism. Requests to unsubscribe will normally be processed in one (1) working 
day.  

5.​ The GSA newsletter may include: 

5 Approved by the GSA Board on 15 May 2013. Amended by the GSA Board on 18 September 2013, 5 February 2014, 14 January 2015, 29 March 2017, 27 
June 2018 and 21 May 2025. 
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1.​ GSA sponsored events and GSA announcements.  

2.​ Postings from GSA service providers, as specified in the signed agreements with those 
providers.  

3.​ Scholarship, bursary, and award opportunities applicable to the graduate student community.  

4.​ Academic events and opportunities, both on and off campus.  

5.​ Non-academic events on campus that have a broad interest base (such as Sustainability 
Awareness Week, International Week, etc.).  

6.​ Professional development opportunities on campus (including teaching and research 
assistantship employment opportunities, provided they follow the Graduate Student 
Assistantship Collective Agreement).  

7.​ Advertisements for University of Alberta courses applicable and beneficial to a wide range of 
graduate students.  

6.​ The GSA newsletter will not include solicitations for merchandise or services, or from students seeking 
to make personal connections with other students or locate research subjects, or employment 
opportunities except as outlined above.  

7.​ Requests for volunteers to participate in surveys, focus groups, and other research participation 
opportunities, as well as professional development opportunities off campus, will be explicitly vetted by 
the President.  

8.​ The ED (or delegate) is designated as the administrator of the GSA’s Facebook page, Twitter account, 
and Instagram account.   

1.​ The GSA Facebook page’s settings will be such to prohibit posts from the public; only those 
designated as the administrator of the page will be able to post.   

2.​ The content on the GSA Facebook page, Twitter account, and Instagram account will align with 
the GSA Board Strategic Work Plan.   

3.​ The President and those designated by the President, may compose Facebook posts, tweets, 
and Instagram posts, to be circulated to the ED (or delegate) prior to posting.  

4.​ Any individuals posing questions or directing comments to the GSA Facebook page, Twitter 
account, or Instagram account (via direct messages or comments on GSA posts) will be directed 
to the ED (or delegate) and the President will be made aware of such instances. The President 
will make decisions as to how such comments will be addressed.  

5.​ Statistical information regarding the GSA Facebook page, Twitter account, and Instagram 
account will be gathered regularly by the administrator of the page and reported to the GSAB.  

9.​ All requests for use of the GSA logo (except requests from parties to whom the GSA is providing 
funding/sponsorship or with whom the GSA has a signed agreement) must be approved by the 
President.   

1.​ Substantive changes to the GSA logo initiated by the ED (or delegate) will be approved by the 
GSAB. 

10.​Confidential information must never be disclosed on GSA social media without prior authorization; 
violations may result in HR reporting (for staff only). 
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11.​GSA Officers and staff must not engage in discussions about ongoing legal matters or government issues 
without management approval on GSA social media channels. 

12.​Official communications must use established channels (e.g., GSA email), not social media. 

13.​Employees will be notified of any significant revisions. 
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5.​ Section 6: External Grants6​
 

Other Specifically Related Sections of GSA 
Governing Documents 

GSA Bylaw and Policy, Section K: Finances  

GSA Bylaw and Policy, Section N: GSA Graduate 
Student Groups 

Related Forms None 

Definitions “Groups external to the GSA” is defined as 
non-GSA University offices and administrative 
units, and student groups ineligible to register with 
the GSA  

 
1.​ The GSA Board (GSAB) may approve requests for grants from groups external to the GSA under 

the following conditions:​
 
1.1​ The request for funding is consistent with the mandate (purpose) of the GSA and aligns 

with the GSA’s vision, mission and/or Board Strategic Work Plan. ​
 

1.2​ If the request is to support a conference (or equivalent), the conference (or equivalent) 
must be open to all graduate students. ​
 

1.3​ The organization making the request must be non-commercial and non-partisan in 
nature; must agree to use the GSA logo in promotional materials; and must report back 
to the GSAB that the grant was spent for the purpose for which the money was 
provided.​
 

2.​ The GSAB may approve external grants up to $300 by a simple majority. Amounts over $300 
require a unanimous vote of those present. ​
 
2.1​ All external grants will be drawn from the “External Grants” budget line within the 

GSA’s annual budget. ​
 

3.​ GSA Graduate Student Groups and graduate student groups who would otherwise be able to 
register with the GSA but have not pursued said registration are ineligible to apply for an 
External Grant.​
 

4.​ All requests for grants made by groups external to the GSA will be assessed by the GSAB. 
Decisions regarding the approval of such requests and the amounts granted will be reported to 
GSA Council. 

 

6 Approved by the GSA Board on 7 August 2013. Amended by the GSA Board on 27 April 2016, 29 March 2017, and 27 June 2018. 
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6.​ Section 7: Directly-Elected Officer Vacation and Leave7​
 

Other Specifically Related Sections of GSA 
Governing Documents 

GSA Bylaw and Policy, Section D: GSA 
Officers  

GSA Bylaw and Policy, Section H: 
Performance, Conduct, Responsibilities, and 
Attendance, and the GSA Appeals and 
Complaints Board 

Related Forms GSA President and Vice-President Vacation 
or Leave Request  

Definitions “Working Day” is defined as a day that the 
University is open 

 
1.​ Directly-Elected Officers (DEOs) are subject to the DEO vacation and leave policy in effect at the 

time of their election.​
 

2.​ Absences for GSA-related representation and advocacy work are excluded from this GSA Board 
Policy. ​
 

3.​ Any unauthorized absences are considered unpaid leave.​
 

4.​ In planning absences and ensuring they do not have any conflicts of commitment, DEOs are 
expected to meet the conditions of their portfolios as outlined in GSA Bylaw and Policy.​
 

5.​ DEOs should schedule vacations and academic leaves as early in their term as possible and, 
before scheduling vacations or academic leave, are asked to:​
 
5.1​ Discuss proposed absences with fellow DEOs     , or in the case of the Associate 

Vice-President Labour (AVPL), with the GSA Labour Relations Committee (GSA LRC), to 
ensure there is adequate coverage during absences.​
 

5.2 ​ Consult with the Executive Coordinator (EC) concerning scheduling. ​
 

5.3​ Prepare colleague(s) who will be substituting. 
​
6.​ The three (3) leaves outlined below cannot be combined:​
 

6.1 ​ Vacation: DEOs are eligible for up to ten (10) working days of paid vacation during their 
term in office. ​
 
6.1.a​ Under compelling circumstances, vacations longer than ten (10) working days 

may be approved. ​
 

6.1.b​ There is no vacation pay out on any time not taken upon term expiry or 
termination. ​

7 Approved by the GSA Board on 25 September 2013. On advice from the GSA Accountant and as delegated by the GSA Board, the GSA Budget and 

Finance Committee amended this GSA Board Policy on 27 April 2015. Amended by the GSA Board on 27 June 2018, 26 February 2020,      27 July 2022, 

and 19 April 2023. 
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​
6.1.c​ Vacation time cannot be carried over should a DEO be elected for an additional 
term. 
 
6.1.d​ DEOs are asked, if possible, to refrain from submitting vacation requests in 

April (given the importance of the transition and onboarding processes that 
occur in this month) and in late-August (to ensure the GSA is able to participate 
in the many orientation opportunities that arise during this period).​
 

6.2 ​ Compassionate Leave: DEOs may be eligible for compassionate leave with length of 
leave considered on a case-by-case basis, and with the approval process aligning with 
that of other leaves as described below.​
 

6.3 ​ Academic Leave: DEOs may be eligible for an academic leave, normally no more than a 
total of fifteen (15) working days, for proposed absences related to research and major 
academic milestones (including research which requires travel, travel for academic 
program work such as required academic conferences, and preparation for candidacy 
exams or dissertation defenses).​
 

7.​ The President, who consults with the Executive Director (ED) (or delegate) before a decision is 
made, approves requests from the Vice-Presidents. ​
 
7.1​ The Councillors on the GSA Board (GSAB) approve requests from the President in 

consultation with the ED (or delegate) before a decision is made. This approval occurs 
outside of a GSAB meeting. In the event that these positions are vacant, the 
Vice-Presidents approve requests from the President in consultation with the ED (or 
delegate) before a decision is made. This approval occurs outside of a GSAB meeting.​
 

8. ​ Exceptions to this GSA Board Policy may be approved by the Councillors on the GSAB, in 
consultation with the ED (or delegate). This approval occurs outside of a GSAB meeting. 

 
9. ​ The GSA LRC approves requests from the AVPL in consultation with the President and ED (or 

delegate) before a decision is made. This approval can occur outside of a GSA LRC meeting.  
 

9.1        GSA LRC members may approve exceptions to this GSA Board Policy, in consultation 
with 
               the ED (or delegate). This approval can occur outside of a GSA LRC meeting.​
 

10     ​ Leave forms are available from the EC. DEOs must complete the Vacation and Leave Form and 
give it to the President, with copies to the ED (or delegate) and the EC at least one (1) week in 
advance of the leave, with exception for emergencies.      
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7.​  

Review tracker 

 Reviewer  Status  Notes 

 Person  Not started  

 Person  In progress  

 Person  Under review  

 Person  Approved  

8.​  
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Section 8: Human Resources8 

 

Other Specifically Related Sections of GSA 
Governing Documents 

None 

Related Forms Executive Director Job Description 

Definitions  None 

 
9.​ The GSA will employ an Executive Director (ED) as its most senior manager. 

 
10.​The terms and conditions of employment, as well as job responsibilities and reporting structure, of the ED 

position will be stipulated in a contractual agreement signed by the President, an agreed witness from the 
GSA Board, and the selected candidate for the ED position. 
 
10.1.​ To facilitate this process, an ED Hiring Committee shall be convened. 

 
11.​ED Hiring Committee 

 
11.1.​ The Committee is responsible for overseeing the recruitment and selection process for the ED. 

 
11.2.​ The Committee shall ensure the process is fair, transparent, and in compliance with any applicable 

legal, regulatory, or organizational requirements. 
 

11.3.​ The Committee shall make a final recommendation for appointment to the GSA Board. 
 

11.4.​ The Committee shall be composed of all elected members of the GSA Board, one graduate student 
at-large elected by the GSA Nominating Committee, and one senior staff member. 
 

11.5.​ The senior staff member will be nominated by GSA staff in writing to the GSA President. 
 

11.6.​ The President (or a designate) will serve as Chair of the Committee. 
 

11.7.​ The Committee operates under the authority of the GSA Board. 
 

11.8.​ The Committee is accountable to the GSA Board and shall provide timely updates on the progress 
of the ED hiring process. 
 

11.9.​ Final approval of the ED appointment rests with the GSA Board, upon recommendation from the 
Committee. 
 

11.9.1.​ Roles and Responsibilities of the Hiring Committee members 
 

11.9.1.1.​ Chair (President):  
 

11.9.1.1.1.​ Convenes and facilitates Committee meetings. 
 

8 Approved by the GSA Board on 27 June 2018 and amended on May 21 2025, and May 28 2025. 
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11.9.1.1.2.​ Coordinates the overall hiring process, including communication with legal 
counsel and external recruiters (if applicable). 
 

11.9.1.2.​ Committee Members:  
 

11.9.1.2.1.​ Review and finalize the job description and candidate profile in collaboration 
with relevant stakeholders (e.g., senior staff, legal counsel). 
 

11.9.1.2.2.​ Shortlist candidates, develop interview questions, and conduct interviews. 
 

11.9.1.2.3.​ Recommend a final candidate for appointment to the GSA Board. 
 

11.9.1.2.4.​ Maintain confidentiality throughout the process. 
 

11.9.1.2.5.​ Declare any real or perceived conflict of interest as soon as possible. 
 

11.9.2.​ Meetings and Decision-Making 
 

11.9.2.1.​ The Committee shall meet as frequently as necessary to fulfill its mandate. 
 

11.9.2.2.​ Meetings will be called by the Chair. Every consideration will be made to 
accommodate members’ schedules, but attendance at all scheduled Committee meetings is 
mandatory. Meetings will be held via a virtual platform (Google Meets, MS Teams, Zoom, 
etc.). 
 

11.9.2.3.​ For a meeting to take place, a quorum is necessary and will be met when a 
minimum of four (4) Committee members is in attendance. 
 

11.9.2.4.​ Decisions shall be made by consensus where possible. Where consensus is not 
achievable, decisions shall be made by a simple majority vote. In the event of a tie, the Chair 
shall cast the deciding vote. 
 

11.9.3.​  Reporting 
 

11.9.3.1.​ The Committee shall keep written records of meetings, decisions, and 
recommendations. 
 

11.9.3.2.​ The Committee shall provide regular reports to the GSA Board regarding progress 
on the recruitment and selection process, as well as a final report containing its 
recommendation for appointment. 
 

11.9.4.​ Confidentiality and Conflict of Interest 
 

11.9.4.1.​ All members of the Committee shall sign or adhere to a confidentiality agreement, 
ensuring that sensitive information about candidates remains protected. 
 

11.9.4.2.​ Committee members must disclose any potential conflict of interest (personal, 
professional, or financial) that could impact their ability to act impartially. 
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11.9.4.3.​ Where a conflict of interest is identified, the Committee shall determine whether it 
is appropriate for the member to abstain from discussion or recuse themselves from voting. 
 

11.9.5.​ Term and Dissolution 
 

11.9.5.1.​ The Committee shall remain active until a final hiring recommendation has been 
approved by the GSA Board and a contract is signed with the successful ED candidate. 
 

11.9.5.2.​ Once the ED appointment is finalized, the information will be passed to the GSA 
council and the Committee shall stand dissolved unless directed otherwise by the GSA 
Board. 
 

12.​The ED may hire additional staff members and manage them in accordance with approved budgets, job 
descriptions, and organizational policies. 
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13.​ Section 9: Directly Elected Officer Performance Review Process9 

 

 
Other Specifically Related Sections of GSA 
Governing Documents 

GSA Bylaw and Policy, Section H: 
Performance, Conduct, Responsibilities, and 
Attendance, and the GSA Appeals and Complaints 
Board; GSA Policy: Performance and Conduct, 
Conflict of Interest, and Conflict on Commitment 
GSA Bylaw and Policy, Section D:  
GSA Officers; GSA Policy: GSA Officers Portfolios 

Related Forms Evaluation Form 
Definitions None 

 
1.​ A performance review of the Directly Elected Officers (DEOs) shall be conducted after six (6) months of their 

term. The GSA Board (voting members) can call for an evaluation at any time.  
1.1​ All board members (including non-voting members) shall be given the opportunity to evaluate the 

DEOs performance.   
1.2​ Evaluations shall be submitted in a confidential manner to ensure unbiased and candid feedback. 

2.​ All collected evaluations will be forwarded to the HR manager, or delegate (non-voting member of the GSA 
Board).  

2.2​ The HR manager or delegate shall compile a comprehensive summary report based on the 
evaluations received.   

3.​ A summary report of the evaluation will be shared with each individual DEO. 
4.​ Following the review, any resulting recommendations shall be forwarded to the President (or Acting 

President) and the ED (or delegate).   
4.1​ The President (or Acting President) and the ED (or delegate) will be responsible for communicating 

the recommendations and relevant feedback to the DEO in a constructive manner. 
4.2​ In case of the President's review, the ED (or delegate) will be responsible for communicating the 

recommendations and relevant feedback to the President in a constructive manner. 
5.​ All individual evaluations and associated data shall be treated as strictly confidential.   

5.1​ The HR manager and the ED are required to adhere to strict confidentiality agreements to prevent 
any unauthorized disclosure of evaluation details. Any breach of confidentiality by staff will be 
subject to review and forwarded to the ED to take necessary remedial action. Any breach of 
confidentiality by the ED will be subject to review and forwarded to the GSA Board to take 
necessary remedial action.  

5.2​ Any breach of confidentiality by the GSA Board members (voting and non-voting) shall be subject 
to review and will be forwarded to the ACB to take necessary remedial action. 

6.​ The process detailed herein shall be implemented and overseen by the GSA Board. 
6.1​ Any adjustments or modifications to this process shall be made only through a formal amendment 

to the Board Policy approved by the entire GSA Board. 
7​ Within two weeks of return from a conference relating to their duties, mandate and/or advocacy efforts, 

DEOs must deliver a 15-20 minute presentation to the GSA Board. 
7.1​ This presentation must explain the importance and benefits of this conference, and how the GSA 

will retain and implement this knowledge towards advocacy for the improvement of the graduate 
student experience at the University of Alberta.  

7.2​ If multiple DEOs attend the same conference, they may share a presentation, but each DEO must 
discuss their own individual activities. 

9 Approved by the GSA Board on May 21 and December 17 2025. 
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7.3​ Upon receipt of the presentation, the GSA Board may determine if the conference should or 
should not be attended again in subsequent years. 
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